
2.12.1 I. DUTIES AND RESPONSIBILITIES OF A LECTURER 

The Lecturer is the main pillar on which the system of Collegiate 

Education rests. Teaching is the important function of the lecturer 

which should be undertaken with utmost dedication and sincerity. 

The functions of lecturers are detailed below. 

1.The lecturer has the primary duty to disseminate knowledge in his/ 

her subject to all the students. 

2.At the beginning of the academic year, the lecturer in-charge of the 

department should distribute syllabus to the members of the 

department, by convening the meeting of all staff members in the 

department. 

3.Taking into consideration the number of working days and periods 

available for each month-wise annual plan should be prepared for 

each lecturer in the department. Provision made for revision of the 

syllabus before the end of the academic year. 

4.The lecturer should follow the month-wise annual plan and 

complete the syllabus allotted to him/her. In case of any dislocation in 

working days, either due to disturbances or due to his/her own 

absence in the college, the syllabus should be completed by taking 

extra classes. 

5.The lecturer should inform the students regarding the schedule of 

coverage of syllabus. 

6.The lecturer-in-charge of the department should review the progress 

of coverage of syllabus end of every month and inform the Principal. 

If the schedule is not completed, he should discuss the lecturer 



concerned and plan for the completion of the backlog in the 

succeeding month. 

7.The lecturer concerned should also plan the seminars, tutorial and 

assignments and such other academic activities. 

8.Along with the lecture method, the lecturer should also motivate the 

students and enliven of learning by adopting student centred methods 

of instruction like group discussions, Question-answer session etc., 

9.To achieve the best results, it is necessary for the lecturer to give 

regular assignments to the students,preferably every fortnight. 

10.The lecturer should necessarily take the help of audio-visual 

methods of teaching by using over-head projector, slide projector, 

charts, etc. 

11.He/She should also organise screening of educational films 

wherever/ whenever possible. 

12.The lecturer should maintain the teaching diary in the given 

proforma. This should be submitted to the Principal, through In-

charge of department every month. 

13.The lecturer should maintain synopsis of each lesson prepared by 

him/ her. As far as possible, a copy of the synopsis should be 

provided to the students. The record of synopsis maintained by the 

lecturer will be checked by the Principal every month. 

14.The lecturer should conduct periodic tests in the subject and 

motivate the slow-learners to bring themon par with other students in 

the class. A record of marks obtained at monthly, quarterly and half- 



yearly test should be maintained in the department. Incentives in the 

form of prizes may be provided to those who get higher ranks. The 

progress of the students should be submitted to the Principal through  

in-charge lecturer, so that a consolidated progress report can be sent 

to the parents. 

.15. Remedial coaching: Remedial coaching should be arranged for 

academically backward students, outside the college hours, the UGC 

grants meant for this purpose can be utilized. The in-charge of the  

department should plan for remedial coaching and submit it to the 

Principal, who should plan the finances for the programme. The 

teaching staff of the department or the bright students of senior  

classes may be involved in this programme on payment basis. This 

will be in accordance with the programme of "Earn while you Learn". 

G.O.No.129Edn. Dt.23-2-1977 provides the rules regarding  

this programme. (More details are provided at the end of this chapter). 

16.The lecturer should participate in Students Counselling 

Programmes organized by the Principal. He/she should give necessary 

counselling to 20 to 30 students allotted to him/her. Guidance should 

begiven on opportunities in the field of collegiate education and the 

employment opportunities. As a Counsellor, the lecturer should act as 

liaison between college administration and his wards. He/she 

should enlighten the wards about the facilities available in library, 

games etc., and orient them to the traditions, rules and regulations of 

the college. 



17.The lecturer working in Science subjects should see that practical 

classes are conducted immediately after the theory class of a 

particular topic is completed. There should be a perfect co-ordination 

of theory and practical classes. In practical classes, the lecturer should 

bestow personal attention on every student and verify his/her work. 

The practical class should be continued till the end of the specified 

period. 

18.The lecturer should co-operate and participate in all co-curricular 

and extra-curricular activities in the college. 

19.He/she should accept the membership of the Committees to which 

he/ she is nominated by the Principaland discharge the duties with 

commitment. 

20. The lecturer should attend to all examination duties without fail. 

21.The lecturer should assist the Principal in the maintenance of the 

discipline in the college. 

22.He/she should remain in the college premises during the college 

working hours and even beyond the working hours, if required. 

   

23.The lecturer should also as a community service, conduct such 

programmes such as useful seminars, interface-discussions, etc 

involving local experts and the users for the benefit of the community 

the lecturer of the subject concerned can act as moderator.   

24.The lecturers should attend to any duty assigned to him/her by the 

Principal or any higher authority.   



25.As per the orders of the Government and the concerned University 

from time to time, the lecturers have to adhere to the work load 

prescribed.   

26.The lecturer is accountable to the Principal of the College.   


