
Rc. No. RDC/DEGR/Of HR/71/2019.

TTWREIS-TTWRDC -Delegation of
duties to regutar Lectures /Non
instructions issued - Regarding.

lnstructions of Secretary, TTWREIS

O/o the Secretary,
TTWREI Society,

Masab tank
Hyderabad.

MEMO

Dated:21 .11 .2019

Vice principat, Deputy warden and other
teaching staff in TTWRDCS certain

Sub:

Ref:

The attention of the Principats of TTWRDCs is drawn to the subject cited,
wherein, certain principats and staff are not aware of ResidentiaI System and

responsibilities to be executed in degree cotleges.

ln view of the above Principats of the TTWRDCs (22) in the state are here by

instructed to detegate the various incharge duties to at[ the regular DLs recentty
appointed in the cotteges for effective functioning of the institutions.

Vice Principal: The duty of vice principat shoutd be detegated to the senior most
regular DL. He/She is etigibte to draw the Vice principa[ attowance as per the
Gurukutam norms. The job responsibitities of Vice principat is enctosed here with.

Deputy Warden : Atready separate Mess Managers are appointed by the
Gurukulam/RCs to [ook after the Mess Management. However the Principal is here by
instructed to attot a regutar DL for every two months to guide the mess manager and
monitor the stock register, issues, Annapurna entries etc.. He/She shoutd monitor and
verify every work of the mess manager for smooth functioning of the mess. He/She
Shoutd coordinate in conducting mess committee meetings periodicatty. The job chart
of the Mess Manger is enctosed here with for information.

House Parent duties: The House Parent duties must be attotted to att the faculty
members. The job chart is enctosed.

Examination branch: A team of the lecturers (Two or Three) must maintain the
Examination branch. However the Vice Principal of the institution shoutd act as the
head of the examination branch. The examination branch team has to maintain atl the
examination issues such as weekty tests, internats, practical exams, pre finats etc. At[
the examination time tabte records, resutts with anatysis must be maintained by the
examination branch under the supervision of the Principat.

Other incharge duties:



(a) The other incharge duties such as NCC, NSS, Sports and Library subjects

supervision must be attotted to regutar DLs onty. lf the Guest facutty are futl time
incharges (Exp: Library, sports etc) in such cases regutar DLs must be attotted

to supervise and monitor such incharges.

(b) The respective science subject facutty witt be incharges for their [abs.

c) Besides this other in charges [ike Cosmetic, Amenities, Furniture, Etectrical etc,

shoutd be given to non teaching emptoyees such as Jr. Assistant/ DEO , Record

Assistant / Lab Assistant etc.. and such incharge duties must be monitored by the

regutar Iecturers.

Fottowing guidetines shoutd be fottowed by the incharges :

l. The lncharges are responsibte to maintain atI the records related to the subject
and they must produce the updated records at any time depending on

requirement.
2. The incharge duties shoutd be changed among the staff for every two years so

that every staff member witt understand the nature of work and responsibitities
of every wing other than science [abs.

3, No staff member (Teaching or non teaching) are exempted from incharge
duties.

4. .The principat is responsibte to detegate the incharge duties to the entire
facutty uniformty depending on the institutional needs.

5. The incharge names must be disptayed in the staff room
6. lf any program or any instructions given by Gurukutam/Principat, such

instructions may be detegated to the staff by the principat.
7, The Principal can change the incharge duties among the staff based on the

institutionaI needs.

The Principats are instructed to fottow the above instructions scrupulousty for the

smooth functioning of the institution.

Any deviation in this regard witt be viewed seriousty.
sd/ -

Sgcretary

I o"'r7--
Dy. Secrerary1DC)

To Att the principats TTWRDCs in the state for necessary action.
Copy to JS, Gurukutam & RCs in the state for information.



TTWREIS.TTWRDC
DUTIES & RESPONSIBILITIES OF VICE PRINCIPAL

The Senior most facutty members witI be designated as vice principaI of the co[ege,
The Vice PrincipaI wi[[ assist the PrincipaI in proper functioning of the TTWR ]nstitutjons jn

the aspects of academic, administrative, financiaI as wetI as in the Campus management. ln

the absence of the Principat the Vice Principal wit[ attend the duties of the Principat.

ACADEMIC:
To strengthen the teaching and learning process in an effective manner the fottowing

schedule shoutd be imptemented.

1. The Vice PrincipaI in discussion with HODshoutd prepare an lnstilutionaI ptan for
degree classes.

2. The Vice Principal should monrtor the imptementation of year ptan, by maintaining the
syttabus comptetion register and atso get the same signed by the Principal every
month.

3" The Vice Princtpal shoutd prepare and monitor the class tjme-table and see that a[[ the
lecturers fottow the given time tabte without any deviation.

4, The Vice PrincipaI shoutd ensure that a[[ the subjecl lecturers of atL the ctasses write
the lesson ptans every week and submit the same to the PrincipaI on cvery Monday as

per Society lnstructions.

5. The Vice PrincipaI shou[d maintain the substitution register under his/her controL and
altot substitution dutjes whenever lhe lecturers are on leave/on duty etc.,

6. The Vice Principal shoutd plan for the strategy meeting once in a month in
coordination with the Principa[ and review the academic performance, ctub activities,
filed works, project works etc.,

7. The Vice PrincipaI shatI be the overatt in charge of atI the tests/ exam jnatjons
conducted in the cottege as per university /institution Atmanac, under the guidance of
the PrincipaI Concernrzl-

8. The Vice Principal atong with House master shoutd motivate the students in
reporting to the cotteges on the day of re-opening.

9. He/She shoutd supervise the ctub activities.
10. He/She shoutd motivate and encourage the [ecturers to lake part in sem]nars 1n an

innovative way with the hetp of latest technotogy and methodologies"
11. He/She shoutd arrange a separate Parent and lecturer meeting under the supervrsron

of the Principat.
12. He/She shoutd ensue conducting subject-wise seminars by HOD, with proper sub;ect

experts.
13. He/She shoutd maintain the [ist of the best students, poor performers and a [ist of the

top (10) students after every Test/Examination.
14. Any other activity assigned by the Principa[ ,

ADMINISTRATIVE:

1. The Vice Principal shat[ act as member setected of the Housekeeping Committee
which witl decide the purchase of etectrical items, water suppty repairs, etc,, and
sanitation, furniture, purchase of consumabtes, stationery, expenditure on speciat
occasions and medical facitities etc., under the chairman ship of the principats



7. The Vice Principat shatt atso act as member on the Committee constituted for
tisting out the unserviceabte articles and for ptacing before the Committee for

physicaI vertfication and certification.
FINANCIAL:

1. The Principat and the Vice Principat wilt jointiy sign the cheques with vatue above

Rs. 5000/ - as co-signatory.

Co-C urricu Iar Activities:
1 Ctubs, Fited visits, Manuscript magazines, Project works, Debate leagues, Showcase of

Ctubs, Heatthy Thursdays etc.,

NOTE: lt shoutd be noted by the Principat that by entrusting these responsibilities to the Vice

Prrncipat, the Principat is not retieved of these responsibitities. The Principal witl continue to

be responsibLe for overatl administration and functioning of the lnstitution as wetl as ensuring

a cordia[ academic atmosphere in the institution'

sd /-
SgcretarY

I ,. .<-"--"r*--
Dy. Secret6[(D-Cf



TTWREIS.TTWRDC
JOB CHART OF LECTURERS

(1) Every Lecturer is expected to attend to minimum of 3 lecture hours per day

(2) Every lecturer shoutd attend to 2hrs of tutoriaI ctass,2hrs club activity and 2hrs of

project work per week.

(3) Lecturer shoutd come wetl prepared for the class and shoutd atso be frequenL visitor to

the library,(4) science lecturers shoutd conduct practical ctasses as per the time tab[c.

(4) Apart from teaching , each lecturer shoutd take up the lncahrge of other duties jn the

residentiaI cotteges.

(5) Every lecture wi[[ atso have the duty of House parent to one ctass or for a batch of +0

students.

(6) Lecture shoutd take CL wilh prior approval and work adjustments.

(7) Night duties,(Minimum Two duties per week) Sunday and Hotiday Duties are computsory

as assigned by the Principats.(However nursing mother are exempted from nighl stay

Duty)

(8) Since duties on Sundays and Holidays are a part of the duties of Residential Coltegc

system.

(9) Att lecturers are expected to work as a team and strive to the besl of their ability to

improve the academic standards in the coltege.

(10) The lecturer must find the future [earners in his subject and shouId conduct thc
remedia[ teaching for them.

(11) QUEST: Every lecture shoutd participant in Quesl Program 1.e., they should vrsrt the
house of atteast one students during every vacatron.

(12) Any other duty assigned by the Principat.

sd /-
Secretary
I

la@-
Dy. Secret6ffiQ



TTWREIS.TTWRDC
JOB CHART OF HOUSEMASTER

1, The House witI consist of (maximum) of a section in a ctass.

2. Each House witt have a lecturer who witI be designated as House Parent hereafter"
There sha[[ be as many number of houses equivatent to number of sections for atl classes in
the institution.

3. The l-louse Parent witI atso be the ctass-tecturer. The House Parent dutres are part and
parcel of ResjdentiaL Patlern of Education. The House Parerrt is [ike a loco parent to atl
the students jn the house taking care of therr studies, stay, Heatth, Hygiene, safety etc.,
and moulding them as good citjzcns.

4. No Lecturer including contract and part time lecturers can refuse the responsibitity of
a tlouse Parcnt.

5. Onty lady lecturers shoutd be made the House Parent in WOMEN instjtutions.

6. House Parent is atso responsible for the disciptine of att the students in the house.

7. The House Parent shoutd appoint a House Student Leader and a House Deputy Student
Leader through consensus of his / her house

B. The llouse parent should visit the dormitory every day or whenever he/she js free and
the problems noticed shoutd be recorded and rnform the Principal with remedial
rlteasures to be taken. Medical emergency should be attended and same may be
jnformed to Prrncipal without any deLay. Any Hospitalized student is atso to be
nronitored atong wlth Staff Nurse.

9. The House parent should conduct surprise kit inspections once in a month and
maintain detailed inspection report in the House parent register, and submit the same
to the Principa[. (The Kit inspection shatI be done on the same day at the same time in
atI houses by att House parents in an rnstitution)

10. They shoutd take up counsetting in generaI to the students at least once in a week and
special counsetting separatety for the students who are in need by external counsettors

11. They should keep track of the heatth of students and organize medica[ assistance as

per the requirement.

12. they should identify stow learners and gifted students in the House and co-ordinate
with other subject lecturers for academic improvement.

13. The Housc parent shouLd arrange meeting with the Parents/Students of each House
once in a quarter and see that they discuss atl aspects of student with the parents.
They should keep the parents informed and take their support and co-operation in the
dcveloprnent of coltege. The minutes of the meetings shoutd be recorded in the House
Parent regrster and shoutd submit the same to the Principat.

14. The House Parent shall be responsibte and see that atl the students amenities like
textbooks, note books, bed sheets, ptates and gtasses etc., reach to atI the students in
their house as and when the stock is recerved.



15.

16.

17.

18.

Principats shoutd review the f unctioning of each house periodicatty and in staf f
meetings and take atl necessary measures to strengthen the functroning of this system
and record observations in the House Parent register regutarty.

The House Parent shatl keep the pocket money of the students as custodian and pay
back to students as and when needed duty maintaining a ledger.

The House parent sha[[ educate the students not to store eatabtes tn the broxes and
consume later as it leads to heatth hazards. This habit is to be discouraged total[y.
Parents atso are to be educated not to bring eatables when they visit therr wards.

The House parent shatI see that the students do not use cetl phones" For any
emergency, they have to use phone facitity made availabte by the House-Parent i
Principat. Any unwanted literalure/ material found with students are to be cottected
and handed over to the Principal for disposat.

The House Parent sha[[ see that RAGGING in any form is curbed. All newty admjtted
students should be given support & strength to avoid becoming a victim of Ragging.
These students are to be educated on Prohibition of Ragging Act, which is itlegaI and
attracts criminal / Disciptinary aclion against those who commit"

Any aberrations/abnormatities noticed in any House are brought to the notice of thc
Principa[ and it sha[[ be cliscussed immediatety with a group of lecturers constr[uted by
the PrincipaI to reduce the gravity / intensity / adverse effec[s of thc problcm isuch
as group quarretting /confticts, theft cases, individuat depressions 1 abnormaLitics ir-r

any sexual behaviour etc.,).

The House parent has to computerize lhe data / activities of the student and he has to
inform the progress of the students in at[ aspects to the Parents every month. lf therc
is any problem it must be informed to the Parent without any delay under intimatron
to the Principat.
Any other item of work entrusted by the Secretary / Principat (based on exigencies)
shoutd be attended by House parent.

House parents should monitor Physicat presence of their house students from time to
time atong with ctass tecturers, PDs and PETs and do not attow them [o go outslde thc
campus of the institution.
House Parents shoutd observe the feetings and psychologicaI conditions of students
closety and take appropriate steps by informing the Principats if any disorder is
noticed 

^

lf any unfortunate incidents such as deaths of students occur rn an institution actron
WiLt be initiated as "CRlMlNAL NEGLIGENCE" on the part of concerned Pnncrpa[, Housc
Parent, PD/PET as a collective responsibitity.
Any olher duty instructed by the PrincipaL.

19.

20.

21.

22.

23.

25.

26.

24.

sd/
Sepretary

laJ'"t-€
Dy. Secret u66C



TTWREIS-TTWRDC
JOB CHART OF PHYSICAL DIRECTOR

(t) The Physicat Director is the responsibte for atI round devetopment of the student.
(ii) The Physicat Director shatI be present in the campus from 5.00 a.m. to ti[[ the end

of academic schedute on the day.

Timings:

Monday to Friday:

5.0 a.m. to 9.30 a.m.
1.00 p.m. to 7.30 p.m.

Saturday: 5.00 a.m. to 9.30 a.m.
2.30 p.m. to 7.30 p.m.

Sunday: 2.30 p.m. to 9.00 p.m.

(iii) The physical education department has to prepare annua[ work ptan and monthty
activity ptan and submrt to the Principat. The PrincipaI has to obtain the approvaI
of the DCO/RCO concerned before 30th of June every year for their
implementation.

(iv) lt shatt identify the students who are interested in various games and sports by the
end of June.

Soclety witI provide funds for purchasing of the materia[ and for organizing
even ts .

(v) lt is responsibte for campus maintenance. lt shou[d activety invotved in kitchen
gardening and Plantation raising in the institution.

(vj) PD shoutd leave the campus only after the arrrval of the teachers to the ctasses.

They shoutd ensure that att students are present in ctassrooms after breakfast and

dtnner.

(vli) They shoutd show inspirational and motivational movies / documentaries of famous
personalities to the students during their hotiday duty.

(viii) PDs shoutd see that the campus is green with usefut plants and saptings. They
shoutd take up cteaning work with the hetp of the students from 5.00 p.m. to 6.30
p.m. on 1", 3'o and 4th Saturday of every month under Swatch programme.

(ix) /\ny other duty instructed by the Principat.

DAILY SCHEDULE FOR PHYSICAL DIRECTOR
MORNING 5.OO AM TO 1O.OO AM

1. 5.00 am to 5.'15 am Assembty & Rott catl of the students

?. 5.15 am to 6.30 am Physicat fitness trainrng Jogging and worming up exercises- PD

prepare schedute as per the ptay fietds faciIities avaitabte in their institutions,
prepare the coaching schedute by covering the objectives of physicaI fitness i.e.



Endurance, Agitity, speed, power and ftexibitity, prepare speciaI exercises programmc
to the students in the morning sessron.

3" 6.30 am to 7.30 AM personaI preparation time to the studenls.

4. 7.30Am to 8.00 am breakfast (the PD should see that the breakfast should be suppty
hygienic and maintain dining hatl neat and tidy.

5. 8.00 Am to 8.45 am Study Hour.

6. 8.45 Am to 9.00 Am Assembty, white conducting assembty [he PD shou[d check
the uniform and hair style of the students and atso fottow the instructions issued by the
Academic section of this office regarding conduct of morning assembly.

7. 9.00 Am to 10.00 Am reporting to the Principal about absentees and sick students rrr

the morning session.

L_unch Dutv 1.00 PM t!' 2.00 PM. The Principat witt a[tot duties to the sub;ecl teachcr's orr

Rotation basis at teast two lecturers atong with GNM and mess manager to maintain disclplrnc
in dining hatt.

Eveninq 4.30 pm to 7.30 pm:

a).4.30 pm to 4.45 pm snack
(The PD majntains the Disciptine among the students white distributrnq the snacks to

the students atong with house parents.)
b).4.45 pm to pm 4.55 pm Assembty. (The PD shoutd see that atl

Students attend the evening rotl catl with prescribed PT uniform.
c).5.00 to 6.00 pm Games & sports activities Att the PD

Prepare year plan of physicaI education activities as per the
Avaitabte ptay fietds in their instrtutions and divide Lhe students as per the body
types, Asthenic, Athtetics, and picnic methods use for dividing students in suitabIc
games and sports activities.

d) 6.00 to 6.10 pm Assembty. (Att the students wilt assemb[e for
NationaI anthem)

e). 6.10 to 6.30 pm personat time & fresh up of the s[udents.

f). 6.30 to 7.30 pm dinner. (The PD shatI maintain
DiscipLine in dining hatI during the Dinner and atso see that atI Students shouid cat

food property and maintain cteanness in The dining hatt. Arrange food/ mcss leaders dulnq
the break Fast, Lunch and dinner times.
B.THE FOLLOWING REGISTERS AND RECORDS TO BE MAINTAINED.

1. Games & Sports stock register.
2. Games & Sports lssue registers.
3. Height and weight record registers (measure the Height and weight of pupits i.e. for
every Three Months).
4. Ground Attendance register for Morninq & Evening activities
5. Case study registers (the PD record the individuat's participation in Games and Sports.

NCC, Personal behaviour with teachers and students.
6. Games & Sports Achievement register. (Students participating in Games and Sports

activities District, State, National & lnternational level
7 . Skitt Test Register conducr of battery tests to the students f rom Deqree Colte-.gc

Students. For every Three Months.

INSTRUCTIONS TO THE PDs

1. Att the PD maintains the proper unrform during lhe morning and cvcning qround
activities. i.e. track suits and sports shoes and atso keep their bodies physrcalty fit.



2.

.t.

The PD shoutd Maintain Head Quarters.

The PD shouLd marntain atI Registers, Records and activrtres in Degree Cottege. the PD

coordinate atI activities from morning and evening, Dining hatI duties, participating
students rn various tournaments etc.

The PD wiIt be heLd responsib[e for maintaining disciptine among the students jn the
lnstrtutron.

Encourage the students in individuaI sports i.e., Athletics, Judo, Wrestling, Shooting,
Fencrng, Weight lifting etc.

Every weekend morning session conduct mass Yoga & Aerobics to the att students on
music by utitizing the PA system i.e. (Friday & Saturday) in the evening conduct march
past and recreationaI games.

PD should ptan to conduct intensive coaching to the tatented students in games and
sports activities for producing them as a state and Nationa[ & Unjversity for the year
2019 ?0.

B. Maintajn ptay fietds neatly with required markings, if the sufficient water facitity
avarlable in the lnstitutrons sprinkte the water to the ptay fietds so that avoid injuries
arrd dust atlergres to the ptayers

9. Mainlajn campus cleaning and green with the coordination of the Principat. Lecturers
and other staff members of the lnstttution.

10. During inspection the PD shoutd submit the registers and other achievements in games
and sports to the inspection authority.

11. Rotation of the hotiday Duties atong with the Teaching Staff in the Campus.

sd /-
Sqcretary

l'.l--..-_-
Dy. Secretary(DC)

4.

5.

6.

7.



TTWERIS.TTWRDC
JOB CHART OF LIBRARIAN

(i) Each Iibrarian is required to submit annuaI work ptan to the principat.

(ii) He has to prepare weekty atbum with latest information cutted out from periodicaLs

/ newspapers. He is entrusted with responsibitity of developing writing and reading

habjts among the students.

(iii) He has to organize monthty subject-wrse book exhibjtions in the schooI premiscs.

This would increase the students'awareness of the titles of the booxs avaitaDlc tn

the institution [ibrary.

(iv) The Iibrarian must assist the principaI in providing career gurdance to the students.

(v) The Iibrarian has to prepare a time table in such a way that alL ctasses a[tend

library sessions on rotation basis every Sunday" She/he can ctaim leave on Monday.

(vi) The tibrarian has to coltect & manage books, magazines. news papers, electronic

documents in a proper way.

(vii) The Iibrarian has to hetp students in preparing morning assembly activities.

(viii) The Iibrarian has to attend the supervision study atong with the subject teachers as

per the schedute.

(ix) The Iibrarian shoutd be an active member in Saturday ctub activitres and atso jn

the Iitter f ree & green warrior ctub and must active[y participate in the club

activities as per the schedute.

(x) Any olher duty instructed by the Principat.

ACTIVITIES OF THE LIBRARIAN TO BE IMPLEMENTED THROUGH OUT THE YEAR

a. Class [ibrary: The [ibrarian has to start the ctass Iibraries. This shoutd be done by
issuing 20 books weekty to library assistants and made them to circutate among a[[
students in the ctass throughout the week.

b. Preparing albums: Encourage students to prepare weekty atbums with latest
information cottected from news papers, magazrnes etc...

c. G.K. Hunt: Students have to find important G.K. bits from newspapers and weekly
quiz competitions can be conducted.

d. Reading club: 0rganize reading ctubs to encourage book readrng habit among
studenls during their library. The students must read at least 2 books pcr month.

e. Famous historical figures (Biographies): Students shoutd be encouraqed to rcad
books, biographies of famous personatrties by giving weekty theme in club t jmc

f . Monthly book exhibition: monthty book exhibition must be organizcd for creating
awareness of books availabte in [ibrary.

g. Awareness & Volunteer activities: Choosing an important socia[ issue, and creating
awareness programmes on it on month[y basis.



h. Celebrating important days of the month: Competitions and activities can be

conducted on important days of month.

Career Guidance: He shoutd be one of the members of the HEC and must engage

with works of HEC.

t.

sd/-
Secretarvl^t-:-:1

Dy. Secretffiel



TTWREIS.TTWRDC
JOB CHART OF MESS MANAGER

1" The Mess Manager Cum Warden is the in charge of the hostel. He/She should prcparc rnonthty

'indents and get them approved by the PrincipaI and attcnd thc purchases from CiviI Supp[rcs and

other Government approved agencies.

2. He / She has to maintain at[ the re[evant records pertaining to the Hostcl and hc shc rs rosponsrbtc

for maintenance of the stocks and accounts.

3. lt is his/her duty to maintain disciptine and ordertiness in the dining hatl wrth thc hctp of rhc

House Masters 'and PhysicaI Educatron Tcacher / Fhysica[ Director.

4. lt is his / her duty to adjust the per-capita expenditure within the provision and submrt monthly

per-capita statements regutarty to the Principat.

5. At the time of receipt and issue of mitk, vegetabtes and other provisions, heishe must be prcscnt

atong with one or two students and shoutd sign in the rcgisters in token of rcccipts and issucs.

6. He/She must maintain indent sheets for daity issue to cooks in dupticate duly signcd by thcm.

7. He/She has to co-operate with thc principal and discharge duty cntrustcd to him / hcr by thc

principaI for smooth and efficient functioning of the lnstitution.

B. He/She must see that nothing is wasted in thc dining hatI at any timc.

9. He/She shoutd see that the heatth and hygienic conditions are marntained properly tn thc krtchcri

and dining hatl

10. He/She shoutd stay one or two days after the ctosing day of cvcry vacat'ion and holidays to vcrrfy

the stocks and to seaI the kitchen and storeroom. He/She shoutd atso be present onc or two days

before the re-opening after every vacation and hotidays to prepare indents and get the stocks in

advance.

11. He/She should conduct food committee mcetings once in a month to takc thc suggcstions from Lhc

committee members in maintaining the hostel.

12, He/She shoutd arrange one of the staff members as in chargcs Mess Manager Cum Wardcn

whenever he / she takes leave with the approval of the Principat.

13. He/She shoutd seek the permission of thc principaI and the food committcc for rntroduclron of

any new system or withdrawing any old systcm in the dining hatt.

14. Leave for kttchen Staff witt be granted by the Principal onty on the rccommcndation of thc Mcss

Manager Cum Warden.

15. He/She shatt be present in the dining hatl during breakfast, lunch and dinner.

16. Any other duty instructed by the Principat.
sd/

Sccrctary
A

I o" 'z\.*-
Dy. SccretarylDei-



TTWREIS-TTWRDC
JOB CHART OF GNM/ STAFF NURSE

ROLES & RESPONSIBILITIES OF GNMs:

1, CNM is the sole tn charge of the Wettness Centre which has been set up in the campus in
order to monitor the heatth and hygiene of the students.
2" GNM shoutd be avaitabte durrng the regutar working hours of the instjtution i.e, from 8.00
am to 1.30 pm. However, the GNM shoutd be avaitabte during the study hours as per the
duties posted by the Principat/Vice Principat.
L GNM shoutd reside ctose to the institution in order to attend to emergency, if any, and on

need basjs as djrected by the Principat.
4. GNM shouId be avaitabte in the institution during the hotidays as per the duties atlotted by

the PrincipaLi Vice Principat.
5. lt is the sote responsrbitity of the GNM to prepare indent for medicines every month and
procure through PHC. Medicines whrch are not avaitabte in PHC shoutd be purchased from
privale SOUrces.

6. CNM should accompany the sick chitd to the district hospitaI for providing her treatment. lt
is a rnandate that the"GNM shoutd accompany the students who are srck when admitting them
to the hospita[.
7. GNM should ensure that att the needs of the sick students are taken care of and should
continuous[y monitor them.
B. The GNMs shoutd conduct heatth education ctasses every Monday from 4.00 pm to 5.00 pm

by coordinating with the Panacea team.
9. GNM shou[d maintain the stock & issue regrster of medicines and keep it up-to-date.
10. ShouLd monitor the heatth of the students suffering with chronjc diseases & keep a track
of therr heatth based on the tnvestigation reports for their intake of timety medicines. Shoutd

also counsel the parents to ensure that the student gets enough moral support from them.
1'1. Shoutd maintajn menstruaI cycle register provided it is a girts' institution.
12. GNM need to strive hard for prevention & etimination of scabjes & anemia among the
chitdrcn in the institutron. ln this regard, the GNM shoutd atso counsel the students and
cducate them about the itt effects of various diseases & infections.
13, GNM shoutd atso be abte to identify certain behaviouraI issues based on the psychotogicaI
changes with due support of the House master concerned.
14. SIF Note has to be updated every day without fail.
'15. Shoutd catl Panacea & submit the daity report to the Panacea Team before 1.00 pm
wrthout fail.

16. GNM also need to check on the quatity of the diet being provided to the students as per
the diet chart to ensure that the concerned cook is fotlowing the menu as per the chart and

provrding quatity food to the students.
17. Any other duty rnstructed by the Principat.
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JOB CHART OF GUEST COMPUTER PROGRAMMER

1 . He shoutd take the Computer lab ctasses as per given schedute.
2. Maintaining Academic Record

a. Teaching Dairy
b. Teaching Notes

3. Maintaining academic pian for computer subject.
4. Taking Theory Ctasses if instructed.
5. Conducting Practicats.

6. Conducting computer ctasses for non computer students.
7. Conducting periodica[ tests and evatuation.
8. Preparation of students to face online examinations.
9. Preparing students for certificate courses Viz., CMC ,Oracte and other reputed

certif ications
10. Maintaining performance reports.
11. Maintenance of"Computer labs.

12. lnstaltatrons of required Software.
13. Hardware Maintenance of systems.
14" Shoutd keep atI the systems up to date in regutar intervats for a[[ the classcs.
15. Giving the Project works at the end of the year.
16. Conducting Practical Exams as per the schedute (Not onty Theory).
17. Any other academic work assigned by principat.
18. Maintaining tab registers.

o Students Attendance.
. Stock Register.
. Softwares Register
o Hardware Maintenance Register.
o Furniture Register.
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