] COORDINATOR GUIDELINES

Dr. B.R. Ambedkar Institute of Computer Sciences
(Run by Kalpana Early Sence Foundation)
(For All New & Existing Coordinators)

] 1. Introduction
o Coordinators are the official representatives of the institute in their respective regions.
e They are responsible for opening, managing, and growing study centers under the institute.
e Must maintain high discipline, transparency, and professionalism.

] 2. Opening a Franchise Centre
o Coordinators can open their own franchise centre or appoint other sub-centres in thei a.
e Each centre must:
o Have a clean and functional classroom/lab setup
o Display board with institute name & logo Q
o Ensure regular classes are conducted ‘

] 3. Course Management
e Courses must be run according to the syllabus provided by the hea
o Students must be registered through the official panel only.
o (lasses, assignments, exams, and practicals must be conducted ser"ous y and recorded.

] 4. Promotion & Publicity ¢ )

e Coordinators must promote the institute locally

o Banners, posters, newspaper ads, s e
o Head office-approved designs and logo st all promotional materials.
e Misrepresentation or name/logo misu. stri ibited.
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structure shared by the head office.

1 5. Fee Structure & Deposit
e The course fee must be collg
e No overcharging or hidden

o Registration fees must be de p the head office account in time.

e Coordinators may reNtheir ; ized share (as per MoU).
b o\ W
] 6. Reporting a 0 ication
e Monthly repott o performance must be submitted.
e Student a afice, € schedules, and other academic data must be updated.
. Reg\(\ tion with head office is mandatory.

i eﬂd Compliance

hical behaviour with students, staff, and parents.

lvement in illegal or controversial activities under institute name.
o Strict actions will be taken if any coordinator violates institute rules.

) 8. Login Panel & Digital Management
e Each centre and coordinator will receive a unique Login Panel (Admin Dashboard).
e The panel allows:
o Student registration and ID generation
o Fee deposit records
o Certificate request and tracking
o Report submission and notifications
e Login credentials must be kept confidential.



o Sharing login access with outsiders is strictly prohibited.

1 9. Brand Usage Guidelines
o Official logo, name, certificate format, ID card design, and website address must only be used by
approved centres.
e All publicity must include:
o Correct spelling of institute name
o Head office-approved logo and contact details
e Unauthorized modification of name/logo or misbranding is strictly forbidden.
o Photos of centre activities must be regularly sent to head office for social media and branding
purposes.

o I\
] 10. Documentation & Legal Validity \\
e Each coordinator must keep:
o Coordinator ID card
o Franchise agreement copy ®
e Study centres must maintain:

o Franchise approval letter
o Official banners and nameplates
o Copies of student registration forms and receipts
e Surprise inspection may be conducted by officials to chtrecords.
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] 11. Rewards & Recognition ® >
e Top-performing coordinators will be:

Recognized every 3 months
Awarded with performance certificates

Given special incentives and gi
Honoured in official geetings and fun

"] 12. Violation & Terminatic N
e Any of the following will Ig n of coordinator rights:
o Misuse of name or
o Collecting exgra/unapp
o Falsifying documents or Sttident data
o Ignoring h e iftructions
e Legal action if required.
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1 13. Futu &?argets
e Coo reencouraged to develop at least 10 active centres in their district.
. h centre 1d maintain 30-50 regular students.
e o In ew job-oriented courses as per demand in the region.
. ingainthe institute’s quality and reputation at all times.

1 Contact Details (Head Office):
e [ Call: 9679044495
o [ WhatsApp: 7478761366
e [] Website: www.dbraics.org.in
e [ Email: drbraics@gmail.com




] Coordinator Guidelines (For Franchise & Centre Maintenance)

Dr. B.R. Ambedkar Institute of Computer Sciences
(Run by Kalpana Early Sence Foundation)
(Applicable for New & Existing Coordinators)
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Dr. B.R. AmbedKkar Institute of Computer Sciences
(Run by Kalpana Early Sence Foundation)

Coordinator Guidelines (f§dl H fawga)

1. Yf¥reT 3R forAefeai

. TharEeh S Qe Al 7@ SR I e 31 1 8, U8 gRid s
. Hg P WH B g, Y&, 3R R \

. O ) TSN BT YA ST IR I T STt 3T
. B & R BT UTeH BT 3R RO T0g IR AT

2. Frgfe wfepan Sk wwawiian Q}v

. DIfiferer Pt Fgfad Teaeag & 999 & 91 %@H@

. FAGAURYH | T, TAHIBI0T TR &
. U dbarse G ¥ R armded ufpa

IOIU‘I PGl Pl

. AR P ADBIA ﬁiﬁ%rrq h W{J T AT
. ST SN b1 SIEL®

. aqaﬁﬁaﬁ I aﬁe“rtrraaéuaﬁrm
A N L

4. AR
. @ & gt BIRf @) SR g AT
U YR SeT, ol B fSeed 3uals T, RUld daR &A1
3R UTgdS MU 3T
IR U9 3USTH B! THIAT 3R SUHT Tg! SUANT HRAT
5. NS 3R TIR-UIR

«  Had R gRI AR U siiss Tl &1 IuAIT &Y

. Tt ot a1edt a1 RS TR IRl &1 IuEnT afsld §

. fSforea SR siithams UaR & forg grearera § Srgafa o sifard
o YT YT SR IRBIaP 3Hd TR A dIR &R



6. WIRI&T 3R HTRIRITETE

. JHI-IHY TR TRATAY gRT SAfoTd Ui & 41T o sifaRa §
. %P T AR faeliat & forg ufieror srfwa smaford s
o TAHIH dAHD, B TS 3R TR &1 Al & SHeRT I@T

7. farta weem ok Wi Iurg . Q
« BRI 9U8 &I Qi Ufchar o1 (Ha=ur 7@
. TIPS o1 3R Reple GRfard 3@ \
. N ARl Afifd 3R 3 foxfta Fam &1 utem SR ®
o Toreit oft it faare ot fYaie Qe &1 & \
N\

h
8. Raifé ok HaR w
. W,Wﬁ?ﬂ%ﬁéwwwﬁ‘
» Tl HEwaqul YISt 1 e B giud

«  WhatsApp U, SHA, BIF I o AIEH TG
. 3urd T & afed A &

I, ¢
\

9. T[T =T
. BHEI B GBI, [Rigreb b 31 1 T[ureT W R
o TRiEmSl &1 agfd : DI AR
HRATS HRAT

N

10.

W et BT UTe HRAT SIS §
UHR P 3fae fafafy, UPRR, SRt gas) & 9y 3e6Ts T dfoid §
. ol & IE W SRS HRATS gRil
. it Themgelt el & fory IHfd 1S 3iTh Heae BT UTeH BRI

11. d&a FuiRor iR yex= qeaie

. U SE TGE 3R BE B! B g & fore deg fuiid s
. HER/faATEY 3nYR IR UeriA RaiféT



.« SEdR UYSYH HRA ardl & ol [RIBR 3R Mg

12. THET FHTYT 3 Rrerad fAaron

. BN, AMTHTTDT 3R Wb Dt RIGRIAT BT JHIYT BT
. Rrradl &1 gEATerd & GHe Ifad FHY W URdd HRAT
. HIMTEIR B uffa, e iR Teantt ragR @1 a1iey

Y .

13. MU-aar 3R ST JRe \\\
®

. T S, HHATRET 3R TR & STl BT QR @

o Tl AR e &1 form rgafa Ser areh 8l BT

o  SCIUICHRM MUl T &t I Ura- HRAT m
Nt
®

14. SMUTAPTAA R Uae=

«  DIdS-19 T fordl 3T STUGT o THY Y&
o AT FARN 3R 1 & forg TeanT
. TETd 3MaRge fg ox & fam

15. 39 HgaYul aTd \
o JUY-HUY R YR & el B JHSAT 3R AR HRAT
: asﬁﬁﬁmsh;ﬁ? & Tg;n:”
. grd
. MieEH l?qaé‘qulwwl

o site: www.dbraics.org.in
[0 Email: drbraics(@gmail.com




