
 
 

BEST PRACTICES 

BEST PRACTICES I 

 

1. Title of the Practice: 

Paperless Office  
 

2. Objectives of the Practice: 

● To reduce paper usage and minimize the environmental impact 
 

● To increase the efficiency and speed of data management 
 

● To make access to the data anytime anywhere and security of data 
 

● To reduce costs associated with paper-based operations 
 

● To enhance the security of information. 

● To save time spent on locating and retrieving physical files. 
 

● To save costs spent on printing and storing documents 
 

3. The Context: 

Education institutions generate a large amount of paper as student records, academic 

reports, and other administrative documents. This can lead to a cluttered and disorganized work 

environment, making it difficult to manage data efficiently. The paper-based operations also 

increase the risk of data loss or theft and incur additional costs for printing, storage, and 

retrieval. The presence of printers in many places resulted in excessive recurring expenditure on 

paper, toner, power, and maintenance. To address these issues, the institution has adopted a 

paperless office approach, which involves implementing an RDS (Remote Desktop Service) that 

allows staff to access and manage data electronically. The work towards this practice can be seen 



for nearly a decade, only a few were practicing but it was successfully implemented at the time of 

COVID-19. 

4. The Practice: 
 

A paperless office is a workplace that has minimal paper-based processes and relies on 

digitized documents instead. Regardless, reducing the use of paper helps accelerate an institution's 

digital transformation journey. This typically involves transitioning to an electronic document 

managing system that digitizes files and stores them in a central repository. As educational 

institution produces a large amount of paper not in administration purpose but also in the format 

of academic purpose, implementing paperless practice in the office will be cost-effective and 

accessible at all time without wasting much energy. 

To overcome these disadvantages and to get aligned with the Digital India move, the 

institution has introduced many ICT-enabled facilities. The internet and Wi-Fi facility have been 

centralized with OFC infrastructure with the support of high bandwidth internet service providers. 

This facility helped the organization to provide a centralized digital environment. Regardless, 

reducing the use of paper helps accelerate an organization’s digital transformation journey. This 

typically involves transitioning to an electronic document managing system that digitizes files and 

stores them in a central repository. This will lead to safe and secure access to all digital resources 

provided by the institution. This will also lead to getting all the software systems and applications 

licensed and hence a legal digital environment. 

To address these issues, education institutions are adopting a paperless office approach, 

which involves implementing an RDS that allows staff to access and manage data electronically. 

The RDS system can be accessed from any device with internet connectivity, enabling staff to 

work from any location in the campus. The RDS system also offers enhanced security features, 

such as secure login credentials and data encryption, to protect sensitive information. There are 

technical difficulties in implementing and maintenance of these practices. So to overcome these 

challenges, education institutions require adequate resources and support, including training and 

technical assistance to successfully implement the paperless office approach using the RDS 

system. 

https://www.hyland.com/en/resources/trending-topics/2020-vision


5. Evidence of Success: 
 

● Significant reduction in paper usage and associated costs 
 

● Increased efficiency and speed of data management 
 

● Improved accessibility and security of data 
 

● Positive feedback from staff and students on the ease of use and improved organization of 

the system 

● Paper usage has been effectively reduced because of digital communication. 

● Other colleges in the university have been inspired by this system and have adopted it. 

● Networked printers effectively reduce the cost of maintenance, reduce power consumption, 

and also help in faster printing services. 

● Strengthened document security and confidentiality 

● Easy, faster, and accurate access to students’ attendance. 

 
6. Problems encountered and resources required: 

● Technical difficulties in implementing and maintaining the RDS system 
 

● Initial costs associated with the implementation and training of staff on the RDS system 
 

● Ongoing costs for software updates, maintenance, and support. 
 

● Transforming the mindset from manual and paper communication to digital 

communication. 

● The problem with e-waste is when many printers are replaced by one networked printer. 
 

● Minimizing the risk of data loss and maintaining document version control. 
 

● Maintaining document version control 
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BEST PRACTICES II 
 

1. Title of the Practice: 

Mid-day Meal Scheme 
 
 

2. Objectives of the Practice: 
 
 

To provide a free meal to the students who are socially & economically from the poor sections 

in society. 

To improvise students’ health and physical standards. 
 

3. The Context: 

With a view to enhancing enrolment, attendance, and retention and also improving 

the students’ health by increasing nutrition levels among them this novel initiative was 

started in 1976 and funded by the college with the help of local contributors. This scheme’s 

main goal is to provide the students who are socially & economically from the poor sections 

of society and also from remote villages of the Taluk. They spend most of their time 

traveling and are likely to start from their homes well in advance at early timings in the 

morning to reach the college on time. They have no time to prepare food for lunch and 

most of the time they attend classes in an empty stomach. These hurdles impact students’ 

learning, attendance & results. Most importantly students are affected by nutrition 

deficiencies, hemoglobin, iodine, and other health issues. Students are provided with 

nutritious and balanced food which is a good combination of veggies & leaves. 

 
4. The Practice: 

 
Our college is recognized as the first one to initiate this mid-day meal scheme for students 

in the whole of Mangalore University in the year 1976. Every year the number of students 

coming under this scheme has drastically increased. So the college started the Mid-Day Meal 

Endearment Fixed Deposit (FD) in a bank. As the years passed by the contributors and the 

contribution increased. 



However, when the number of student applicants increased for this Mid-Day Meal 

Scheme, it was decided to also provide subsidized meals to the students in addition to free meals 

for the poor and needy students on the basis of merit. Students are asked to fill out the google 

form to come under this scheme with the details. The selection of students is done through 

various levels. Every year, a committee is formed with a convener and members to select the 

deserving students for this facility. The Committee constituted for the purpose goes through the 

applications and asks the students to appear before the interview committee. Students are 

selected on the basis of poverty, merit, and the distance to the college to be commuted daily by 

the students. 

 
The college has been giving this scheme in two ways so that a greater number of students 

are benefitted. Students who are economically backward and who come from far-off places are 

given free food all around the year. And the other type is half the amount paid by the students 

and the other half is given by the college. The amount is taken every year from the Mid-Day 

Meal Endearment Fixed Deposit amount interest. For this scheme, many locals and faculty of 

the institution are contributing from their pockets each year to this number of students. In 2022- 

23, 760 students came under this scheme. 

 
5. Evidence of Success: 

 
As students are spending significant time in college, their performance increased academically 

and it also reflects in their examinations. Attendance of the students increased notably. Students' 

learning ability improved with interaction and active involvement in academic activities in the 

college. Students’ health and physical standards also improved considerably. The number of 

students who benefit from this scheme has considerably risen. In 1976, it was started with 252 

students but in the current year 760 student’s benefit from this scheme. 

 
Problems encountered and resources required: 

 
● Each year the number of students applying to the scheme is more but everyone can’t be 

benefitted from this scheme due to lack of funds. 

● Mid-day meal scheme is given only from Monday to Friday. Government holidays and half 
days are excluded from the scheme. 



Other Information for Free Mid-Day Meal Scheme: 

Note: Total number of students benefitted by this scheme for last five academic year 
(2017-22) 

 

Year 2021-22 2020-21 2019-20 2018-19 2017-18 
Number 762 COVID 756 659 373 
Total 2544 
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