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Instructions to Faculty — New Semester Commencement

Dear Faculty Members,
As we begin the new semester, pleasc note the following instructions to ensure smooth

academic functioning and institutional discipline:

Adherence to Timings
Faculty are expected to be present in their respective classrooms/labs before the scheduled

time. Kindly follow the timetable rigorously and avoid any delay in the commencement of

classes.

Class Preparation

All faculty must be fully prepared with lesson plans, teaching materials, and required content
from day one. Ensure that no class hour is left unutilized.

Use of Mobile Phones ;
Mobile phones should be used only for academic purposes inside college premises. Please

discourage the use of mobile phones for personal purposes during college hours.

Dress Code and Decorum
Faculty must follow professional dress norms and ensure that students strictly adhere to the

prescribed dress code. Please monitor and report repeated violations.

Monitoring and Floor Duties
Follow the floor duty and campus monitoring schedules without fail. HoDs must assign

duties in rotation and ensure coverage during all active hours.

Student Discipline and Attendance
Mark attendance promptly. Address irregularities immediately. Encourage students to be

punctual and maintain discipline both in and outside the classroom,

Correspondence with Parents
Maintain close communication with parents, especially in cases of poor attendance, arrears,

behavioural issues, or fee payment delays. Conduct mentor-mentee meetings regularly and

document all interactions.
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Fee Follow-Up

Kindly remind students to pay their semester fees at the carliest. Department-level reminders
can be helpful.

Academic Support

Offer support for slow learners through bridge/remedial classes. Identify academically weak
students early and initiate mentoring,. '

Student Engagement

Encourage students to take part in research, innovation, internships, and co-curricular
activities through IEDC/IIC/NSS/NCC/Clubs.

Let us work together to set the tone for a productive and impactful semester.
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Copy to:

Vice Principal & Deputy Dean

General Secretary and Management for information
Co-Ordinator, IQAC

Deputy Chief Superintendent of Exams

All the HoDs for circulation of faculty under their control.
A O..... For Information
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