Version 1.0

NIRMALA

COLLEGE OF PHARMACY

Nirmala Hills, Muvattupuzha P.O,
Ernakulam district, Kerala, India - 686 661

STAFF INDUCTION DOCUMENT
& RECORD

Instructions

¢

~ ¢

Kindly go through the document & fill it completely.
Where ever necessary, get the signature from concerned authorities

You are advised to attend for all the inductions mentioned in the document within a peri-

od of one week from the date of joining

All documents pertaining to staff induction are available in INDUCTION section in
“Academics” - ‘My Subjects” in NCP-Campus7 Software.

On completion, you are advised to submit the filled document to The Induction Coordi-

nator of Student Staff Welfare Committee.

To complete the various sections given In Page 3-6, you are advised to refer the College

Diary.
=+ All Heads of the Departments are advised to make sure that the newly joined staffs in

their department undergo the Induction program. Any doubts from their side must be
cleared immediately .

+ Kindly be informed that the use of mobile phones is strictly prohibited in lecture halls.

Prepared by, Recommended by Approved by,

Coordinator Prof., Dr., Badmanaban R Rev. Fr. Jose Pulloppillil

(Student Staff Welfare Committee) Principal Administrator

Date: 24/11/22 Date: 24/11/22 Date: 24/11/22




NIRMALA

COLLEGE OF PHARMACY

Nirmala Hills, Muvattupuzha RO,
Ernakulam district, Kerala, India ~ 686 661

Name of the Staff

Age & Date of Birth
Sex
Aadhaar Card No

PAN Card No

Permanent Address

Phone Number

Email Id

Degrees Awarded
(Degree, Year, University)

Previous Experiences
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I hereby declare that all the details furnished above are true to the best of my Knowledge,w»&/‘(@rr‘( &5
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Signature with Date
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y,

1) Have you Received your Appointment Order & signed the Joining Re-
port?

OFFICE
Day 1 (Of Utmost Importance)

2) Have you made sure that the dates mentioned in the joining report and
the date in your appointment order are the same?

3) Have you submitted the given documents for Verification

Aadhaar Card, Pan Card, UG & PG Certificates, PhD Degree, Council
Registration Certificates, SSLC Certificate, Experience & Relieving

4) Have you been enrolled your Biometrics in the Enterprise Resource
Planning System for monitoring attendance?

5) Have you met the IT Admin of NCP to register yourself for Institution
Email?

_ State your Institution E-Mail

6) Have you received the Login ID and Password for NCP-Campus7 ERP
Software

7) Have you been added in the following Institutional WhatsApp groups
*) NCP OFFICIAL

*) NCP— ACADEMIC

#) NCP ATTENDANCE

*)exams(@nirmalacp.org
Within Three Days
8) Do you have a valid KUHS Faculty id? (If Yes give details)

If No, have you initiated procedures to register?

d 9) Have you made sure that you are relieved by your previous Institution
from both PCI and KUHS databases? (If applicable)

10) Have you initiated procedures to register your appointment at NCP in
both PCI & KUHS databases
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11) Have you filled the new Service book received from Office and submit- YES/NO

ted it back?

12) Have you been informed about the need of Institutional Bank account
and have started the formalities to open a new Bank account?

13) Do you have a valid Provident fund account? If Yes have you started
formalities to transfer it?

( V
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DEPARTMENTAL INTERACTION \
1) Was your Roles & responsibilities at Departmental Level explained to you T
YES/NO
by Head of the Department i
2) Were you allotted with subjects by your HOD ? YES/NO
-~
3) Has the Class teacher assigned you to the respective subjects? YES/NO

4) Mention the Subjects allotted to you :

QA o~ PAP I ( \\\Lm ¢ Preckital)

VOL%?\A,,\S.Q cleﬂ WB\\

Endorsed by HOD,
INDUCTION BY ACADEMIC REGULATORY CELL

1)Was the Academic policies practiced in the College explained to you? YES/NO
2) Was the Policies regarding continuous assessment explained to you which

includes b -
¢ Evaluation of Continuous Assessment YES/NO
¢ Grading of Students Based on the evaluation & Remedial Measures

3)Was the concept of Peer-Learning explained to you YES/NO

4) Was the concept, Roles & Responsibilities of Class Coordinator and Batch -
YES/NO

Coordinator briefed to you? ,

5) Were you briefed about the documents you have to maintain as a Subject — v
YES/NO

In-Charge at NCP ”

6) Was the Disciplinary Policies in the College briefed YES/NO

7) Have you been briefed with the Exit Policy YES/NO

D

C
= b >
EndLrsed by the HE ’7[2[

INDUCTION BY TEACHING & LEARNING COMMITTE

1) Were you briefed about the criteria for Test Paper & Sessional Question v
Paper Setting such as YES/NO

+ Concept of Bloom Taxonomy & Question Paper Key

2) Curriculum Planning and identification of Gaps in Syllabus. YE/S NO

Steps to be taken to Bridge the identified Gaps P

3) Preparation of Course File - Uploading to NCP-Campus7 Software. Y\]/ES/N O

4)Outcomes

¢ Program Outcomes—Course Outcomes—Topic Outcomes YES/NO

¢ Blooms Taxonomy in Outcomes

5) Teaching Pedagogy

+ Student Centric Methods of Teaching YES/NO
YES/NO

&T
Endorsed
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y Version 1.0
INDUCTION BY RESEARCH & DEVELOPMENT COMMITTE
1) Were you briefed about the Research Support policies in the College Such
as P
¢ Guidelines for Research Grant Application YES/NO
o Guidelines for Seed Grant Application
2) Incentive policies for
¢ Publication /
o Conference Registration & Travel Grant for Oral/Poster Presentations. YES/NO
+ Patent Applications
+ Honorarium for Grants received from external bodies.
_
3) Project Guidelines for UG & PG Projects YES/NO
End&%&%fs Head,
NCP-CAMPUS7 TRAINING
1) Were you trained on how to update the following e
v
¢ Attendance YVES/NO
+ Subject Proposed Plan )
! gee YES/NO
¢ Subject Actual Plan v
. YES/NO
¢ Assignments 7
+ Final Internals YE§/NO
¢ Learning Materials YES/NO
¢ Online Exam YES/NO
+ Report YFfS/N O
. \//
2) Lesson Plan- Modules & Topic - Import YES/NO
3) Time Table—Make Deviation YES/NO
4) Swapping - Send Request - Accept Request Y‘ﬁé /NO
5) How to Apply for Leave Y\E/S/N O
6) Students - Student Profile & Achievements vl
Mentors & Mentees YESNG
7) Exam Result v
. , YES/NO
Exam Wise Ranking
£ \'Q ‘
\4

Endorséd by the Coordinator,

5




Version 1.0

INDUCTION BY EXAMINATION COMMITTE

1) Were you briefed about the process of conduct of Sessional Examinations
which includes

¢ Planning of Sessional Examination Date

¢ Setting of Question Paper

¢ Concept of Invigilation duty

¢ Correction of Marksheets and submission of Marks

¢ University Cut-off Class Average Marks for Sessional Examination

2) Frequency & Conduct of Sessional Practical Examination for each course

3) Exam creation and mark entry in NCP-Campus7
¢ Class Test
¢ Assignments

¢ Viva/Group Discussion

4) Entry of final internals and generating report for University Mark entry

5) Process of assigning KUHS Invigilation Duty

+ Etiquettes in Examination Hall

< <~

YES/NO

YES/NO

YES/NO

YES/NO
v/ﬁ

YES/NO

Y \or N
i,

INDUCTION BY STAFF WELFARE COMMITTE

1) Have you been briefed on the prevailing HR Policies?

2) Were you briefed on the College timings & leave policies?
3)Were you introduced to the Faculty Feedback Questionnaire in place?

4)Were you briefed on the collection of Staff fund and scope of Utilization of
collected amount?

5) Were you informed that a Initial feedback from Students will be taken on
your performance at the end of one month, which will be shared to the Aca-
demic Regulatory Committee?

6) Were you briefed on the prevailing Appraisal & Increment Policies?

7) Have you been informed about the Current Library Policies?

Endorsed by the Head,
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Version 1.0

NIRMALA

COLLEGE OF PHARMACY

Nirmala Hilis, Muvattupuzha RO, = .= ©
Ernakulan district, Kerala, India - 686 661

STAFF INDUCTION DOCUMENT
& RECORD

Instructions
+ Kindly go through the document & fill it completely.
+ Where ever necessary, get the signature from concerned authorities

+ You are advised to attend for all the inductions mentioned in the document within a peri-

od of one week from the date of joining

+ All documents pertaining to staff induction are available in INDUCTION section in
“Academics” - ‘My Subjects” in NCP-Campus7 Software.

¢« On completion, you are advised to submit the filled document to The Induction Coordi-
nator of Student Staff Welfare Committee.

+ To complete the various sections given In Page 3-6, you are advised to refer the College

Diary.

o All Heads of the Departments are advised to make sure that the newly joined staffs in
their department undergo the Induction program. Any doubts from their side must be

cleared immediately .

+ Kindly be informed that the use of mobile phones is strictly prohibited in lecture halls.

Prepared by, Recommended by Approved by,
Coordinator Prof., Dr., Badmanaban R Rev. Fr. Jose Pulloppillil
(Student Staff Welfare Committee) Principal Administrator

Date: 24/11/22 Date: 24/11/22 Date: 24/11/22




NIRMALA

COLLEGE OF PHARMACY

Nirmala Hills, Muvattupuzha PO,
Ernakulam district, Kerala, India - 686 661

Name of the Staff

Age & Date of Birth
Sex
Aadhaar Card No

PAN Card No

Permanent Address

Phone Number

Email Id
Degrees Awarded

(Degree, Year, University)

Previous Experiences

STAFF DETAILS
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[ hereby declare that all the details furnished above are true to the best of my Knowledge, 09?)
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/ OFFICE
/ ‘ Day 1 (Of Utmost Importance)

1) Have you Received your Appointment Order & signed the Joining Re-
port?  (O4-01-2023)

2) Have you made sure that the dates mentioned in the joining report and
the date in your appointment order are the same?

3) Have you submitted the given documents for Verification
Aadhaar Card, Pan Card, UG & PG Certificates, PhD Degree, Council
Registration Certificates, SSLC Certificate, Experience & Relieving

4) Have you been enrolled your Biometrics in the Enterprise Resource
Planning System for monitoring attendance?

5) Have you met the IT Admin of NCP to register yourself for Institution
«~ Email?

State your Institution E-Mail

6) Have you received the Login ID and Password for NCP-Campus7 ERP
Software

7) Have you been added in the following Institutional WhatsApp groups
*) NCP OFFICIAL

*) NCP— ACADEMIC

*) NCP ATTENDANCE

*)exams(@nirmalacp.org
Within Three Days
8) Do you have a valid KUHS Faculty id? (If Yes give details)

If No, have you initiated procedures to register?

((

9) Have you made sure that you are relieved by your previous Institution
from both PCI and KUHS databases? (If applicable)

10) Have you initiated procedures to register your appointment at NCP in
both PCI & KUHS databases

11) Have you filled the new Service book received from Office and submit-
ted it back?

12) Have you been informed about the need of Institutional Bank account
and have started the formalities to open a new Bank account?

13) Do you have a valid Provident fund account? If Yes have you started
formalities to transfer it?

Signature of Administrator
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Vers

DEPARTMENTAL INTERACTION

1) Was your Roles & responsibilities at Departmental Level explained to you ko
YES/NO
by Head of the Department o
2) Were you allotted with subjects by your HOD ? YE.S/fNO
3) Has the Class teacher assigned you to the respective subjects? YES/NO
4) Mention the Subjects allotted to you : 2 1202 baddhes)
T SeM B-PHARM = Phasroncebical Analysu (1 +P)
T Phooo D - Phc’ﬁ'mf/xceu%»l(aJ ]hﬁ"a’q anC Che v-*»u% L7 -+ PM«) E ’
) ~ 241 2 ang'\/d
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( Modern P' w&pcd llvn\l«}LCJ j"/’f’_ﬁ
Teckns qped) dorsed by HOD,
INDUCTION BY ACADEMIC REGULATORY CELL
vV
1)Was the Academic policies practiced in the College explained to you? YES/NO
2) Was the Policies regarding continuous assessment explained to you which st
includes il
¢ Evaluation of Continuous Assessment YES/NO
¢ Grading of Students Based on the evaluation & Remedial Measures i
3)Was the concept of Peer-Learning explained to you YES/NO
4) Was the concept, Roles & Responsibilities of Class Coordinator and Batch >
. . YES/NO
Coordinator briefed to you?
5) Were you briefed about the documents you have to maintain as a Subject — 4
YES/NO
In-Charge at NCP _
6) Was the Disciplinary Policies in the College briefed YES/NO
7) Have you been briefed with the Exit Policy YES/NO
L]
Endorsed by the Head,

INDUCTION BY TEACHING & LEARNING COMMITTE

1) Were you briefed about the criteria for Test Paper & Sessional Question .y
Paper Setting such as YES/NO
+ Concept of Bloom Taxonomy & Question Paper Key
2) Curriculum Planning and identification of Gaps in Syllabus. -
: e YES/NO
Steps to be taken to Bridge the identified Gaps o
3) Preparation of Course File - Uploading to NCP-Campus7 Software. YES/NO
4)Outcomes
¢ Program Outcomes—Course Outcomes—Topic Outcomes YES/NO
¢ Blooms Taxonomy in Outcomes ‘
5) Teaching Pedago -
) 8 " ecasosy . YES/NO
¢ Student Centric Methods of Teaching .
YES/NO

e’
YTV
Endor@%@ the Head,
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P \ rd

rd
# F Version 1.0
’ INDUCTION BY RESEARCH & DEVELOPMENT COMMITTE
% 1) Were you briefed about the Research Support policies in the College Such
| 48 v
‘ :
3 + Guidelines for Research Grant Application YES/NO
+ Guidelines for Seed Grant Application
2) Incentive policies for
+ Publication
+ Conference Registration & Travel Grant for Oral/Poster Presentations. VES/NO
+ Patent Applications
o Honorarium for Grants received from external bodies.
. Vv
3) Project Guidelines for UG & PG Projects YES/NO
Endotsed by the Head.

NCP-CAMPUS7 TRAINING

1) Were you trained on how to update the following

¢ Attendance Yl% NO
¢ Subject Proposed Plan v
i YES/NO
+ Subject Actual Plan v
i YES/NO
¢ Assignments 7
¢ Final Internals YI:Z/S/NO
¢ Learning Materials YES/NO
¢ Online Exam YES/NO
v/
< + Report YES/NO
7
2) Lesson Plan- Modules & Topic - Import YES/NO
3) Time Table—Make Deviation YE\/S /NO
4) Swapping - Send Request - Accept Request YF:/S /NO
5) How to Apply for Leave YE@/NO
6) Students - Student Profile & Achievements v
YES/N
Mentors & Mentees 0
7) Exam Result v
. . YES/NO
Exam Wise Ranking
' 09( W23
Endorsed by the Coordinator,

5



Version 1.0

NIRMALA

COLLEGE OF PHARMACY

Nirmala Hills, Muvattupuzha P.O,
Ernakulam district, Kerala, India - 686 661

STAFF INDUCTION DOCUMENT
& RECORD

Instructions

¢

~ ¢

Kindly go through the document & fill it completely.
Where ever necessary, get the signature from concerned authorities

You are advised to attend for all the inductions mentioned in the document within a peri-

od of one week from the date of joining

All documents pertaining to staff induction are available in INDUCTION section in
“Academics” - ‘My Subjects” in NCP-Campus7 Software.

On completion, you are advised to submit the filled document to The Induction Coordi-

nator of Student Staff Welfare Committee.

To complete the various sections given In Page 3-6, you are advised to refer the College

Diary.
=+ All Heads of the Departments are advised to make sure that the newly joined staffs in

their department undergo the Induction program. Any doubts from their side must be
cleared immediately .

+ Kindly be informed that the use of mobile phones is strictly prohibited in lecture halls.

Prepared by, Recommended by Approved by,

Coordinator Prof., Dr., Badmanaban R Rev. Fr. Jose Pulloppillil

(Student Staff Welfare Committee) Principal Administrator

Date: 24/11/22 Date: 24/11/22 Date: 24/11/22




Versioiase =

INDUCTION BY EXAMINATION COMMITTE

1) Were you briefed about the process of conduct of Sessional Examinations
which includes

¢ Planning of Sessional Examination Date

¢ Setting of Question Paper YES NO
+ Concept of Invigilation duty

¢ Correction of Marksheets and submission of Marks

¢ University Cut-off Class Average Marks for Sessional Examination

2) Frequency & Conduct of Sessional Practical Examination for each course h YEg/NO
3) Exam creation and mark entry in NCP-Campus?7
¢ Class Test ’ v
¢ Assignments YES/NO
¢ Viva/Group Discussion
4) Entry of final internals and generating report for University Mark entry YES/NO
5) Process of assigning KUHS Invigilation Duty -
i . . YES/NO
¢ Etiquettes in Examination Hall
En«t@%ad.
S
INDUCTION BY STAFF WELFARE COMMITTE

v 4
1) Have you been briefed on the prevailing HR Policies? YES/NO

E" 4
2) Were you briefed on the College timings & leave policies? YI@NO
3)Were you introduced to the Faculty Feedback Questionnaire in place? YES/NO
4)Were you briefed on the collection of Staff fund and scope of Utilization of YES /NO

collected amount?

5) Were you informed that a Initial feedback from Students will be taken on ~
your performance at the end of one month, which will be shared to the Aca- YES/NO
demic Regulatory Committee?

X
6) Were you briefed on the prevailing Appraisal & Increment Policies? YES/NO
7) Have you been informed about the Current Library Policies? YES/NO
Endorsed by the Head,
£ )
yU PVl R 7
Signature with date on Completion of Induction o
" >
o

X
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Version 1.0

STAFF INDUCTION DOCUMENT
& RECORD

Instructions
+ Kindly go through the document & fill it completely.
+ Where ever necessary, get the signature from concerned authorities

+ You are advised to attend for all the inductions mentioned in the document within a peri-

od of one week from the date of joining

o All documents pertaining to staff induction are available in INDUCTION section in
“Academics™ - “‘My Subjects” in NCP-Campus7 Software.

+ On completion, you are advised to submit the filled document to The Induction Coordi-

nator of Student Staff Welfare Committee.

+ To complete the various sections given In Page 3-6. you are advised to refer the College

Diary.

+ All Heads of the Departments are advised to make sure that the newly joined staffs in
their department undergo the Induction program. Any doubts from their side must be

cleared immediately .

+ Kindly be informed that the use of mobile phones is strictly prohibited in lecture halls.

Prepared by. Recommended by | Approved by.
Coordinator | Prot., Dr., Badmanaban R Rev. Fr. Jose Pulloppillil
(Student Staff Welfare Committee) Principal ' Administrator

Date: 24/11/22 ‘ Date: 24/11/22 | Date: 24/11/22




I'ersion 1.0

STAFF DETAILS

Name of the Staff .\ /g’?]a/vwl&
Age & Date of Birth . A Y o1 /0(8 [a3
Sex ] (p emale i
Aadhaar Card No : BAH2 66 7 471T) -
PAN Card No . BFVP VB 632N
Permanent Address :DJo vt Mposa UCJC) .
\/mgf‘#cdﬁw de CHD

p 0) Rondathan”
(Q'”) 616510

Phone Number : q&fﬂ;’) 6u76ﬁ;4:,)q H(D W"f J
Email Id : 'S’E)WWLLA _)q la qq@)gma”' 120
Degrees Awarded : M. fbMO )

(Degree, Year, University) ?‘—'1 beWO iy (qm,) Hﬁ SLM 9{ grl%/m;um(f )
Nighwe V%C«fu}wm

B-pharmm . Deviks” Apomn Momortal (ol 0
Fha 7"’9‘“27( ( Kevada Wu\/zw‘fﬂ Gé hea Hh Suwn.

Previous Experiences 1 NC(;'J ) KUHg)

Conk D fudion « /\j,',,m,\jh C&U%l %FZ)W f\{uvx\)rfwfp%ﬁm.

I hereby declare that ali the details furnished above are true to the best of my Knowledge. %})

SignatGré with Date
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OFFICE

Day 1 (Of Utmost Importance)

1) Have you Received your Appointment Order & signed the Joining Re-

port?

2) Have you made sure that the dates mentioned in the joining report and

the date in your appointment order are the same?

3) Have you submitted the given documents for Verification

Aadhaar Card, Pan Card, UG & PG Certificates, PhD Degree, Council
Registration Certificates, SSLC Certificate, Experience & Relieving

4) Have you been enrolled your Biometrics in the Enterprise Resource
Planning System for monitoring attendance?

5) Have you met the IT Admin of NCP to register yourself for Institution

Email?

State your Institution E-Mail

6) Have you received the Login ID and Password for NCP-Campus7 ERP

Software

7) Have you been added in the following Institutional WhatsApp groups

*) NCP OFFICIAL
*) NCP- ACADEMIC

I NCP ATTENDANCE

*Jexams/@nirmalacp.org

Within Three Days

8) Do you have a valid KUHS Faculty id? (It Yes give details)

If No. have you initiated procedures to register?

9) Have you made sure that you are relieved by your previous Institution

from both PCI and KUHS databases? (If applicable)

10) Have you initiated procedures to register your appointment at NCP in

both PCI & KUHS databases

11) Have you filled the new Service book received from Office and submit-

ted it back?

12) Have you been informed about the need of Institutional Bank account
and have started the formalities to open a new Bank account?

13) Do you have a valid Provident fund account? If Yes have you started

formalities to transter it?

Signature of Administrator

Iersion 1.0

" / }
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ndorsed by Office
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.
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d: P 21635
YES/NO

(’/‘
YES/NO v /
Endorsed by Office

—
YES/NO

(e
YES/NO

/

YES/NO

YESN’(

Sigfature of Principal after
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PRINCIPAL
Nirmala College of Pharmacy
Muvattupuzha, Ernakulam (Dist.)
Kerala - 686 661




B DEPARTMENTAL INTERACTION )

1) Was your Roles & responsibilities at Departmental Level explained to you
by Head of the Department

l2) Were you allotted with subjects by your HOD ? YWO
l3) Has the Class teacher assigned you to the respective subjects? YES/NO

4) Mention the Subjects allotted to you :

) Dharma w%a (ﬁbnro) 4 3L-b

S x5

fr n
\ 2 (™ p Lﬁ L,,L(” A {q/)xel( wi&h@ : wmmw(lij ) \é‘:{&
\ EEET £

? wperivents ' i -2l TN
\ > Hpertage L/ pl’\t\nww({Ojj [ Sem) -2 Endorsed by HODJ
B INDUCTION BY ACADEMIC REGULATORY CELL
N])Was the Academic policies practiced in the College explained to you? \W//NO
‘2) Was the Policies regarding continuous assessment explained to you which
lincludes \YPé/NO ~’
lo Evaluation of Continuous Assessment )
‘\_o Grading of Students Based on the evaluation & Remedial Measures
B)Was the concept of Peer-Learning explained to you X%/NO
4) Was the concept, Roles & Responsibilities of Class Coordinator and Batch
\ YES/NO
\Coordinator briefed to you? \Eé
“5) Were you briefed about the documents you have to maintain as a Subject -- M/NO
n-Charge st NCP iy
g‘()) Was the Disciplinary Policies in the College briefed {?g 0 ‘
7) Have you been briefed with the Exit Policy ES/NO l
\

L Endorsed by the Head

INDUCTION BY TEACHING & LEARNING COMMITTE

\ 1) Were you briefed about the criteria for Test Paper & Sessional Question )
Paper Setting such as Y/l:/S//NO
\ + Concept of Bloom Taxonomy & Question Paper Key

‘|
|
|
|

; |
4)Outcomes \

3 2) Curriculum Planning and identification of Gaps in Syllabus. /
‘ . . g ! YES/NO
' Steps to be taken to Bridge the identified Gaps ‘//S/
|
' 3) Preparation of Course File - Uploading to NCP-Campus7 Software. YES/NO
l Program Outcomes—Course Outcomes—Topic Outcomes WS//NO
Blooms Taxonomy in Outcomes
' 5) Teaching Pedagogy
‘ + Student Centric Methods of Teaching YP%NO ‘
! YES/XO |

‘ i
i, Endorse  » he Head,J

L
4




Version 1.0

‘ INDUCTION BY RESEARCH & DEVELOPMENT COMMITTE

1) Were you briefed about the Research Support policies in the College Such

as
‘¢ Guidelines for Research Grant Application ﬁo

‘¢ Guidelines for Seed Grant Application

\ g "
'2) Incentive policies for

'+ Publication
¢ Conference Registration & Travel Grant for Oral/Poster Presentations. Jé/NO
+ Patent Applications

¢ Honorarium for Grants received from external bodies.

3) Project Guidelines for UG & PG Projects \/EéNO
e oy V) —
Endogs€d by the Head.

NCP-CAMPUS7 TRAINING ]

1) Were you trained on how to update the following

| ¢ Attendance X/gS/NO
. Subject Proposed Plan

¢ Subject Actual Plan

‘ : YES/NO
¢ Assignments

¢ Final Internals YES/NO
* Learning Materials YES/NO
¢ Online Exam YES/NO
+ Report YES/NO
2) Lesson Plan- Modules & Topic - Import ‘%S/NO
3) Time Table—Make Deviation YES/NO
4) Swapping - Send Request - Accept Request VYJ:/S/NO
5) How to Apply for Leave p/S/NO
6) Students - Student Profile & Achievements \/
Mentors & Mentees TN

'7) Exam Result
S/NO

Exam Wise Ranking
A5
" alos

Endorsed by the Coordinator,

5




- —
Version 1.4

" INDUCTION BY EXAMINATION COMMITTE

1) Were you briefed about the process of conduct of Sessional Examinations
which includes

+ Planning of Sessional Examination Date

¢ Setting of Question Paper \}ES/NO
¢ Concept of Invigilation duty

¢ Correction of Marksheets and submission of Marks

¢ University Cut-off Class Average Marks for Sessional Examination

2) Frequency & Conduct of Sessional Practical Examination for each course YvES/NO

3) Exam creation and mark entry in NCP-Campus?7
¢ Class Test ~

. YES/NO
¢ Assignments

+ Viva/Group Discussion

4) Entry of final internals and generating report for University Mark entry YES/NO
5) Process of assigning KUHS Iavigilation Duty g
YES/NO

’ ¢ Etiquettes in Examination Hall

Endorsg }(?)tl)e Head. |

| INDUCTION BY STAFF WELFARE COMMITTE |

‘1) Have you been briefed on the prevailing HR Policies? QQ?&NO

12) Were you briefed on the College timings & leave policies? S/NO

jB)Were you introduced to the Faculty Feedback Questionnaire in place? \Y,i’:/S/]\JO >
?4)Were you briefed on the collection of Staft fund and scope of Utilization of \Y}?é/NO

collected amount?

5) Were you informed that a Initial feedback from Students will be taken on
your performance at the end of one month, which will be shared to the Aca- \Yﬁ{/NO
demic Regulatory Committee?

6) Were you briefed on the prevailing Appraisal & Increment Policies? \%/NQ
7) Have you been informed about the Current Library Policies? \Y/E/S/NQ

i Endorsed by the Head.

Y

Signature with date on Completion of Induction



