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The Lecturer is the main pillar on which the system of Collegiate Educatjon FeSLS. Teye

important function of the lecturer which should be undertaken with utmost dedicatiop an
functions of lecturers are detailed below.
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APPENDIX
2.12.1 1. DUTIES AND RESPONSIBILITIES OF A LECTURpy
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The lecturer has the primary duty to disseminate knowledge in his/ her subject to »] the g

ge of the departmen, shouly
Yy convening the meeting of al] Stall meyy,.

Atthe beginning of the academic year, the lecturer in-char
syllabus to the members of the department, b
department.

Taking into consideration the number of workin

month-wise annual plan should be prepared fore
made for revision of the syllabus before the end

g days and periods availab]e for cach

ach lecturer in the department. Provisj,
of the academic year.

necessary for the lecturer (o give regular assignments to the studct
preferably every fortn; ght.

The lecturer should necessarily take the
projector, slide Projector, charts, etc,

teaching diary in the given

Principal, through In-charge of department every month.

proforma. This should be submitted to ¢
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13, The lecturer should muintain 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,

(4. 'The lecturer should conducet periodic tests in the subject and motivate the slow-learners to bring them
on par with other students in the class, A record of marks obtained at monthly. quarterly and half-
yearly testshould be maintained in the department. Incentives in the form of prizes may be provided to
those who get higher ranks. The progress of the students should be submitted to the Principal through
in-charge lecturer, so that a consolidated progress report can be sent to the parents.

15. Remedial conching: Remedial coaching should be arranged for academically 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. This will be in accordance with the
programme of “Larn while you Learn”, G.O.No. 129Edn. Dt.23-2-1977 provides the rules regarding
this programme. (Morc details are provided at the end of this chapter).

16. The lecturer should participate in Students Counselling Programimes organized by the Principal. He/
she should give necessary counselling to 20 10 30 students allotted to him/her. Guidance 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
traditions, rules and regulations of the college.

17. 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 in all co-curricular and extra-curricular activities in the
college.

19. He/she should accept the membership of the Committees to which he/ she is nominated by the Principal
and discharge the dutics with commitment.

20. The lecturer should attend to all examination duties without fail.
21. The lecturer should assist the Principal in the maintenance of the discipline in the college.

22. He/she should remain in the college premises during the college working hours and even beyond the
working hours, if required.

oo Commissionerate of Collegiate Education, AP. Hyderabad



Hand Book for College Principals : 37
23. Thel |
: ecturer should a '
ot . | Iso as acommunity service, condue g
ace-discussions, etc. involving local experts, and Suchp fOgra, '
' .Sy d1( () e |
P and the USCIS [or Ult‘l ]u‘\“"h

lecturer :
of the subje
Ctconcerned ¢ '
an aCl g . )N l|\|\
as moderator, Clief ™
LIU,,,

24. The lecturers
should attend to a
ny duty assigned to hj
im/her |
Y the py

authority,
I )
25. Asperth Pl
- e orders of the G fy,
overnment and t
have to adhere to th mentand the concerned Upiypr:
e work load prescribed MVErsily fromy,,. |
' ‘ (””Hc-

26. . I

2.12. '
211 LIBRARY AS A LEARNING RESOURCE

" Ilqlbrz?ry is the store house of knowledge
™ er learming materials and technology aided Je '
owledge and skills required for their study.

h l y D )

anllng me(: ‘ .
5 <

A good library should provide the following facilities
a.  Textbook section | |
b.  Reference section
€. ReadingRoom
d. Periodicals section
e. Joumals section and

f.  E-library section with Internet

g Reprography (copying)

| The Ll.brar1an is the convenor of the College Library Committee nominated by the Princips
college. He is responsible for properly administering the library grants in consultation with the Library Com’
The Committee shall allot funds to the various subject departments of the college.

1. The Librarian will ensure that an amount not exceeding 20% of the grant is normally utilized

purchase of reference books.
fers of the Princip.

r the purchase ol books as per the or¢
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and the discount they offer.
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The Librarian should maintain an Accession Register.

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

Library and library shall be fully automated

The Librarian should maintain a catalogue of the books available in the library. The 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 issuc of books,
time limit for return of books and number of books to be issued to the students and the staff.

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

The Librarian should fully co-operate with the annual stock verification committee appointed by the
Principal.
As per the report of the annual stock verif ication 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.

The Librarian is responsible for maintaining all records pertaining to the library like records relating to
catalogues, accession registers issuc registers, stock registers, etc,

The Librarian should see that the annual stock 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 return to the library all the copies borrowed by them, before the stock verification commences.

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

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

Cost of books lost by students or staff is to be recovered from them. Disposal of old magazines is tobe
done by the Librarian in accordunce with the existing rules.

16. 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 book is the precious life — blood of a master spirit, embalmed and treasured up in purpose
to a life beyond life ‘

S ———————~——= Commissionerate.of Collegiate Lducation. AP Hyvderabad
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202511 DEPARTMENT OF PHYSICAL EDUCATION

ol Leention, Through participation in Physicy I

Il i
mationally and culturally "

Phystent Hdueation 1 mn inteprl purtof Clene
activltien, an individual develop physieally, mentilly, socllly, ¢

A Hoalthy mind in A Healthy hody"
Clumen mnd Sports are an organized and competitlve (ormof play, Inolden days sports and g,
organized inahighly informal way withoul (ormuilated rules and regulations, But, today sports hold apry,

place i moderm 1, beeause Sports represent the young power of that Institution or Organiz,

Communteation regarding the Inter Clasy, Inter-College and Inter - University Tournamens
ve displayed in the department Notlee Hoard, and the college Notlee Board,
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THE DUTTES AND RESPONSIBILITIES OF A PHYSICAL DIRECTOR
L Hle/she ensires the regulor finetioning of the depariment hy organizing games and sports i colle

2, Hesshe shall be available in the college 1 sunseton all working days and organise the praciced
pames available b the college inconsultation with the games committee of the college and the P

3, Hesshe an the convener of the games commiltee of the college organises meetings of the commnuii
the beginning of year to plan the Physical Fducation programmes for the year, which is to be revie
every term,

4, Hesshe should coach the students, with the correct techniques of various games and sports. |
players shall be kept as captaing of the eam/college,

5. Expertcoaches of different games are invited (o guide the students to learn superior technique
provision for the honorarium of the couches may be planned while preparing the Annual Budge!

6. He/she has to conduct coaching camps in the college to train students in various games and spott

7, Hefshe will plan and invite experts in various games and sports to enable the students to learn corre
technigues of various games,

8, He/she is responsible for inculcating general disci pline among the players in particular and students
the college in general,

9. Hesshe should encourage the students to develop sportsman spirit,

10, Hesshe will prepare the lists of games material, 1o be purchased every year, keeping in view the stock
available in the college and stocks required for the current year, The lists are to be placed before 1
games commitiee for approval,
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For making purchases of games and sports material the Physical Director should follow the purchase
procedures prescribed by the Government from time to time. He should verify the samples before
placing the orders, for the supply of material.

_ The Physical Director should follow the prescribed procedures while fixing the conveyance charges,

iraining allowances, refreshments to the competitors taking part in games and sports competitions
conducted outside the college.

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 the Principal for verification once in every

term,
He/she should help the annual stock verification of the department conducted by the committee

appointed for the purpose by the Principal.

He/she will be Head of the Department of Physical Education in the collcge and is responsible for
maintaining the stocks and accounts of the Department.
Physical Director should conduct annual games and sports of the college during the 2nd half of the
academic year.
He/she should organise the annual games and sports day much before the commencement of annual
examination. ,
The Physical Director is accountable to the Principal of the College.
While sending the teams to participate in tournaments, the Physical Director has to take care of the
following.

The well-trained teams will be sent to participatc in the Inter-College tournaments.
hould be provided with proper uniforms, playing material

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

tournaments.

They should participate with a ““will to win”, respecting the rules and regulations.

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 function.

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

Annual Stock Verification must be completed before 31% March of every Academic Year.

Commissionerate of Collegiate Education, AP. Hyderabad
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4, He/She should go to Lh.c class 1'oc')m thoroughly prepared and maintain all academic records update
knowledge and acquaintance with the latest trends in the subject -
5, Thelecturers should utilise their leisure time for preparation of the class work or to update thei
knowledge in the subject. P !
6. Exceptgiving synopsis of the lecturer they should avoid dictating detailed notes in the class room
7. He/She must be present during the working hours of the college and if required he/she should also
be present in the college until the work assigned is completed.
8. He/She should not smoke, chew pan during the college hours and should not indulge in any act of

indiscipline.

9. He/She should always try 1o command the respect of the student community.

10. The lecturer should be absent only with the prior permission of the Principal and prior intimation to

the lecturer-in-charge of the department, without which the alternate arrangement for running the

classes is not possible.
The lecturer should not engage private tuitions and should not take up any assignment part-time or
full time in any other organization.

The lecturers working in a college should form a disciplined and purposcful team, subordinating
their individual interests and caprices to the college academic purpose and fit into a harmonious
organizational frame work. They should help the Principal in maintaining the discipline in the college.

V4 3.16.3 Administrative Officers in Govt. Degree Colleges 12—

The following are duties/ powers delegated to the Adm

inistrative Officers working in thc Govt. Degree

Colleges vide Proc. Re. No. 116-k1-4/80 dt. 12.3. 1981 under the overall supervision and control of the

Principal,

—_—

Responsible for all fee collections and other collections due from students and others.

Signing the cash book (General and special) and all subsidiary rccords relating to them.

Cancellation of vouchers.

Drawing the salary bills of the Teachers and Non-teaching Staff. (All sanctions to be given by the
Principal), Administrative Officers will be drawing and disbursing Officers. Py

Preparation of Admission Registers, Term Fiee Registers, C.C.B Statements and all periodical
returns,

Attestation of entries in Service Registers after sanction by the Principal or other higher authoritics.

Commissionerate of Collegiate Education, AP. Hyderabad



Hand Book for College Principals —

Ady,;. .
drmms;,qm
i ised Estimaes, N i,
Preparation of Budget estimates, Revise stimates, umber Statemepg and g - h
er
with them., ' 500;,%

8. Reconciliation of expenditure with the Treasuxy figures and reconciliatiop, Of pag bOOkS _
figures (the Principal will Operate the PD, Account) Wity Tm%

9, Binction of Casual leave, Optional holidays ang Compensatory Leave tq non-te hin

g5t
the rank of U D, Clerks. 4l
10. Attestation of non-teaching staff Attendance Registers daily
11. Incharge of Stationery and Forms, Indents Issue of Statlonery and Maintenapg, fe
v
records, Cly

12. Routine correspondence not nvolving Policy matters and S1gning of fajr Copies

13. The Administratiye Officer is accountable to the Principal of the College

14. Principals should verify cash book and pass books ang other importan Fecords at least op, 0

month regularly ang >1gnonthemas a (okep of verification (o ensure updating gy Comectneg; |
// 3.16.4 DUTIRS AND RE‘;PONSIBII ITIES OF SUPERINTENDFNTS:QP
The Superintenden 18 head of the section/college offjce and controls the functioning of assistan
working under him, The follgw Ing are the duties ang Tesponsibilities of Superintendens working ina colleg;

1. He/She should monitey the movement of files going to the Officers/ Principal and coming hack
from them

2. He/She should guide the Off 1eers/ Principal with correct and latest e position on the subject
and assist them in taking correct decision,

3. 1e/She should assign current numberg to cach and CVery paper recejved by him/ her. A sepurae
register should pe Mmaintained for the distribution of these Papers to the assistants. The papers
then distributed to the concerneq assistant

4. He/She should see that the assistants, Working under him/ her gre Maintaining personal regisiers;
Properly and strictly i accordance with (he laid down Procedure and algg gee that the currents &€
attended to promptly,

5. He/ She should know the Pendancy position and get the monthly abstracts ang detailed arreass
i list, prepared asg islant-wise. in the Prescribeq Proformas anq s i
before 5" of €very month,

- . . 3 . derabad
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0 Shewall e the Prineipal in the operation of*the ¢ lovernment budget, special fee collection
A g s reeetved fronvany other ageney, He/ She will wssIst the Principal in ensuring
A IR ToReY I apentsteietly inaccordance with the rles and regulutiony,

1 Y She willsupervise the maintenance of all records pertaining 1o accounts, stocks, cash books
\Nt\\\\

2 e Superintendent will attend o the inspection parties and audit purties visiting the college and
helpthe Priveipal inanswering the anditobjections, He/She will also maintain the Register of Auglit
ahjections and help the Principal interviewing them every month and sending the replies to the
QUTTITRVRTRN

13 The Superintendent should monitor the reconciliation of accounts from the treasury and the banks.
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N, The Superintendent has to pertorm any other duties entrusted o hin/ her by the Principal/ Supervising
Ottiee, o ’
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3. The Superintendent is aecountable o the Administrative Officer and the Princip \l

¢ UASDUTIES AND RESPONSIBILITIES OF SENIOR/ JUNIOR ASSISTANTS
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3166 RULES OF CONDUCT AND DISCIPLINE FOR STUDENTS:
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1o promote diseipline among, the students not onl y through the disciplinary approach but also through
the day-inand day-out persuasion. Great care should be taken in following the procedure when
punishment is awarded. 'This will avoid future litigation and complications.

o  Beloreany studentis punished for any act of indiscipline, the Principal should:
. Orderan enquiry to be conducted by at least three staff members,
2. Issue ashow cause notice (o the student and parent or guardian,
3. Obtain the explanation, if possible and place the matter before the staff council for advice.

* Afterfollowing the procedure and fulfilling the prerequisites the Principal may imposc suitable
punishment under intimation to the Commissioner of Collegiate Education.

e Itmay be noted thatinall cases of imposing punishment on students for acts of indiscipline, the
Principal should observe the preseribed procedure carefully.



