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RECRUITMENT GUIDELINES

I. MINIMUMQUALIFICATIONSAND EXPERIENCE

(i) PROFESSOR:

a ) A n illu s trio u s s ch o la r w ith P h .D . q u a lific a tio n (s ) in th e co n ce rn e d d is cip lin e w ith h ig h q u a lity

en g a g em en t in th e re s ea rch w o rk w ith a u th e n tic a tio n o f th e p u b lis h e d w o rk o f p u b lica tio n a s

b o o k s a n d / o r res e a rc h p o licy p a p e rs .

b ) T ea c h in g e xp erien ce in u n iv ers ity/ co lle g e , a n d /o r ex p e rie n ce in re s ea rch a t th e

U n ive rs ity/N a tio n a l lev el in s titu tio n s /in d u s trie s o f m in im u m 1 0 yea rs w h ich in clu d es

ex p e rien c e o f g u id in g res e a rc h c a n d id ate s a t d o cto ra l le ve l.

c) C o n trib utio ns s uch a s so lvin g im p o rtan t p ro b lem s p ertin ent to the area o f exp ertis e;

d is sem ina te info rm atio n g a in ed fro m resea rch to d evelo p extram u ra l s o urces o f fun d in g fo r

res earc h; recru it a nd d ev elo p g ra d u ate s tu d ents. In n o va tio n , d e s ig n o f n ew cu rric u la an d co u rs es

a n d en h a n c in g th e tea c h in g lea rn in g p ro c es s

ASSOCIATE PROFESSOR

a ) G o o d a c a d e m ic re co rd w ith P h .D . o r M .te ch in th e c o n c ern ed / a llie d / re le va n t d is cip lin e s .

b ) A M a s ter’ s D e g ree o f m in im u m 5 5 % (o r a n eq u iv a len t g ra d e in a p o in t s ca le w h erev er

g ra d in g s ys te m is fo llo w ed ).

c) E x clu d in g the p e rio d o f P h .D . re s ea rch a m in im u m o f 5 ye a rs o f e xp e rie n ce o f te a ch in g in a n

a ca d e m ic p o s itio n e q u iva len t to th a t o f A s s is ta n t P ro fes s o r in a U n ive rs ity , C o lle g e o r

A cc red ited R es e a rch In s titu tio n /in d us try w ith a u th en tica tio n o f th e p u b lis h ed w o rk o f

p u b lica tio n s a s b o o k s a n d / o r res e a rc h p a p e rs

d ) C o n trib u tio n to e d u c a tio n a l in n o va tio n , a d m in is tra tive w o rk , s u c h a s s itt in g o n co m m itte es

ra n g in g fro m c u rricu la d ev elo p m en t, e n h a n cin g te a ch in g lea rn in g p ro ce s s , to g u id e d o cto ra l

ca n d id a te s an d re s ea rch s tu d e n ts .

ASSISTANT PROFESSOR



a) E th ica l a c a d e m ic re co rd a s d efin e d b y th e c o n c ern ed u n ive rs ity w ith a t le a s t 5 5 % m a rk s

(o r a n e q u iva le n t g ra d e in a p o in t s c a le w h erev er g ra d ing s ys tem is fo llo w e d ) a t th e M a s te r’

s D eg re e lev el in a rele va n t s u b je ct fro m a n u n ive rs ity.



b ) E x p e cted to m a k e a s tro n g c o n trib u tio n to tea c h in g , re s ea rch a n d s erv ic e, to m a in ta in a n d

d e ve lo p a c tiv it ies re le va n t to th eir p ro f es s io n o r d is cip lin e. C o n tin u o u s ly im p ro v e th e o w n

te a ch in g a n d lea rn in g , in c lu d in g d e ve lo p in g a co m p re h en s iv e tea ch in g p o rtfo lio , a n d

co ntrib u tin g to th e c o n tin u o u s d e ve lo p m en t.

II . SELECTION PROCESS

a ) T h e o v era ll s e lec tio n p ro c ed ure s h a ll c o m p ris e tra n s p a ren t, o b jec tiv e a n d cred ib le

m eth o d o lo g y o f a n a lys is o f th e m erits a n d c re d e n tia ls o f th e a p p lic a n ts b a s ed o n

w eig h ta g e s g ive n to th e p erfo rm a n ce o f th e ca n d id a te in d ifferen t relev a n t d im en s io n s

b ) S ele ctio n p a n e l c o n s is t o f In te rn el an d E x te rn a l p a n e ls .

c) T h ro u g h a s em in a r th e a b ility o f th e a p p lica n ts fo r te a ch in g th ro u g h a s em in ar o r lec tu re in a

cla s s ro o m s itu a tio n o r d is c u s s io n o n th e ca p a c ity to u s e la tes t tec h n o lo g y in te a ch in g a n d

res e a rc h a t th e in tervie w s tag e w ith ce rtifica te ve rific a tio n w ill b e d o n e b y In tern a l p a n el

w ith p rin cip a l, A ca d e m ic d ire cto r, S u b jec t e xp erts , S en io r a ca d em ic ia n s a s m em b e rs .

d ) E x tern a l p a n el co m p ris e s o f D u ly co n s titute d co m m itte e n o m in a te d b y O s m a in a U n ive rs ity.

III. SERVICE AGREEMENT

a ) A s ervic e a g re em en t s h o u ld b e e xe cu ted b e tw e en th e fa c ulty a n d th e c o lleg e

m a n a g em en t a t th e tim e o f rec ru itm en t a n d a co p y o f th e s a m e s h o u ld b e d e p o s ite d w ith

Prin cip a l.

b ) A s a p art o f the s e rvice a g re em e nt/ R e co rd th e s e lf-a p p ra is a l S e lf a p p ra is a l f o rm a t

a p p ro ve d p a ra m eters in clu d e w o rk lo a d , fe ed b a c k fro m s tu d en ts , res u lt , o th er

co ntrib u tio n s to th e d e p a rtm e nt, F D P a tte nd ed , co n feren c es a tte n d e d , p a p ers p re s en te d

in c o n fe re n ce s , b o o k s , jo u rna ls , s h o rt te rm tra in in g p ro g ra m s a tte n d e d , e tc .

IV. WORKLOAD

In a n a ca d em ic yea r w o rk lo a d o f th e f a cu lty in fu ll em p lo ym e n t s h o u ld b e m o re th a n 4 0 h o u rs a

w e ek fo r 3 0 w o rk in g w ee k s w ith 1 8 0 tea c h in g d a ys . It s h o uld b e n ec es s a ry f o r th e fa c u lty to b e

a v a ila b le fo ra t le a s t 5 h o u rs d a ily in c o lleg e fo r w h ich n ec es s a ry s p a ce a n d in fra s tru ctu re s h o u ld

b e p ro vid e d b y th e C o lle g e . D irec t te a ch in g -le a rn in g p ro ce s s h o u rs s h o u ld b e a s fo llo w s :

Assistant Professor 16 hours

Associate Professor and Professor 14 hours



P ro fe s s o rs w h o a re in v o lv ed a c tiv ely in e xten s io n a c tiv it ies a n d a d m in is tra tio n a re la x a tio n o f

tw o h o urs in th e w o rk lo a d w ill b e g iv en . Pe r w e ek a m inim u m o f 6 h o u rs m a y b e a llo ca ted fo r

fa c u lty fo r res e a rc h a ctivitie s .

PAY AND OTHER ALLOWANCES

A s p er re g u la tio n th e b a s ic co m p en s a tio n in c lu d es fixe d p a y, v a ria b le p a y a n d o th er p a y b e n efits .

T h e f o llo w ing a re th e d eta ils :

I. FIXED PAY

F ix ed p a y is g u a ra n tee d to a ll th e s ta f f m e m b ers o v er a n d a b o v e th e A IC T E p a y s c a le.

II. VARIABLE PAY

F o r e ve ry s in g le a c tiv ity th e fa c u lty ta k e s p a rt fro m th e n o rm a l te a ch in g th is p a y is

e s s en tia l. A lo n g w ith a letter o f a p p re cia tio n ad d itio n a l c re d its a re g iv en a s re w ard s to ea c h o f

th e a c tiv ity

III. DEDUCTIONS:

A s p er n o rm s Pro fes s io n a l T a x w o u ld b e d ed u cted . If a n yb o d y w a n ts ex em p tio n , th e

c o lleg e w ill p ro vid e free co n s u lta n cy a n d a ll n e ce s s ary d o c um e n ts fo r th e s a m e.

I. FIXED PAY-

i. PRINCIPAL

T h e b a s ic is a s p e r n o rm s fro m tim e to tim e.

Other Allowances
Principal allowance, Research allowance, Conveyance allowance.

ii. PROFESSOR

●B a s ic fix ed a s p e r a s p e r n o rm s fro m tim e to tim e.

●F o r h a v in g P h .D ., M .T ec h a n d B .T ec h a ll fro m IIT 's o r f ro m th e to p te n u n iv ers it ies o f

U S , U K ,F ra n ce a n d G erm a n y, fiv e a d d itio n a l in c re m en ts

●F o r h a vin g o n ly P h .D . a n d M .T ec h fro m IIT ’ s o r fro m th e to p te n un iv ers itie s o f U S ,

U K , Fra n c ea n d G e rm a n y, fo u r a d d itio n a l in crem en ts .

●F o r h a vin g o n ly P h .D . fro m IIT ’ s o r f ro m th e to p ten u n ive rs it ies o f U S, U K , F ra n ce a n d

G e rm a n y,th ree a d d itio n a l in c re m e n ts

●F o r h a vin g o nly M .T ec h a n d B .T ec h f ro m IIT’ s o r fro m th e to p ten u n iv ers itie s o f U S ,

U K , Fra n c e& G erm a n y, tw o a d d itio n a l in c re m e n ts



●F o r h a v in g o n ly M .T e ch 's f ro m IIT ’ s o r fro m th e to p ten u niv ers itie s o f U S ,

U K , Fra n c e a n dG e rm a n y, in c re m en ts

●F o r h av in g o n ly B .T ec h s fro m IIT ’ s o r fro m th e to p ten u n iv ers itie s o f U S , U K,

F ra n ce a n d G erm a n y, o n e a d d itio n a l in crem e nts

Publications

● F o r ev ery tw o a rtic le s p u b lis h ed in th e in tern a tio n a l jo u rn a l a n d fo r five a rtic les in n a tio n a l

jo u rn a ls o n e in c re m e n t is a w a rd ed . T h e s e p u b lica tio n s s h a ll b e w ith th e s ta ff fo r b e in g th e

firs t a u th o r. F o r b ein g th e s e co n d a u th o r th ey w ill g e t h a lf o f th e a llo w a n ce s an c tio n ed a n d

fo r b ein g th e th ird a uth o r o n e th ird o f th e s a n c tio ne d a m o u n t .



Other Allowances

● R es e a rch a llo w a n ce , a n a n n u a l g ra n t to w a rd s a tte n d in g S em in a r/ w o rk s h o p / Tra in in g

p ro g ra m m e a n d . a n a n n u a l g ra n t to w a rd s ta k in g p ro fe s s io n a l m e m b ers h ip s a n d

s u b s crip tio n s o f jo u rn a ls a re g iv en .

● If th e fa cu lty m em b e r p res e n ts a p a p e r in c o n fe re n ce ( In te rn atio n a l/ N a tio n a l) a n d is

s e le cte d fo r p u b lic a tio n h a lf o f th e p u b lic a tio n a m o u n t w ill b e c o v ered b y the m a n a g em en t.

iii.ASSOCIATE PROFESSOR

● B a s ic s a la ry is fixe d a s p er n o rm s fro m tim e to tim e .

● F o r h a vin g P h D , M .T ech a n d B .T ec h a ll fro m IIT ’ s o r fro m th e to p te n u n ive rs it ies o f U S ,

U K,F ra n c e a n d G erm a n y, s ix a d d itio n a l in c re m en ts

● F o r h a vin g o n ly M .T ec h & B .T ec h f ro m IIT ’ s o r fro m th e to p ten u n ive rs it ies o f U S , U K,

F ra n ce a n d G e rm a n y, fiv e a d d itio n a l in c re m e n ts

● F o r h a v in g o n ly M .T ec h fro m IIT ’ s o r fro m th e to p te n u n ive rs it ie s o f U S , U K , F ra n ce

a n d G erm a n y, th re e a d d itio n a l in cre m e n ts

● F o r h a vin g o n ly B .T ec h 's fro m IIT ’ s o r fro m th e to p te n u niv ers itie s o f U S , U K,

F ra n ce a n d G erm an y, tw o a d d itio n a l in c re m e n t

Publications

● F o r e ve ry a rtic le p u b lis h e d in th e in te rn a tio n a l jo u rn a l a n d f o r th re e a rtic les in n a tio na l

jo u rn a ls o n e in cre m e n t is a w a rd e d . T h e s e p u b lic a tio n s s h a ll b e w ith th e s ta ff fo r b ein g

th e firs t a u th o r. F o r b e in g th e s ec o n d a u th o r th ey w ill g e t h a lf o f th e a llo w a n c e

s a n ctio n e d a n d fo r b ein g th e th ird a u th o r o n e th ird o f th e s a n c tio n ed a m o u n t.

● If th e fa cu lty m em b e r p res e n ts a p a p e r in c o n fe re n ce ( In te rn atio n a l/ N a tio n a l) a n d is

s ele cted fo r p u b lica tio n h a lf o f th e p u b lica tio n a m o u n t w ill b e co ve re d b y th e

m a n a g em e n t.

Other Allowances

● A n a n n u a l g ra n t to w a rd s a tten d in g S em in a r/ w o rk s h o p / T ra in in g p ro g ra m m e , a n a n n u a l

g ra n t to w a rd s ta k in g p ro fes s io n a l m em b e rs h ip s a n d s u b s c rip tio n s o f jo u rn a ls .

iv. ASSISTANT PROFESSOR

● B a s ic s a la ry fix ed a s p er n o r m s b a s ed o n e xp erien c e a n d q u a lific a tio n in crem e n ts a re

co n s id e re d .

● F o r h a v in g o n ly M .T ec h & B .T ec h f ro m IIT s o r fro m th e to p ten u n iv ers itie s o f U S , U K ,

F ra n ce a n d G e rm a n y, fiv e a d d itio n a l in crem en ts

● F o r h a v in g o n ly M .T e ch fro m IIT s o r fro m th e to p te n u n ive rs it ies o f U S , U K , Fra n c e a n d



G e rm a n y,th ree ad d itio n a l in c rem en ts

● F o r h a v in g o n ly B .T ec h s fro m IIT s o r fro m th e to p te n u n ive rs it ies o f U S , U K , F ra n ce a n d

G e rm a n y,tw o a d d itio n a l in c re m e n ts .

Publications

● F o r e ve ry a rtic le p u b lis h e d in th e in tern a tio n a l jo u rn a l tw o inc rem en ts a n d fo r ev ery tw o

a rtic le s in n a tio n a l jo u rn a ls o ne in c rem en t is a w a rd ed . T h es e p u b lica tio n s s h a ll b e w ith th e

s ta ff f o r b ein g th e firs t a u th o r. F o r b e in g th e s ec o n d a u th o r th ey w ill g e t h a lf o f th e

a llo w a n ce s a n c tio n ed a n d f o r b ein g th e th ird a u tho r o n e th ird o f th e s a n ctio n ed a m o u n t.

● If th e fa c u lty m e m b e r p re s en ts a p a p er in c o n fe ren c e a n d is s e lec te d fo r p u b lic a tio n h a lf o f

th e p u b lic a tio n a m o u n t w ill b e c o v ered b y th e m a n a g em en t.



Other Allowances

● A n a n n u a l g ra n t to w a rd s a tten d in g S em in a r / w o rk s h o p /T ra in in g p ro g ra m m e a n d A n

a n n u a l g ra nt to w a rd s ta k in g p ro fes s io n a l m em b ers h ip s a n d s u b s crip tio n s o f jo u rn a ls

II. VARIABLE PAY

i) PROFESSOR

a) Additional Responsibilities

F o r b ein g th e H ea d o f th e D e p a rtm e nt, a n a d d itio n a l m o n th ly a llo w a n ce . T h e H o D s h a v e

to fu lfill th e re s p o n s ib ilit ie s lik e A llo ca te th e s u b je cts to th e fa cu lty m em b e rs w e ll in

a d v a n ce b e fo re c o m m e n ce m e n t o f th e s em es ter/ yea r, C o lle ct le s s o n p la n s fro m te a ch in g

s ta ff b e fo re th e co m m en c em en t o f c la s s w o rk a n d e n s u re th a t th e in fo rm a tio n p ro v id ed is in

a cc o rd a n c e w ith th e fo rm a t, to c o -o rd in a te w ith th e te a ch in g a n d n o n te a ch in g s ta f f o f th e

d e p a rtm e n t f o r s m o o th fu n ctio n o f co n d u ctio n o f a ca d e m ic , c o -c u rricu la r an d ex tra c u rricu la r

a ctivit ies o f th e d e p a rtm e n t, S u b m it a m o n th ly rep o rt to th e H R D ep a rtm en t in o rd er to

b e co m e elig ib le fo r H o D A llo w a n ce .

b) Research Work

● F o r e ve ry s tu d e n t g u id e d fo r Ph .D fo r a m a x im u m p e rio d o f th ree ye ars o r f ro m th e

b e g in n in g o f th e a ctu a l res e arc h w o rk till th e en d o f re s ea rch w o rk m o n th ly a llo w a n ce is

g ive n /-.

● A o n e -tim e a llo w a n ce fo r ev ery M .T ec h b e in g g u id e d is g iv en . T h is M .T ec h s tu d e n t

s h a ll b e fa cu lty f ro m th e s a m e co lle g e w h e re th e p ro fe s s o r is w o rk in g .

ii) ASSOCIATE PROFESSOR

a) Additional Responsibility:

F o r b e in g th e H ea d o f th e D ep a rtm en t, a n a d d itio n a l m o n thly a llo w a n ce . T h e H o D s

h a ve to f u lf ill th e re s p o n s ib ilit ie s lik e A llo ca te th e s u b je cts to th e fa cu lty m em b e rs

w ell in a d v a n ce b efo re c o m m en c em en t o f th e s e m es ter/ye a r, C o llec t les s o n p la n s

fro m tea c hin g s ta ff b ef o re th e c o m m en ce m en t o f c la s s w o rk a n d en s u re th a t th e

in fo rm a tio n p ro vid ed is in a c co rd a n ce w ith th e f o rm a t, to c o -o rd ina te w ith th e

tea c h in g a n d n o n te a ch in g s ta ff o f th e d ep artm e n t f o r s m o o th f u n ctio n o f co n d u c tio n

o f a ca d em ic , c o -cu rric u la r a n d ex tra c urricu la r a ctivitie s o f th e d e p a rtm e n t, S u b m it a

m o n th ly rep o rt to th e H R D e p a rtm e n t in o rd e r to b ec o m e elig ib le fo r H o D A llo w a n ce .

b) Research Work

●A o n e-tim e a llo w a n ce fo r e ve ry M .T ec h b e in g g u id e d is a w a rd e d . T h is M .T e ch s tu d e n t

s h a ll b e fa c u lty fro m th e s a m e c o lleg e w h ere th e p ro f es s o r is w o rk in g

●A n a n n u a l re s ea rch g ra n t f o r a m a xim u m o f th ree ye a rs , if reg is te rs fo r P h .D w ill b e g iv en .



PROMOTION / INCREMENT CRITERIA FOR PROMOTION / INCREMENT

●. P ro m o tio n to th e ca d re o f p ro fe s s o r is eith er th ro u g h th e u n ive rs ity s e lec tio n c o m m itte e o r

g o ve rn in g b o d y o n ly.

●S ta ff m e m b ers b e lo n g in g to th e o th e r d is c ip lin e s s h all b e p ro m o ted a s a s s o cia te p ro fe s s o rs

b a s e d o n th e u n ive rs ity s elec tio n o n ly.

●P h .d h o ld ers h a vin g m in im u m o f 5 yea rs ex p e rie n ce s h a ll b e p ro m o te d a s a s s o c iate

p ro fes s o rs irre s p e ctive o f th e ir d is c ip lin e a nd s elec tio n b y th e u n iv ers ity

●S ta ff m e m b ers b e lo n g in g to a ll b ra n c h es m a y b e p ro m o te d a s a s s o c ia te d p ro f es s o rs o n

co m p letio n o f 5 ye a rs o f s ervic e p ro v id e d .

●T h es e p ro m o tio n s a re n ee d b a s e d i.e. to fu lfill th e c a d re ra tio req u ire d a s p e r a icte

n o rm s .

●W h ile p ro m o tin g s ta ff to h ig h er ca d re , d u e to w e ig h t a g e s h a ll b e g ive n fee d b a ck ,

in vo lv em e n t in e xtra -cu rric u lar a ctivit ies a n d a d m in is tra tiv e res p o n s ib ilit ies , s e lf a p p ra is a l

b y H O D a n d Prin cip a l, re s ults , co n trib u tio n to res e arc h a n d p u b lica tio n s .

●E x p e rie n ce d ca n d id a tes w o rk in g in rep u te d in s titu tes m a y b e g iv en p a y p ro te ctio n

w ith o u t in s is tin g o n fu lfillin g th e a b o v e n o rm s .

● In cre m e n ts a re b a s e d o n A p p ra is a l a n d p u b lica tio n s a s p res c rib ed fo r d if feren t lev els .

In ex tra o rd in a ry ca s e th e m a n a g em en t m a y ta k e d e cis io n o f p ro m o tin g / g iv in g a n

in crem en t to th e p e rs o n p re m a tu re, b a s e d o n s tro ng m e rit b a s ed rec o m m e n d a tio n

PERFORMANCE APPRAISAL

● P erfo rm a n ce a n a lys is fo rm s a n im p o rta n t p a rt o f fa cu lty d ev elo p m e n t in th e o rg a n iz a tio n .

P erfo rm a n ce a p p ra is a l is p rep a re d b y fa cu lty m e m b e rs o n th e ir o w n a n d ev a lu a te d b y H O D

a n d P rin c ip a l. A c h iev ers o r h ig h s c o rers in P e rfo rm a n c e a p p ra is a l a re re w ard ed th ro u g h

letter o f a p p rec ia tio n an d in cre m e n ts . Lo w a ch ie ve rs w h o g et a s co re o f les s th a n 5 0 w ill b e

co u n s elled b y H O D firs t. If n o im p ro ve m e n t s h o w n in a s em es te r, th ey w ill b e g ive n a

w a rn in g a n d is s u e d a m e m o .

NORMS FOR AVAILING LEAVES

W ith th e J N T U H g u id e lin e s th e ru le s a n d re g u la tio n s reg a rd in g th e n u m b e r o f te a ch in g d a ys a n d

lea v es s h a ll b e a s p res c rib ed b y th e c o lleg e fro m tim e to tim e.

T h e fo llo w in g n o rm s c o n c ern in g u tiliza tio n o f lea v es a p p ly to a ll th e s ta ff m e m b ers



● T h e ex ten t o f L ea v e en title m e n t is ca lc u la ted o n th e b a s is o f ca len d a r yea r.
● D u rin g th e in it ia l p erio d o f s ix m o n th s fro m th e d a te o f a p p o in tm en t s ta ff m em b e rs a re n o t

en tit le fo r L ea v e o f A b s en c e w ith p a y (L W P ). Th e y ca n a v a il s ick lea v e a s p er th e n o rm s .



● A fa c u lty w h o is in h is firs t ye a r o f s ervic e ca n u tilize o n e C a s u a l lea v e(L ea v e w ith p a y) f o r

ev ery tw o m o n th s . T h e en tire le a ve a v a ila b le w ill b e g iv en to th e fa cu lty w h o ha v e

co m p leted o n e ye a r o f s ervice a t th e b e g in n in g o f th e c a le n d a r yea r.

● A ll th e fa cu lty m em b ers m u s t m a k e s u re s u b s titu te /a d ju s tm e n ts o f th e ir cla s s e s to th e

H O D o n e d a y b efo re ta k in g lea v e.

● F a cu lty m e m b ers s h o u ld n o t a p p ly le av e o n o p e n in g o r clo s in g d a te o f h o lid a ys . In s u c h

ca s e s , a ll th e d a ys w ill b e tre a te d a s le a ve in lo s s o f p a y.

● T h e fa c u lty m em b e rs h a s to ta k e p rio r s p ec ia l p e rm is s io n fro m th e A ca d em ic d irec to r a n d

co n ce rne d H O D f o r le a ve m o re th a n th re e d a ys a t a tim e .

● L ea ve is s u b jec t to p rio r d is c re tio n a ry s a n ctio n o f P rin cip a l, w h ich d e p e n d s o n th e

d e m a nd s o f w o rk s itu a tio n , m o re s o d u rin g th e p ea k p e rio d , ex cep t in ca s e o f s ick le a ve .
● S ick lea v es ca n n o t c a rried o v er to th e n e xt ye a r.
● T h e P rin c ip a l is th e s a n ctio n in g a u tho rity fo r a p p ro v ing th e le a ve s in ca s e o f all th e fa cu lty

m em b e rs .

● T h e s ta ff s h a ll u s e a p re s crib e d a p p lic a tio n fo rm , w h ich s h a ll c o n s is t o f in f o rm a tio n

a b o u t th e tra n s fer o f d u ties d u rin g lea v e, in c lu d in g th e a rra n g e m e n t o f le ctu re a n d

la b o ra to ry s es s io ns to b e h a n d led . P res c rib e d a p p lic a tio n f o rm c o n s is tin g o f inf o rm a tio n

a b o u t a rra ng em e nt o f le ctu re a nd la b o ra to ry cla s s es , tra n s fer o f d u ties d urin g lea v e to a ll

th e fa cu lty m e m b er w h ic h in c lu d es s ig n a tu re o f fa c u lty , H O D , P rin c ip a l a n d s u b s titu te

fa c u lty s ig n a tu re .

i) Casual leave(leave with pay (LWP))

E a c h fa c u lty (a ll c a teg o rie s ) is e lig ib le fo r E ig h t C a s u a l Le a ve s ( LW P ) in o n e c a le n d a r yea r.

In th e f irs t ye a r o f s ervice th e f a cu lty c a n u s e o n e C a s u a l le a ve a f te r tw o m o n th s o f s e rv ice

w h erea s in ca s e o f fa cu lty w h o h a ve c o m p le te d o n e ye a r E ig h t C a s u a l lea v es (L W P ) c a n b e u s ed

fro m th e b e g in n in g o f th e ca le n d a r ye a r.

ii) Earned leaves (EL):

E a ch fa c ulty is e lig ib le fo r 2 E a rn e d Le a ve s (E L ) w ith p rio r p erm is s io n .

iii) Medical / sick leaves

A ll c a te g o rie s o f fa cu lty m em b e rs a re en titled fo r a m a x im u m o f tw o d a ys o f s ick le a ve s w h ic h

in c lu d e s ick n e s s o f th e s e lf a n d th e d e p e n d e n ts .

● Procedure of applying for sick leave

A m e d ica l c ertific a te is to b e s u b m itted b y th e fa cu lty m e m b ers to a v a il s ick le a ve a lo n g w ith a

p re s crib e d a p p lic atio n fo rm a n d in fo rm th e s ick n es s eith er in a d v a n ce o r im m ed ia tely a fter th e

s ic k n es s .



iv) Absence from work place on duty

● W h e n a s ta ff is a w a y fro m w o rk p la c e d u e to a n y w o rk a s s ig n e d b y th e in s titu tio n , w hic h is

a p p ro ve d b y th e P rin cip a l, w ill b e trea ted a s A b s e n ce – o n d u ty. T h e s ta ff w h o is

p ro ce ed in g o n s u ch a s s ig n m e n t s h a ll d u ly fo llo w th e p ro ce d u re a s a p p lica b le fo r le a ve o f

a b s e n ce w ith p a y.

v) Maternity leave

A fter th e p ro b a tio n p e rio d (o n e yea r s e rv ic e) w ith th e in s titu tio n th e la d y fa cu lty a re

e n tit led to a v a il m a te rn ity le a ve fo r th ree m o n th s w ith p a y. F o r m a x im u m o f tw o tim e s o r fo r a

m a xim u m o f tw o c h ild re n la d y fa u lty a re elig ib le to a va il m a tern ity lea v e. A fter a va ilin g th e

m a tern ity le a ve th e la d y fa cu lty h a s to s e rv e th e in s titu tio n fo r m in im u m o n e ye a r e ls e 3 m o n th s

s a la ry w ill b e f o rfeited .

• Procedure of applying for Maternity Leave

T h e s ta ff s h a ll u s e a p re s crib ed a p p lic a tio n fo rm , a t le a s t th re e m o n th s in a d va n c e b efo re th e

m a tern ity le av e is to b e ta k e n a n d s h a ll g iv e a lte rn a tiv e m ea s u res to b e ta k e n to a d ju s t th e

d u tie s a n d re s p o n s ib ilit ies . T he m a tern ity le a ve u n d e r n o c irc u m s ta n ce s s h a ll b e e xten d ed (e ve n

a s L ea v e in A b s en ce w ith o u t Pa y) . T h e m a te rn ity le a ve ca n n o t b e ex ten d e d u n d er a ny

c irc u m s ta n ce s . A tlea s t th ree m o n th s in ad va n c e th e fa c u lty m e m b er m us t s u b m it th e p re s crib ed

a p p lica tio n fo rm b e fo re th e m a te rn ity le a ve is to b e ta k en a n d s h a ll g ive a ltern a tiv e m e a s u re s to

b e ta k en to a d ju s t th e d u ties a n d re s p o n s ib ilit ie s .

vi) Leave in absentia

A n y a b s e n ce fro m th e d u ty w ith o u t p rio r p e rm is s io n f ro m th e P rin c ip a l w ill b e co n s id ered a s

le a ve in a b s e n ce ..

• Procedure of using Leave in Absentia

T h e s ta f f w ho a t a n y p o in t o f tim e is u n a b le to a tte n d d u tie s d u e to em erg e n cy w o rk s h a ll in fo rm

th e P rin c ip a l a t lea s t 3 H o u rs b e fo re th e co lle g e o p e n ing tim in g s a n d d is cu s s a lte rn a tive

a rra n g em e n ts m a d e if a n y.

vii) Leave in exceptional cases – long study or sick leave

In th e e xc ep tio n a l c a s es w h e re it is im p era tiv e f o r th e fa c u lty to g o o n le a ve fo r h ig h er s tu d ies o r

if a fa cu lty ha s fa llen s ick a n d req u ire s a lo n g le a ve to b e g ra n ted , in s u c h c a s es th e o rg a niz a tio n

m a y g iv e s p e cia l co n s id era tio n to a va il lo n g s tu d y o r s ick lea v e. F o r th e g ra n t o f th is le a ve th e

fa c u lty s h o u ld h a ve s erve d th e o rg a n iz a tio n fo r a m in im u m a t 2 ye a rs

• Procedure of using long study or sick leave



F a c u lty in ten d in g to u tilize th e lo n g lea v e n e ed s to g iv e a w ritten a p p lica tio n , to th e h ea d o f th e

in s titu tio n m u c h in a d v a n ce .



viii) Study leave

A fter co m p le tio n o f o n e yea r s ervic e o r w ith a co m m itm e n t th a t th ey w o u ld co ntin u e fo r a

m in im u m o f o n e yea r a fter u tiliz in g th e s tu d y le a ve th e f a cu lty m e m b ers a re elig ib le fo r a s tu d y

le a ve w ith p a y f o r 1 5 d ay s .

● Procedure of using study leave

T h e s taf f in te n d in g to u tilize th e s tu d y le a ve is re q u ired to in fo rm th e H e a d o f th e D ep a rtm e n t /

H e a d o f th e In s titu tio n reg a rd ing the a lte rn a tive a rra n g e m e n ts m a d e d u rin g th e ir a b s en ce a lo n g

w ith a s ig n ed n o te fro m th e fa c u lty w h o a g ree d to ta k e th e s es s io n s d u rin g th a t p e rio d a n d a

le tter o f co m m itm en t.

ix) Marriage leave

M a xim u m o f th ree d a ys le a ve w ith p a y w ill b e g iv en if th e re is m a rria g e o f th e fa cu lty a lo n g w ith a

g ift a m o u n t o f R s 5 ,0 0 0 / - w ill b e g iv en b y th e m a n a g e m e n t.

MONTHLY LEAVE REPORT

T h e m o n th ly le a ve s ta te m e n t o f a ll th e lea v es u tiliz ed b y d iffe re n t fa cu lty m em b e rs s ig n e d b y

th e p rin c ip a l a n d a d m in is tra tiv e o f fic er is re q u ired to b e s e n t to th e d ire cto r b e fo re 2 5 th o f ev ery

m o n th w hic h w ill b e fo rw a rd e d to th e a c co u n ts d ep a rtm en t f o r th e p ro ce s s in g o f s a la rie s .

REPRISAL

L ea v es ta k en / a v a ile d a g a in s t th e n o rm a l p ro ce d u re p re s crib e d is c o n s id ered a g a in s t th e n o rm s

a g re ed a n d n e ce s s a ry d is cip lin a ry m e a s u res w ill b e in itia ted .

PROCEDURE FOR RELIEF FOR RESIGNATION:

● F a cu lty a re n o t a llo w ed to s u b m it re s ig n a tio n in th e m id o f th e s em es te r.

● A s p er the s erv ic e ru les , fa c u lty m em b ers a re ex p e cted to g ive o n e m o n th p rio r n o tice

b efo re a re s ig n a tio n .

● T o e n s u re co m p lia n c e fa c u lty m u s t d ep o s it th e o rig in a l c ertific a tes lik e 1 0 th o r eq uiv a le n t,

1 2 th o r e q u iv a le n t, M B A , B .T ec h, M .T e ch , B .S c a n d M .S c/ M .P h il/P h .D

● In s titu e m u s t re s erve th e rig h t to re liv e th e s ta ff a t a n y tim e d u rin g th e n o tice p e rio d .

CODE OF CONDUCT

T ea c h in g is th e p rio r c riteria o f the fa cu lty , a n d th eir co n trib u tio n s h a ll s h a p e th e c h a ra cter a n d

ca re er o f e a ch a n d ev ery s tu d e n t. In a v a s t w a y th is s h a ll c h a n g e th e en tire n a tio n ’ s

im p res s io n a t la rg e .T h e s ta ff m u s t m a in ta in h a rm o n io u s re latio n s w ith o th e r s ta ff m e m b ers

a n d th e s tu d en ts .T h e s ta ff m u s t c o n trib u te to th e d ev elo p m e n t o f th e c o lleg e.A ll th e s ta ff is

ex p e cte d to m a k e effo rts to m a k e eff o rts to d e ve lo p th e m s e lve s th ro u g h tra in in g p ro g ra m s a n d



w o rk s h o p s

I. PROFESSIONAL CODEOF CONDUCT

E ve ry fa c u lty m e m b er s h a ll a b id e b y th e C o d e o f C o n d u c t fra m e d b y th e c o lleg e a nd th e

f o llo w in g la p s es w o u ld c o n s titu te m is c o n d u c t .

A n y la p s e s in p erfo rm in g h is / h er d u tie s a s as s ig n ed b y th e co lle g e fro m tim e to tim e .

B eh a v io r o f th e f a cu lty m u s t b e w ith c a re a n d a ffe ctio n to w a rd s th e s tu d e n ts m o re th a n

b e in g a u th o rita tiv e a n d c o m m a n d in g .

E x ce p t fo r th e lu n c h h o u r, th e fa c u lty is e xp ec te d to b e p re s en t in th e d e p a rtm e n t a n d

th e a ca d em ic a re a s o f th e ca m p u s .

T h e le ctu re m u s t b e g ive n in a m o d era te to n e an d s p ee d a n d m a jo rly in th e la n g u a g e

E n g lis h .

T o tim ely ev a lu a te th e a n s w er s h eets a nd m a k e a c o rd ia l a n d in d e p th d is cu s s io n w ith

th e s tu d en ts is m a n d a to ry.

F a cu lty m u s t m a in ta in h ig h lev els o f p un c tu a lity an d p ro fe s s io n a l e th ic s .

D is c rim in a tio n o f a n y k in d , in c lu d in g h a ras s m e n t a g a in s t s tu d e n t o n p o lit ica l g ro u n d s , ra ce ,
co lo r, re g io n , g e n d e r, d is a b ility , m a rita l s ta tus , p re g n a n c y, m ed ica l c o n d itio n o r a n y o th e r a re
U N A C C E P TE D .

A c ce p tin g g ifts o r o th er fa vo u rs fro m th e s tu d en ts is s tric tly p ro h ib ite d .

In cit in g s tud en ts a g ain s t o th er s tu d en ts , c o lle a g u es o r a d m in is tra tio n (T h is d o e s n o t

in te rfere w ith th e rig h t o f a te a ch e r to ex p res s h is / h e r d iffe ren c e o f o p in io n o n p rin cip le s

in s em in a rs a n d o th er p lac es w h e re s tu d en ts a re p res e nt) o r a ny o th er s u c h a ctio n s w h ic h

a re a g a in s t th e in teres t o f th e co lle g e .

R e fu s a l to ca rry o u t th e d ec is io n s b y a p p ro p ria te a d m in is tra tive a n d a ca d e m ic b o d ies

o r fu n ctio n a ries o f th e c o lleg e w ith o u t g ivin g re a s o n .

In d u lg in g in Pla g ia ris m o f a n y s o rt w ith in th e le g a l m ea n in g , in terp reta tio n a n d

ex p re s s io n o f th e term .

F a cu lty s h o u ld s u m m o n o r in v ite p a re n ts to th e ca m p u s o n ly o n th e re co m m en d a tio n o f

co lle g e d is cip lin e c o m m ittee

F a cu lty s h o u ld p re s en t th e lec tu re in th e a llo c a te d tim e a n d s h o u ld lea ve th e c la s s o n ly

a fter cla s s is o ve r.

• F a cu lty s h o u ld ta k e a tten d a n ce in th e firs t 5 m in u tes o f co m m en c em en t o f th e p e rio d .

N o p u n is h m en t lik e D is m is s a l fro m c la s s o r m a k in g th em s ta n d o u ts id e th e cla s s ro o m s

is s eld o m a llo w ed .

F a cu lty to th rea ten s tu d e n ts in th e n a m e o f m a rk s is s tric tly n o t en c o u ra g e d .

F a cu lty a re n o t a llo w ed to u s e m o b ile p h o n es in th e c la s s o r e xa m in a tio n h a ll.

A s p er th e rule s th e s ta f f m e m b ers a re a s k ed to a d ju s t th eir cla s s es a n d s h o w c o n s e n t o f



th e

s u b s titute p ro fe s s o r to th e H O D b ef o re ta k in g le a ve o r g o in g in a le a ve ,

T h e s ta ff m e m b ers vio la tin g th e ru les o r p u ll o f f th e a b o ve p ro c ed u re o f c o d e o r co n d u ct

s h a ll b e tre a te d a s u n a u th o riz ed w ith a LO S S O F P A Y

II. DRESS CODE FOR FACULTY

G e n tle m e n : tu ck e d in s h irts a n d s h o es

La d ies : s are es / s a lw a r k u rta a n d d ec en t a ttire in 2 d a ys a w e ek

Id en tity c a rd s a re m a n d a to ry to th e fa c u lty to d is p la y , a t a ll tim es w h en the y a re in th e

ca m p u s .

III.USAGE OF COURSE DAIRY

E ve ry f a cu lty m e m b er is e xp ecte d to m a in tain th e co u rs e d a iry o ff ered d u rin g th e s em es ter

o f th e ye a r

1 . S ylla b u s

2 . L ec tu re p la n n in g

3 . L ec tu re n o te s o f th e co n ce rn e d co u rs e

CODE OF PROFESSIONAL ETHICS

T h ey m u s t d is s e m in a te th e k n o w led g e th ro u g h te a ch in g a n d res e a rc h .

D e vo te th e m s e lve s to d ev elo p th e ir co m p ete n ce a s fa c u lty.

T h ey m u s t e n co u ra g e s tud en ts fo r ex ch a n g e o f id e a s .

T h ey m u s t d e d ica te h ig h q u a lity s ta nd a rd s in te a ch in g to e n s u re m o tiv a tio n to

th e s tu d en ts .

G e n era l co u n s elin g is a m u s t fo r th e s tu d en ts th eref o re th e fa c ulty m u s t ta k e

req u ired a ctio n s

C o n trib u te to th e d e ve lo p m e n t o f e d u c a tio n a l p o lic y

T rea tin g th e co llea g u es w ith res p ec t a n d w o rk in g w ith the m in a co rd ia l m a n n e r.

B ein g tru th fu l a b o u t the ir q u a lifica tio n .

A s s is tin g th e n ew c o m ers to th e p ro fe s s io n .

T a k e u p res p o n s ib ility fo r e th ic a l p ra c tic es .

R e s p e ct th e co nf id en tia l m a tte rs a n d in fo rm a tio n o n co llea g u es

V io la tio n o f g u id elin es b y th e fa cu lty s h a ll b e ta k en in to co n s id e ra tio n a n d fo r f u rth er

a ctio n s

A d is c ip lina ry co m m itte e s h o u ld b e in fo rm ed reg u la rly if a n y ill a c tiv ity is p red ic te d .



FACULTY AND THEIR RESPONSIBILITIES:

T e a ch in g is th e p rio r criteria o f th e fa cu lty , a n d th eir c o n trib u tio n s h a ll s h a p e th e ch a ra cte r a n d

c a re er o f ea ch a n d ev ery s tud en t. In a v a s t w a y th is s h a ll ch a n g e th e e n tire n a tio n ’ s im p re s s io n

a t la rg e. T h e s ta ff m us t m a in ta in h a rm o n io u s rela tio n s w ith o th e r s ta ff m em b e rs a n d th e s tu d e n ts .

T h e s ta f f m u s t c o n trib ute to the d ev elo p m en t o f th e c o lleg e. A ll th e s ta ff is ex p e cted to m a k e

e ffo rts to m a k e eff o rts to d ev elo p th e m s e lve s th ro u g h tra in in g p ro g ra m s a n d w o rk s h o p s . E v ery

fa c u lty s h o u ld s ee th a t th ere is n o inc o m p a tib ility b etw ee n h is p re ce p ts a n d p ra ctic e. T h e

p ro fe s s io n fu rth e r req uires th a t th e fa cu lty s h o u ld b e c a lm , p a tien t a n d co m m u n ica tive b y

tem p era m e n t a n d a m ia b le in d is p o s itio n .

1 . F a cu lty a re e xp ec ted to c o m p lete th eir a llo tted s ylla b us p o rtio n s in tim e.

2 . F a cu lty a re s u p p o s ed to ta k e res p o n s ib ilitie s fo r p ro d u c in g g o o d res u lts , in th e s u b jec ts th a t

a re d e a lt.

3 . F a cu lty a re ex p e cted to m a in ta in d eco ru m , a n d s et g o o d e xa m p le f o r s tu d en ts in s id e o r

o u ts id e th e c la s s h o u rs .

4 . F a cu lty m u s t m o n ito r th e g ro u p s a tra ch e d to th eir s u b jec t a n d m e nto r th e s tu d en ts .

5 . M u s t a ct lik e a c o u n s e llo r a n d fa c ilita to r o r g u id e to en s u re th e lea rn in g p ro c es s e ffec tiv ely.

6 . A s s ig n m e n ts , T e s ts , S e m in a rs a n d Pro jec t w o rk s h o u ld b e m a in ta in e d w ith p ro p er re p o rt o n

ea c h s tu d en t's p ro g re s s .

7 . F a cu lty m u s t res p ec t th e o p in io n s a n d p ro m o te p o s itive e n viro n m en t in th e cla s s ro o m s a n d

th e ca m p u s .

8 . F a cu lty h a ve to trea t s tu d e n ts w ith res p ec ts a s in d ivid u a ls a n d p ro vid e co u n s ellin g re g u la rly .

9 . S ee k to m a k e p ro fes s io n al g ro w th co n tin u o u s th ro u g h s tu d y a n d res e a rch ;

1 0 . C o -o p era te a n d a s s is t in ca rryin g o u t fu n ctio n s rela tin g to th e ed u ca tio n a l res p o n s ib ilities o f

th e co lle g e a n d th e c o lleg e s u ch a s : a s s is tin g in a p p ra is in g a p p lica tio n s fo r a d m is s io n ,

a d v is in g a n d co u n s elin g s tu d en ts a s w e ll a s a s s is tin g th e c o n d u ct o f co lle g e ex a m in a tio n s ,

in clu d in g s u p ervis io n , in v ig ila tio n a n d ev a lu a tio n .

1 1 . P a rtic ip a te in ex ten s io n , co -cu rric u la r a nd e xtra-cu rric u la r a c tiv ities in c lu d in g c o m m u n ity

s erv ic e.

Faculty and the students

Faculty should:

C o n s id er th e rig h t a n d d ig n ity o f th e s tu d e n t in e xp res s in g h is /h e r o p in io n ;

O b s erve th e d if feren c e in ap titu d e a n d ca p a b ilit ies a m o n g s tu d en ts a n d s ee k to

m ee t th e irin d iv id u a l n ee d s ;



M o tiv a te th e s tu d e n ts to e n h a n ce th e ir a ttain m en ts , g ro w th eir p e rs o n a lit ies a n d a t

th e s a m e tim e co n trib u te to c o m m u n ity w elfa re;

B e a ff ec tio n a te to th e s tu d en ts a n d n o t b eh a v e in a vin d ic tiv e m a n n e r to w a rd s

a n y o f th em fo r a n y rea s o n ;

M a k e th em s elve s a va ila b le to th e s tu d e n ts e ve n b eyo n d th eir c la s s h o u rs a n d h elp

a n d g u id es tu d e n ts w ith o ut a n y re m u n e ra tio n o r re w a rd ;
A id s tu d en ts to d ev elo p a n d u n d e rs ta n d in g o f o u r n a tio n a l h e rita g e a n d n a tio n a l g o a ls ;
a n d
R e fra in fro m in c itin g s tu d en ts a g a in s t o th e r s tu d en ts , co llea g u es o r a d m in is tra tio n .
E n c o u ra g e th e s tu d e n ts to in vo lv e in re s ea rch w o rk s , s e m in a rs , p a p er p u b lica tio n s .

Faculty and colleagues

Faculty should:

R e s p e ct a n d trea t a ll th e m e m b ers in th e s a m e m a n n e r a s th e y w is h th e m to b e

trea ted
C o n trib u te e s s en tia l a s s is ta n c e fo r th e p ro fes s io n a l b e tte rm en t

A vo id fro m lo d g in g u n s u b s ta n tia te d a lle g a tio n s a g a in s t co lle a g u es to h ig h er
a u th o ritie s ; a n d a vo id fro m a llo w in g co n s id era tio n s o f ca s te, c ree d , relig io n , ra c e o r s ex
in th eirp ro fe s s io n a l e n d e av o u r.

Specific duties of HOD

S h o u ld en s u re a ll the c la s s es are h e ld a s p er th e tim e /ta b le a n d m a k e a ltern a te

a rra n g em en t fo r th e cla s s w o rk o f p ro fe s s o rs a b s e nt o n th a t d a y.

S h o u ld v erify th e s tu d e n t a tte n d a n c e re g is ters o n ev ery w e ek e n d to c h ec k fo r p ro p e r

m a rk in g o f a tten d a n ce a n d im p le m e n ta tio n lec tu re p la n s .

T h e reg is ter m u s t b e fo rw a rd ed b y h im / h er o f ev ery m o n th to th e d irec to r.

S h o u ld co nv en e th e m ee tin g s o f fa cu lty tw ice in a fo rtn ig h t to rev iew a ca d em ic a n d

o th e r d e p a rtm e n ta l a ctivit ies .

S h o u ld a rran g e fo r g u e s t le ctu re s , p ref era b ly in a s p e cia llz a tio n re la te d to th e

d e p a rtm e n t w ith a vie w to w id en th e h o rizo n s o f k n o w led g e .

M u s t m o n ito r th e s tu d e n ts d ev elo p m en t a n d p ro b lem s th ro u g h f ee d b a c k a n d

co u n s elin g .

S en io r fa c u lty m e m b ers a re re q u e s ted to k e ep a s tric t w a tc h o n th e s tu d en ts in d u lg in g

in ra g g in g

Duties of lab-technician:

● A n y u n e xp e cte d b rea k d o w n o f la b m a ch in es m u s t b e re p o rte d im m ed iate ly to th e res p ec tive

tea c h in g s ta ff in C h a rg e



● D a m a g e ca u s ed to th e la b e q u ip m e n t b y s tu d e n ts d u e to m is h a n d lin g m u s t b e re p o rte d to

th e co n ce rn e d s ta ff fo r fu rth e r a c tio n s to b e ta k e n .

● A ll m a in ten a n c e w o rk m u s t b e ca rrie d o u t a n d rec o rd e d a s p e r th e s c h ed ule s g ive n b y th e

la b in c h a rg e.

● T o en s u re th e p ro p e r m a in ten a n c e o f f irs t a id f a cilit ies a n d fire fig h tin g eq u ip m en t.

● A d ju s t la b h o u rs to tec h n ic ia n , w h o is fa m ilia r w ith th e la b w h en a b s en t.

● E n s u re th e p ro p e r w o rk in g co n d itio n o f th e m a c h in es a n d th en a llo w s tu d e n ts u s e .

● E n s u re a ll p ro c u re m e n ts a re rec o rd e d p ro p erly in s to c k re g is ters .

Duties of lab incharge:

● Pre p a re a p la n o f m a in te na n c e s ch e d u le a t th e b e g in n in g o f e a ch s em es ter a n d m a k e s u re

it 's ca rrie d o u t in a p ro p er m a n n e r.

● La b in ch a rg e s h o u ld ta k e n e ce s s a ry s tep s to p ro c u re a d d itio n a l e q u ip m e nt req u ired

th ro u g h o u t th e c o u rs e c o m p letio n .


