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VISION OF NITTTR

NITTTR, Chandigarh envisions to be a
world class lead resource institute for
promoting excellence in Technical and
Vocational Education and Training

System.
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About the Institute

National Institute of Technical Teachers Training and Research (NITTTR) Chandigarh formerly known
as Technical Teachers’ Training Institute (TTTI), Chandigarh is among four NITTTRs, established by
the then Ministry of Education (now Ministry of Human Resource Development), Government of India
in the year 1967 to meet the requirements of training polytechnic teachers for the growth and
development of polytechnic education in the northern region of the country. It had the collaboration of
Royal Netherlands Government upto 1974. The institute ushered a new era in November 2003, with
its changed name and enhanced status as National Institute of Technical Teachers Training and
Research (NITTTR). Later on it became as an ISO 9001-2008 certified organization. It focusses on
the northern region comprising the states of Haryana, Himachal Pradesh, Jammu & Kashmir, Punjab,
Rajasthan, Uttar Pradesh, Uttarakhand, National Capital Territory of Delhi and Union Territory of
Chandigarh. Presently, the outreach of the programmes and activities of the institute covers the
entire gamut of technical education. The institute is fully funded by Government of India, Ministry of

Human Resource Development

The institute is an autonomous organisation registered under the Societies Registration Act, 1860. It
is managed by a Board of Governors. Director is the executive head of the institute. The institute is
situated in a well developed campus in Sector 26, Chandigarh covering an area of over 6.85 hectares.
The entire institute area comprises of academic buildings, separate hostels for boys and girls, two
number guest houses, mess, gymnasium, training centre for Persons with Disabilities, auditorium,
ETV Studio and residential accommodation for faculty and staff. For the benefit of the students and
faculty, the wi-fi facilities has been provided in the institute area. The institute has also its residential
campus in sector 29 and 42, Chandigarh. The institute is about 10 kms from interstate Bus Terminus

in Sector 43 and 05 kms from Chandigarh Railway station.

The Mission of the institute is to dynamically respond, through an integrated package of research and
development education and training and extension services to the needs of technical and vocational
education, industry and community and challenges of advances in technology, including modern

communication technology.

NITTTR Chandigarh is recipient of National Award for the Empowerment of Persons with Disabilities —
2013 by the Hon’ble President of India on 3 December, 2013 in New Delhi in recognition of
outstanding performance in the field of Best Institution for Empowerment of Persons with Disabilities

in the country. The broad information about the Institute can be glanced at www.nitttrchd.ac.in



http://www.nitttrchd.ac.in/
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QUALITY POLICY

Institute 1s committed to provide high quality
and customized education, training, research and
development and extension services to technical
and vocational education system, industry and
community. The institute shall develop
leadership in technical teachers training and
provide educational products and services to
enable the technical education system to achieve
excellence internationally.
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The following will be the functions / responsibilities of the committees constituted vide
Office Order No. NITTTR / IMCO / 351 dated 31.3.2014. All officers In-charges and team
members are requested to act accordingly.
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1. Faculty Council:
e Representing faculty needs and interests in the overall development of the institute.

e Taking the leadership role in developing policies and procedures governing academic
quality, program development and strategic planning on academic matters including
training needs of the faculty and staff.

e Advising institute administration on all matters of educational policy, the procedures
for involving faculty in developing educational policies and regulations concerning
student activities.

¢ Conducting faculty council meeting on periodic basis
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2. International Liaisoning:

Offering courses / programmes for technical and vocational teachers to suit overseas
demand especially SAARC and ASEAN countries.
Effectively liaison with Educational Consultants India Limited (Ed.CIL).
Popularizing the scheme of Direct Admission of Students Abroad (DASA) among
SAARC and ASEAN countries students who are willing to undertake PG courses at
NITTTR, Chandigarh.
Preparing DPR for establishing international centre of excellence in following areas-

o Renewable energy

o Software development

o Vocational education
Preparing list of resource persons available in different areas of education, education
management, engineering and technology at global level.
Preparing proposals for getting financial and training help from UKIERI etc.
Establishing links for capacity building of NITTTR, Chandigarh with renowned

international universities and research organizations.
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3. Institute Journal:

Publishing research journal quarterly and inviting research papers for publication.
Constituting review committee and sending research / technical papers to experts for
reviewing.

Communicating with authors / contributors regarding acceptance / modifications of their
research / technical papers.

Printing and dispatching journals to institutions, individuals, authors and corporate
subscribers.

Making efforts to popularize the institute journal by increasing the membership in
technical institutes of the country.

Making efforts for improving the quality of articles by the participation of
international authors.

Making efforts in getting international status for the journal and getting its impact
factor.

Making online availability of the journal and receiving articles also online.
Reorganizing the editorial board by seeking consent of large number of field experts
including international experts.

Maintaining accounts of subscribers including renewal and sending letters for renewal
of subscription.

Disbursing honorarium to paper reviewers.

Holding meetings of journal publishing committee once in every two months.
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4.Faculty Development Programmes:

Maintaining and enhancing faculty effectiveness by sponsoring faculty members for
training programs in the area of their specialisation, instructional planning, delivery,
evaluation, communication skills, etc.

Processing cases of faculty for one month mandatory training under TEQIP-II
organized by IIM, Lucknow or any reputed organization

Helping faculty in fulfilling academic requirements for their career advancement.
Ensuring satisfactory adjustments to changing environments within their disciplines
by sponsoring faculty members in training programs organized by IITs and other
reputed institutes.

Sponsoring faculty members for presenting their research work based on quality of
papers at national and international level.

Developing effective linkages with CPSC, Manila and similar other organizations.
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5. Academic Cell:
e Preparation of brochure and advertisements for inviting applications for admission to

M.E. (both Modular & Regular) and Ph.D. programmes and as well as under QIP
(Poly.) scheme of AICTE, including screening of applications, counseling of
candidates, registration and enrollment.

e Liasioning with university for examination work, results and convocation, deposit of
annual university charges under various heads.

e Facilitating examination process including filling up of examination forms,
preparation of date sheets for end-semester/spell university examinations, issue of
admit cards and conduct of examination.

e Coordinating internal evaluation of answer-sheets and preparation of result for
onward submission to Panjab University, Chandigarh.

¢ Conveying results to university.
e Preparing seat matrix and institute profile for DASA.



Issuing identity cards and maintaining personal files of students, issuing of income tax
certificates, bonafide certificates etc. to students and releasing security refunds.
Implementation of ERP

Receiving feedback from the students at the end of every semester/spell

Analysing the feedback and suggest action accordingly

Preparing budget proposal in respect of scholarship of GATE qualified candidates as
well as under QIP (Poly.) scheme of AICTE.

Working out admission trends / statistics in respect of M.E./Ph.D. programmes for
MHRD / UGC / PU.

Consolidating list of candidates for academic awards and Dr. SP Luthra Memorial
Gold Medal for presentation during annual day celebrations.

Liasioning with AICTE regarding QIP (Poly.) admissions, budget, release of
scholarship etc

Undertaking affiliation activities with PU/PTU and approval process with AICTE
including preparation of Mandatory Disclosure and Extension of Approval.
Organizing blood donation camp every year in collaboration with department of
transfusion medicine, PGI, Chandigarh or any other hospital.

Preparing agenda papers, conducting academic council meetings; preparing minutes
and circulating them to members.

Preparing time table for all programs, allocating classrooms for each program,
ensuring smooth conduct of programmes as per time-table.

Holding monthly meetings of the committee and preparing academic calendar with
inputs from HODs.

Ensuring discipline among students, preparing policies, handling situations in case of
problems between students, creating awareness of anti-ragging policies, redressing
grievances of students etc.
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6.Liaison with States:

Preparing operation plan of the concerned state on the basis of training needs of the
stake holders.

Helping institute in effective implementation of operation plan of the institute.
Sensitizing state on national mission of education through ICT by establishing
effective links with State Technical University and DTE.

Sensitizing state in the area of vocational education by establishing effective links
with DTE of concerned state.

Achieving ICT based training targets finalized for the current academic year.
Finalizing resource persons available in the state for achieving the training targets.
Conducting impact study of training programmes.

Preparing budget for ICT based induction training programs, ensure attendance and
ensuring in time distribution of STC certificates

To provide details of the state technical education in the institute newsletter
Preparing data base of technical institution, DTE/BTE of the state.
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7. Institute Budget Committee:

Holding consultative meetings regarding budget with HODs/Coordinators.
Ascertaining that the budget should reflect the institute’s priorities in annual operating
and capital expenditures.

Ascertaining that a viable long-range integrated financial plan is in place.

Regularly monitoring the institute’s overall financial operations.

Oversee annual and long-range operating and capital budgets.

Implementation of ERP



e Reviewing annually financial performance against plan capital head.

e Overseeing that timely and accurate financial information is presented to the finance
committee.

e Communicating and apprising the Director on the institute’s financial condition
regularly.

e Coordinating with the internal audit committee and ascertaining that accurate and
complete financial records are properly maintained.
Time to time physical verification of institute treasury

8. Eﬂé’r/@r & g s
o g @ & wewHE @ ww di/ww A wHafEl & gl

IOl ST T ST ST I,

o T P2 RGO B, A IEH TG AR HAT

o YT AEAl @ vm H werEd &1 gRed & dnd gHd W dtan
FRATE BT Hh |

o TH H/UH I FHAME! H&El AWEAl TR A0 dRAR gHREad ST |

8. Liaison officer for SC/ST:

e Ensuring that no biased attitude is shown towards SC/ST employees by fellow
colleagues.

e Receiving and resolving the grievances immediately, if any

e Communicating unresolved issues to the administration for timely necessary action.

e Ensuring follow-up action on issues pertaining to SC/ST employees.

9. fasmmene, fYcemT Tur A=W A o
o oo & @ fFami #F Sohl B AGAT TR HLAT, TARIT AT qdTl
N . . ~¢ o
AR AT AT HAF H A1 R HA Ta dET H g
el & oy o AT |
o Jol W FRFH T FEIT AR HAT|
e Jodi & qm fo mu fofdt )osredt #arR s

9. Meeting of HODs, Deans and Professors:
e Planning, organizing and conducting meetings of the departments with Director or
otherwise for planning and smooth functioning of the institute.
e Preparing agenda items and minutes of the meetings.
e Undertaking follow up action on the decisions taken during such meetings.

10. fa<i/ames Ausq/ /Al T Soh:
o fCTIh/emeT/omEd AUSH & WIS UHI hIh S&hi @ Al T dn
Ty i s
o HEM HaHl AR HHATAON § UH Sowl & GHe YD HA of HEgEl
I & forw yrfAT F AT

o faT WMid/ames HUSS & Wawdl & U GelR Sl AT YT |
o faT afifa, wmgs Avsa qan |G & Jeal & g wEEEr @1 sftan w9
QAT |




foa afafa, s Avsa T WM & Tl & Uw wEgE w s
gefed swaas Ut AT |

Johl & Ffde= smem & o e wwy s Sed wew @
AT /3NE, JENTEA a7 AT Sdl/ef- e s anfad € |

J&Hi & FEGT & YET JAR HAT |

J&Hl @ HRIGT TR D GRCHI o UK HAT |

gl & & T W@ Fega REer gftc & g & afees @
T B Tl T 3 eI d 99 T 9X Y Y feur mam g

FRIE TR @ TR IFAIA FRATE DG T HAT |

10. Meetings of Finance / BOG / Society:

11.

Fixing date, venue and time of the meetings in consultation with Director / Chairman,
Board of Governors.

Requesting faculty and staff members to send agenda items to be placed in such
meetings.

Sending a notice to the Finance Committee / Board of Governors members for the
respective meetings.

Finalising agenda for the Finance Committee, Board of Governors and Society
meetings.

Dispatching the agenda and other related papers to the members of Finance
Committee, Board of Governors and Society.

Making necessary arrangements for the conduct of meeting including boarding /
lodging, transportation and TA/DA etc. of the members.

Preparing draft minutes of the meetings.

Sending minutes of the meetings for confirmation to the members.

Circulating and ensuring uploading (on institute website) of confirmed minutes.
Following up for action taken on the minutes.

TEIhTerd |AT:

JRIHI g9 (O AT IR g&ie o g fore |l ST eg Al

gaet Fofo a1, qeawem daret @ sfiead S B ey @

qad Y& AT, G ¥ Hefgd gAET Ud Heal @l qed Al

T HHETH BT HHET BT |

qEX QIR T AT Feal @ @ ool foe-famel wd s g
HIAT TAT HBANT YIS HAI, JEdhierd H Ao el T bty

qRIhTCR STHl IUgA Glagws Sl A1 S AT I8 AR GG |

el & forg geae AAl @ AEe AT, Ry Y§ET g Sed

Qe duX e 3R I2 fhavad T |

faenfigl & qraeem defaq gfagfe o= |

geehlery Giaarl el IUAITIT s GA e |

QeI @) et JoT SUEia guRd & forg seiHifoat g |

i e AT H gAEqel e |




11. Library Committee:

12.

Preparing library budget and deciding policy for acquiring books and other learning
material, monitoring library services offered for optimum utilization of library
resources, identifying the problems and issues related to library and resolving
problems.

Liasoning and collaborating with other libraries and information centres for exchange
and interaction, planning and upgrading the facilities in the library such as adequate
reading rooms and digital library.

Arranging book fairs for the benefit of students, procuring and implementing
necessary software for library management.

Obtaining feedback from the students.

Reviewing the utilization of library facilities.

Suggesting strategies to improve the functioning and utilization of library.
Implementation of ERP.

ffaet, wouer, fOgd, W wd WeiidH O aigged w1 fem T
|
TART & A3/ TGO/ &G Ogd A1 SA1, THH TARG A

fifder, fagqd, @ifeh, Soiercii-o @o 30 SIS 3al Sqiae BT dedr

Fr off w21 @, Frees @ @eld & g sae d@6d aexal &
g el Rae wega w9 N gEe ah oeR -
RN § HIA Q| FHeGUS Gg Al gHREd A b owal § R
e # de-wg o1 sufy & 7 81 fwgg se-gr freffw = @

BIT:

e # U 9 9l X@-X@E gl AdHe & o grafie sme ud
SEC ANAET T 3 ¥ TR HAT| Z@H IAqTT 3HIGl, EISEASRI
FHR, FA-9IF, ofFEX BidA, A FcAla B FAE @ @-@rd A 8
TRl |

SfId dRcd TShl AT Yqd I Al Al ! AT FAT

T FE AR g dRA @ feem # wR wer |

oRER e wd graxar & foww # dem gewi, sHanal qur faenfit
HI HagAeNd I |

o G&W AL I ANSAT S, S dhfcq o, E@iie e e
qipeauy ™ 3q TEAad SRy @es & forg wuieRer srgma o o |
e @ oA A Ral @ sRean Iwifiar wd feeme 3g
ISP T TR N ool & fgogd & faww # uwwwme |

hefl-sheT MU AT gaedr fHEEr |

qegE § fhe o7 e e o e, FEmer qen qelel gt & Aremm
g yAmiERT |
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12.

o ST b TG qUN AGhGH IWN & fIm H hed ISAT |

o URER H HtE T YOS GHARET HRAT |

uREx # sRewll 3 & <A der wRwe & |

gaferse o FEAROT gl quT 39 TE-@d wAie F fasm W osrsE

@ e |

T3 T SARFT Al o Qe YOIell fashied BRAT |

A T AR R ARAT FT AAG HIAT |

o ITC IR H @E I IWWA & forg gl it fSomed A |

o U dEX & YWEl TWAW H UGS b TgAqH AR b g SerErl
FIAN b TS FHAY |

o BI F o RN A, TN B gow Tl FfEd wwE

o UUNENCT H UHI I AP SF § Ul &l [uEc B FEE S

o TN WEAl T G H AW HEAT AHUGT/STRON P SHT HEAET, qA
THIRAT/FHEAT-heA] 1 FAR |

o THR WM Hl YAqH GHY H &R AT |

o WaHl T WrEedl @l faferse S HHEW @ wefHedRl & AT Bl |

o MR wadl &1 AR |

Development and Maintenance of Civil, Estate, Electrical, Telephone and
Refrigeration and Air Conditioning Services:

Detailed planning for new / renovation / maintenance of building including its civil,
electrical, mechanical, electronics and any addition or demolition. The committee will
submit its report including budgetary requirements to the Director for its approval. The
committee will also suggest that what agency should be hired for execution. The co-
ordinator shall ensure that no alteration/demolation shall be done without his prior
permission. The detailed scope of work will be as follows:

Civil

e Planning and preparing preliminary drawings and designs for the maintenance and
renovation to be carried out in the institute. This may include maintenance and
renovation of existing buildings, labs, rooms, auditorium, lecture hall, residences etc.

¢ Planning proper pitched roads and pedestrian walkways.

e Working towards achieving zero solid waste system.

e Sensitizing faculty, staff and students on campus development and beautification.

e Planning energy efficient buildings which are also environmental friendly for the
proposed International Centres for alternative energy, vocational education and
software development.

e Advising on design of interior and exteriors for better utilization and look of various
existing institute buildings

e Monitoring class room infrastructure
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Monitoring the execution of works being carried out in the institute and to certify the
quality through technical committees.

Taking measures on conservation and optimum ulitisation.

Ensuring best quality drinking water in the campus.

Monitoring and advising on the greening of the campus.

Monitoring and advising on the waste-water disposal system and its maintenance etc.
Developing new and additional rain-water harvesting systems.

Renovating the existing water and sewer lines.

Designing an effective mechanism for utilization of the manure produced from waste.
Coordinating with horticulture section for effective use of grey water to minimize use
of drinking water.

Regular cleaning of overhead water tank, roof top, water coolers etc

Regular checking of quality of water by standard tests of water in laboratories
Insurance of institute buildings and expensive materials/equipments, naming of all
buildings and rooms

Disposing write off material at appropriate place in no time

Restructuring building and toilets as per the needs of differently abled persons
Enrollment of different buildings.

fostell & focll &1 @9y 9 A giHeEd hRAT |

R dlecd TAFeEHT TR TR FH FX g HHAIRAT @ e gHeEd
AT |

eI & A qA 9 HeaqUl el WX SUYEd d@-3g girfvEd we |
REY # I0gEd T WX OHIR Fel Icqed 3g AGAT QIR FHEAT |

ARG B HIR S g7 Gl bl TRE HEAT, X T 3 Sl alee 3dne
T & oY AET dUR wRAT |

gREY H ST Pl @UT Bl HH HIA B [T SRIAT Gh1ET TET I AT
R AT |

aREx # fagd Aces quw oamgld & sfew fEm g & foww ®
ERGE

deqr H Iy fog @ Iwfiar & fawm # owmel

faga =1, g™ TS g 1 X@-Erd T S |

X ol dOF @ ewar 9 qear @ Fufha w9 8 FEbe s o

Electrical

Ensuring in time deposition of electrical bills

Ensuring proper safety of employees who are handling line voltage electrical power
Ensuring proper back up at institute server and other important locations

Planning for solar power generation in the campus wherever feasible.

Planning for deployment of solar water heating, solar LED lights etc in all buildings.
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¢ Planning efficient lighting system in the campus to reduce the energy consumption.

e Advising on planning of efficient development of electrical network and supply in the
campus.

e Advising on efficient utilization of available electricity in the institute.

e Maintaining and operating electrical generators, telephone exchange etc.

e Monitoring the output of solar power plant regularly

ESErAlkl
o T[T HAR YOIl (GRATS THS) & I fharelerar gifead w1 |
o TEM HAR YOIl & g Iuged s sehsd gifeed w1 |
o TNF T@-vaE dfaer (TuEE) w1 gErE JEE S |
o TIAM foell T Y W YA GHRET HIAT |

Electronics
e Ensuring proper functioning of institute communication system (telephone exchange).
e Ensuring suitable battery backup for the institute communication system.
e Making effective use of Annual Maintenance Contract (AMC)
¢ Ensuring in time deposition of telephone bills
it
o AY AT 3T ARl G9El IR grRad w1 |
o aftir TE-T@@ wfEaQT F gAE TN HAT |

o T8 Yiqe TN AIEAd S gHEEEd ST T Ry S 6 oo
AR =YAGH Bl AR aRMderdl 1 dad qdl SHA 81 o9 JRERo g
qicehet BT |

Mechanical

e Ensuring effective utilization of air cooling and air conditioning.

e Making effective use of AMC.

e Ensuring efficient cooling and air-conditioning work. Efforts shall be made that
cooling load shall be minimized and air conditioners shall be operated only in extreme
weather.

13. T WA ST O & HHAIRAT & ol JREhR AT |
o TehAlhl HEAAT (FgAPAh TAT FWAIGIAT  HEMALCH) TN HRIH &
FHANRA @RI 9 S a 9O @ AeaH w9 IAT |
o IR &F H USH AT wgAb-lnl o I werdaeEl (SRR a9
ol 29T) % fofg gRehe O & IR H gEAT YHiRd hAT |
o THAN  HEAET & Nme,  omEd wvsa/feve/faweftmem &
YR/ TST b et e feened garg faREd w9 ¥ 9N g

dad I hAT |
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yod & R ool & sl s Ry o w@edl Ao ar s ®
QAT |

TIhd HIGUS o MU UX GGl hl Hodiohd AT TehAAlehl eIl
qigred T ST |

qierd R H A dehelhl el # OSMURYd glagsl qur ghm gew
scTle & Youel gAden & fog ST |

gRERR (a3 A1 qgT HIAT |

13. Award Scheme for Technical Institutions and Institute Employees:
¢ Finalizing the proforma to be filled by Technical Institutions (both Polytechnics and

14.

Engineering Colleges) and the Institute employees.

Disseminating of information about the Award Scheme to Polytechnics and
Engineering Colleges of Northern Region (both Government and Private).

Receiving completed applications from the technical institutions duly forwarded by
their Chairman, Board of Governors / Director / VC of Universities / State Directorate
of Technical Education.

Finalizing the marks allocation scheme under different heads of the proforma.
Evaluating applications as per the approved criteria and short listing of technical
institutions.

Visiting selected short listed technical institutions for a physical review of the
infrastructure and faculty etc.

Finalizing prize winners.

M & Nued 9ied P Feure u§ Reemd e

UE HHA @ ol Reewd gAar (e 3ciisd uwd @fed faf
Theh Hadl HHAT & 3R ) |

FHaRGl 7 RehE & g9y H yemed @ gattad g oA |

T @fd U SRl gra eHendl & U O MY W oo
Il & Gag H YAEA D GRAE 6T |

T AT HHANET & S Ao dq & ' H qfE e
DEAEHAA T HPT YA YA B AT UAI P hHATIOT e
foanffal & fow Sfe grenm <arEdl & g A s R we giifEd
HAT o Aty gvE & vgey # 3Iudsy Bl |

SiFex & T fan-fawef s & g & dvwem § owEel @
FTHR OE e gfagr sy gHeed &« |

Ao FT AR AT IT U TR AT

@ IAWE & ER W HeH H ogethe ffecn gRed qur s
qarsll # gIR & oy gEIE qOR AT |

SiFeT o Hael & IR H I AR #RaE A S yemEd @ e
o= &)
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14. Staff Welfare and Grievances including Institute Dispensary:

Entertaining individual employee’s official grievance (excluding issues related to the
harassment against women cell or legal cell).

Understanding and recommending the appropriate solution to the administration
regarding employee's grievance.

Proposing welfare measures for the faculty and staff based on the practices followed
in the institutes of national repute to the administration.

Acting as a strong link between the employee and the administration.

Collecting the list of life saving medicines for the staff and students in consultation
with wardens and F/I, Administration and ensuring the availability of medicines in
institute dispensary.

Interacting with the doctor to propose suggestions to improve the health care facilities
of the institute as per the norms.

Preparing annual budget of the dispensary.

Preparing proposals to improve emergency services and first aid facilities in the
institute as per the past experience.

Submitting feedback to administration about the services of doctor for further
necessary action

15. &I gaedl e

ETCHP T8 -

WCER FREW §AG 81 A FYAdH 81 3@ M § M & adde
ol qar wRivomel @ Rg w9 § S wd aheer #RAr |
e H HAgTeNe/HegER §Ad SRl (TaT) I gsEr HRAl IR UH
Al TR 4T PHEIRAT O AN @A |
AT 3@H YOS, Bl @ WSCIAR YAl HARECT H GAT o Bq
Fr-ra Frderer e frafa e @ Ao SEET SR AN BT |
degyul SERoT aTd SRR /e & fasm # AR e qu
Figpial w1 Fefofead & doy § goater ¥ 93 R0 Al h1 S
$L1 8 G BT |

o aMfes Trofy =T

o IR ERT Hiepd ISR H SR

o AW fafHy w1 wdr oA

o Tt wAl sprar el omawm wanfe # frgea @dfel & g #

TUSHIT 9&

gt Rufoel # daedr Amat @ ofwar @ Faem ghfEa s S
qadhdar MW & T WM Fu I A "Wl & odey §osiq @
AT FddhdT giednr a8, W) Mg 8 s H iR g & fomn
@, gfe IH A Hag 8 q 9§ [eure & HHeT URdA fRuT ST Hehdl
g |
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o gHRET & 6 Fur A ofie, smm, sfvwes, wew gt R e
T gEgHEs R Ry e ¥ AR we off gifved @ ®own
FIIEMTE TRE B AR T W GH AW W ses A )RR
T B eXd 8, SUdd 9y YT W e gied oiel W g9d &
s el & 9@ uger R Mg E

o gHlREd weAT b Flemr ey & um A9 S A qwEsl
qEgrl gEd DAl F Ol TR B, AR I dcoxal gad gt wx fam
™R

o gFfeEd & & Fldew afeerd & Fgflm # o) oo 728 8 oiR
faeraT giaaat e SR TR 8|

o M HAT & sgemEtie g & saw smew & forg e
st o Rare & wrf-ufrn @ TOF ¥ R s w1 § &
gl

o TACTU/MAWNT o SRS SIAMH WIS gHU Wikd 3Meer hl 6 gt
q q@ g DEEME HAT b w® gHlen & g Sy " I qRT R
feam spgar At |

o gFRET FT 6 AdemE w1 G MU sEr 3TF w@E g AT el
FE & forg s g TUoAma W wEeE § 3§ (Wi @) 3k
qeUNT Tar fhar T B

o INFF AEHE FRT T o TR Re R & Hed H I wRaR
D TAT |

o gFfFET F1 & Sam gadar IEW & @Y el o Sed o1 T wY
form mr 8| wawar FwEeh # el s @wel @ G Rufial &
TEY FUHEAT I FRAT TAT B |

o GHEEd FTAT foh T & I IR qCURAT § SHT Al QT Y E |

o TN H Haedl FEI & foIY AINE Uawumsi d gRY - wEY 9X geHie
HIAT qMM6 qadhar wET & Audr @ vd g ' @ fFroem ghReEd
o

o gFfTd & & wew smmtE aRETd waear AWel @ ufem H
feTeeehTl soraT fe=feharee A1 el AT W@ | UHT A 8Y Wl Haehi,
fqerraar U8 sfEeRrd S "a- fged 8 W@ Al AAEedh eEdr HAT |

o GHITET HIAT 6 Ha-Fad e arl d-8ah & faeg AHA, WrEel &
TH B Y FRUT A aeE ¥ g - g F 9% of A8 8 T 8 IR
Remr 31 @ s & #mel § 9IRd smew gy X e (@) B
T ¥ u
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o gRfEd w1 B semlE AMa # oIe-wie o @ R 8 R

I 1 ROE oHT FLE W AR gHFUT: De Fe o e A8l

BT A1eT |

15. Chief Vigilance Officer:
On the Preventive Side:

Examining in detail the existing rules and procedures of the institute with a view to
eliminate or minimise the scope for corruption or malpractices.
Identifying the sensitive / corruption prone spots in the institute and keep an eye on
the officials posted in such areas.
Planning and enforcing surprise inspections and regular inspections to detect the
system failures and existence of corruption or malpractices.
Maintaining proper surveillance on officers/staff of doubtful integrity and
Ensuring prompt observance of Conduct Rules related to integrity of the Officers, like
o Annual Property Returns
o Gifts accepted by the officials
o Benami transactions
o Regarding relatives employed in private firms or doing private business etc.

On the Punitive Side:

Ensuring speedy processing of vigilance cases at all stages. In regard to cases
requiring consultation with the Central Vigilance Commission, a decision as to
whether the case had a vigilance angle shall in every case be taken by the CVO who,
when in doubt, may refer the matter to the Director.

Ensuring that charge-sheet, statement of imputations, lists of witness and documents
etc. are carefully prepared and copies of all the documents relied upon and the
statements of witnesses cited on behalf of the disciplinary authority are supplied
wherever possible to the accused officer along with the charge-sheet.

Ensuring that all documents required to be forwarded to the Inquiring Officer are
carefully sorted out and sent promptly.

Ensuring that there is no delay in the appointment of the Inquiry Officer and that no
dilatory tactics are adopted by the accused officer or the Presenting Officer.

Ensuring that the processing of the Inquiry Officer's Reports for final orders of the
Disciplinary Authority is done properly and quickly.

Scrutinizing final orders passed by the Disciplinary Authorities subordinate to the
Ministry / Department with a view to see whether a case for review is made out or
not.

Ensuring that proper assistance is given to the C.B.I. in the investigation of cases
entrusted to them or started by them on their own source of information.

Taking proper and adequate action with regard to writ petitions filed by accused
officers.
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Ensuring that the Central Vigilance Commission is consulted at all stages where it is
to be consulted and that as far as possible, the time limits prescribed in the Vigilance
Manual for various stages are adhered to.

Ensuring prompt submission of returns to the Commission.

Reviewing from time to time the existing arrangements for vigilance work in the
Institute to ensure expeditious and effective disposal of vigilance work.

Ensuring that the competent disciplinary authorities do not adopt a dilatory or low
attitude in processing vigilance cases, thus knowingly otherwise helping the subject
public servants, particularly in cases of officers due to retire.

Ensuring that cases against the public servants on the verge of retirement do not
lapse due to time-limit for reasons such as misplacement of files etc. and that the
orders passed in the cases of retiring officers are implemented in time and

Ensuring that the period from the date of serving a charge-sheet in a disciplinary
case to the submission of the report of the Inquiry Officer, should, ordinarily, not
exceed six months.

16.3urfir efe @l

FHAMIT & TR 1 Il Ud STYEIal 1 hael ST |

SEXd USH UX UTEAl Ue i AT |

qeT-UA AR AL, G oA J qden H HE e & qedie
AT |

SEXd USH YT HIEChIX AT |

B Avg-faeeE & @y g ST |

gy wefa wffa & dob Mg aww o s & aur sot
T HRg I AAH 'Y AT

16. Departmental Promotion Committee:

Judging eligibility and suitability of employees for promoting.

Conducting eligibility tests, if required.

Setting of question papers, conducting of tests and evaluating performance in tests.
Conducting interview, if required.

Liaisoning with outside experts.

Organizing meetings of Departmental Promotion Committee and finalizing the
minutes of the meeting(s).

17.9%8 Ao/ HEw:

acdme  glraglel @1 AEeE, SR Heldaey Wode gl s
HIAN, IREY Tl UREX § SR AN wome  glidfaei @ g
foenfigt T Terw w1 9w wen, At edee wiafREl # e @
JYhRO TAT GiAU Y& HIAT |
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g & wHamdl qur kil &1 oariRe gE @ 9ew & fom
STEd HAT |

AT % AR - T8 H ARG el g dUR/T@-3@d HAT |
dere & Ssfves @ &1 g/ e-weE S |

FaT AeH F TR SR (SF) ST |

reflsiel % Ha W §8ay hRAT |

Fiif-1e & 99 Tg SsfiveT &1 1 TR FAr |

g A wRE Soh ST wAT |

17. Sports Development Programme:

Arranging sports meet, organizing inter-collegiate sports competition, selecting
students and staff for various sports activities on and off campus, providing
equipment and facilities to students in various sports categories.

Creating awareness among institute employees and students of need for physical
fitness.

Developing/maintaining fitness centre in institute guest house.

Upgrading/maintaining the institute badminton court.

Developing a track around the central lawn.

Improving the volleyball ground

Developing new badminton court at the backside of guest house

Holding monthly meetings of the committee.

18 FiEpiT FEHA, WM g0, e T9RE, e § fest e e

X Helaaey @ARIE (At dipiis ®esd) dor fafag s seisar
QAT I AR Ie AN HeAT |

oREax & Y yfeuafd Mg AT 9ur TR 9 oF 9 kit
H AT BT |

y faaredf it Ocge dur wiegplos wfafRet # sfewr geelw fem g
& fou ol gems feaw Ao AT |

fraffea wiafafert & forg st snffes dwemn)

TAAGRT & AT qA-9a9 B X & IR&foud F H TFuer q@mf
B GAN <7 |

TR & QAT GA-9GT H AR YhET, & qdl HieX Ao gal
TIEIT D HY HEAT/AAT |

gHfad w1 b o TaEG F QA SRESl Bl YA H o
arht glaems & oaer w @ T B

aftfes fea@ 26 S, 15 3nREd 3¥aT w3y ARy feam S faRr
AT TR ikl HRHA AT HAT |
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TE ol TUT SEX W1 @ HEM qA HHARN 8g fawe OB A aen

AT THRIE A AT |

18. Cultural Programme, Reception, Farewells, Get-together:

19.

Planning and organizing inter-collegiate festivals (annual cultural program) and
various other events

Handling off-campus competitions and identifying students to participate.
Organizing annual felicitation day for students who have excelled in sports and
cultural activities.

Motivating sponsorship for scheduled activities.

Assisting estate committee in redesigning the auditorium at the time of renovation

Procuring/installing necessary light, sound and motorized curtain systems in the
auditorium during renovation.

Ensuring that necessary provisions are made during renovation to provide access to
persons with disabilities.

Organizing cultural functions on different occasions like Annual Day, 26™ January,
15" August or any special occasions.

Organizing farewell dinner and reception party for outgoing and newly joined
faculty and staff.

TS |ETE fAuuE R (S%):

ShIS H Icled HETEAT A A TR HAT |

qofd o & @ el e gl @ ge qF Her |

e o & A @ fumt # el 9w (Twe, Asge, s,
ARedu, qaecHs amfl, fesmed yiereror fohe, difsur soumfe) shedl
h{AT |

Juciey HHEA! & AGR YR ATHEA R HAT |

e # fasy 3q deam @ uferd e

S e gl & " Fges smEed g €RE T gEAd, -
o glofoft, deam & Suafesdi et qeaow, fauni fGefoe @A |
& % A Sgdehlnl qAr SS-rafor werdueEi # Iqcley ARTEe! Uit
AT |

aeT 97 urg AT, QA B IUR YT Icqred 9l @ yfowi dur
HIAT (I PIAE & SR UX) AT ST DI A F1T |

fgemT grr U @ TR Gl & e 8 UEEd § gEOe HAT Sl
ot &1 T geeml & T e e § gl yee S|
faftr fowmii/a=s1 g o @ T wEnlt qur ICue & gEEE @
gHfed AT |
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19. Instructional Resources Marketing Unit (IRMU):

Compiling the list of resources available in the unit.

Deciding the cost of the product in consultation with the concerned department.
Collecting the developed material (Books, Modules, Readers, Software, Instructional
Materials, Design, Training kits, videos etc) in all the departments during previous
years

Preparing catalogue on the basis of available resources

Keeping copies of institute journal in the unit for sale

Keeping institute newsletter, copy of O-plan, achievement document of the institute,
department brochure for free distribution with the sold material.

Sending the available catalogue to all the polytechnics and engineering colleges of the
region.

Receiving request, making copies of the product as per order (based on the received
payment) and sending the materials to the party.

Contacting the publisher to publish the material developed by department or
facilitating the department to get in touch with various publishers.

Ensuring publishing the materials and products developed by the various departments
/ Centres.

Maintaining the display room and ensuring periodic evaluation of the order to make
sufficient copies of displayed materials, which have more demands.

Reporting to the institute and submitting the payment received to the accounts section
of the institute.
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20. Purchase Committee:

Ensuring implementation of proper purchase procedure as laid down by Government
of India.

Compiling the details / specifications of items to be purchased by different
departments of the institute.

Issuing common open tenders in National newspapers (at least one english and one
hindi newspaper) for purchase of items as per requirement.

Ensuring that all requirements of E-tender are in place before issuing open tender in
newspapers.

Ensuring proper opening of technical and financial bids during E-tender.

Scrutinizing the purchase file for proper implementation of the purchase procedure,
after it has been forwarded by the Director of the institute.

Conducting purchase committee meetings as and when required.

Keeping track of purchases planned during the financial year.

At the fag end of financial year, only very essential items shall be purchased.

Note:
All purchase files of items costing more than Rs. 1.0 lac are to be scrutinized by the
Purchase Committee including repeat orders, DGS& D rate contract etc.
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21. Safety and Operation of Fire Fighting Equipments:

Identifying areas in the institute which are prone to fire and other calamity.

Organizing suitable training sessions for the employees to avert these calamities.
Ensuring an adequate degree of illumination, either by natural means or otherwise, in
order that the occupants can see to move around.

Ensuring that not only normal lighting but also the escape lighting is provided in
places which are occupied during the hours of darkness or have areas in which the
natural lighting is restricted, e.g. a basement, windowless accommodation etc, should
be provided so that in the event of the normal visibility failing, either through a fire or
otherwise, the escape lighting will automatically come on and remain on to provide
illumination throughout the escape route for safe movement to a place of safety.
Ensuring that the normal and escape lighting are capable of illuminating the internal
and external escape routes, exit signs, door fastenings, fire alarm call points and fire
extinguishers.

Ensuring that a central power supply (batteries trickle charged from the mains) is
connected to luminaries throughout the premises. This system either operates
automatically on failure of the normal lighting circuit or is on at all times.

Putting up mandatory signs at appropriate places. These signs are circular, with white
lettering on a blue background. The most common of this type is the “Fire Door —
Keep Shut”.

Ensuring that all fire safety signs, notices and graphic symbols confirm to the
approved Health and Safety provisions.

Providing suitable firefighting equipment.

Ensuring that fire fighting equipments are properly maintained.

Ensuring that staff is trained in its use.
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22. Security of Campus:

Assessing and planning the security requirement of the institute campus.

Looking after the security aspects of the institute and coordinating with security staff .
Monitoring the work performance of security officials and staff.

Monitoring the visitor’s entry and movement into the institute.

Automation of security process

Sensors for assuring the availability of weapons etc. in the vehicle

Checking records of movable materials at the institute gates.
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23. Maintenance and Allotment of Vehicles:

Assessing the needs of the vehicles in the institute.

Planning budget for purchase of vehicles.

Preparing maintenance schedule of the vehicle.

Arranging and allotting vehicles to various officials for departmental works.
Repairing and maintaining institute vehicles.

Verifying pay bills of institute employees, contingency fuel and repair bills etc.
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Fixing of hiring charges of private vehicles.

Maintaining stock register and log book of different vehicles.

Preparing salary bills of hired/contractual drivers.

Ascertaining in-time insurance, registration and pollution check of vehicles
Implementing code of conduct for drivers.

Old vehicle shall be written off as per rules.
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24. Internet Administration and Computer Maintenance:

Planning of institute connectivity and devising a mechanism to ensure full utilization
of the internet connectivity.

Ensuring zero failures of the server as well as institute network.

Ensuring proper power back-up in case of power failure to avoid any inconvenience
to the incumbent.

Installing separate mail server and web server.

Ensuring preventive maintenance of Institute Web Server, mail server, intranet
server

Maintaining Nebero system which includes DHCP, user policies, user management,
monitoring, bandwidth monitoring, MRTG to know the usage of bandwidth, port
management and web content filtering.

Maintaining CDTP Server and Consultancy Project Server.

Managing Network Devices such as switches, routers, Wi-Fi Controllers etc.
Maintaining 100 Mbps NKN Internet link.

Maintaining wired LANs and Wi-Fi of the institute (four academic blocks, hostels,
guest house) and campus (entire residential area).

Managing power distribution for internet infrastructure.

Troubleshooting and maintenance of desktop computers, laptops, printers, scanners
and networking devices, I/O boxes, UTP cables and optical fiber maintenance.
Arranging HP-MVC rate contract for printers.

Preparing specifications for servers, desktop computers, laptops, printers, scanners,
Internet leased line and all networking devices.

Configuring and managing operating system software and various application
software.

Initiating procurement of various hardware and software related to Internet
Administration and Computer Maintenance.

Setting up of video conferencing facility except institute studio with the help of
Media Centre and concerned HOD.

Connecting and maintaining sector 29 and sector 42 houses using Wi-Fi.

Providing IP based mobile connection services to employees for improving

the communication.
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25. Institute Website Maintenance:
Regularly updating institute web site which includes:

O O O O O O

Updation of NCTEL web-portal.

Amendments in short-term course schedule.

Short term courses database management.

Faculty profile database management.

Updation of Job/ Tenders advertisement.

Common facilities information updates including Guest House, Hostels,
Mess/Canteen, Dispensary etc.

Information regarding industrial training for students under CDTC offered by
various departments.

Online application for Short Term Courses and conferences/seminars etc.
Uploading BOG and Finance Committee meetings minutes.

M.E./Ph.D. Admission advertisements and all related information, M.E. exam
date-sheet and results.

Property details of institute employees.
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o All mandatory documents such as anti ragging notifications, RTI regulations,
harassment against women and weaker sections.

o All related information required by parents of the students, employers, general
public, institute employees, University, AICTE, MHRD etc.

o All proforma needed for routine activities of the institute.

o Efficient utilization of intranet for reducing the time required in information
transmission and excessive paper work.
Uploading of internal circulars/notices.

o Institute directory including information of retired employees.

o List of diagnostic laboratories useful for all institute employees.
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26. Procurement, Repair and Maintenance of Furniture:

Procuring new furniture items on requests of institute employees following approved
norms and purchase procedures.

Getting the furniture repaired if repairable from the outside service providers in
coordination with Civil Estate departments as per approved procedures.

To ensure that no unused furniture shall lie in the institute premises
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27. Operation and Maintenance of PA System & Photography for Programmes at
Institutes

Procuring equipment for providing public address system to faculty and staff.
Procuring equipment for photography.

Maintaining equipment for PA system and photography.

Ensuring day to day functioning of PA system and photography support.
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e Ensuring proper functioning of all educational technologies including LCD projectors
in the institute.

e Ensuring every class room has been converted into smart class room.
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28. Space allocation Committee:
e Identifying vacant space.
e Allocating space as per need and requirement of the department.

¢ Creating space by modifying the existing facilities for optimal utilization by various
departments.

e Identifying utility of available land in sector 42
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29. Allotment and Cleanliness of Classrooms, Conference Hall, Committee Room, Board
Room and Auditorium:

e Maintaining all common equipments, facilities, and infrastructure.

e Ensuring upkeep and maintaining the institute with good ambience, maintaining
stock, regularly visiting all classrooms and other building areas.

e Liaisoning with contractors providing required services.

¢ Holding monthly meetings of the committee.
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30. Allotment of Faculty Residences:

e Receiving applications from interested staff members after advertisement by the
Administrative section.
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Conducting house allotment committee meeting and finalizing allocation of
residence based on seniority and other eligibility criteria.

Keeping track of the directions by the BOG / Director from time to time.
Suggesting need based amendments in house allotment rules.
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31. Allotment of Staff Residences:

Receiving applications from interested staff members after advertisement by the
administrative section.

Conducting house allotment committee meeting and finalizing allocation of residence
based on seniority and other eligibility criteria.

Keeping track of the directions by the BOG / Director from time to time.

Suggesting need based amendments in house allotment rules.
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32. Mess and Canteen:

Ensuring effective management of the mess and canteen.

Ensuring quality of food and eatables by periodic checks at appropriate intervals.
Ensuring participation of residents while deciding menu, items in the canteen, their
rates etc.

Making mess and canteen committee functional.

Ensuring that mess and canteen administration raises mess and other bills as per the
rates approved by the institute administration.
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33. Hostel Administration — Male:

Ensuring effective management of the male hostel.

Framing conduct and other rules for the students. Same shall be given to every
resident at the time of hostel allotment.

Ensuring that hostel wardens have full authority to check any room in the hostel at
any time with or without the help from institute administration.

Ensuring implementation of anti-ragging measures as ragging is a cognizable offence,
punishable under the law and is strictly banned. Any student involved in any kind of
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ragging will be liable for immediate expulsion from the hostel/institute, and action as
per the direction of the Government of India.

Ensuring that no student shall posses any type of fire arms, daggers, cycle chains,
rods, iron rods or any other kind of weapons. Hostel inmates found in possession of
the above will be handed over to the local police or expelled from hostel immediately.
Ensuring that no video film is shown/screened in the hostel premises.

Ensuring that guests are allowed on prior written permission of the warden.

Ensuring that consumption of alcohol and other intoxicants and drugs are strictly
prohibited. Anyone found consuming alcohol or drugs will be expelled from the
hostel immediately.

Educating the residents that cooking food in the hostel room is strictly prohibited.
Ensuring that students shall abide by the decisions of the hostel wardens with respect
to enforcement of the hostel rules failing which strict disciplinary action may be
taken.

Ensuring prohibition on use of electrical appliances such as heaters, electrical irons
etc. in hostel.

Granting station leave to hostellers.
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34. Hostel Administration — Female:

Ensuring effective management of the girls hostel.

Framing conduct and other rules for the students. Same shall be given to every
resident at the time of hostel allotment.

Ensuring that hostel wardens have full authority to check any room in the hostel at
any time with or without the help from institute administration.

Ensuring implementation of anti-ragging measures as ragging is a cognizable offence,
punishable under the law and is strictly banned. Any student involved in any kind of
ragging will be liable for immediate expulsion from the hostel/institute.

Ensuring that no student shall posses any type of fire arms, daggers, cycle chains,
rods, iron rods or any other kind of weapons. Hostel inmates found in possession of
the above will be handed over to the local police or expelled from hostel immediately.
Ensuring that no video film is shown/screened in the hostel premises.

Ensuring that guests are allowed on prior written permission of the warden.

Ensuring that consumption of alcohol and other intoxicants and drugs are strictly
prohibited. Anyone found consuming alcohol or drugs will be expelled from the
hostel immediately.

Educating the residents that cooking food in the hostel room is strictly prohibited.
Ensuring that students shall abide by the decisions of the hostel wardens with respect
to enforcement of the hostel rules failing which strict disciplinary action may be
taken.

Ensuring prohibition on use of electrical appliances such as heaters, electrical irons
etc. in hostel.

Granting station leave to hostellers
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35. Guest House — I

Ensuring that guest house shall provide boarding and lodging to all institute guests
subject to availability.

Framing rules and regulations for guest house allotment, monitoring and maintenance.
Ensuring compliance of rules and regulations of guest house.

Transferring money received through room rent and on behalf of mess facility in
appropriate account.

Ensuring the cleanliness, hygiene and maintenance of the guest house.

Ensuring availability of address, contact details, charges, facilities in the guest house
and booking form on the website of the institute.

Properly managing the guest house.

Deciding the rent of rooms regularly

To ensure that use of alcohol and non-veg. is prohibited in the guest house

36. I8 - 11

HAfR-TTe H FgAr® TG G FACA |

uE gHfeEd e o afdRee dem & sl afafel o smEr 9 A
gfaud yem @wam, 9erd 6 e gfaad Iucey o |

HR-T8 e, o iR e g Fow SR fAfem qu w7 |
HR-T8 & |l R fatEE A e g S|

FRI & e qur W W) o# gt ¥ ow gaal # 3fed e #
STHT e {dTAT |

ARR-Te &1 R, T@eodl qdr I gHREd AT |

giif-re # afREl & W, e G, wwR glRgei sonfk @
Jueud gRREd FXT IR TR @ deERe W BT i Sced
EZCIGIN

HiAf-1T8 1 FATE T |

FH-8T TR - & fmr e w7

-7 # e T AE & Fa9 & Glerg B FSlR § AN HAT |

36. Guest House — I1

Making guest house functional.
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e Ensuring that guest house shall provide boarding and lodging to all Institute guests
subject to availability.

e Framing rules and regulations for guest house allotment, monitoring and maintenance.

e Ensuring compliance of rules and regulations of guest house

e Transferring money received through room rent and on behalf of mess facility in
appropriate account.

e Ensuring the cleanliness, hygiene and maintenance of the guest house.

e Ensuring availability of the address, contact details, charges, facilities in the guest
house and booking form on the website of the institute.

e Properly managing the guest house.

e Deciding the rent of guest house from time to time.

e To ensure that use of Alcohol and non-veg. is prohibited in the guest house

37. TSTATST a9
o IAH TAT SBY GUNY H fg=al & U &I §@@r &7 |
o 74 @1 wemEr ¢ 3g yEifiad s AT |
e & eEAEl & fou B serd smva ST |
o HE H fB7dl & YU #T F M &g [HE! o9& NG HAT |
o Beal fea@/fBar AIE T IS |
o TEM F FHAND 1 =l owam@e § aR A
o RT WHR H IV F 2g = o sl Rad dR &
o IEAIHAT FTEAR foral A FH FAT|

37. Official Language Implementation:
e Promoting use of hindi in internal and external communication.

e Organizing contests for promoting use of hindi.

e Organizing hindi classes for institute employees.

e Holding quarterly meeting for monitoring use of hindi in the institute.

e Observing Hindi Day/Hindi Month in the institute.

e Improving hindi vocabulary of institute employees.

e Preparing periodic reports on use of hindi for submission to Government of India.
e Undertaking hindi translation work.

38. USEH/aUse fRaq &1 ImEem:
o TSI/ feadl d Hecar & favm H SWTERdT USH BT |
o UH YV WX TR fAug-faesEl o AR 8q AW AT |
o W Reaw s x4 & forg wiepls 9y qor ovaer Fmiem & @
THIDH HEAT |
o HUR AeAT & fow J9 S dUR ST |

38. Organising National/ International Day:
e Spreading awareness about importance of National/International days.
o Inviting learned speakers to deliver talks on the subject.
o Liaisoning with cultural committee and estate office for organizing the day.
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e Preparing press release for the media.

39. @Waadl feaq, A feaw T dEM g & @@ WX AN &9
The U
o TUGH U T@EMAr fead UR ST A HE AT |
o EGRIBY AR & 3A9EX YT FhAAmal dor qREx fFrafEt fr 9w o
& fou gRa &)
o UUMGHT TAT MNURG i & U gEEd HAT|
o T ARKT Sl AEAT I IANRX HIAT |

39. Hoisting of National Flag on Independence, Republic and Institute Days:
« Organising for hoisting of National Flag on important occasions such as 15® August
and 26" January
e Mobilizing employees and campus residents for participation on flag hoisting
ceremony
e Organizing inspirational and motivational lectures.
e Promoting a feeling of nationalism

40. 9AYd B TS

o YYd TTH HNEGT & T H Gge H1 od TIM HIA, T EIEA @
R &1, qaud SE & @Y e ddg g9 @A Ud AFRHE @
-1 3T PET A AN AT TT: ISHRNA gRnerr, adar foenfia
& e @ qayE em & e i ' 8 Fed @A

o TIET & [ AE@-IE@l TIR HIAT |

o TS & f4aXy JeEEe W AT HIAT |

o TR o ARE oo ARG HAT |

40. Alumni Association:
e Making endeavor to maintain a network of alumni, furthering the progress of the
alumni association, maintaining good relations with alumni, seeking support in

academia and for summer training and placements of current students, organizing
regular meets with the alumni.

e Maintaining complete track of alumni of the institute.

e Maintaining the updates of the alumni on website.

¢ Holding monthly meetings of the committee

ALTUTCH  STRATE QT SRS FHTONRT:
o TyH # fafay wifafEl # o HOeuST w1 SFTTEN AT HAT |
o TUCH® UBSN b [T H FIAT YHN |
o TUNCHE® Hlhall & I=1u= Tl HEenerd, dmfteni, fER-gmitent smfa
HEAT |
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T % TUNCHS HIGGUS| hl A Tl (LU AT, UNcHS AR
Hee ifafedt & g g @ qer wE & ®9 A dR & ae
it oA e U @ wwm-wn ) Fofla s T g Rad
AT AT |

I & AR G G b Y HH |

fafad &7 ¥ w7 T YO TAAC H GO T SIIE HAR ST |
gAEd AT o a1 UEc gae, TAY 1 Suesi & Iy 2 |
TAAT & AT & forw smuferd T HAT |

e # smeugst gomen fhoran gifed e

gl b W doh AR HRAT |

41. Quality Assurance and ISO Certification:

Developing application of quality benchmarks / parameters in various activities of
the institution.

Disseminating information on quality aspects.

Organizing discussions, workshops, seminars and promotion of quality circles.
Recording and monitoring quality measures of the institute, acting as a nodal agency
of the institute for quality related activities and preparation of the annual quality
assurance reports and such other reports as may be decided from time to time.
Coordinating with the internal accreditation team of the institute.

Submitting duly filled up proforma to NBA and follow up.

Ensuring that quality indicators are in place as per the needs of the NBA.

Making necessary arrangements of the NBA visit.

Ensuring implementation of ISO system at the institute.

Holding monthly meetings of the committee.

42 G G-I

eI & A9 H YGhRE 8 o@ MG BT |

g H gAE-gRg ) oAfed faew #EwAl & aR H gEer i |
fqarcor g AT |

fafr fwel & g &1 Pl o & g Sed smii e
STl FRRAT AR fawEl & e & o T & @ gvos 9|
I GEA-9A BT wed §HEGA, T eNgd R W A IAqH &Y
T

AT D GhW Ge/FHARN AR Fefaq geal/dredl # O
h AT |

42. Institute Newsletter:

Inviting articles for publication in institute newsletter
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Obtaining information and write ups about special events organized from time to
time

Conducting meetings for deciding the publication of different contents.

Coordinating with IMCO for publishing forthcoming programmes and events

Word processing, proof reading and finalizing institute newsletter

Sending newsletter to faculty, staff and concerned institutions/organization.

43 FRERME, & SFaita srdiorpeal FIRIenT:
o gFRET ww & T ARl 1R gET amees & uw fruiRa gEe woaw

TS T AT WS TR AT § AAGEH G Ael o, wal Rufd H @@
god  gAfdaR wifeerd S ddemdst & ¥ H afts sferd B &
AAGT S WO B | Te AT FaAT A N EHI-EET FAG S R
T srar ddemeet & ura fofg & W@ 30 R & ofiax @ S e B
S g & gAfdEr ot @1 30 & @ s@fy & ofiaw umir @
fFroer g & s faew aRRefodl & wen wifd & 45 R & i
FoeH & ear 81 ofe g gEfdear wfesrd g & goqecae |
fFeiRa T s@fy & fR g1 T8 U swar sl gue
AR UfE & e § e Ael Al 98 @eald AT EN &
T Y U URId S T 81 YW YARER Ui grn fag
9 A frofg @ [y § s AR 8 g Frolg @ arafes faf
T 90 e & ofiax AT @ ST EeEdl 2 |

g

N ON

Ffveg Fx1 & @1 3R o awe dF gEa dE & TE 3|
HROT G AT ALl HRAT IET il Iq ALK B GSfT ofieh
yigRrat gra Figdd A6l e T B oser A gEA AR A I
e &R 3 § HAT HT fQu ¥ar SHs e A U
Sl Ald gadl AEE AT qAfAER T & 9 | wd &
fore a1 s Rur mr 8 SEr S wHem 81 er IR sfufew &
st AT TR @I off gE 3 & fow I A w7 R mm B oeran
sfafrem & foifa amm-dm & seaofa Wit 7 gEr & fog 9
gk sged T8 @ TR I¥aT € S Yok AR S FRam & o FE
T E 98 W ST gHERT © IeEl 3§ & MR Al gl B, e
feam & X o 9 aweh B oswEr #gA B, W wem W d® deem ga
AT ST fIEEd HX geadl B |

43. Appellate Authority under RTI:

Ensuring that if an applicant is not supplied information within the prescribed time
limit, or is not satisfied with the information furnished to him, he/she may prefer an
appeal to the first appellate authority who is an officer senior in rank to the CPIO.
Such an appeal can be made within a period of 30 days from the date on which time
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limit for supply of information expires or the decision of the CPIO is received. The
appellate authority of the public authority is expected to dispose of the appeal within a
period of thirty days or in exceptional cases within 45 days of the receipt of the
appeal. If the first appellate authority fails to pass an order on the appeal within the
prescribed period or if the appellate is not satisfied with the order of the first appellate
authority, he/she may prefer a second appeal with the Central Information
Commission within ninety days from the date on which the decision should have been
made by the first appellate authority or was actually received by the appellant.

e Ensuring that if any person is unable to submit a request to a Central Public
Information Officer either by reason that such an officer has not been appointed by
the concerned public authority; or the Central Public Information Officer has refused
to accept his or her application or appeal for forwarding the same to the Central
Public Information Officer or the appellate authority, as the case may be; or he/she
has been refused access to any information requested by him/her under the RTI Act;
or he/she has not been given a response to a request for information within the time
limit specified in the Act; or he/she has been required to pay an amount of fee which
he/she considers unreasonable; or he/she believes that he/she has been given
incomplete, misleading or false information, he/she can make a complaint to the
Central Information Commission.

44 JTER & Sd o G S

AT BT AGPR ARFH 2005 ATRD H TE FRER <@ & & g BEA
W S GRETS " GEAT UK Y gl g1 S UG B bR b
TEAT AT (Ffems) AMRE H aRalE I g S @ SR
T H ge qfe Faa 2 affm & srarid 3§ g fafiee s
dY Mg ¥ AR I fden 9w @ Rafy # 9w qvsHAm g g
qua, ddemEe # 3@ ARFEH 1 ergEd SemE #RA1 A6y 3R 3Eh
QAU B SFYEe gHFA] AT | SRFEH & srwid U seEd @l
FroeT #d gA9 Fefciad uedgst & &\ # @1 =@ty

o R off sR H FR f wEEh, gEm 21 @H w8 Rewew,
TEIaS, HH, 3-89, Ad/3W, 9ae, J9 fwfand, oo, s, @ e,
Hfaed, Rad, TR, AR, Alsd Rl o aciFE R H gEed steT
gl s R e Frem 9 "efi gEer o wihe B R o3|
qHY G ] [T A $ Ted SH-UIEeT o WiEemH ¥ T fehar S
T T |

o JMREWIME ATIT FT JeTF HEAT M IT THAT |

o NI W U AT Iucisd AT |
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Rt = Jgase ) fquer RO s, Al g swesi @
e gqfraq AT |
e/ ERdl & e e A oG, @ oady # A qun g

Qo & I |

44. Public Information Officer under RTI:

The Right to Information Act, 2005 empowers citizens to get information from any
'public authority'. The Central Public Information Officer (CPIO) of a public authority
plays a pivotal role in making the right of a citizen to information a reality. The Act casts
specific duties on him/her and makes him/her liable for penalty in case of default. It is,
therefore, essential for CPIO to study the Act carefully and understand its provisions
correctly. Following aspects should particularly be kept in view while dealing with the
applications under the Act.

Information is any material in any form. It includes records, documents, memos,
emails, opinions, advices, press releases, circulars, orders, logbooks, contracts,
reports, papers, samples, models, data material held in any electronic form. It also
includes information relating to any private body which can be accessed by the
public authority under any law for the time being in force.

Studying and understanding the RTI Act.

Providing requisite information to people.

Uploading quarterly report in CIC website; coordinating inspection of documents by
the citizens.

Hearing of appeals with CIC/SIC; replying to e-mails and phone calls in this regard.

45 T gerFar e Fes:

s, Sgaem-ier qur s | fawdl & forg faemel fwei qen
NIt GieTeruT I eAT |

e qon drenfie e & forw yawmenen @3 s AT
T eETedl & U SEkd U U HreH IR AT |

PP I & rI-91F AW & folT Icure fah™ H1 dg@ar <7 |

45. Centre for Developing Technical Competencies:

Organising Students summer and winter training for engineering, polytechnic and
other relevant streams.

Engaging laboratory sessions for engineering and technology students.
Organizing need based training programmes for field professionals.

Undertaking product development for industries as well as academic institutes.

463D AGT-TUEIT:

TEIE &1 hY qUT AUSIR YR I GHEAAT |
AraRe oE-ade # FEia Gwnr & wg-Amel # il ¥ s
AT |
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T8 MG AT foh 7 HAUSRR AT I HHED B JUAST I FATHY
gl & ®9 H WE qld ¥ i T g |

FY FXA THY AR ITASY G @ IR FRT GH gL Sl
UdT oHIT |

Hreh ofe-gidaed [eees & HH FIHGA & Y Y&gd HAT |
R TG Yiadgd B fAREd w7 ¥ Fewes @ Wi wRame)
e s R et fawmr @ gieE |

qolgd fawmm & 78 3uem Wil g fh aw wWla @ Al ofer-ader

qiciae @l AT B |

46. Internal Audit:

Understanding purchase and store procedures of the institute.

Scrutinizing purchase transactions of the department identified for the internal audit
Verifying whether the stocks and other items have been properly classified as
consumable and non-consumables items.

Finding out deficiency, if any, in making purchases and utilizing the consumable
materials.

Preparing internal audit report and submitting it to the Director.

Submitting internal audit report duly approved by the Director to Accounts Officer
and concerned department.

The concerned department is expected to act upon the internal audit report of the
committee.

47 TTEET  Tare:

IR @ EEdE Bren Afdl @1 oTeAar ¥ ostemE w39
w1 GHAAT |

e G weRdl hl WXk bl ograEnigsh ferem Alfqdi o ufeEw
AT |

T GARI & Y TR e [ ShTeedl HHendg Sfd e
g GO ORE JAe, Rd 93X Bl 98T U 9800 Y& AT |
e g gHU-gHY X 49 MU waaie fen g€l e i avge
EXGIN

47. Vocational Education:

Studying and thoroughly understanding vocational education policies of the
government.

Apprising faculty of the institute about the vocational education policies of the
Government.

Organising awareness workshops for State Governments on request.

Providing timely support to MHRD, Govt. of India.

Undertaking vocational education related work as assigned by the institute from time
to time.

41



48 fafar EFﬁff:

HHAl ot AT gfoe | Siwr HAT |

THI-GAT TR HMAAT AHCAl & HGAR Il qdR HEAT |

TRl @ dE gfhm & frg o aed "medt § fafy el @ et
AT |

fafy wfafa & Sopt & FEiga@ TIR FAT

S Hee o P & g SEH HefId FEgE & ®9 H R ST

48. Legal Matters:

Examining the cases from legal point of view.

Preparing point-wise replies of legal cases from time to time.

Involving legal experts from outside organizations for processing the cases.
Preparing minutes of meetings of legal committee.

Preparing case related agenda item for the consideration of Board of Governors

49 Aeen foeg Sclied o
Thsh ] ST Th ALM06 did 84 GI-91 GEH b ey gqe],
FHARGT R fouRial & fow Reemm = S 81 @R wmEATRT W
qRER e el & R Ialifsq o w81, doed ScHfdear

(N

qgdNTcHeh URael Ygd AT 8| Uhdh & 99 sifea FHefofaa g

ed g7 FaiRa gaEE & sioaie qn e SumE @ faemd
deferd axwel T |

Iciis el w1 qHY U JAT AW HId gAEE gAREd BT |

o URER & fowm # wwe qar gednll damil "6l gEAar e
h{AT |

ghfad s & el dem gel g sHeR @ 3alisT ud
AT & fasm H AdEaR ud wrl gmel geE @ TR 2

TR foharheTdl & WTEIH § IcdisT B S H UGl SNTehdl ] deE]
AT S IEE-UF B, G H dg@l @ UTd uREx aRawm & griEd
< |

A TR H IS GEAASAE wH AR Jur fren ufeem & fww
H OGEAT ¢TI W AT S 8 R gfe sW R ad 8, qud % @
EER X THY FEUN YER $d & T B w4 qER Id A
gl @ zE Icdisd Med URER A OHEM S 81 I@ud @ o Ui
qE B GRER T gl 2 g |
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Ther g & A @ g7 el Sl g S

o Hied FMAl, drEey Ul ANIA-u % faqRe ud ufiEnerd, Icae &
HIZH H A1 GERT HAT |

o TP Hedi/wAaar aur famRial & fog Safisg & s # wee
FHAAT NG FECAT | FHHT T O A smeasrd o fFefw
IATEReT Y&T FIAT 8 |

o TWE-TW TRWE HaT Um HWew@qul dar B i z@w wedr & fse
BT ga @ @Ed fAaar 8 X 3ed g e ¥ w9 |fed
g3, u8 Al o1 <qr 8, Wil ofie &9 ¥ IcUlSd A S8d ol
HH @ H IAMR Bl 8 AR T A GaeeNd HHA B |

49. Harassment against Women Cell:

The

office of the cell is an educational resource as well as a complaint centre for the

members of the faculty, staff and students of the institute. Its mandate is to provide a
neutral, confidential and supportive environment for members of the campus community

who

The
O

may have been harassed. Specific responsibilities of the cell are:

Advising complainants of the informal and formal means of resolution as specified
by the cell;

Ensuring fair and timely resolution of harassment complaints;

Providing information regarding counselling and support services on our campus
Ensuring that students, faculty and staff are provided with current and
comprehensive materials on harassment and assault;

Promoting awareness about harassment through educational initiatives that
encourages and fosters a respectful and safe campus environment.

Informing the campus community of their right to a respectful work and learning
environment. It is believed that if we practice respect, exercise empathy in our
interactions with others and do not hurt anyone through what we say or do then we
can create a campus that is free of harassment. Simple respect for all on the campus
community is thus the focus.

Cell seeks to achieve these goals through:
Disseminating of Information — through production, distribution and circulation
of printed materials, posters and handouts
Organising awareness workshops — about harassment for faculty, non-teaching
staff and students. The aim is to develop non-threatening and non-intimidating
atmosphere of mutual learning.
Counseling — Confidential counseling service is an important service as it
provides a safe space to speak about the incident and how it has affected the
victim because sexual harassment cases are rarely reported and is a sensitive
issue.
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50,3 smenRa T - e

o TuiR@ oo, wo-wiRel qar foom faeesi &1 fGaror &g <&
R hEAT |

o IFPEHEH TH URFH BH § Td @ HRIT @ dE€Re W STE gl
ST |

o TitM T F S IRERE d HE RER wd o
sl /favafaeredl & @ gv0 9T |

o FHRHAT HT HATAT |

50. ICT based Training Programmes - Pedagogy
e Preparing in advance the content, the time table and details of resource persons

e Hosting the above information on institute website before the commencement of
academic year

e Liaisoning with the State Boards / Universities in consultation with liaison officers
of the concerned states.

e Conducting the programmes.

51911@@75 fa@m® @i AT F S TR HEEHA

GO Hlersl AT hl GO GHATT 3R FRTARA BTAT |

. mmﬁﬁuﬁwaﬁwa}aﬁﬁwaa@frammﬁﬁfﬁ
JAT HUAT |

o HRMUF i TSAT Hoel FEHAT # IUReT BT |

o TNHT & I H Sechdl HENAT,/HMRSTT AR AT |

o T TOA fIFm HATH, IR TXHR H GEI-GEY U YRS TeInT
QAT

51. Training Programmes under Community Development College Scheme
e  Understanding and internalizing the concept of community college scheme.

e  Apprising faculty and staff of the institute about the concept of community college
scheme.

e Attending events pertaining to community college scheme.
e  Organizing awareness workshops / seminars about the scheme.
e  Providing required support to MHRD, Government of India from time to time.

52.FMRECT STETRT HRNEAT Frlohw-qehet 1o

o Tui@ foom-w=, wo-wiRel qar foom faessi &1 oo @9 <&
IR hEAT |

o IFEHE TH URFH BH § Y@ B HRIT B dE€Re W STE gl
ST |

o TitM T F R IRERE b HH WER A ol
Sre/fawafeeme)ll & @Y gF SEAT |

o HEFH IRA FIA |
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52. ICT Training Programmes — Technical:

Preparing in advance the content, the time table and details of resource persons.
Hosting the above information on the institute website before the commencement of
the academic year

Liaisoning with the State Board / Universities in consultation with Liaison Officers
of the concerned states.

Conducting the programmes.

53.G%q @1 dRIR/A Ae:

I P Yol ® ®Y H B hIAT|

el & AT TeRl ¥ e &l "eE @ Alfadl qur e &
g o I wRaT |

JES § GEIF 99 § AT |

A g faferseod @1 e H W@d g geaerd Aladl o AT
AT |

afe wfoeliar wlefafmt o 92 sfoRea wloRRel & R w9 g
T9O0 & Q1 STHSA aaT HIfSA dl I I &7 |

53. Institute PRO / Press Note:

Acting as a spokes person for the institute.

Conveying the policies and interests of the institute to the public through various
forms of media.

To promote the services of the institute in the society

Plan promotional strategies, keeping the target audience in mind.

To address the queries of the public and the media, if some issues arise about
ongoing activities or new activities being added.

54.QHQH§3I§¥1|3|:

AR I=a e quell 1 I Iod e # OMcHd Sl bl gite
q FT FRON Y g WAL I=a e # Feax 9 W@ AW e faeg
qEESEAT H YT 9 quded] HoOHW PH-pA GhE - g
foemfi-fres so 9 B pmers el fefe e - wAoE
JORH /A Sea Rievr geEl S g #§ wHl, AR SER-Sod
TEcdl Al Al ® fafere dreer ® oAl A fen (== o)
F Rog o 7 fyeAan) TAumdsREd, S= foem @1 weR e #
IR qEAr Soa frem A frem @ e s ¥ owwem @
HHEE B |

qifd & fafere Ieawariied Frefied €:
o T drom F AT AR, T qEAE fem a6/
qehelen  faeafaEer & W WgR w9 9 e sl H

(AN oV

Sgdeh 1o EEITAT T SSI-GIAT hicisll Sl hel el I 3AicH
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B M 9 AR IIE F o M ATl okt @
dan s B 3ud os Ydd & & diolll & @ Heee
gl g e ARe} & oy §HM yIRT dUR S |

qAT AU B B &G H @ GREAT dE ST G
T5 &Y AT A X & g FgEs dioel & o ey
Fesd &7 B AR UATASINRAIE] IaE & fammE & fg
Jcd&rET B |

JTH aEd e gA deq WO <@ % g™ AW A
ufTerT geH @A @ R e WO Uh e 499l 81 g9
HeEl & b FT Pl IREY HAlftcehal Hzex dodt  (NTHAT) &
gisid B srrEr A8, dfle Tl O T dld $ R, s @ forg
TH gae faded B wEdl 31 IREx @ yaEfw Rafit &
IER X AT G GhE A", A8 & 91 g9e $
forg ®egrl e, @ Agex 9REY H §sE YeH HEE H
wore &t qfteer framam ) ofEx a-wd wwfia 2o

FH ANC A FEYEYT T FAE IUEEA T GRS qrEA
e 5T dEAE e de/asy qeder favafaeem @
SRl &7 and A FFeTE F N ST Ud 9ed
ES 182 B A N N =211 N | 101 R LT Bt 1 A
JUHIGA/IUR0T SAUBUT GG & HEH ¥ gy wdn foEH
TFEX B T YR B (Faers, A13eX Sar A1ger &l 3
T PR I GEH) |

TeueEl & 9N S-diree MAM . AR 1 TS Icaaniad
W & 98 TR & st agase /S ar dicrs
T TegEd favm-aEg ¥ @0 Iuewd 9t meri @ Aftw
H | AREY, FHACA AT Fb I-Hirec H Tgad & Th
I % 'Y H QU hIA h forg Sgeehe fehdl/ SIS shiersit
® T FHH HAM|

TTASIRAET qmfidl  (TTREETE 2-@iee, agerd  JanTene,
b TCIRGC) I SgAh- [ehl/FATIRIT TETHHA b A= 3
F T H W H@ zg dga ftwmw gRRew s
/Ty wege e faR w3 dR Amer oAy
RS FE S Ihl/ AR Bl @ B TETRA &
F ST & w7 # wTNRu e, adae e qr

Hleh dc\dIRLIC’iH H AT Y& ST |
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o UTICREA e @ wEts e §a% WX STeT:
THEIRST/TAETY, SMEIMRE], =7 & ®E §HAY dIh  Herdd
TEAHA@/SAART - Dol & Ahd §AX TR AR RIA
IRl T IATS T |

o wgmhAE/SFERT  wemEaRt ¥ edeEd sl
(T @iee, Tgud WO, e CEIRGd)
SERYT HCAT AT T w0 FEiraq HEAT AECX T
IR M B b e 1K1 1S B 1< C B e | E e
SgdETal/SaRT Hios & Uess qu/ar stran weEsn &
fasm & ®7 § R FRd gL HARYA FAMI A5 JANTHd!
& Rl W amaRa & fawesnr wum, g8 W e agse
TONIANCATS T GOEIRIC A A &l Gt & fohar S |
T Te TS¥ H g/ ol & dE UGTHA B
JeT S & w1 A wefss feew & forg 9o W oweA
cIRTd qur ediRgd s/ & forg UE & uhbar s S
A, AR, ASd U B9 ASA @eal (TTENS) & OHIEH
q <o % AT &Al & o e T g el 9 gUsH
2152 S 51 1M 111 < SR o S DO (LA (xRt B
ARl /SN hlels] Goleh & H wHagdl de
g fremdi | AEeR wadlRdl/uEdsg B S & s
oy ud qafm wiifafi Refa @ & o wifis gem
HUT| A3eR AE AERA JAAT deg H1 =Gg= BT |

o TIUHSAREET |WBEl @ weEr A Agex  UANEIRud
ST, ags JEIee/5-0o1 st & Ry Smreddr am &
frg de ot & a9 &g AR st # e 9M
TAheaax @ HRETE SR H3T |

o P XA P HHH ¥ e wEReOn AR [T F
freemem & @r B Romsit # wrf wam 3 8 Ries gftem
T SEIRK FRAT qAT S HE-hE B WIGH § AT Qe D
AR Ye HAT Ud el hl urEedr e % forg e
gHROT  hAT|  ANYAEad  qon e, forets qur fommft wd
foerfigl &1 & qER & W AT A9 wud ST
TR/ Taey, el 1 gE T SR UAuASeTREe! g &
HIEH SR AT Ul U1 FEYEY ARy #Rd ge e @
gRTET YaT HRA & 7Y A3eX bl f[aRor e e |
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54. NMEICT:

et & W @i & g & el @ qw
||l S [l s S P S e e | B -l
¥ wuf@ Amex & fw Rew dwm & amiom g &Fm
qHagd S ggd k| weHnll e &l Aee g
Al Fs @ w9 # | SHe e Fios & gwidadl
X @es H IR qUT YANTNCn 99 H I9RAd B |
gt Remfe & g dftsr waa Rame=r 3g ey,
qeeT YRE B ® WoH ¥ QEARE REm I AmRex
sl G B9 T-of AIfSUT TR & AW q HEr qEn
T BN | AR/ TEeTY A e qur e F g
HG BU T IO} HAl & Haeg o9 SMUN AR fREr off weA
& Qg o[ AT TR 8 TS A1 SR ST | AR
foremafes & fow w-=g Ries 9w @ Al w1 TEw A 2
R Lers e T o S 5 = 1 1 3 1 S LT
I HEW el W wemar §  famil & P e
(TASTSIRATE ) derferd o SR faenfial & forg o7 omea &
HAEE FRA B G [AAe/AeaEey B e w1 e
FOM| THEIRS/TEER 317 o3 ade SR X 8¢ oy
H Sgas /AR ol H e & 3@ g dde #l
AHTE @ |

Tafd Refe el Teey wdiRd/wdy & A9 §ge w9
q gheE  Tgaddlihdl T ZSFERT s bl SFhai
iRl & wEeE & g SR saRd gEl s |

)

e Indian higher education system came with the resolution of enhancement in quality
in higher education due to multi-fold reasons behind which are : Ever Growing
Enrolment Target in higher education but with Resource Constraints in Excellence :
Acute Shortage of Quality - Skilled Faculty-High Student-Teacher Ratio and Inferior
Quality private educational institutions-Less No. of NAAC Accredited / Branded HE
Institutes ; Employability- Lack in High Quality Job Specific Skills; Poor World
Ranking of Indian Higher Education(HE). NMEICT is resolution to the problems in
HE to materialize and making blended learning mandatory in Technical HE.

Specific responsibilities of this committee are:

o

Mapping of QEEE Colleges: NITTTR jointly with STEB/STU will finalize
the total number of Polytechnics and Engineering Colleges in the States. As
maximum number of colleges is coming under NITTTR, Chennai, so
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NITTTR, Chennai will develop a replicable model for all other regional
NITTTRs along with colleges in each region.

Identifying Nodal Training Centre as Regional Coordinating Centre: Each
State level NITTTR will be State Nodal Centre for all QEEE Colleges across
the state and will be responsible for Rolling out NMEICT products.

Choosing Best Feasible Connectivity Option: Connectivity is the main issue
in providing training at remote part of the country. The main issue here is
whether the college campus is equipped with the Optical Fiber Cable (OFC) or
not-“whether the campus is equipped with Optical Fiber Cable (OFC) or not
and if not then copper wire can be the next feasibility for connection”. Based
on the prevailing condition of Campus, MHRD will act a facilitator of
connectivity with NITTTR, where NITTTR will act as intermediary in
providing connection to Campus. Also campus will be Wi Fi Enabled.
Procuring Low Cost Computation Cum Access Device and Accessories:
STEB/STU will be responsible for Procurement of low cost computation cum
access device and accessories like Akash, Laptop etc. through Procurement
Committee in which NITTTR will have one representative (Director, NITTTR
or any other member on behalf of NITTTR).

Matching e-content with curriculum: NITTTR will be responsible for
Mapping of all the lectures available under NPTEL relevant to course contents
of the Polytechnics / Engineering Colleges. NITTTR will be working with
Polytechnic / Engineering colleges for making e-content as part of the
curriculum through conducting workshop so that common content for all
polytechnic and engineering courses can come up.

Ensuring Regulatory Reform for Making NMEICT Products (NPTEL e-
content, Virtual Labs, Spoken Tutorials) as Integral part of
Polytechnic/Engineering Syllabus: STEB/STU will make regulatory reform
and will give recognition to NPTEL Lectures, Virtual Lab and Spoken
Tutorials as integral part of the Course Curriculum of the Polytechnic /
Engineering College in consultation with NITTTR.

Uploading NPTEL Lectures on Institutional Local Server: STEB/STU
will be responsible for Uploading of NPTEL Lectures on the Local Server of
the respective Polytechnic / Engineering colleges in coordination with IIT,
Chennai.

Carrying out Gap Analysis and Mapping of NMEICT Products (NPTEL
e-content, Virtual Labs, Spoken Tutorials) to induce them into
Polytechnic / Engineering Syllabus: NITTTR will club the Labs available
under “Virtual Labs” and map them to make it as subject of elective and/or
compulsory curriculum of Polytechnics / Engineering Colleges. NITTTR will
do gap analysis based on the user-feedback to develop further virtual labs and
lab experiments. Similarly, same procedure will be followed for inducing
spoken tutorials and tutorials on E-Yantra for embedded system as integral
part of course curriculum of Polytechnics / Engineering Colleges in the State.
E-Yantra, NITTTR Nodal Training Hub will be responsible for conducting
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hands-on workshops on robotics for teacher teams across various regions of
the country through Nodal Centers (NCs). Polytechnics / Engineering colleges
will play the role of a coordinating institution in each region. NITTTR will
collaborate with STEB/STEU to provide personnel to develop research and
related activities under E- Yantra. NITTTR will identify for robot based
training centre.

o Promoting of NMEICT Products: NITTTR will organize workshop for the
awareness of NPTEL lecture, Virtual Lab, E-Yantra etc. training of open
source software in different languages for learners benefit.

o Empowering Teachers through Digital Literacy: NITTTR will work with
State Directorate on establishing the teacher-training sessions and provide
training to nominated teachers through e-classroom and live sessions to
enhance quality of teachers. Online Consortium of parents and teachers,
teachers and students and students with each other will evolve. STEB/STU
will identify teachers and furnish details to NITTTR for providing training to
teachers through Akash, or Laptop or computers distributed through NMEICT
funding.

o Operationalizing Regional Coordinating Centre and Remote Centre for
Talk to Teacher: STEB/STU will identify Regional Coordinator for Talk to
Teacher program for identified NITTTR as Regional Coordinating Centre. The
participating teachers attend tutorial and lab sessions at a remote center close
to their own college controlled by Regional NITTTR as Coordinating Centre.

o Promoting blended Learning through NITTTR Nodal Training Hub for
AVIEW Video Conferencing for promoting blended learning: NITTTR
Nodal Training Hub will be offering live telecast through A-view video
conferencing. STEB/STU will become a member of A-View user list by using
a login ID & password and Use A-View for online live telecast for any event.
A-view is part of Talk to Teacher program for promoting blended learning.

o Operationalizing MOOCs and Online Examination System: NITTTR will
run MOOC:s for students with the help of their faculty members and thus will
play the role of Open School / College to run online courses for students.
STEB/STU will give reorganization to this MOOCs mode of education in
Polytechnics / Engineering Colleges in the State by conducting Online
Examination.

o Customizing Educational ERP: NITTTR jointly with STEB/STU with the
help of empanelled vendors will customize generic ERP for automation of
academic activities of Polytechnics and Engineering colleges.

55 fawmmene  (Aferw fam):
o Th- M forerri & 3% fauymr Hadr frem uftrerr wd oy SEql
X = AT |
o fawmr & srhrefe WAMERAT w1 [ 9= GOR R IR W WA A
dfharcash AT (ST W) W OIUYHRIAT § A HAT |
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fawmr & fofte qon geanll T & yemEte dur = fafag @l smEfeq
AT |

fawm & Ffsa wriswal qen wfafaRel @ o ghfea s
fwmm ® IudSg qur SguHsy @Rl A, ST T sifRwee
AT |

il FEwAr qer fafet 3 g s ud e wRifafel & fog
Fufetd Heidd qHE T |

faerd o HAC (AT "9 e #Aew) g1 9Rg-gAY 9 9idl
T sfrad nRfafEt qor st S g ST

fawmr @ wfafafesl qen weleAl & dew § smaRe wd aEd @ a9
T |

faammerell & So@l, Ted! URNE @ dohl TE AMG qqEd oo
TAE, WRHICE, dog fdeafdamedl, aoier frem feememi, $idds o
I Sl g WHE-GHY X gAls T8 do@l H A& |

fawmr 1 safie wiild & favw § defad gl w1 giiaed & |
HIAQURATTAR fI90T AT Tooh AT HAT |

fawmr & ffder s gffeg s

faamr & dem wewll @ @y RER-fawe e SHe forg o wiifafe
(I TAT FEEHA) @ AT TR FAT |

qhR HGEl I IHEHE Jcaxalicd HIOAT |

fawmr § srgemee gHfeEd S

ey wREl ¥ g7 afid Y 3 Wi wE GRS |

fawmr & Serldd @ grerr qaR AT |

faamr &1 Al 7 ey geEr wiafkaRel TR AsY @ |

fowm ® wwel 3 siaRe d@EEAl #1 Jer H gEeew W@ 3% 34
AT |

faamr # dem @ wHear & SE geeld W) R @ |

55. HODs (Academic Department):

Conceiving education, training and research needs of technical teachers pertaining to
his/her department

Preparing calendar of academic activities of the department and getting them suitably
incorporated in operational plan of the institute

Allocating administrative and other miscellaneous work to clerical and supporting
staff of the department

Ensuring execution of planned programmes and activities of the department
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Planning, budgeting and procuring consumable and non consumable items in the
department

Planning for future programmes and activities and infrastructure required for such
activities

Undertaking unscheduled activities and programmes assigned by the Director and
Ministry (MHRD) from time to time.

Maintaining internal and external liaisoning in connection with programmes and
activities of the department

Contributing in HOD meeting, faculty council meetings and meetings convened by
MHRD, AICTE, Affiliating Universities, DTEs, BTEs and other concerned
organizations from time to time

Reporting periodic progress of the department to concerned authorities

Holding department meetings as and when required

Ensuring smooth functioning of the department

Planning the activities (Projects and Programmes) of faculty in consultation with them
Assign academic responsibilities to the faculty

Ensure discipline in the department

Prepare sufficient proposals for getting funding from external agencies

Planning of manpower in the department

Monitor the academic and research activities of the department

Promoting and strengthing of consultancy and IRG in the department

Monitor the performance of faculty and staff in the department

56 . HaYh:

qoe IR IR AT AR e fw-asg @ ol o |

FEFA THI-EROT R FAT AR A ' & fm Row s a6
g /T HAT |

it FERAT ¥ Heftd I d@ded w1 @ AT |

gioter FEEH & SugE FwRd 89 omEM/Sib-1s,/ A,/ e

Ne)

FHUC/TE0 TRl & | gHag ST |

e a9 & fER HEHH G HE |

faog faereEl @ Ry S Al e B ol SHnT ¥ UG wXar &
a6 3o (fao faeresi @) Heur wRar |

AU UTETHH & FEAIHEl ¥ FAY U IAd [@ER oA, AERi @
fecToT AT SR HefGd T/ aieeiedl 1 IEh gEaAr o |

ATTHAT T&THA & Wl & HE-FToeT Jedidd duR &1 3R
defid Tsg/aSE B YT w7 |
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e & &l q9T USRI B FHAT] MR e QU B B YA
AT |

56. Coordinators:

Preparing project proposals and deciding the training contents

Preparing programme time table and identifying resource persons for all sessions
Undertaking promotional work pertaining to the training programme

Coordinating with Hostel/Guest House/Mess, Estate Office/outside agencies for
proper execution of the training programme

Conduct the programme as per schedule

Arranging payment to experts in time after processing in accounts department
Obtaining timely feedback from STC participants, analyzing feedback and conveying
it to the concerned department/authorities

Preparing performance evaluation of the STC participants and sending it to the
concerned states/agencies

Understand the needs and requirements of participants and try to fulfill them.

57. ST (AR ¥ad wd o=l

/sy WX R fafe aRaeEmel/aewa @ @ s & o
T UF I Wil & @y ufTss §ay ug Aeahn wnfid s |
TSl W AR B wHE & oy gEl aRd H R wsar & 9w
e TG FAT AR I gge AT U [ ud yere,  egedi
foer, sreancHds amil e # aRASAY ud SR ST & |
I % HhH Gl TS dhlnl A qUT IAW G AEHIdh 8g
AR Y F HEHA! B URET FIA B U I TAT des A Ih T
T @ I WGl /ENSAT ® Y g ST |

A el 1, wwel aRgeERl @ sfvafe & g Icmfa A
geaE & B Gt & e oogel oRaeERt & FEieens w1 99eag
AT |

SRl Tl SIERE cEEiE e wREAT & s ud for @
el §ad ST #XA H aEedd qur SAN & 9r el |

qhAlhl TUT OEdNUs 918 Jumell el 9Rd §Xhk i ARl adr
g GETEE e HEe, R SRR R 99Y-9AY Y 9iY T el
& fow weam ¥a™ ggH & |

foa & fedt ot s # Ryg W@ fren wd sy "Ml & @EAm eAn
e ey qia. spar oifee &9 @ emow H §WE Bi| Ue d E el
& forefl ©d fagl & MO H OTIIARU T IYET 3 UY @n § o
ST S 3% IE! eT 9T Bl H H9ed B |
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AN 9 U Qe Rl b Rl EUhAHR §¥ U gweRd
AT |

el g e dedl 9 TemE S A

wHe g e ddd sl g @1 ome dWsa & Fofdl & sER
faafd &eAT|

57. Dean (Extension Services and Consultancy):

To build close liasioning and networking with Ministry and other agencies at the
national/international level for undertaking various project and programmes

To establish and strengthen linkages with various states in the country to understand
the requirements of the client and initiate projects and programmes in the areas of
education and training, curriculum development instructional material development
To build linkages with industry and world of work and similar other
agencies/organizations for initiating mutually beneficial programmes for the faculty
of the institution and technical institutions and the professionals of industry

To give boost for enhancing consultancy projects from various clients

To coordinate the implementation of consultancy projects with various departments of
the institute

To collaborate with community and industry in organizing continuing and non formal
vocational education programmes and providing extension and consultancy services
To provide support services to Government of India schemes related to technical and
vocational education system and as entrusted by MHRD, Government of India from
time to time

To cooperate with educational or other institutions in any part of the world having
objectives wholly or partly similar to those of the institute by exchange of teachers
and scholars and generally in such manner as may be conducive to their common
objectives.

Signing MOU with academic and industrial houses as per need.

Examining all proposals of consultancy and testing.

Distribution of IRG as per the norms framed by BOGs received against consultancy
and testing.

58. J¥eaEr (A qor fae):

TRl ferenr qur giRieAur gumell & fdee e gHe gegd gq SgEdr
Il (STUC) YeH & g Hanft S |

R, geg qun uraEe e Al # fafse sEe gy AT |
Al % geq A @ g AEIRe quT IAIgEnd el # o e
AT |

e & HREAI 9 3@ TREREl $ dgdx A @ g 3fa @y
D IAT |
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GEIH R IR #1 T8 GRIN A" ORISR 6 qHea AT |

e g U fhy Y EE ud faew ufaeEst & oadl gedmEl
H S BT |

ey ud e aRAeERt & e # o e darEe dddr sl
g9 @ TS Hsd & MU & FTER faaRd &

FHaE @ fobm uRISEEl & e # o "wedl/Sann & 9
qroeh T AT |

g & Ay & " sgEa w fGem & e /e
H THGY HEAT |

58 Dean (Research and Development):

To coordinate systemic research for development of technical education and training
system and its management

To undertake specific research in Engineering, Management and Vocational
Education areas

To undertake research in formal and non formal areas for the benefit of society at
large

To undertake research for improving quality of institute programmes and activities

To coordinate sponsored research projects undertaken by the institute.

Examing all proposals of research and development project undertaken by the
institute

Distribution of IRG as per norms framed by BOGs received against research and
developnet projects.

To build linkages with other organisations/industries in execution of research and
development projects.

To coordinate the inplementation/execution of research and development project with
various department of the institute.

L
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