DUTIES AND RESPONSIBILITIES OF THE OFFICERS AND OTHER

EMPLOYEES OF THE INSTITUTE
Responsibilities of the Head of the Department/ Principal:
The Head of the Department/Principal as an administrative and academic Head of the College
and shall be responsible for:
1. Academic growth of the Department/College.
2. Assessing reports of teachers.
3. Any other work relating to the Department/Institute as may be assigned to Him'her by the
Competent Authority from time to time.
4. Admissions of students and maintaining discipline.

Duties and responsibilities of Faculty

The Faculty of any Department shall be responsible for:

1. Development of teaching material, planning of lessons, setting up laboratories and
experiment, unscheduled teaching activities such student counseling, setting and grading test
papers, arranging and conducting tests, conduct of Local/Board examinations, implementation
of project for students, setting and evaluation.

2. Curriculum Development due to the ever expanding demand of knowledge and changing
needs of the industry.

3. Student's activities as an adviser to literary, games, student associations, etc.

4. Administration which may be departmental and or institutional as member of some
committee.

5. Professional activities 1.e. involvement in professional and technical societies.

6. Continuing education activities both as on organizer instructor and as a participant.
7. He/she shall organize sports events for the students time to time.

8. Shall take care of sports equipments.

9. To promote good health, giving students a new way to make them fit and leam their lessons
at the same time.

10. Shall also promote team play. Working as a part of a team is always encouraged to make the
students competitive.

Duties and responsibilities of Sports In-charge/Physical Director
I. He/she shall organize sports events for the students time to time.
. Shall take care of sports equipments.

- To promote good health, giving students a new way to make them fit and leam their lessons
at the same time.

- Shall also promote team play. Working as a part of a team is always encouraged to make the
students competitive.
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Duties and responsibilities of Statutory committees of Institute

Anti-Ragging Committee

Anti-ragging In-charge will be Responsible for the following:

1. They will form duty chart & carryout regular checks for any Ragging activity in their areas.

2. They will carry-out surprise checks in probable areas of ragging. In case of any incidence noticed
on the spot, assessment of the incidence be made and necessary action to be taken and inform
the control cell immediately

3. Each squad in charge will make detailed duty plan in respect of his squad and forward a list copy
of the same to the control room.

4. Every squad in charge will brief all members of his squad about their duties / action regarding
anti ragging. :

3. In case of inadequacy of the member detailed in their respective teams, they may float a
requirements to the in charge of anti ragging committee.










