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Instructions

I) The teacher will be responsible for the sole custody of this diary for the

academic year. He/She shall submit it, when ever required, to the principal
or the concerned authority. The diary shall remain in the custody of college
after the completion of' the academic year.,

The Topics covered in cach class should be recorded regularly in the 'Daily
Record'. The principal/HOD shall attest the entries in this Dairy at the end of
every month.

The Staff should submit the progress report of the syllabus at the end of cvery
month.

The designated authority shall prepare the consolidated report at the end of the
each academic term for cach class.

After checking and cndorsing the entries the designated member of the staff
shall forward the syllabus completion repot to the Principal for further action.
This Diary should be returned to the Principal whenever the staff member
leaves the college at the end of the academic semester / year.
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