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APPENDIX

2,I2.II. DUTIES AND RESPONSIBILITIES OF A LECTURER
The Lecturer is the main pillar on which the system of Collegiate Education rests. Teaching
is the most
important function of the lecturer which should be undertaken with utmost dedication and sinceritv.
The

functions of lecturers are detailed below.

,ft,

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

'

Thking into consideration the number of working days and periods available for each
subject, the
month-wise annual plan should be prepared for each lecturer in the department. provision
should be
made for revision of the syllabus before the end of the academic year.

4.

The lechrer should follow the month-rti*"

*ruul

plan and complete the syllabus allotted to him/her. In
working days, either due to disturbances or due to hisftrer own absence in
the college, the syllabus should be completed by taking extra classes.
case of any dislocation in

5.
6.

The lectuuer should inform the students regarding the schedule of coverage of syllabus.

The lecturer-in-charge of the department should review the progress of coverage
of syllabus at the
end of every month and inform the Principal. If the schedule is not completed,
he should discr-rss with
the lecturer concemed and plan for the completion of the backlog in the succeeding
month.

7.

The lecturer concemed should also plan the seminars, tutorial ancl assignments and
such other academic
activities.

8.

Along with the lecture method, the lecturer should also motivate the students anil enliven the process
of learning by adopting student centred methods of instruction likc group discussions, questionanswer session etc.,

9.

To achieve the best results, it is necessary for the lecturer to give regular assignments
to the students.

preferably every forndght.
10. The lecturer should necessarily take the help of audio-visual methods of
teaching by

projector, slide projector, chans, etc.

ll.

'sing

over-head

He/She should also organise screening of educational films wherever/ whenever possible.
The lecturer should maintain the teaching diary in the given proforma. This shoulcl
be submitted to the

Principal, through In-charge of depaftmentevery month.

:
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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-lealners to bring them
on par with other students in the class. A record of marks obtained at monthly, qurarterly and halfyearly test should be maintained in the department. lncentives in the form of prizes may be provided to
those who get higher ranks. The progress of the str-rdents should be submitted to the I'}rincipal through
in-charge lecturer, so that a consolidated progress report can be sent to the parents.

15. Remedial coaching: Remedial coaching should

be ananged for academicaily 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. 'lhis will be in accordance with the
progranime of "Eam 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. Guidanoe should be

given on opportunities in the field of Collegiate education and the employment opportunities. As a
Counsellor, the lecturer should act as a 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
ffaditions, rules andregulations of the college.
I1 .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 ih all co-curricular and extra-curricular activities in the
college.

19. He/she should accept the membership of the Committees to which hel
and discharge the duties with commitment.

she is nominated by thc Principal

20. Thelecturer should attend to all examination duties without fail.
2l

.

Thelecturer should assist the Principal in the maintenance of the discipline in the college.

22. Helsheshould remain

in the college premises during the college working hours and even beyond the

working hours, if required.
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23. T\e lectwer should also as a community service, conduct

Academi. Mcttters
such programmes such as useful seminars,

interface-discussions, etc. involving local experts, and the users for the benefit of the commr-rnity. The

lecturer of the subject concemed can act as moderator.

24. The lecturers should attend to any duty assigned to him/her by the Principal or any other higher
authority.

25. As per the orders of the Govemment and the concemed University from time to time, the lecturers
have to adhere to the work load prescribed.

26.'Ihe lecturer is accountable to the Principal of the College.

2.L2.2II. LIBRARY AS A LEARNING RESOURCE
Library is the store house of knowledge. The library holdings in terms of titles of books, journals and
other leaming materials and technology aided leaming mechanism, will enable the students to acquire information,
knowledge and skills required for their study.
A good Iibrary should provide the following facilities
a.

Text book section

b.

Reference section

c.

ReadingRoom

d.

Periodicals section

e.

Journals section and

f.

E- library section with Intemet

g.

Reprography(copying)

The Librarian is the convenor of the College Llbrary Committee nominated by the Principal of the
college. He is responsible for properly administering the library grants in consultation with the Library Committee.
The Committee shall allot funds to the various subject departments of the college.

l.

The Librarian

will

ensure that an amount not exceedi

ngl}Toof

the grant is normally utilized

for

purchase of reference books.

2.

'fhe Librarian will take necessary steps for the purchase of books per
as
the orders o{'the Principal.
Books can be purchased directly from the publishers and their sole distributors by taking usual <iiscount
or from reputed and outstanding firms in the book trade after calling for quotations for terms of supply
and the discountthey offer.
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Librarian should maintain an Accession Register.

The Librarian should adopt the scientific system of classification and cataloguing of books in the

A

Library and library shallbe fully automated
The l.ibrarian should maintain

6.

a

catalogue of the books available in the library. 'l'he library fee collected

under special fee funds can be utilized for the purpose with the prior approval of the Commissioner/

Director of Collegiate Education.
The Librarian should frame the rules and get the approval of the Principal regarding the issue of books,
time limit for retum of books and number of books to be issued to the students and thc staff.

"7

8.

The Librarian should ensure that as far as possible, the concerned subject books only be issued to
staff and students.

g.

The Librarian should fully co-operate with the annual stock verification committee appointed by the
Principal.

10. As per the report of the annual stock verification committee, the Librarian should prepare the list of
books lost and books damaged after annual stock verification and submit the same for condemnation
to the Principal, who will take appropriate action as per existing rules.
11. The Librarian is responsible for maintaining all records pertaining to rhe library like records relating to
catalogues, accession registers issue registers, stock registers, etc,

verification of books in the library is done before the
end of each academic year. For the purpose of the stock verification, it should be seen that all staff and
students retumto the library all the copies borrowedbythem, before the stock verificationcolrunences.

12. Thel-ibrarian should

see that the annual stock

13. Fine (to be decided by the Librarian) is to be collected from the students for late retLrrn of copies.

14. List ofjoumals and newspapers for library shall be prepared by the Librarian in consultation with the
lecturers.

15. Costofbookslostbystr-rdentsorstaffistoberecoveredfromthem.Disposalofoldmagazinesistobe
done by the Librarian in accorditr*-c with the existing rules.
1

6.

The Librarian is accountable to the Principal of the college.

The library shall be kept open atleast one hour before and one hour after the regular College
timings for the benefit of students
A good hook is the precious trfe

to a

lift

beyond

lift

-

blood of a master spirit. embalmed and treasured up in purpose
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III. DEPARTMENT OF PTTYSICAL EDUCATION

Physical Education is an integral part of General Education. Through participation in Physical Education
activities, an individual develops physically, mentally, socially, emotionally and culturally

"A Healthy mind in A Healthy body"
Games and Sports are an organized and competiLive forrn of play. In olden days sports and games were
orgwized in a highly informal way without formulated nrles and regr-rlations. But, today spons hold a prominent
place in modern life, because Sports represent the young power of that Institution or Organ ization.

Communication regarding the Inter Class, Inter-College and Inter - (Jniversity Tburnaments shal
displayed in the department Notice Board, and the college Notice Board.

THE DUTIES AND RESPONSIBILITIES OF A PHYSICAL DIRECTOR
1.

He/she e,lsttles t.he regLrlar firnctiuning of'tle tlepan nretlt by orgarriz-in*p g:ti nes arrrl sJiorts iri cgllege.

L"

He/she shall be avaiiahle in the college till sunset on illl rvolking clay's and cirglnise the pructice al'all
gamesavailable in thecollege in consulhtionwidr theganrcscomniftcc i:t'thecoll*g* anr"l Lhc Pr.irrcipai"

a
J.

He/she as the convener of the games committee of the college organises meetings of the committee at
the beginning of year to plan the Physical Education prograrnmes for the year, which is to be reviewed
every terrn.

4.

Helshc should coach the students, with the conect techniques of various games and sporls. Top
players shall be kept as captains of the team/college.

5.

Expert coaches of different games are invited to guide the students to leam superior techniques.
provision for the honorarium of the coaches may be planned while preparing the Annual Budget.

A

6.

Helshe has to conduct coaching camps in the college to train students in various games and sports.

'

He/sir* will plan and invite experts in various games and sports to enable the str:dents to leam correcl

7

techniques of various games.

8'
g.

He/shc is responsible for inculcating general discipline among the players in parricLllar and students
the college in general.

of

He/shcr should encourage the students to develop sportsman spirit.

10. He/she will prepare the lists of games material, to be purchased every year, keeping in view the stocks
available in the college and stocks required for the current year. The lists are to be placed before the
games committee for approval.
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11. For making puchases of games and sports material the Physical Director should follow the purchase
procedures prescribed by the Government from time to time. I'Ie should verify the samples before
placing the orders, for the supply of material.
12. ThePhysical Director should follow the prescribed procedures while fixing the conveyance charges,
training allowances, refreshments to the competitors taking part in games and sports competitions
conducted outside the college.

13. The Physical Director should maintain all records pertaining to the stocks and purchases of the
department. The stock registers of consumable and non-consumable material should be maintained
separately and the stock registers should be submitted to ttre Principal for verification once in every
term.

t4.

He/she should help the annual stock verification of the department conducted by the committee
appointed for the purpose by the Principal.

15. Heishe

will

be Head of the Department of Physical Education in the college and is responsible

for

maintaining the stocks and accounts of the Depmtment

t6. Physical Director should conduct annual games and sports of the college during the 2nd half of the
academic year.

17. Helshe should organise the annual games and sports day much before the comrnencement of annual
examination.
18. The Physical Director is accountable to the Principal of the College.

19. While sending the teams to participate in toumaments, the Physical Director has to take care of the
fiallowing.
The well-trained teams

will

be sent to participate in the Inter-College toumaments.

The participating teams / players should be provided with proper uniforms,

playing material

(sports kit), and refreshment amount and conveyance charges.
The teams are instructed to maintain dignity, decency and decorum, at the venue of the
toumaments.

They should participate with

a

"will

to win", respecting the rules and regulations.

20. To improve General Knowledge on Sports and Games, a Sports Quiz may be conducted in the
college and prizes be awarded at the Annual Day fi'rnction'

2t.

Sports persons of high caliber shall be invited for Sports Day functions to inspire the students.

22. Annual Stock Verification must be completed before 31" March of every Academic Year'
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