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PROFILE 

 
1. Department :  ........................................................................................... 

2. Name :  ........................................................................................... 

3. Address (Permanent) :  ........................................................................................... 

........................................................................................... 

........................................................................................... 

4. Telephone No. :  ........................................................................................... 

5. Mobile :  ........................................................................................... 

6. E-mail :  ........................................................................................... 

7. Designation :  ........................................................................................... 

8. Scale of pay and pay :  ........................................................................................... 

10. Date of appointment :  ........................................................................................... 
 
 

11. Date of joining the College :  ........................................................................................... 

12. Qualifications :  ........................................................................................... 

13. No. of Refresher/Orientation : ........................................................................................... 

courses attended 

14. No. of seminars, workshops 

attended :  ........................................................................................... 

15. No. of papers presented :  ........................................................................................... 

16. No. of invited talks :  ........................................................................................... 

17. Publications :  ........................................................................................... 

18. Awards / Honours received :  ........................................................................................... 

19. Membership in professional 

bodies :  ........................................................................................... 

20. Any other 
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Odd Semester 
 

 
I II III IV V VI 

 
DAY - 1 

      

 
DAY - 2 

      

 
DAY - 3 

      

 
DAY - 4 

      

 
DAY - 5 

      

Even Semester 
 

 
I II III IV V VI 

 
DAY - 1 

      

 
DAY - 2 

      

 
DAY - 3 

      

 
DAY - 4 

      

 
DAY - 5 

      

TIME TABLE 
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Title of Duty Type of Duty 

  

  

  

  

  

  

DUTIES ASSIGNED 
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DAILY SCHEDULE 

DAY 1st Hour 2nd Hour 3rd Hour 4th Hour 5th Hour Additionals if any 

June 1 
      

2 
      

3 
      

4 
      

5 
      

6 
      

7 
      

8 
      

9 
      

10 
      

11 
      

12 
      

13 
      

14 
      

15 
      

16       

17 
      

18 
      

19 
      

20 
      

21 
      

22 
      



7  

DAILY SCHEDULE 

DAY 1st Hour 2nd Hour 3rd Hour 4th Hour 5th Hour Additionals if any 

June 23 
      

24 
      

25 
      

26 
      

27 
      

28 
      

29 
      

30 
      

July 1 
      

2 
      

3 
      

4 
      

5 
      

6 
      

7 
      

8       

9 
      

10 
      

11 
      

12 
      

13 
      

14 
      



8  

DAILY SCHEDULE 

DAY 1st Hour 2nd Hour 3rd Hour 4th Hour 5th Hour Additionals if any 

July 15 
      

16 
      

17 
      

18 
      

19 
      

20 
      

21 
      

22 
      

23 
      

24 
      

25 
      

26 
      

27 
      

28 
      

29       

30       

31 
      

Aug 1 
      

2 
      

3 
      

4 
      

5 
      



9  

DAILY SCHEDULE 

DAY 1st Hour 2nd Hour 3rd Hour 4th Hour 5th Hour Additionals if any 

Aug 6 
      

7 
      

8 
      

9 
      

10 
      

11 
      

12 
      

13 
      

14 
      

15 
      

16 
      

17 
      

18 
      

19 
      

20 
      

21 
      

22 
      

23 
      

24 
      

25 
      

26 
      

27 
      



10  

DAILY SCHEDULE 

DAY 1st Hour 2nd Hour 3rd Hour 4th Hour 5th Hour Additionals if any 

Aug 28 
      

29 
      

30 
      

31 
      

Sept. 1 
      

2 
      

3 
      

4 
      

5 
      

6 
      

7 
      

8 
      

9 
      

10 
      

11 
      

12       

13 
      

14 
      

15 
      

16 
      

17 
      

18 
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DAILY SCHEDULE 

DAY 1st Hour 2nd Hour 3rd Hour 4th Hour 5th Hour Additionals if any 

Sept.19 
      

20 
      

21 
      

22 
      

23 
      

24 
      

25 
      

26 
      

27 
      

28 
      

29 
      

30       

Oct. 1 
      

2 
      

3 
      

4       

5 
      

6 
      

7 
      

8 
      

9 
      

10 
      



 

DAILY SCHEDULE 

DAY 1st Hour 2nd Hour 3rd Hour 4th Hour 5th Hour Additionals if any 

Oct.11 
      

12 
      

13 
      

14 
      

15 
      

16 
      

17 
      

18       

19 
      

20 
      

21 
      

22 
      

23 
      

24 
      

25 
      

26       

27 
      

28 
      

29 
      

30 
      

31 
      

 
12 

 



13  

DAILY SCHEDULE 

DAY 1st Hour 2nd Hour 3rd Hour 4th Hour 5th Hour Additionals if any 

Nov. 1 
      

2 
      

3 
      

4 
      

5 
      

6 
      

7 
      

8 
      

9 
      

10 
      

11 
      

12 
      

13 
      

14 
      

15 
      

16       

17 
      

18 
      

19 
      

20 
      

21 
      

22 
      



14 

 

DAILY SCHEDULE 

DAY 1st Hour 2nd Hour 3rd Hour 4th Hour 5th Hour Additionals if any 

Nov. 23 
      

24 
      

25 
      

26 
      

27 
      

28 
      

29 
      

30 
      

Dec. 1 
      

2 
      

3 
      

4 
      

5 
      

6 
      

7 
      

8       

9 
      

10 
      

11 
      

12 
      

13 
      

14 
      

 



15  

DAILY SCHEDULE 

DAY 1st Hour 2nd Hour 3rd Hour 4th Hour 5th Hour Additionals if any 

Dec.15 
      

16 
      

17 
      

18 
      

19 
      

20 
      

21 
      

22       

23 
      

24 
      

25 
      

26 
      

27 
      

28 
      

29 
      

30 
      

31 
      

Jan. 1 
      

2 
      

3 
      

4 
      

5 
      



16  

DAILY SCHEDULE 

DAY 1st Hour 2nd Hour 3rd Hour 4th Hour 5th Hour Additionals if any 

Jan. 6 
      

7 
      

8 
      

9 
      

10 
      

11 
      

12 
      

13       

14 
      

15 
      

16 
      

17 
      

18 
      

19 
      

20 
      

21       

22 
      

23 
      

24 
      

25 
      

26 
      

27 
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DAILY SCHEDULE 

DAY 1st Hour 2nd Hour 3rd Hour 4th Hour 5th Hour Additionals if any 

Jan. 28 
      

29 
      

30 
      

31 
      

Feb. 1 
      

2 
      

3 
      

4 
      

5 
      

6 
      

7 
      

8 
      

9 
      

10 
      

11       

12 
      

13 
      

14 
      

15 
      

16 
      

17 
      

18 
      



18  

DAILY SCHEDULE 

DAY 1st Hour 2nd Hour 3rd Hour 4th Hour 5th Hour Additionals if any 

Feb. 19 
      

20 
      

21 
      

22 
      

23 
      

24 
      

25 
      

26 
      

27 
      

28 
      

March 1 
      

2 
      

3 
      

4 
      

5 
      

6       

7 
      

8 
      

9 
      

10 
      

11 
      

12 
      



19  

DAILY SCHEDULE 

DAY 1st Hour 2nd Hour 3rd Hour 4th Hour 5th Hour Additionals if any 

March13 
      

14 
      

15 
      

16 
      

17 
      

18 
      

19 
      

20 
      

21 
      

22 
      

23 
      

24 
      

25 
      

26 
      

27 
      

28 
      

29 
      

30 
      

31 
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VACATION DUTIES - APRIL 

Date Activities 
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VACATION DUTIES - MAY 

Date Activities 
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CLASS -IN-CHARGE - STUDENT DETAILS 

Sl No. Reg. No. Name & Ph.No. Other Details 
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CLASS -IN-CHARGE - STUDENT DETAILS 

Sl No. Reg. No. Name & Ph.No. Other Details 
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CLASS -IN-CHARGE - STUDENT DETAILS 

Sl No. Reg. No. Name & Ph.No. Other Details 
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CLASS -IN-CHARGE - STUDENT DETAILS 

Sl No. Reg. No. Name & Ph.No. Other Details 
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CLASS -IN-CHARGE - STUDENT DETAILS 

Sl No. Reg. No. Name & Ph.No. Other Details 
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CLASS -IN-CHARGE - STUDENT DETAILS 

Sl No. Reg. No. Name & Ph.No. Other Details 
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GROUP MENTORING - DETAILS 

Date Topic of discussion 
No. of 

Students 
Attended 
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PERSONAL MENTORING 

Sl. No. Name of the Student Class 
No.of 

interactions 
made 
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PERSONAL MENTORING 

Sl. No. Name of the Student Class 
No.of 

interactions 
made 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    



31  

 

PRACTICAL / PRACTICUM - EVALUATION 

Reg. No. Name      

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       



32  

 

PRACTICAL / PRACTICUM - EVALUATION 

Reg. No. Name      

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       



33  

 

PRACTICAL / PRACTICUM - EVALUATION 

Reg. No. Name      

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       



 

PRACTICAL / PRACTICUM - EVALUATION 

Reg. No. Name      

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

34 



 

PRACTICAL / PRACTICUM - EVALUATION 

Reg. No. Name      

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

35 



36 

 

PRACTICAL / PRACTICUM - EVALUATION 

Reg. No. Name      
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PRACTICAL / PRACTICUM - EVALUATION 

Reg. No. Name      

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       
 



38  

 

PRACTICAL / PRACTICUM - EVALUATION 

Reg. No. Name      

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       



39  

 

PRACTICAL / PRACTICUM - EVALUATION 

Reg. No. Name      

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       



40  

 

PRACTICAL / PRACTICUM - EVALUATION 

Reg. No. Name      
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LIBRARY BOOKS AVAILED 

Sl. No. Stock No. Title Modification Made 
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STUDENT FEEDBACK 

Class Feedback received Modification Made 
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STUDENT FEEDBACK 

Class Feedback received Modification Made 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   



44  

STUDENT FEEDBACK 

Class Feedback received Modification Made 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   



45  

STUDENT FEEDBACK 

Class Feedback received Modification Made 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   



46  

STUDENT FEEDBACK 

Class Feedback received Modification Made 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   



47  

DOMAIN CLUB INCHARGE 

Sl. No. ACTIVITY Date & Month Remarks 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    



48  

ACADEMIC COORDINATOR INCHARGE 

Sl. No. ACTIVITY Date & Month Remarks 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    



49  

NON - ACADEMIC COORDINATOR INCHARGE 

Sl. No. ACTIVITY Date & Month Remarks 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    



50  

CULTURAL CLUB COORDINATOR INCHARGE 

Sl. No. ACTIVITY Date & Month Remarks 
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OTHER CLUB COORDINATOR INCHARGE 

Sl. No. ACTIVITY Date & Month Remarks 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    



52  

CHIEF GUEST OR RESOURCE PERSON FOR 
PROGRAMMES 

Sl. No. Date Programme & venue Role Remarks 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     



53  

CHIEF GUEST OR RESOURCE PERSON FOR 
PROGRAMMES 

Sl. No. Date Programme & venue Role Remarks 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     



 

CONTINUOUS COMPREHENSIVE ASSESSMENT 

Reg. No. Name of student 
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55  

 

(CCA) DETAILS 
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CONTINUOUS COMPREHENSIVE ASSESSMENT 

Reg. No. Name of student      
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(CCA) DETAILS 

              



58  

 

CONTINUOUS COMPREHENSIVE ASSESSMENT 

Reg. No. Name of student      
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(CCA) DETAILS 
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CONTINUOUS COMPREHENSIVE ASSESSMENT 

Reg. No. Name of student      

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



61  

 

(CCA) DETAILS 

              



62  

 

CONTINUOUS COMPREHENSIVE ASSESSMENT 

Reg. No. Name of student      

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



63  

 

(CCA) DETAILS 

              



64  

 

CONTINUOUS COMPREHENSIVE ASSESSMENT 

Reg. No. Name of student      

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



65  

 

(CCA) DETAILS 

              



66  

 

CONTINUOUS COMPREHENSIVE ASSESSMENT 

Reg. No. Name of student      

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



67  

 

(CCA) DETAILS 

              



68  

 

CONTINUOUS COMPREHENSIVE ASSESSMENT 

Reg. No. Name of student      

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



69  

 

(CCA) DETAILS 

              



70  

 

CONTINUOUS COMPREHENSIVE ASSESSMENT 

Reg. No. Name of student      

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



71  

 

(CCA) DETAILS 
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CONTINUOUS COMPREHENSIVE ASSESSMENT 

Reg. No. Name of student      

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



73  

 

(CCA) DETAILS 

              



74  

 

STUDENT PROJECTS MONITORED 

Class Reg. No. Name of Student Title of work 

    

    

    

    

    

    

    

    



75  

 

STUDENT PROJECTS MONITORED 

Class Reg. No. Name of Student Title of work 

    

    

    

    

    

    

    

    



76  

 

TUTORIALS 

Date Class 
No. of 

Students 
Subject Duration 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     



77  

 

TUTORIALS 

Date Class 
No. of 

Students 
Subject Duration 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     



78  

 

REMEDIAL 

Date Class 
No. of 

Students 
Subject Duration 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     



79  

REMEDIAL 

Date Class 
No. of 

Students 
Subject Duration 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     



80  

ADDITIONAL CLASSES TAKEN 

   
 

  

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     



81  

ADDITIONAL CLASSES TAKEN 

Date Class Topic 
Time 

From To 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     



82  

ICT USAGE & E - CONTENT DEVELOPED 

 
Class 

 
Topic/Module 

 
% of ICT 
usage 

ICT - Tool used 
(specify ppt/video, 
Youtube, Google 

classroom, Moodle etc.) 

No. of content 
developed 
on the topic 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     



83  

ICT USAGE & E - CONTENT DEVELOPED 

 
Class 

 
Topic/Module 

% of ICT 
usage 

ICT - Tool used 
(specify ppt/video, 
Youtube, Google 

classroom, Moodle etc.) 

No. of content 
developed 
on the topic 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     



84  

UNIVERSITY EXAMINATIONS 

Date and Time Invigilation / Valuation / Practical with the name of Examination 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  



85  

 

ADMINISTRATIVE WORKS 

Date Details 

  

  

  

  

  

  

  

  

  

  

  

  



86  

 

EXTENSION ACTIVITIES 

Date Activity 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  



87  

 

SEMINARS/ W O R K S H O P S / C O N F E R E N C E S / FDP ATTENDED 

Sl. 
No. Date Details (Type/Title/Organisers) 

   

   

   

   

   

   

   

   

   

   

   



88  

 

RESEARCH ACTIVITIES / PROJECTS / PAPERS PRESENTED 

Sl.No. Details 

  

  

  

  

  

  

  

  

  

  

  

  



89  

 



90  

LEAVE AVAILED 

Date No. of days 
Nature of the 

Leave Availed Initial of the HOD 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    



91  

STUDY TOURS & VISITS ORGANIZED 

Dates Class Destination Initial of the 
HOD 

    

    

    

    

    

    

    

    

    

    



92  

ANY OTHER RELEVANT INFORMATION 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



93  

FLLIPED TEACHING PLAN PROFORMA 

Units 

Allotted 

Topic Digital Content 

Deposited 

Completed or 

not 

Remarks Verified By 

HoD 

 Date & Month If Not (Give 

Reasons) 

  

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      



94  

 

TEACHING PLAN PROFORMA 

Units 

Allotted 

Topic To be 

completed 

Completed or not Remarks Verified By 

HoD 

 Date & 

Month 

If Not (Give 

Reasons) 

  

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      



95  

NOTES 



96  

NOTES 



97  

NOTES 



98  

NOTES 



99  

NOTES 



100  

NOTES 



101 
 

** L - Lecture T - Tutorial P-Practical 

 

SELFAPPRAISAL 

A. General Information : 

(a) Name : 

(b) Address (Residential) : 

(c) Designation : 

(d) Department : 

(e) Date of birth : 

(f) Area of specialization : 

(g) Date of Appointment 

i) In the Institution : 

ii) In the present post : 

(h) Honours conferred : 

(i) Academic Qualifications : 

B. Teaching 

a) Classes Taught 
 

Programme Hour 

 Assigned 

per week 

**L/T/P 

Taught In the 

Year L/T/P 

Steps taken for the teaching 

of periods missed 

during absence or leave 

 

i U.G. (B. A/B.Sc./B. Com etc.) 

   

 

Ist Year 

   

 

IInd year 

   

IIIrd Year 
   

* (To be filled at the end of every semester) 

PERFORMANCE APPRAISAL REPORT 



102 
 

  

(b) Regularity and punctuality: 

 

(c) Details of course teaching Plan, synopsis of lectures and reading lists supplied to the 

students: 

 

(d) Details of participation in the following 

 

i. University education: 

 

ii. Internal evaluation: 

 

iii. Paper setting: 

 

iv. Assessment of home assignment: 

 

v. Conduct of examination: 

 

vi. Evaluation of dissertation etc.: 

 

C. Details of Innovations/Contribution in Teaching during the year 

 

(a) Design of curriculum: 

 

(b) Teaching methods: 

 

(c) Laboratory experiments: 

 

(d) Evaluation methods: 

 

(e) Preparations of resource material including books reading materials, laboratory manuals 

etc.: 

 

(f) Remedial teaching/student counselling /Tutorial: 
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D. Improvement of Professional Competence 

(a) Details regarding conferences: (courses/orientation attended, 

participation in summer schools, workshop, seminars, symposium etc. including 

open university Course /M.Phil. /Ph.D.) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

E. Research Contributions 

(a) Number of students (M.Phil./Ph.D.) 

 

At the beginning of the year Registered during the year Completed during the year 

MPhil 
  

Ph.D 
  

 

 

(b) No: of research papers published (enclose list) 

 

 

(c) Research project / Funded Activity 

 

 

Title of the project 
Name of the funding 

agency 
Duration 
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 Co-Ordinator Club/Cell 

(a) Details of Seminars / Conferences / Workshop Symposium organised : 

 

 

(b) Membership of Professional Bodies, Editorship of Journals, Books etc. : 

 

 

F. Extension Works/Community Outreach Programme 

 

(a) Give a short account of your Contribution to 

 

i) Community work such as values of National Integration, secularism, democracy, 

socialism, humanism, peace, scientific, temper, flood or drought relief, small norms 

etc.: 

 

 

 

 

 

 

 

(ii) National literacy mission: 

 

 

 

 

 

 

 

 

 

 

(iii) School Outreach Programme : 

 

 

 

 

 

(b) Positions held/Leadership role played, organizations linked with extension work and 

National Service Scheme (NSS) or other similar activity 
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                                                                     Signature of the Teacher 

G. Participation in Corporate Life 

 

Give a short account of your contribution to 

 

(a) College/University/Institution:  

 

(b) Co-curricular activities: 

 

(c) Enrichment of Campus Life (hostels, sports, games, cultural activities): 

 

 

 

(d) Students’ Welfare and discipline: 

 

(e) Membership/Participation in Bodies/Communities on Education and National Development: 

 

 

 

(f) Professional Organization of Teachers: 

 

H. Assessment 

 

(a) Steps taken by you for the evaluation of the course programme taught: 

 

I. General Data 

 

State brief assessment of your performance indicating 

 

 

(a) Achievements: 

 

 

 

(b) Difficulties faced: 

 

 

 

(c) Contribution in the conduct of programme and co-ordinated programme 

 

 

 

(d) Intiatives taken under your leadership 
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J. Verification of Factual Data by the Head of the Department 

 

 

(a) General Information : 

 

 

(b) Teaching: 

 

 

(c) Details of Innovations/ Contribution in Teaching: 

 

 

(d) Improvement of professional competence: 

 

 

(e) Research Contributions: 

 

 

(f) Extension Work / Community Service: 

 

 

(g) Participation in Corporate life: 

 

 

K. Remarks of the Head of the Department: 

 

 

 

 

Signature of the Head of the Department 

 

 

 

 

 

 

L. Remarks of the Principal : 

 

 

 

 

 

 

                      Signature of the Principal 
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DECLARATION 

 
I hereby declare that the information provided is true to the best of my knowledge. 

 
 
 
 

Place: 

Date: 
Name & Signature of the Teacher 

 

 
CERTIFICATE 

 
Certified that the teacher has carried out all the responsibilities assigned 

as reported in this work diary. 
 
 
 
 
 

Place: 
Date: Name & Signature of the HOD 

 
 
 
 
 
 
 
 
 
 

Countersigned by the Head of the Institution 


