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1.1.1 (6) FACULTY GUIDELINES 

 
 
  
Teaching and Learning Process: 

 
1) Refer the copy of syllabus and plan number of lectures and practical as per University norms 

/PCL. Divide unit into number of topless and assign lecture {s)/practical(s) to the identified 

topics in such a way that it is possible to complete whole syllabus within decided period. 

Prepare teaching plan to conduct theory and/or practical sessions as per course outcomes (CO) 

and map with program outcomes (PO). 

2) All the theory and practical classes must start on sharp time and should be conducted for full 

time as per timetable: under no circumstances shall the students be released before time. 

Prepare separate faulty time table. No theory or practical class shall be left unattended: the 

Principal must be informed about non conduct of a class, if any. With substantial reason for the 

non-conduct of the class, Tutorial work should report separately on attendance book. 

Alternative arrangement shall be made for absence or leave.  

3) The subject teacher must remain present for full length of time during practical. Subject teacher 

should dictate the principle, theory & procedure of Practical. It is advised that they observe the 

techniques and skills of the students and correct them if required. 

4) The attendance of the students must be taken and recorded in the attendance record during the 

class or practical and it should be submitted to the academic in charge whenever necessary. 

No,Whatsoever reason will be accepted for non-submission? Attendance record must be ready 

for examination at any time. 

5) Whenever possible and require lake assignments /class tests 

6) In case of noncompliance to the teaching plan, plan extra lecture / practical session to complete 

the syllabus and maintain lecture compensation report. 

7) Minimum number of required or prescribed experiments must be taken in detail. Addition of 

new experiments, innovative practices is highly appreciated. 

8) Conduct viva voce and evaluate practical record books of UG students as per assessment 

scheme of respective pattern. The practical records must be checked and assessed regularly. 

9) Ensure some degree of variation /change in experiment conducted in consecutive years. 

Faculty Guidelines 
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10) If required, bridge the gaps by conducting related content of topic not mentioned in syllabus 

and or introduce new experiment over and above the curriculum. Maintain record of content 

beyond syllabus. 

11) Every faculty member has to compare the syllabus covered against planned and submit 

syllabus completion report on first working day of consecutive months Topic planed but mot 

covered and or engaged  10%  more or less lectures than planed is considered as 

nonconformity. In such circumstances corrective measure should be initiated. 

12) Guide the allotted students for project work and maintain project guidance record. 

13) Faculty should attend /participate in seminar/ Workshop/ conference and engage in research 

work and publish the same in journal or present in conference; and maintain such record. 

 

Examination: 

 

1) All examinations will be carried out as per University/PCI guidelines. 

2) Set the question paper for internal examination viz, continuous assessment, sessional 

examinations and other examinations as per instructions given by examination department. 

3) Submit the question paper's multiple copies according to number of students, sufficient for 

distribution] in sealed envelope to Exam Incharge. 

4) Prepare and submit of Model Answer Paper to the Exam In-charge, 

5) The Submission of question papers, evaluation and submission of marks to the Exam in-charge 

shall be done in due time frame. 

6) Perform invigilation duties assigned by college and for University, 

7) Prepare and submit marks distribution and analysis report to the Exam In-charge. 

 

Mentoring system:  

 

1) Batch-wise students (mentee) will be assigned to the faculty (Mentor) and a faculty from 

mentors of each class will be assign as class in charge. 

2) Staff should be available for the students beyond class hours. To use mobile phones by the 

students in the college premises are strictly prohibited. 

3) Mentor should do regular student counseling: and encourage and motivate them for their  
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development. 

4) Regularly take review of group student attendance and communicate [telephone or postal] to 

parents of student having less attendance. Maintain action taken report for less attendance.  

 
Administrative Responsibilities: 

 
1) The college discipline such as following the timings strictly, the college students’ uniform etc. 

    Shall be strictly implemented by each faculty without personal prejudice. 

2) Faculty has to take initiatives for responsibilities assigned by college. 

3) It is expected that the faculty sits full time on their workplace and engage the free time in the 

assigned administrative work, research work, and laboratory development work or in library. 

4) Faculty should try to receive research project grants from various funding agencies, 

5) Faculty should perform examination and other duties assigned by University / DTE/ PCI/ 

AICTE. Maintain record of such duties performed. 

6) All the necessary material such as administrative files, completed attendance sheets etc. must be 

handed over to the appropriate authorities before proceeding on winter /summer vacation. 
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1.1.1 (7) University Copies of Syllabus 
 
 
 
 

 
 

University Copies of Syllabus 

https://nmu.ac.in/Student-Corner/Academics/Syllabi 
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1.1.1 (8) Faculty File 
 
 
 
 

 
 

Faculty File 
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