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Message from the Director of IQAC-BUBT and BRIC 

 

I am pleased to share that BUBT Policy Book – Part 1 has been compiled by IQAC-BUBT. 

This book combines all previously approved policies from the BUBT Registrar’s Office and 

newly approved policies endorsed by the Academic Council, providing a single, reliable 

reference for the university community. 

 

In the future, Part 2 of the BUBT Policy Book will be published as more policies are developed 

and approved. The policies in this book have been carefully reviewed by experts, and based on 

their valuable feedback, IQAC-BUBT has refined and updated them accordingly. 

 

By compiling these policies into one volume, we aim to ensure clear guidance for BUBT 

authorities, officials, and stakeholders, making it easier to follow the university’s rules and 

regulations. This initiative will help strengthen governance, improve accountability, and 

maintain consistency in policy implementation across the university. 

 

The BUBT Policy Book will be available to all stakeholders and in various offices of BUBT. 

It will serve as a key resource to support BUBT’s growth, ensuring that our operations align 

with the university’s vision, mission, and strategic goals, while maintaining high standards in 

academics and administration. 

 

Professor Santi Narayan Ghosh 

Director 

IQAC-BUBT & BRIC 

 

 

 



 

Note 

A total of 50 policies have been formulated to improve the management of various academic 

and non- academic departments of the BUBT. These policies were submitted to the Academic 

Council for approval on 19th September 2024. It was recommended by the Academic Council 

that the proposed policies undergo expert review. In this regard, the policies are being 

distributed to the following experts recommended by the Hon’ble Vice Chancellor (In Charge) 

for evaluation.  

List of Policy Reviewers 

SL Policy Name Written By Reviewed By 

01 Policy on Student Affairs Zaved Mannan, Additional 
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08  Policy on Provisions and Procedures 

for Equipment Replacement 
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DISCIPLINE RULES (Code of Conducts for Employees) 
 

11. Misconduct and Negligence of duties: 

The following allegations will be considered as misconduct / negligence of duties of 

a Faculty or an officer or any Employee as the case may be. 

11.1 Lack of punctuality in attending classes or performing duties or remaining 

busy with personal work during the period of classes or duties / office time. 

11.2 Failure to examine and scrutinize the answer scripts properly and 

according to rules. 

11.3 To disclose the secrecy of examinations and question papers. 

11.4 Remain absent from duty without permission. 

11.5 To go on leave or extend leave without giving any information beforehand. 

11.6 To go on leave before sanctioning it. 

11.7 Failure to apply for leave according to rules. 

11.8 To disobey any directive of the University Authority or try to influence others 

to disobey such directives. 

11.9 To cause damage to any property of the University or use any property 

for personal interest or remove any property without permission. 

11.10 To engage in any such activity which creates unrest among the teachers 

and students or in case of moral degradation. 

11.11 If any serious complaint is proved against a teacher or an officer or any 

other employees. 

11.12 If there are signs of moral degradation in any Faculty / Officers or Employee. 

 

11.13 If any faculty or employee found inefficient in performance in conducting 

his/her official duties. 

12. Punishment: 

The Syndicate is the Supreme Authority to give punishment to a Faculty or an Officer or 

any other Employee for negligence of duties and / or professional misconduct. Before 

subjecting a teacher / an officer or an employee to punishment an Enquiry Committee 

shall be assigned the task of investigating the offences. The Syndicate shall finally take 

measure on the basis of findings of the Enquiry Committee and subsequent 

recommendation of the Discipline Committee.1  

                                                
1 This policy has been officially approved by the BUBT Syndicate, following the recommendation made during 

the BUBT Academic Council meeting held on December 29th, 2018. 
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Before awarding any punishment to a Faculty / Officer or any Employee the relevant 

person, 

(a) Shall be given a chance to defend his case. 

(b) If suspended temporarily from the job he shall be given salary and 

other allowances as per the Government Rules till the final decision is 

taken. 

The Syndicate may also take any legal action against any Employee for the 

offence identified by the Enquiry Committee and recommended by the Discipline 

Committee. 

 

13. Types of Punishment: 

A Faculty or an Officer or any other Employee of the University may be given any of 

the following types of punishment depending on the nature and the seriousness of 

offense(s) of the accused. 

 

13.1 Minor Punishment: 

i) Censure 

ii) Withholding for specified period of promotion or of increment. 

iii) Stoppage for a specified period, at an efficiency bar in the pay scale, 

otherwise than for unfitness to cross the bar. 

iv) Recovery from pay or gratuity, if any, of the whole or any part of 

any pecuniary loss caused to the University by negligence or breach 

of orders. 

v) Reduction to a lower stage in the pay scale. 

 

13.2 Major Punishment: 

(i) Reduction to a lower position of post with lower scale of pay. 

(ii) Compulsory Retirement. 

(iii) Termination/Removal from service. 

(iv) Dismissal from service. 

 

Any other punishment the Syndicate may deem proper. 

 

14. Removal / Termination and dismissal from Service: 

The Syndicate can terminate or dismiss a Faculty / an Officer or any other Employee 

who is unable to discharge his duties on health ground or if the post is abolished 

according to the decision of the Syndicate or as punishment. 
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14.1 In case of termination of a Faculty / an Officer or any other Employee of the University 

from service on health ground the Syndicate shall depute a doctor / physician to examine 

the health of the person concerned. The Syndicate shall take appropriate decision on the 

recommendation & opinion of the physician. 

14.2 If the post of a Faculty is abolished due to reorganization of any department or course 

curricula the Syndicate may terminate his job with due compensation as the Syndicate 

deems reasonable. 

14.3 If a Faculty or an Officer or any other Employee is terminated from the service as 

punishment, he may be allowed service benefit, if any, by the Syndicate according to the 

nature of his offence. 

14.4 If a Faculty or an Officer or any other Employee is dismissed from the service as 

punishment, he/she shall not be allowed any service benefit as well as the university’s 

contribution to provident Fund and the proportionate profit thereof. 

 

15. Appeal: 

A regular Faculty / an Officer or any other Employee may appeal to the Syndicate 

for reconsideration of his punishment within 30 (Thirty) days of the order of punishment. 

15.1 Disposal of Appeal: 

Considering all aspects of the allegations the Authority can pass an order for the 

disposal of the appeal. In case of Departmental Proceedings, enquiry, awarding of 

punishment, appeal and disposal of appeal, the Govt. servants Discipline & Appeal 

rules shall be followed. 

 

15.2 Reduction/Redemption of punishment 

A faculty member or an officer or any employee who is under punishment may apply 

with the recommendation of the concerned Departmental Chairman/Head of Office 

for reduction/redemption of punishment at any stage of his/her punishment to the 

Vice-Chancellor. If there are satisfactory grounds for reduction/redemption of 

punishment, the Vice-Chancellor may place the application with Annual 

Confidential Report/Evaluation Report of the concerned Departmental 

Chairman/Head of Office in the meeting of BUBT Trust through Syndicate for 

disposal of the application.  
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শিক্ষাপ্রশিষ্ঠান ও কর্মক্ষক্ষক্ষে য ৌন হয়রাশন প্রশিক্ষরাক্ষে র্হার্ানয হাইক্ষকার্ম  কিতম ক প্রদত্ত নীশির্ালা2 

 
 

                                                
2 This policy has been officially approved by the BUBT Syndicate, following the recommendation made during 

the BUBT Academic Council meeting held on April 10th, 2019. 
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STUDENTS’ CODE OF CONDUCT 

 

1.0 INTRODUCTION3 

 

The motto of Bangladesh University of Business and Technology (BUBT) “Committed to 

Academic Excellence” can be achieved by providing the outstanding qualityeducation, training 

and research, and by adhering to standard rules and regulations of the BUBT and the rules of 

discipline of the social life. To be successful as entrepreneurs, academics, professionals and 

administrators, BUBT always ensures that all students can go about their studies and lives 

within the University environment without being subjected to inappropriate behavior by other 

students, and the development and maintenance of congenial environment free from 

harassments and fear in academics, co-curricular and extra-curricular activities. No one has the 

right to infringe upon the rights of fellow members of the BUBT and tarnish the image of the 

BUBT. 

 

Students’Code of Conduct of Bangladesh University of Business and Technology, hereinafter 

called the “BUBT Students’ Code of Conduct”,is an essential document aiming at maintaining 

discipline and peaceful co-existence of the students.It includes a set of rules and regulations, 

behavioral pattern, manner and etiquette, dress code, etc. that have to be adhered to by each 

student. Failing to abide by these rules may jeopardize the peaceful environment and cause 

failure to achieve the very goalof the BUBT. 

 

Upon registration in the BUBT, students are automatically placed under the guidelines, rules 

and regulations established by the BUBT. Each student is responsible to know, observe, abide 

by, and adhere to the BUBT Students’ Code of Conduct (shortly the Code), policies, rules and 

regulations.  BUBT reserves the right to amend, supplement, or modify this Code at any time. 

 

The purposes of the BUBT Students’ Code of Conduct are to: 

 

 Establish the standard of personal conduct for all students; 

 Ensure that all members of the University can make use and enjoy the activities, 

facilities and benefits of the University without undue interference from others; 

                                                
3 This policy has been officially approved by the BUBT Syndicate, following the recommendation made during 

the BUBT Academic Council meeting held on March 09th, 2020. 
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 Hold individuals and groups responsible for the consequences of their actions, and 

failure to fulfill these responsibilities may result in the withdrawal of privileges or the 

imposition of sanctions. 

2.0 SCOPE 
 

The types of prohibited conduct set forth in this Students’ Code of Conduct are not intended to 

be all-inclusive or to limit the types of inappropriate conduct that may subject a student to 

sanctions or disciplinary action.  Other rules and regulations of the BUBT like “BUBT 

Students’ Examination Policy and Disciplinary Rules”, etc. provide the guidelines regarding 

the responsibilities of the students in examination and disciplinary rules of the examination. 

 

This Code does not govern instances of sexual misconduct or harassment committed by a 

student.  These misconducts are dealt by the BUBT Sexual Harassment Prevention 

Committeefollowing “The guideline on prevention and protection from sexual harassment 

offence against women and girls by the Honorable High Court at educational institutions and 

work places”.  

 

The BUBT Students’ Code of Conduct will cover the following: 

 

a. General Code of Conduct 

 

(1) General rules and instructions. 

(2) Offences leading to punishment/penalty. 

(3) Punishments/penalties. 

(4) Procedure to be followed in disciplinary actions. 

 

b. Dress Code Policy of BUBT 

 

(1) Dress Code for students. 

(2) Unacceptable dress and attire for students. 

 

c. Specimen of Undertaking to be filled in by the Students. 

  

Specimen Form to be filled in during grievance of a student. 
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3.0 GENERAL CODE OF CONDUCT 
 

3.1 General Rules and Instructions 

 

All students of the BUBT are expected to respect and value the rights of others, and conduct 

themselves as responsible citizens. Students are expected to become their best and to work 

consciously towards bringing for the best in others. All behaviormust reflect the reality in the 

social, civic, educational and living environments. They are expected to adhere to policies and 

requirements of the BUBT to abide by all the rules and regulations, including the BUBT 

Students’ Code of Conduct. TheUniversity is free to take preventive or punitive actions against 

the students for any act of indiscipline. 

 

 

3.2 Offences Leading to Penalty/Punishment 

 

A student is liable to be punished for commission, provocation or abetment of any or all of the 

following offences: 

 

(i) Assaulting individual, including conduct which leads to the physical or 

emotional injury of students, faculty members, staff, or other members of the 

University, or which threatens the physical or emotional well-being of students, faculty 

members, staff or other members of the University; 

 

(ii) Using, possessing, distributing, or selling of all sorts of drugs, narcotics, or other 

substances of abuse including tobacco for any reasons in the University premises; 

 

(iii) Smoking of any kind in and around the Campus; 

 

(iv) Bullying or any act in the formsof repeated unwanted physical, verbal, or 

written acts, which are hostile or offensive that target at an individual or group and 

create an intimidating and/or threatening environment or a risk of psychological and/or 

physical harm.  The hostile behaviors include, but are not limited to, inappropriate 

behaviors that are harmful or damaging to an individual and/or property, and the 

offensive behaviors include, but are not limited to, inappropriate behaviors such as 

abusive language, derogatory remarks, or insults; 

 

(v) Conduct which endangers the health or safety of any personor the University, 

through (a) Misusing the fire safety equipment, elevators, etc., (b) Falsely alerting 
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others about an emergency, (c) Intentionally or recklessly obstructing fire, police, or 

emergency services, (d) Obstructing the free flow of pedestrian or vehicular traffic, etc.; 

 

(vi) Speaking, addressing, behaving or treating members of the opposite gender in a 

manner that could be considered as gender or sexual harassment; 

 

(vii) Discriminating on ground of gender, religion, race, color, etc; 

 

(viii) Dressing inappropriately, or in a manner that may be considered as offensive or 

indecent in the context of the cultural, social and religious values of the country. (See: 

Dress Code Policy of BUBT); 

 

(ix) Using of all types of social media networks for the purpose of threatening, 

bullying, humiliating, etc. the students, faculty members, staff, or other members of the 

University; 

 

(x) All sorts of terrorism, militancy, extremism, etc. in and around the Campus; 

 

(xi) Bringing false allegation against a member of the students, faculty members, 

staff, or other members of the University; 

 

(xii) Withholding information about any offence committed by another student, 

faculty member, staff, or other member of the University, when asked to produce such; 

 

(xiii) Violation of the following Examination Hall Discipline, as per the policy of the 

“BUBT Students’ Examination Policy and Disciplinary Rules”: 

 

(a) Possession of incriminating documents, but not copied from the same, 

 

(b) Copied from the incriminating documents including table/desk, etc., 

 

(c) Copying from the scripts of adjacent examinees if the report is submitted 

with evidence, 

 

(d) Copying from Mobile Phone/ possession of Mobile Phone if the report is 

submitted with evidence, 

 

(e) Copying from the incriminating document and making resistance with the 

Invigilators in handing over the incriminating documents, and 
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(f) Misbehavior and threatening the Invigilator or any authority of the 

University inside or outside the Examination Hall; 

 

(xiv) Offences committed by inviting outsiders in the campus to create any type of 

disturbance; 

 

(xv) Possessing any weapon or instrument, capable of resulting bodily or other injury 

to the others in the University; 

 

(xvi) Forming clubs or societies or students’ organizations other than the recognized 

and authorized ones by the University; 

 

(xvii) Arranging parties or playing musical instruments or using loudspeaker, etc. in 

the University premises without prior permission form the University authority; 

 

(xviii) Any mass assemblies or demonstrations that disrupt the classroom experience, 

work environment, or movement of others; 

 

(xix) Any form of political activities in and around the Campus;  

 

(xx) Declaring a strike in the University by the students or preventing or obstructing 

another student of the University from attending classes, examinations, laboratories and 

library, etc.; 

 

(xxi) Arranging/attending unauthorized meeting, gathering or 

demonstration/procession of the students on the University premises other than one 

organized by the departments, students’associations as authorized by the University; 

 

(xxii) Pasting posters or writing on the walls of the class rooms or the University 

Campus. In case of circulation for any academic and co-curricular need, students can 

display their messages in the form of banner or poster with prior permission of the 

BUBT authority at the appropriate board/place. The University authority reserves the 

right to edit and/or cancel any or full part of the message; 

 

(xxiii) Damaging, removing or making unauthorized use of University property, or the 

personal property of the students, faculty members, staff, or others in the University; 
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(xxiv) Preventing, hindering or disrupting students, faculty members, staff, visitors or 

others working in the University in discharging their duties or academic pursuits; 

 

(xxv) Falsifying or submitting false/fake documents, transcripts or other academic 

credentials; 

 

(xxvi) Celebration of birthday party, etc., and creating nuisance through hullabaloo, 

etc.; 

 

(xxvii) Complaints, if proved, received from apartment owners against the students; 

 

(xxviii)Failing to comply with any penalty imposed for misconduct. 

 

3.3 Punishments/Penalties 

 

The punishments/penalties which may be imposed, singly or in combination, for any of the 

above offencesmay include, but are not limited to, the following: 

 

(i) Punishment up to expulsion from the University; 

 

(ii) Suspension from the University for one Semester or more; 

 

(iii) Restitution, in case of damage to, or removal or unauthorized use of property of 

an individual or the University; 

 

(iv) Cancellation of one course or more for one semester; 

 

(v) Reprimand or severe reprimand; 

 

(vi) Forfeiture of the scholarship and stipends, tuition fees waiver, etc.; 

 

(vii) Letter of warning: simple or severe; 

 

(viii) Relocation from the Section. 

 

The punishments/penalties may be severe in nature with similar types of offences committed 

by the students in future. 
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3.4 Procedure to be followed in Disciplinary Actions 

 

BUBT follows the standard policy for providing disciplinary sanction as per the Private 

Universities Act 2010, BUBT Discipline Committee, BUBT Grievance Redress System, 

BUBT Students’ Examination Policy and Disciplinary Rules, etc. The procedures to be 

followed in Disciplinary Actions are: 

 

(i) For the offences mentioned in Paragraph 3.2 above, a formal written complaint 

shall be lodged with the office of the Proctor (regarding gender harassment, the Proctor 

may consider receiving oral complaint also); 

 

(ii) If the said offence is serious in nature, a show-cause notice from the Office of 

the Registrar will be served to the concerned student to explain the matter within the 

stipulated period mentioned in the show cause notice; 

 

(iii) The student shall submit his/her explanation in writing to the Office of the 

Registrar within the stipulated time; 

 

(iv) If the student fails to reply within the stipulated time, it shall be deemed that 

s/he either confesses the allegation or is withholding information which itself is an 

offence defined in Clause (xii) of Paragraph 3.2 above and his/her case shall be dealt 

with accordingly; 

 

(v) The Registrarshall submit the explanationof show-cause notice to the Convener 

of the Discipline Committee for further recommendation about the said offence; 

 

(vi) After an investigation and hearing, in which the student may be asked to appear, 

the Inquiry Committee shall submit a report to the BUBT authority; 

 

(vii) On receiving the report of the Inquiry Committee, the Discipline Committee 

shall recommend to issue show-cause notice to the offender(s) through the Office of 

the Registrar. On receiving the reply, the Committee shall make a decision upon the 

penalties/punishments to be imposed and forward its decision to the Vice-Chancellor 

for his approval; 

 

(viii) After the approval from the BUBT Syndicate the penalties/punishment will be 

imposed, and the student and his/her/their guardian will be informed in writing; 
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(ix) The studentupon whom the penalty is imposed, may apply to the Vice-

chancellor for a review of the decision within 07 (seven) days of the communication of 

the penalty/punishment; 

 

(x) While reviewing the decision, if there is any, the Vice-chancellor shall have the 

power to grant pardon, reprieve and remit any penalty/punishment awarded to the 

student as mentioned in Paragraph 3.3 above; 

(xi) Finally the penalty/punishment shall be placed before the BUBT Syndicate 

and/or the BUBT Trust for ratification. 
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4.0 COMPLAINT FORM TO BE FILLED IN BY STUDENTS 

 
Students are expected to fill up the form for making a complaint to the Proctor/Registrar: 

 

1) Name of the Student:…………………………………………………………………. 

2) ID: …………………………………, 3)Program:……………………………...…… 

4) Department: ………..…………………, Intake: ……………5) Section: ……..…..… 

6) Father:……………………………………, 7)Mother:……………………………… 

8) Name of the local guardian: ………………………………………………….……….. 

9) Address of the local guardian: ………………………………………………….…….. 

10) Present address: …………………………………………………………….………… 

11) Permanent address:……………………………………………………..………….…. 

12) Mobile:…………….…………………, 13) Email:………..…………….…….…… 

 

Nature of Complaint:  

 

 

 

 

 

 

 

 

 

 

 

Declaration: 

 

I do hereby declare that all the information furnished in the application form are true to the best 

of my knowledge and belief. If any information is found to be false or any document attached 

herewith is found to be altered/forged at any time, then BUBT authority may take any action 

against me. 

 

I also declare that I shall abide by all the rules and regulations of the BUBT. 

 

 

------------------------------------     ------------------------------------

Parent’s/guardian’s signature with date   Student’s signature with date 

 

Note: 
1) No investigation will be initiated unless all the compulsory fields are completed. 

2) Complainant’s personal information will be kept confidential. 
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Policy on Student Affairs 

1. Introduction4 

Bangladesh University of Business and Technology (BUBT) recognizes the importance of a 

holistic approach to student well-being. Beyond academic excellence, BUBT is committed to 

fostering a supportive environment that promotes the physical, mental, and social development 

of its students. This policy establishes the framework for the Student Affairs Office and outlines 

its key objectives in supporting student success. 

 

2. Scope of the Policy 

This policy applies to all students enrolled at Bangladesh University of Business and 

Technology (BUBT) and outlines the role of the Student Affairs Office in supporting their 

overall well-being and academic success. It provides a framework for the services, programs, 

and resources available through the Student Affairs Office and defines the administrative 

structure responsible for implementing these initiatives. It governs student behavior, rights and 

responsibilities both on-campus and off-campus and establishes guidelines for engagement 

with campus services and resources. The policy covers areas such as academic advising, mental 

health and counseling, student activities and leadership development, health and wellness 

services, and student advocacy. It ensures that all students, regardless of their background, have 

access to the support they need for both personal and academic growth during their time at 

BUBT. 

 

3. Objectives of the Policy 

The objectives of this policy are as follows: 

A. Promote Holistic Student Development: Ensure that all students at BUBT receive 

support for their academic, personal, and social development through comprehensive 

services provided by the Student Affairs Office. 

B. Enhance Academic Support: Provide students with academic advising and other 

educational resources to help them make informed decisions and succeed academically. 

                                                
4 This policy was approved by the BUBT Syndicate on March 9, 2025, as recommended by the Academic 

Council on December 30, 2024 and affirmed by the BUBT Trust on March 22, 2025. 
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C. Support Mental and Emotional Well-being: Offer confidential counseling services 

to address students’ personal, social, and academic concerns, promoting mental and 

emotional health across the university. 

D. Foster Student Engagement: Encourage active participation in student clubs, 

organizations, and co-curricular activities to promote leadership, teamwork, and a 

vibrant campus community. 

E. Promote Health and Wellness: Provide health and wellness resources, including stress 

management techniques, information on healthy living, and awareness of public health 

issues like vaccination and food safety. 

F. Advocate for Students’ Rights: Represent students’ interests and concerns to the 

university administration, ensuring that they receive fair treatment and a safe, 

supportive learning environment. 

G. Raise Awareness: Conduct educational programs on key topics such as cyber law, 

legal regulations, and behavioral expectations, ensuring students are informed about 

policies and regulations affecting them. 

H. Collaboration: Collaborate with internal departments and external organizations to 

expand the range of support services available to students and improve the quality of 

student life at BUBT 

This policy serves as a blueprint for the Student Affairs Office’s role in ensuring the success 

and well-being of BUBT students throughout their academic journey. 

 

4. Administrative Set-Up of the Student Affairs Office 

The Student Affairs Office at BUBT serves as a central hub for student support services, 

designed to ensure the holistic well-being and development of students throughout their 

academic journey. The office's core mission is to provide guidance, resources, and 

opportunities that foster academic achievement, personal growth, and social responsibility. It 

operates as a comprehensive support system, directly addressing the diverse needs of the 

student body. 

4.1 Structure of the Student Affairs Office 

The Student Affairs Office will be headed by a Director of Student Affairs, who will oversee 

the strategic direction and operations of the office. The Director will work closely with a team 

of dedicated professionals, each responsible for specific areas of student support, ensuring that 

every student receives personalized and effective assistance. The structure includes several key 

units, each with specialized functions: 
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A. Academic Advising 

The Academic Advising Unit is designed to assist students in navigating their academic 

journey, from course selection to career planning. This unit plays a pivotal role in ensuring that 

students make informed decisions about their studies and future career paths. The 

responsibilities include: 

 Course Planning: Helping students understand degree requirements, select appropriate 

courses, and develop academic plans that align with their goals. 

 Career Counseling: Offering proper guidance on career paths, internships and post-

graduate opportunities. 

 Academic Performance Monitoring: Identifying students who may need additional 

academic support and creating intervention plans to help them succeed. 

 Transfer Assistance: Assisting students who may wish to transfer between programs, 

local institutions and international institutions. 

 

B. Counseling Services 

The Counseling Services Unit provides confidential support to students facing a range of 

challenges, including personal, social, and academic concerns. This unit is critical for 

promoting mental and emotional well-being within the BUBT community. Key services 

include: 

 Individual Counseling: Offering one-on-one sessions to help students address issues 

such as anxiety, depression, stress, or relationship problems. 

 Group Therapy: Facilitating group counseling sessions for students facing similar 

challenges, such as stress management or social adjustment. 

 Crisis Intervention: Providing immediate support for students in crisis, including 

referrals to external services when necessary. 

 Mental Counseling: Providing support sessions to help students address and overcome 

personal challenges. 

 Academic Counseling: Offering guidance to assist students in resolving academic 

concerns. 

 Workshops and Seminars: Conducting educational sessions on mental health, coping 

mechanisms, and emotional resilience. 
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C. Student Activities and Clubs 

The Student Activities and Clubs Unit is responsible for organizing and supporting student-

led initiatives, fostering leadership, teamwork, and engagement within the BUBT community. 

This unit's primary focus is on enhancing the co-curricular experience through a variety of 

programs: 

 Club Management: Facilitating the creation and operation of student-led clubs, 

ranging from academic interest groups to recreational and cultural organizations. 

 Leadership Development: Offering leadership training programs and workshops to 

encourage personal growth and responsibility among student leaders. 

 Unity Development: Nurturing student unity during social and national crises. 

 Event Coordination: Organizing campus-wide events, including cultural festivals, 

sports activities, academic competitions, and community service projects. 

 Extracurricular Recognition: Recognizing and rewarding students who excel in 

extracurricular activities, thereby promoting well-rounded development. 

 

D. Health and Wellness Services 

The Health and Wellness Services Unit focuses on promoting physical and mental health 

through various programs and resources designed to encourage healthy lifestyles and 

behaviors. This unit plays a proactive role in preventing health issues and providing students 

with the tools to maintain their well-being: 

 Health Education: Providing information on nutrition, exercise and common disease 

prevention through workshops, campaigns, and awareness drives. 

 Mental Health Awareness: Promoting mental health through educational campaigns, 

counseling support, and stress management resources. 

 Physical Wellness Programs: Organizing fitness programs, sports activities, and 

wellness challenges to encourage physical activity among students. 

 Health Screenings and Vaccination Campaigns: Collaborating with healthcare 

providers to offer health screenings, vaccination drives, and other preventive healthcare 

services. 

 

E. Student Advocacy 

The Student Advocacy Unit serves as the voice of students within the university, ensuring 

that their needs, concerns, and rights are addressed fairly and promptly. This unit plays a crucial 

role in fostering a safe, inclusive, and equitable learning environment: 
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 Representation: Advocating for student interests within the university administration, 

ensuring that student voices are heard in policy-making and decision processes. 

 Conflict Resolution: Offering mediation services to resolve conflicts between students 

and faculty, administration, or peers. 

 Awareness Campaign: Promoting students' rights, social justice, and responses to 

national crises. 

 Support for Marginalized Groups: Providing additional support for students from 

underrepresented or marginalized communities, ensuring they receive equitable 

treatment and access to resources. 

 Awareness Campaigns: Organizing campaigns on key issues such as academic 

integrity, student rights, and social justice. 

 

4.2 Key Responsibilities of the Student Affairs Office 

1. Student Success and Retention: The Student Affairs Office will actively monitor 

student progress, implement intervention strategies for at-risk students, and provide 

personalized support to enhance academic success and retention rates. 

2. Campus Engagement and Leadership: By promoting student involvement in campus 

activities, the office helps build a sense of belonging and community. Leadership 

development initiatives prepare students for roles of responsibility both within and 

beyond the university. 

3. Comprehensive Student Support: The office serves as a central resource for students 

navigating personal, academic, and social challenges, ensuring that all students can 

access the support they need. 

4. Health and Wellness Promotion: The Student Affairs Office is committed to 

promoting both mental and physical health, recognizing the importance of a holistic 

approach to student well-being. 

5. Student Advocacy and Representation: Ensuring that student rights are upheld and 

their voices are heard in university governance is a cornerstone of the office's mission. 

 

Through its multifaceted approach, the Student Affairs Office at BUBT is dedicated to 

creating a supportive, inclusive, and dynamic learning environment where students are 

empowered to achieve their full potential. 

  



Page- 37  

5. Implementation Process of the Student Affairs Office 

The establishment of the Student Affairs Office at Bangladesh University of Business and 

Technology (BUBT) requires a well-structured and phased approach to ensure its successful 

integration into the university's framework. The following implementation process outlines the 

key steps necessary for the setup and operation of this office: 

 

5.1. Planning and Development Phase 

A. Needs Assessment 

i. Conduct a thorough needs assessment by consulting students, faculty, and 

administration to identify the specific services and support systems required by the 

BUBT student body. 

ii. Review best practices from other universities to benchmark effective Student Affairs 

structures. 

iii. Consider current gaps in student support, well-being, extracurricular engagement, and 

academic advising. 

 

B. Resource Allocation 

i. Identify and allocate the necessary resources, including budget, staffing, office space, 

and technology, to establish the Student Affairs Office. 

ii. Ensure that funding covers essential services, such as counseling, health and wellness 

programs, and academic advising. 

 

C. Organizational Structure Design 

i. Develop an organizational chart defining the hierarchy within the Student Affairs 

Office. This includes the appointment of a Director of Student Affairs and the 

establishment of key units (e.g., Academic Advising, Counseling, Student Activities). 

ii. Clearly define the roles and responsibilities of all personnel, including advisors, 

counselors, health and wellness coordinators, and student activity coordinators. 

 

D. Policy and Procedure Development 

i.  Policies and procedures for the Student Affairs Office. This includes protocols for 

student advising, counseling services, extracurricular management, health programs, 

and student advocacy. 
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ii. Establish guidelines for coordination between the Student Affairs Office and other 

university departments, ensuring smooth communication and collaboration. 

 

5.2. Staff Recruitment and Training Phase 

A. Recruitment of Key Personnel 

i. Begin recruitment for the Director of Student Affairs, followed by staff for each of 

the specialized units (e.g., Academic Advisors, Counselors, Student Engagement 

Coordinators). 

ii. Ensure that hired staff possess the required qualifications, experience, and a 

commitment to student-centered approaches in education and development. 

 

B. Staff Training and Professional Development 

i. Conduct comprehensive orientation and training programs for the newly recruited staff. 

The training should cover the office’s mission, service delivery standards, university 

policies, and the use of relevant technology. 

ii. Arrange continuous professional development opportunities for staff to stay updated on 

emerging trends in student affairs, counseling techniques, academic advising, and 

student engagement. 

 

C. Collaboration with Faculty and Administration 

i. Initiate dialogue with faculty members and administrative departments to ensure they 

are informed about the services provided by the Student Affairs Office. 

ii. Establish channels of collaboration to coordinate efforts in supporting students 

academically, socially, and personally. 

 

5.3. Launch and Awareness Phase 

A. Soft Launch of Core Services 

i. Initiate a soft launch of core services such as academic advising, counseling services, 

and health and wellness programs. This allows for testing of the office’s processes and 

an opportunity to make necessary adjustments before a full-scale launch. 

ii. Set up a functional website or online portal where students can access information, book 

appointments, and receive updates on available services.  
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B. Awareness Campaign 

i. Conduct a campus-wide awareness campaign to introduce the Student Affairs Office to 

students, faculty, and staff. This can include workshops, seminars, and an official 

launch event. 

ii. Utilize multiple communication channels, such as email, social media, flyers, and 

posters, to ensure that students are informed about the services available to them. 

iii. Collaborate with student leaders and clubs to promote awareness and generate interest 

among the student body. 

C. Student Orientation 

i. Integrate the services of the Student Affairs Office into the university’s orientation 

program for new students. Provide detailed presentations on the office’s role, how 

students can access services, and the benefits of engagement in extracurricular activities 

and co-curricular activities.  

ii. Distribute informational brochures and guides that outline the office’s support 

offerings, including academic advising, counseling, and student activities. 

 

5.4. Full Operation and Evaluation Phase 

A. Full-scale Launch 

i. After addressing any challenges identified during the soft launch, proceed with the full-

scale launch of the Student Affairs Office, ensuring all units are operational. 

ii. Expand services based on feedback from the initial launch, including additional 

programs such as leadership development workshops, health initiatives, and more 

robust student advocacy efforts. 

 

B. Monitoring and Evaluation 

i. Implement a system for monitoring the effectiveness of the Student Affairs Office 

through regular feedback from students, faculty, and staff. 

ii. Utilize student satisfaction surveys, focus groups, and feedback from service recipients 

to assess how well the office meets the needs of the students. 

iii. Monitor participation rates in student activities, counseling sessions, and academic 

advising to evaluate the impact of the office’s programs. 
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C. Reporting and Continuous Improvement 

i. The Director of Student Affairs will compile monthly and annual reports detailing the 

office’s activities, achievements, and areas for improvement. These reports will be 

submitted to the university administration and will guide ongoing improvements. 

ii. Continuously refine services and introduce new initiatives based on the evolving needs 

of students, developments in student affairs best practices, and feedback from the 

university community. 

 

5.5. Ongoing Collaboration and Expansion 

A. Partnership Building 

i. Develop partnerships with external organizations, healthcare providers, mental health 

professionals, career development experts, and community groups to broaden the scope 

of services offered by the office. 

ii. Seek opportunities for collaboration with student organizations, faculty, and other 

university departments to co-host events, workshops, and initiatives that enhance the 

student experience. 

 

B. Expansion of Services 

i. As the Student Affairs Office becomes more established, expand services to meet 

growing student needs. This could include creating specialized units for international 

students, first-generation students, or marginalized groups who may require additional 

support. 

ii. Integrate technology, such as mobile apps, to improve access to student services, 

appointment scheduling, and resources. 

 

6. Conclusion 

The Student Affairs Office at BUBT plays a vital role in fostering a student-centered 

environment that promotes academic success, personal growth, and overall well-being of 

students. Through its dedicated staff, comprehensive programs, and commitment to student 

advocacy, the Student Affairs Office empowers BUBT students to thrive during their academic 

journey and prepare for fulfilling careers and lives. The Policy on Student Affairs serves as a 

critical guide for students in promoting a safe, respectful and engaging campus experience. It 

ensures students are supported academically, socially and emotionally, while also outlining 

clear expectations for behavior and accountability. 



Page- 41  



Page- 42  



Page- 43  



Page 44 
 



Page 45 
 

The BUBT Central Library Policy and Rules 

5 

Vision of BUBT Library: To be a world-class information resource center for higher 

education and research committed to excellence in the acquisition, preservation, and 

dissemination of knowledge to the university community. 

 

Mission of BUBT Library: To provide quality information resource services that will 

empower the university community to carry out its vision, mission, and core values of 

academic excellence, innovation, and research. 

For the implementation of the Vision and Mission, the Library Policy and Rules have been 

designed to create a conducive and comfortable learning environment for students, teachers, 

researchers, and staff. 

 

Rule: 1. Short title, commencement and extent  

(a) This Rule may be cited as The BUBT Central Library Policy and Rules, 2024  

(b) It shall come into force from the date of approval by the BUBT authority. 

(c) It extends to all current students, researchers, faculty members and officials. 

Rule: 2. Definitions  

(a) Book Issue/ Check-out refers to the process of borrowing library materials for a specified 

period, including any charges incurred for overdue items. 

(b) Book Return/ Check-in refers to the process of returning borrowed library materials in 

the same condition, within the specified period.  

(c) BUBT stands for Bangladesh University of Business and Technology. 

                                                
5 This policy was approved by the BUBT Syndicate on March 9, 2025, as recommended by the Academic 

Council on December 30, 2024 and affirmed by the BUBT Trust on March 22, 2025. 
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(d) Cross-checking means a tactic in which a check is played in response to a check. 

(e) ID refers to an identification number. 

(f) Library Clearance refers to a certificate issued by the library indicating that a patron has 

settled all dues. Once a patron clears all types of library dues, s/he may become eligible 

for Library Clearance. 

(g) Late Fee refers to an additional charge imposed on a patron if s/he returns the library book 

after a stated date. For example, if a book is due on the 12th and one returns it on the 15th, 

a late fee may be applied. 

(h) Over-due refers to not paid at an expected or required time. 

(i) Patron refers to the library members (Teacher, Staff and Student). 

(j) Price quotation means a document that specifies a fixed price for a project. A quote is 

provided to a potential buyer by a supplier and is also referred to as a “quotation” or simply 

a “quote.” The price in a quote is valid for a limited time, which might be indicated as 

“valid for 60 days.” 

(k) Renew means extension of the book issuance period.  

(l) Reading materials means all types of readable materials such as books, periodicals, 

journals, newspapers, magazines, maps, charts, graphs, pictures, audio-visual materials, 

etc. 

(m) Safekeeping, also known as safe keeping, refers to the storage of assets or other valuable 

items in a protected area.  

(n)  Same Book refers to a book that is identical to another book. 

(o) Teaching Staff refers to teachers who are regular faculty members, not adjunct or 

contractual faculty.  

(p) Weeding means the process of systematically evaluating and removing outdated, 

damaged, irrelevant, or rarely used materials from a library's collection. It is an essential 

part of collection management in libraries to ensure that the collection remains current, 

relevant, and space-efficient.  
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Rule: 3. The BUBT Central Library will remain open from 9.00 A.M. to 9.00 P.M. while the 

University is in session. It will be completely closed on public holidays and university 

holidays approved by the university authority. Students will not be allowed to check out 

books for use in the reading rooms during the last 30 minutes before the library closes. 

Rule: 4. The librarian has the authority to close the entire library or any specific area when 

necessary. Details of each case must be reported to the Library Development Committee 

at its next meeting.  

Rule: 5. All types of library reading material acquisitions will be conducted systematically 

and efficiently, ensuring support for the teaching, learning, and research needs of the 

university's academic community. The primary goal is to develop a comprehensive and 

diverse collection that aligns with the institution's mission and academic programs. This 

encompasses curriculum support, research, technology, emerging disciplines, student 

needs, and cultural relevance. The selection process for reading materials involves close 

collaboration between faculty members and the librarian, including collection analysis, 

professional reviews, and consideration of budgetary constraints. Establishing and 

maintaining strong vendor relationships with reputable suppliers is prioritized. The policy 

places emphasis on intellectual freedom, diversity, and regular evaluation to adapt to 

changing needs and improve collection development strategies (Layout of Acquisition 

Policy: Annexure -1) 

Rule: 6. The students of the university who have obtained the necessary ID card for either the 

undergraduate or graduate programs, as well as officers, members of the teaching staff, 

and members of the syndicate will be entitled to membership in the library. The students 

of undergraduate or graduate programs will be required to deposit caution money.  

Rule: 7. The librarian is empowered to permit individuals not previously mentioned to use 

the library under such terms and conditions as he thinks appropriate, subject to periodic 

reporting to the Vice-Chancellor.  

Rule: 8. The privilege of borrowing books from the Central Library will be extended to 

members of the following groups, subject to the guidelines and limitations listed below or 

as determined by the Library Development Committee on a case-by-case basis:  
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(a) Each undergraduate member of the BUBT Central Library can borrow two volumes at a 

time for the period of one week (07 days) and can renew them for another one week (07 

days). The same copies of volumes are not allowed to borrow. The borrower will be 

responsible for his/her document after check-out from the library. First-come, first-serve 

rule will be followed. The rate of overdue charge from all classes for overdue books shall 

be Taka ten (10) per day per volume. 

(b) Each graduate member of the BUBT Central Library of the university can borrow two 

volumes at a time for the period of two weeks (14 days) and can renew once for another 

Two weeks (14 days). The same copies of volumes are not allowed to borrow. The 

Borrower will be responsible for his/her document after check out from the library. First-

come, first-serve rule will be followed. The rate of overdue charge from all classes for 

overdue books shall be Taka ten (10) per day per volume. 

(c) A borrower who is a member of the syndicate, a teacher, or an officer may check out up 

to 10 books at a time and keep each book for up to 30 days. The borrowed book must be 

returned to the library at the end of the 30-day period. If no other readers need the book, 

it can be reissued to the same borrower for an additional 30 days. Books that are due on 

holidays may be returned on the day the library reopens after the holiday. Books due 

during a vacation can be returned within three days after the vacation ends. The librarian 

has the right to refuse to issue any additional books until all overdue books are returned 

or any unpaid fees are settled.  

(d) Persons specially permitted by the Vice-Chancellor shall be issued two volumes at a time 

for a period of two weeks (14 days). 

(e) The university's ministerial staff may be granted library membership if recommended by 

the department head or office head. A deposit of Tk. 5,000/- each will be required before 

they can borrow up to two books at a time for a maximum of two weeks (14 days), at the 

discretion of the librarian. 

Explanation: All deposits and overdue charges must be paid to the university's accounts 

office. Caution money will be refunded after deducting any fines or costs owed by the 

depositor. 
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Rule: 9. Rare or reference books cannot be checked out of the library; however, they can be 

consulted on-site following the guidelines established by the librarian. Expensive books 

may only be checked out with specific approval from the Library Development 

Committee. Audio Visual Materials (AVM) will be issued as like as Textbooks previously 

mentioned. No manuscript may be borrowed from the library without the explicit consent 

of the Manuscript Committee. Newspapers, Periodicals, magazines, journals, internship 

reports, theses and dissertations are not allowed to be issued.  A list of books falling under 

this section shall be drawn up by the Library Development Committee after receiving a 

report from the Librarian and Chairmen of Departments. 

Rule: 10. Unbound portions of magazines or books that are not adequately protected by 

binding may not be checked out of the library unless specifically authorized by the 

librarian. The librarian may also refuse to lend books that are commonly needed for 

academic work and study by students and instructors. Teachers should not check out 

textbooks that students frequently request from the library without the librarian's consent. 

Rule: 11. In consultation with the librarian, department chairmen may borrow books and 

maps from the library for up to one month if needed for ongoing reference or classroom 

demonstrations. They are personally responsible for the safekeeping of the borrowed 

items. However, no more than twenty books or maps can be checked out at a time. 

Rule: 12. Departments chairmen may countersign book borrowing requests, but not more 

than five volumes may be borrowed at a time, provided the books are lent responsibly. 

The books must be returned within one week from the date they are issued. 

Rule: 13. (a) Borrowers and readers are advised to inspect the books issued to them at the 

time of borrowing and to inform the Library Assistant of any defects, marginal notes, etc. 

The borrower is responsible for replacing, at their own expense, any lost or damaged 

books returned to the library, or books annotated by them. If the lost or damaged volume 

is part of a set and cannot be replaced individually, the borrower must replace the entire 

set. In such cases, the damaged book or set in question becomes the property of the 

borrower. 

(b) If borrowers are unable to replace lost books, the Librarian may, at his discretion, collect 

a fine equivalent to two times the price of the book, along with an additional fifty taka as 



Page 50 
 

a library service charge. The fine amount, calculated as [(Book price X 2) + 50)], should 

be deposited to the university's accounts office for reported lost books. 

Rule: 14. The students who have valid ID cards are allowed to use up to two books at a time 

in the specified reading rooms. However, no student is permitted to take books outside the 

library, except as hereinafter mentioned. 

Rule: 15. Throughout the library, silence is anticipated, because users’ behavior reflects a 

quiet reading environment and they should be considerate of others' needs. Persons using 

the reading rooms shall abstain from group discussion, making noise, or any other form 

of activity likely to disturb others. Mobile phones must be sent to silent while inside the 

reading rooms and should not be used anywhere within the library premises. Serious 

offences will be pursued immediately under the university’s codes of discipline and may 

result in suspension from library facilities depending on enquiry. Offences include 

unrecorded borrowing, theft or concealment of material or equipment, abuse of any sort 

directed against library staff or other users of the library. Writing or marking in a book, 

reading table or chair is strictly prohibited. Any form of mutilation will cause replacement.  

Rule: 16. To check out books from the library, individuals must present their borrower's cards 

in person to the Issue Assistant, which is issued specifically for that purpose. 

Rule: 17. Individuals who are not members of the Syndicate, officers, or teaching staff are 

not permitted to access the shelves unless accompanied by a teacher or a library staff 

member. 

Rule: 18. The rate of overdue charges for overdue books from all classes shall be Tk. 10/- per 

day per volume. The overdue charge will be applied when the renewal period exceeds. In 

the case of salaried individuals employed by the University, the overdue charges shall be 

deducted from the defaulter's salary without further reference. For students, the overdue 

charges shall be collected in cash by the Accounts Office, with notification sent to the 

Library. 

Rule: 19. At the time of Library Clearance, any kind of dues must be paid/refreshed by the 

library users. If any book has been lost or damaged, the price demanded by the Librarian 

must be paid on account of such loss or damage. Students must return the library cards at 
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the time of Library clearance; if unable to return that, they must apply to the librarian by 

attaching a copy of General Diary/ GD regarding the missing library card.   

Rule: 20. Any individual who wishes to consult books in the Reading Rooms but is not a 

Syndicate member, officer, or university teaching staff must fill out a slip provided for 

this purpose. The slip should include their name, identification, the book's call number, 

and title, and must be submitted to the Issue Assistant. Upon receiving the book, the 

individual must also deposit their library card. When the book is returned, the receipt sheet 

will be canceled in front of them, and their library card will be returned. 

Rule: 21. The BUBT Central Library's annual inspection will continue for ten working days. 

All books on loan, regardless of the borrowing date, must be returned on or before the 

Annual Inspection. The Library's entire stock verification will be completed in the years 

according to a plan created specifically for this purpose. (Under these conditions, there is 

no need to close the library because inventory will be conducted in sections over a five-

year period). 

A fine of Taka ten (10) per book per day will be imposed on anyone who keeps one or 

more books after the Annual Inspection begins until the book or books are returned. The 

Registrar must be informed of any fines incurred. 

Rule: 22. (a) Before entering the library, patrons must hand over their personal belongings, 

including books, bags, umbrellas, sticks, packages, portfolios, briefcases, newspapers, and 

loose clothing, to the library attendant at the safekeeping counter. In exchange, they will 

receive numbered tokens, which can be used to retrieve their items upon exiting. 

(b) Readers are required to deposit their bags and personal items but they should keep any 

valuables, such as cash or jewelry, with them. The library staff will not be held responsible 

for any lost items. 

(c) Deposited items must be retrieved from the safekeeping counter by returning the 

appropriate tokens no later than fifteen minutes before the library closes. Library staff will 

not be held responsible for the security of items that are not picked up on the same day. 

(d) A fee of Tk. 150/- will be charged for the loss of a token, to be collected from the 

individual concerned. 
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(e) The gate pass must be presented to the library attendant when exiting the library. Library 

staff may conduct thorough checks of patrons either within the library premises or at the 

gate, if necessary. 

(f) It is permissible to bring notes and exercise books into the library; however, they must 

be checked at the gate upon exit. 

(g) Books issued for study in specific Reading Rooms must not be taken to other Reading 

Rooms. 

(h) Students, both male and female, are required to read in their designated reading rooms. 

(i) Smoking is strictly prohibited inside the Library. 

(j) Users of the reading rooms are not allowed to engage in group discussions, mobile 

conversations, or any other behavior that may disturb other users. They should minimize 

noise when entering and exiting the library. 

Rule: 23. The BUBT Central Library will implement a weeding policy to uphold a relevant, 

up-to-date, and high-quality collection that effectively serves the needs of its users. 

Materials will undergo evaluation based on criteria such as relevance, currency, physical 

condition, usage, duplication, availability, and space constraints. Regular evaluations will 

be conducted by library staff, subject specialists, and in consultation with faculty 

members, ensuring a comprehensive assessment process. Weeding decisions will be made 

utilizing professional judgment and considering multiple perspectives, in accordance with 

the principles of intellectual freedom. Proper disposal methods will be employed for 

weeded materials, and any resources obtained through the process may be allocated for 

acquiring new materials that align with the library's collection development priorities. 

(Layout of Weeding Policy: Annexure - 2) 

Rule: 24. The Library Committee reserves the right to suspend or temporarily withhold the 

library privileges of any reader who violates the Library Rules. 

Rule: 25. If any unavoidable circumstances arise, the librarian or librarian in-charge can 

forward the matter to the Vice-Chancellor or Pro-Vice Chancellor of the University for 

necessary readdress. 


