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INSTRUCTIONS TO THE TEACHER

The work diary is to be maintained by every teacher in the college.
The first page of the diary is to be filled by the teacher immediately on receipt and

2.
signature of the Head of the Department and counter signature of the Principal are to
be obtained.
3. Abrief statement of work donein each class has to be written in about two or three
lines before the end of the particular working day and signed by the teacher.
4. Every column specified in the work diary should be filled in by the teacher.
5. No page of the work diary should be torn/ removed/ altered.
6. The work diary should be submitted to the Principal at the end of every month.
7. The teacher should produce the work diary whenever it is called for by the Principal /
Higher Authorities.
8. The up-to-date diaries should also be made available for inspection when required by
the officials of the Directorate of Collegiate Education.
CONTENTS
Sl.Noe. Proforma No. Title
o1 1 Teacher’s Work Data
o3 3 Monthwise Distribution of the Syllabus
03 3 Lesson Plan
04 4 Daily Record
0s s Certificate
o6 6 Value Education
07 7 Tutorial Classes/Attendance
s 8 Details of Career Advancement by the Staff
> S Details of Leave Availed by the Teacher
10 10 Marks Assignments
Total Weekly 40 Hours
Activities Minimum Work LLoad / Week  Minimum Work Load / Week
(Without Practicals) (Without Practicals)
1 2 3
1. Teaching 16 Hours 16 Hours
2. Practicals - 04 Hours
3. Tests/Exams 02 Hours 02 Hours
4. Tutorials 04 Hours 02 Hours
5. Class Preparation 10 Hours 10 Hours
6. Extra Curricular Activities . 04 Hours 02 Hours
7. Administrative Assistance

to the Principal 04 Hours 04 Hours




TEACHER’S WORK DATA

1. Name: Mys. Bvchana. K- Rabode.

2. Designation: Prssectals  Projessot

3. Department : Pka..;ld .

4. WORKLOAD & DISTRIBUTION OF THE SYLLABUS :

CLASS TITLE OF THE PAPER CHAPTER | . HOUR T TOTAL
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| T R-Sc-| Ophics - : 1T -ICR 2
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! 2l
TOTAL: Theory: 6 +1
Practical : |4
5. Time - Table
Forenoon Afternoon
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MONTHWISE DISTRIBUTION OF THE SYLLABUS
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MONTHWISE DISTRIBUTION OF THE SYLLABUS
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MONTHWISE DISTRIBUTION OF THE SYLLABUS
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MONTHWISE DISTRIBUTION OF THE SYLLABUS
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DAILY RECORD
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DAILY RECORD
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DAILY RECORD
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Certificate

TEACHER’S REVIEW OF THE WORK DONE IN
THE MONTH

R v
;/w ompleted /mtmplm:

s a) The topics as per the syllabus during this month.
b) Ifnot, state reasons and action taken to complete the topics.
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DETAILS OF CAREER ADVANCEMENT BY THE STAFF
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