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Standard Operating Procedure (SOP)
Transport Services at MAHE B’LRU

OBJECTIVE

Bus facility for faculty, students & staff from various parts of the Bangalore city to the MAHE B'LRU campus.
The buses are safe and comfortable for transportation.

SCOPE

The transport process ensures smooth functioning of buses on timely basis and ensures proper functioning of the
transport system.

RESPONSIBILITY

Transport facility is managed by office of the DDGS MAHE BLR Campus. Pick and drop facility is arranged as per
university timings.

PREFERENCE

- First preference will be given to the students.
- Ifthere is any vacancy, then the facility will be extended to MAHE employees and later for outsourced employees.

PROCESS FOR BUS BOOKING

- The faculty, staff & students will have to approach the Department of Transport.

- Details related to bus booking will be shared by Department of Transport.

- Busroutes will be shared by the Department of Transport.

- Payment link (only for students) will be shared by Department of Transport to the students for necessary
payments based on the routing.

GUIDELINES

= Allthe students, Faculty and staff should be in their boarding point before 10 minutes of their pickup point. Bus
will not wait for any reason for any delay.

- Allthe faculty and staff should display their ID card daily before boarding the bus.

- Thestudents, faculty & staff should not celebrate birthday parties & festivals in the bus.

- Never stop the bus anywhere except at the designated points. Bus Services are provided for the commutation
between designated pickup point to university and back only. Do not deviate or stop the bus en route for any
personal reasons.

- Students and staff should follow the instructions by Department of Transport.

- While on the bus, students must conduct themselves in a quiet and courteous manner, showing consideration
for the comfort and safety of others.

- Scuffling, fighting, smoking, alcoholic beverages and using obscene language in the bus are strictly prohibited.

- The bus users must use the bus route number, which is allotted to them by the Department of Transport. They
cannot change or use the bus by their own choice. To change the pickup and drop point, bus users must take
permission from the Department of Transport through email communication with proper approvals from the
office of DDGS.

- Incase the vehicle stops at an unscheduled spot, please inform to the Department of Transport.

- Bevigilant and alert throughout the journey. Stay alert of the route. Take care of your personal belongingsin
the bus. Avoid expensive or noticeable jewellery. University is not responsible for your personal belongings.
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- Whenever there is any traffic violation by the driver, inform to the Department of Transport about the same.

- If you observe any strange person sitting along with the driver and do not board the vehicle inform the same
to Department of Transport.

- Incase of vehicle breakdown during the journey, please report the same immediately to the Department of Transport.

- Please ensure you alight yourself only inside the campus while you are reporting to campus and board the bus
only at the designated boarding point inside the campus premises.

- Do not encourage the driver to play loud music in the bus.

- Do notinvolve in unnecessary conversations.

- Do notinstigate the driver for speeding the bus.

- Do not call bus driver for any unscheduled pickup and drop even in case of emergency.

- Do not tip the driver in any way and do not get involved with the drivers in any financial support.

- Do not drive the bus. All commercial vehicles are to be driven by a person who holds valid “Transport Badges”
from the competent authorities.

- Do not engage with drivers in any verbal/physical altercations in case of any conflicts. Please report it to the
Department of Transport.

- Do not make any verbal complaints about the driver while you are on travel. Please report to the Department
of Transport about driver and vehicle maintenance etc.

- Do not alter the sequence of drop or pickup of the scheduled route.

- Incase of change in vehicle or route, do not travel without authentication by the Department of Transport.

- Bealert to anything abnormal and be confident, do not panic.

- Ensure the driver keeps to well used roads and avoid deserted areas.

- Co-operate with Department of Transport by answering their tracking calls.

- Incase of complaints against any commuters for indiscipline behaviour, the bus driver will report immediately
to the Department of Transport and disciplinary actions will be taken against the defaulter by the university.

- University has the rights to change the pickup and drop points, timings, and routing list.

- All students who have paid the transportation fees will be issued with bus pass.

- Students are requested to collect the bus pass at the office of transport [Security Block, Gate NoJ, - 1st floor].

- Allthe students should display their Bus pass daily before boarding the bus, this is mandatory. And students
are required to follow the rules and regulations. “Help us to serve you better”.

Note:

- Students, Faculty/Staffs should ensure and utilise only one route bus for boarding and
de boarding the bus.

- Unauthorized routes will not be entertained or encouraged.

- Please do not block seats while boarding the bus.

Team Lead-Vinod G Escalation Matrix- Transportation Services
Name Designation Level  Contact No. Email ID
Baghirathi Executive L1 8971998747 mahe@baghirathi.com

- Transport Supervisor / _
Srinivas Transport Executive L2 9036800409 transport.maheblr@ manipal.edu
Vinod G Sr. Admin-GS (MAHE) L3 080-24497041 vinod.g@manipal.edu

; Head - Security, Safety & ) . .
Col. Manjunath Hegde Ancillary Services (MAHE) L4 080-24497083 hegde.manjunath@manipal.edu

Basawaraj Kuppasad DDGS (MAHE) L5 080-24494183 basawaraj.sk@manipal.edu
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TRANSPORT FEES

- Thetransport fees is leviable per semester and payable in advance in one instalment.
- Thetransport fee once paid will not be refundable.

- Increase in fuel prices may necessitate a revision in the transport fees.

- Transport fees are based on the travel distance to the Campus:

Transport Fee: Students with valid enrolment number.

Step 1: Log in to MU SLcM. https://slcm.manipal.edu/
Step 2: Select Application Tab on top.
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Step 3: Select fee payment option.
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Step 4: Select route and boarding point.

e £ hetpisdom mangpal edu Tracsportfoutesf ROUTE 1: BANNERGHATTA NIM-8 g4 G| oD
oo buroRiaL o MU SioM oh WD Lol n e (3 Cosniel FIOUTE-10: YARE TOLL BUS STOP DODOABALLAPURARDADL . o} @ MAMLAMGIACULIY ) hiAbll BO M 5
FEOUTE-11: NAMAYLIGA TOLL BUS STOP DEVANAHALLL R

ROUTE-2. SHANTHIMNAGAR BUS TERMINAL [DOUBLE ROAD]
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Step 5: Select payment click on agree button and submit.

cantant, privacy paliches, or sscurity mexsures implemenied by the third party. Ay ranssctions or interactions you sngage in with

sach third party mcluding bufl not limited 1o any financial ransactions, personal daka breaches, or the accuracy, compleleness, of

legality of the content dispiayed on the new app or website ane solely between you and the thind party without any relerence 10 MAHE.

2 Payment Processing: The payment processing an the new app or wehsite B solely managed by 4 third party. MAHE does nat have
Fooess 1o or controd over any paymest information you provide cn the new app or websie, It s your responsibility bo review and
eamaly wih the terms and condilions, relund policios, and privecy polcsss of 1he Third-pafty payTRenl procesaor, Yaur decition 1o
acoess the new app or website and proceed with any payment transactions is at your own risk. MAHE encourages you Io exercise
eaulbon, review the terms and conditions of the new app of websils, and fake approprizle eeasures bo prodect your personal and

financial information,

B | have read, understood, and agreed (o this jegal disclaimer.

Step 6: Click on payment option and proceed to pay.
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Apphcalion

Sefect Payment Oplion
EMI Application NOTE
Statae IF THE AMOUNT I3 DEDUCTED FROM YOUR ACCOUNT, PLEASE CHECK FOR RECEIPT ON FINANCIAL TAE AFTER 24 HOURS.

PLEASE MAIL U5 (sfin.mahei@manipal.odu) WITH PAYMENT DETAILS ONLY AFTER 24 HOURS IF THE RECEIPT 15 NOT GENERATED
MAHE Studant Wi- ] AND YOUR ACCOUNT IS STILL DEBITED,
Fi Servics Request
Farm i
. " Payas low as Rs. 2212/Month* [l

Fte-Registration Sary in Eaviy Mty ibalisants ranging fom

Ebis b 1 ERil plans
RTGS-Payment
Course Fes
Hostel Foe Pay Rs. 24750.00 via Payment i BB C o nus - EET ataim
Payments i

Wby Meofaikiryg, Dbl e Cowiid, LB ) Vilabul

Transport Fea

Step 7: Once payment is successful, please take screenshot and share the same to
transport.maheblr@manipal.edu email address.



