Government of Odisha
Department of Higher Education
%

No. 21362  jum paeds 0 anns
HE-FE-TI-FO L0229 15

Srj Yinod Kumar, 1AS
Officee-On=Special Duty
To
The Principals,
Al Degres! Autonomous! Model Degrees Junior Colleges

Selx Implmentation of “Commos Minimam Standsrd” (CMS) Goldelines, 2916-17.
Rel: 19465%/HES1.03.2915

Madem f Sir,
In continualion 0 the above letter, 1 am directed Lo say that the deailed
on *“Commeon Mioimum- Standard™ {CMS) is enclosed henewith for your kind kpowledge snd
siriot implementation. Any devierion from this will ba viewed sarinusly.
This is for your kind inFormation and necessary action.
Yours faithfisiby,

Oificer-On-Special duty

MemoNa:_ 2| 363 (me, Dased: £]p0a2016

Copy forwarded 1o the Director Higher Education, Odighal All Regicaz] Directors of
Education for nformation and necessary action. Direcior Higher Education is requested Lo
circulide the seme among all conoem. )

-‘.1 b ﬁ': o
g
Oificer-On-Special du
Memo Na: 2. { Dated: Of 82016 "
Copy 10 The Regisirar, Likal University / Berhampur University /

Sambalpur University /Ravenshaw Deermed University! Fakir Mohan Universily / North
Orisza University/R.D Womens' University’ Khallikote Universityf G.M University/State
Open University for information and necessary sction. : »;h/

|

Officer-On-Special
MemoNa: 24365 (i) B.E, Dated: 9L 082me o

Caopy forwarded to The Chalnnan, Council of Higher Secondary Education, Odisha /
Accountset General, Odishe’ Conlroller of Accoums/ Director, Local fund Audit for
information and necessary sction. - x&

e

- Officer-Om-Special doty



Government of Odisha
Department of Higher Education

Ld

[The follcwing goidelines shall be swictly foflowed by all Govi / Moo Govt (AldedBkxk
Grant¥Auvtonomons Colleges of the staie)
| Commes Acadernie Calendar : 2016-17

aS# Subject Tine Else
i | Reopeniog of College after Surumer | 20.06.2016
Viacatem of 2015-16
li Admsslon
+2, 1" Your 16065016 09072016
+3, 1" Yeur 15.07.2016-06.08.2016
PG 1" Year Wikhin ona month fom the date of
publication of FP result of concem
I Lniv./Auno.collcge
. | Commencement of CInsaes
+2, 2" year 20,06, 2016
+3|2"'I'ﬂ-l' -dﬂ-
+3, 37 Year - -
P.G., ™ Yeur -da-
+2, 17 Year 14.072016
43, 1" Year 08.08.2014
P.G, 1" Yeur Ta be notified by respective Collages
iv | Parcob-Teachers Me
+2 |" yeurt 07.09.2016,28.02.2017
42 7™ veur 3™ week of Now-2016
+3 " vear 14.09.2016
+3 2 Yanr 21.09.2016
+3 3 Yeur 28092016
v | College Students' Union Election Eleclion 1o stedents® Union & other societics
will b beld on ane day for all colleges and
uokversilles in a single date Lo be Bxad by ihe
Govt,
i, | Puja Vacation .| 07.10.2016 10 13102014
¥l | Test S Semester End Exam/nation
+ 1,2 Yem ™ weck of November- 2016
+3, 1* year 1" week of December-2016
+3, 2 Yeur -do-
+3.J":fm -do -
PG L e
F.G.z"‘?rq -do-
wiii | X- Mass Holldey 25 December 2016
ix | Annual Spors S Cultorm]l Week © | 04012017 w 18002017
conduct af) competitions & functions ;
X Filling wp of forms for CH3ED) (| +2Reg16.11.20016-03.12.2014
University Exam +3/PG-As notified by CHSE(O) / Consem
_ Lind $Autonomoud Coll
x | Commencememt of CHSE(D) 7| +2-1" week of march-207
Uhiwersity Foam-2017 +3 39 yaar-3"week of Fals2017




+32™ year-3™ woek of wrarch-2017
3 3 year-2M week of Aprl-2017
PG 1* yeari2™ yaor-

Annmal College Examinafion for +2 1™ |
YR Clatses

57 wesk of April, 2067

Publication of Resul

AHS Exam-2017

+3 1743 24/ +3 3 Degres
Dnaiversity Exam

PG 1" Yeur/PG 2™ Year

Before 102 June -2017

Within 43 to 60 days From 1he date of last
Theory Examication

Toeal No. of Holkdays

T2 dxys, excinding Sundays

Total No. of Reserve Hofideys

Total No. of Teaching Days

Maximom 2 days

Minimum 180 days

Summer Vacation

5 May to 7 June 2017

{ME : - The abave Il ket may b weodifisd by tha Gavernment s dnd wiben regquired)

(i)

Admission :

All stmission into +2 and degres classes shall ba done strictly o per e-admission procedone

o dawlines announced by the Sovt,

A per Govt. Ledar Mo 27546 4114.09.2009 asd letter Mo 6383 4 11.03.2004, huitinn faec
and other relaed fecs, examinstion foes, cerllFeate foca shal? be cxnempled for the dissbled

shxients those whoe s blind and wee Braile for #udies /Mearmg Fipeird &
dumb/onthopedicatly handicapped with disability more than T5%.
Lireen Pazsage: Government of Odishs in Higher Bducstion Department is implementing the

“Oreen Paccaps® schene from the Asadetnic sexion 2016-17. Under thiy scheme, 2 dikd

wha is wihout biologheal ar adoptive parents and the child 35 residing n Child Care
Instinrtion or under foster care o came of puandian or fit person whose sl income from all

aouTces does not excecd Ra 1.00 kakh * will be exsmpled from all types of fees including

application fees, admisslonfre-admission
admigsion feas, labovatory fees,

collegs
Wo.23B36HEDL.29.10.15 & 19226HEN4.07.16)

Time Tulle :

fees, wikion fees, cxaminaion fees, homel

Time: ble shali be prepared by =ach collegs as pet the following guikielines:

Duraiion of oo of general alass

45 Min

Diuratiom of gne pevigd of practicat cless

feas ste, (Govh Latier Mo Resolion

3 = 45 Min () periods)

Mo, of students in a seglion

1%

Mo, of Stschents in 2 Praciical group
+2 Clast

+3 Clags

Maximanm 32
16

Mo of general classes por woek ineach subject of + 2 stroem;
English / MIL (having afiliation VElective Subjec

Yopa / Environmentsl Education/Basic computer Education
Mo, of practical classes per week for each growp

Weckly 4 poriods & Yearly
mindowemBd pee
Wk [y01periodsysary3 0pariods

Weekly 01 practical pemicd
Syearly minimum 20 periods

Mo of Gaterad f practicnl claszes por waek in +3 ! P.G Clastss

Al presoribed By  soncem
universities

i

Ones teachas- shall be allotiad oeuimiem 25 pariods par wesk,

wil, All ieachers shall be assizned clazses on every working day of » we=k.



http:19226/HEI14.07.16

-

virl. Names of teachers should be reflected in the 1t 1ahle againat nespective clakies albotted and

27

T‘l‘
i

i,

jil.

the: time table shauld be ppleaded 1o e-speee for infrmation of the Govl DHE/RDES,

Lessens Pian & Progress Ragister:
Letson plez as per the sylisbun shali be prepsred by =ach teacher for the papers / uniis
aldotted to himvher. [t shroulkd be redlected in the “Lesson Plen-cum-Progress Ragisier” of the

department.

Frogress of syllsbus shali be madntained by each tacher in the individual “Lesson Plap-cum.
ineer™, A meode] formai for printng progress regster was anoexed s “Ammexors

A" in the leiter Now 19Z8HE/RT.07,12, 1 should be strictly foilowad by each temher, The

progresy register shall be tigned by the Principal on st working day of every mouth.

Studeats’ Atiemdance |

Stodents” anandance: shall be maininined by each wacher i each clazs and put hisher fil

signature with dare.

The common praciice of maiptainiug students’ atiendsnce ss given bedow :

A foumit For the shrms s givan below :
Roll we. Name 180616 | 200606 | I20606 | 210416
TATML A. Mobanty ] 2 3 4
1A15002 P, K. Panda 1 X 2 b4
LA 15003 G.M. Mapaneti 1 2 1
Full Signature of Teacher

For svery abset 2 "X nak shall be gives and the progent tol antendance shall be recorded,

Swdents’ anending less than 75% classes up to the end of every month shiali be wamed
through a nodice, notified in the callege notiee beard specifying the % of attendance.

Parent: of auch students shoukd be intimated by a post card mesange &t the and of Septerrbe:
and December of ench year.

Parentt-Teachers mesting should be orgmized 18 pet the datelines.

College Examiustion / CHSE, Unbersity Exam and Question Baok
cusmowmumﬁmmmumm in Monthly tost / Anmoak snd Test
Examinations conductad by cofleges.

The valusd soswer seripts should be preserved i CHSE(OWUndversity sxsmination of the
sarme adinssion batch

Subject wise guesilon bark for +2, 43 and PG classes may be made available to students,
Sets of questions may be prepared by the teachers ad preserved in the Bbeary for reference
of didenes

For +2 <lssses Question Bank will be developad by CHSEIO)L

MNecemsary swpt be taken for safe custody of gquesiion papirs / apgwer wripts of
CHSE 7 University Exams.

Condweting Departmeainl Seuinars
Semniners on honowrs subjects may de conducted &2 (Be end of every weekimonth.
The pacticipation of the concem swdems” in the seminer Is mandatory.

Library, Laboratory asd Common Infrastructuns Faclifiles:

Every college should have adequuate libeary facilifies with suffickent text bonks, refierence
bogks and jourmals,

The separaie laborstodies for +2, t3and PG classes of practical subjects shonkd be well
equipped with roquired furiiture, eqiipieant sod chermcals & per syllabus.

Library bocks, furniture, equipment snd chemicals shall be prefersbly purchasad &t the

© heginning of the academic temion in one kof and stock registers (separaely For College fond

and UGC Furd) b maimained by concemn departmentLikvary wlih articles in alphabeticsl
arder. The stock regiviers shall be updsizd ot the end of scademie seysion.


http:19389/HE/27.07.12

iv. Language laboratories set up in different colleges must be fully utilized.

v, Adequate infrastructure for general classes, students and staff common room, office, |
lavatory, drinking water facility etc., be made available properly.

vi. The college campus should have wall boundary.

vii.  Every college should have at least one computer, printer with internet facility.

Viii. The status of the buildings should be supervised and eertified by an engineer not
below the rank of Asst. Engineer in the beginning of every session. Necessary action should
be taken for demolition/repairing of unsafe buildings/structures.

9. Time schedule for work of ministerial (Clerical Grade) staff ;

i Time schedule as prescribed in the employees” charter (SANKALP) shall be strictly followed
by ministerial staff of the college.

ii. All ministerial staff of the college shall be assigned specific works / section 1o deal with.

i, Applications from staff, students (for admission, issue of CLC/TC or any other grievance)
and guardians etc./letters from Higher Education Department / DHE or any other institutions
shall be registered in the diary register and acknowledgement shall be given to the applicant.
As e-despatch system has been introduced by the Govt,, the letters from the Govt., DHE,
RDEs, CHSE, Universities etc. should be verified everyday and downloaded from the
concern websltes.

v, The activity of each section shall be displayed for the information of students’ and guardians,

v. Subject wise appiications shall be marked by the Principal to concern ministerial staff for
preparation of nptes / compliance report etc. within specified timeline.

10. Financial and Service Matters :

i. All purchase for the college / departments should be done with due procedure
preferably in the beginnlng of the academic session under the supervision of the
purchase committee and a regular govt. / aided non govt. employee of the concern
department.

ii. Payment against purchase should be made within specified time from the date of supply
through RTGS/NEFT or account payee cheque only,

iii. Cash Book & DCR should be maintained properly.

iv. Daily collection shall be deposited In the college account on the same day as far as
practicable and cash in hand should be avoided.

V. The Cash Book and the Pass Book of the coilege account should be commensurate with each

other on the last day of every month and the financial year also. Cheques issued, but actually
the amount not encashed from the account against it shall not be considered for this purpose.
vi, All accounts of the college should be audited by appropriate auditing agency for every
financial year.
vii.  Salary of regular and aided(GIA/ Block grant) employees of govt.& non govt.
Colleges respectively shall be paid only through account transfer mode.

viii  Service books in duplicate & CCR of the above category of employees shall be
maintained and updated every year.

iX. Any type of leave availed by these employees as per leave ruie shall be sanctioned
immediately after his/her joining in duty.

X. No unauthorized fees/fines shall be collected from the students, without approval of

the Govt. or the concern governing body .Non.govt, colleges shall not enhance fees without
sufficient reasons. No fees shall be enhanced, once the process of admission for an academic
session is announced.

Xi. Subject combinations as per university/CHSE rules shall be prepared by concem
colleges, so that minimum work load is depicted and maximum numbers of students are
accommodated in minimum no. of subjects.

Xii.  For passing any bili for payment, the sign. Of all concern members of the Co-
curricular and extracusricular committee/ H.O.D, of the Dept, etc. as the case may be shall be
mandatory.



& xlii. No additionsl remunerstionsaloary advance/personal advance zhall be paid o
weaching and non-tesching staff, except admigsible for NSS/NCCACHSE or University
exam. ete.or Airscted by the oo,

Xiv.

AN aided Non-Govl. Colleges including 483 & 662 categories are dmougin inder

CAPA(College Adcounting Procedore  Automnation) of financiai maners and Principals
should Fnpionent the some strictly,

LL
i

vii.

vill.

| 8
iL

il
iv,

1
i

ii.

Co-curricilar and Fxtn Carrieular Activitiog:

Colleges ghovld organize Annual Sports, Annual Coliurel Week Celebration, Schence

Exhitition, Essay & Dobate Compelitions ofc. mmong the shxlents to dévelop their

eatricuryioular actividhes.

Colleges having NOC/MNES/YRC Rovers & Rangers Linie should encoumags the shwlents 1o

participate in soch activities sl proper funciioming of ity be focused. Seif defense
For girls students” should be grganized a5 per Qove notfication.

Al retocds related ko shove shall be properly mairuined.

All the tenching staff of the college shall be amigned co-curricular and axtra

curriculer duties in difierent tezms headed by senmior mosi of the team and others as

members.

The work of such tcams shafl be reviewed by the Principal in the staff’ council

meeting in frequent iotervals in which the anendance of afl the members of the eams

is mandatecy. For lapses, the head and members of respective frams shall be held

respansible.

Anti-agging cell, sexual harassment redrezeal cell, carver coumseling cell, discipline

committes, equal opportunity cell, placement cell Intemal Quality Assursace el

eic. should be constinded alopg with teama for other co-cuericular and axtra

curricular activities.

Special sttention should be given for discipline and security of hostel and college

campus of women*s college.,

Activitkes effecting security and privecy of students in bostel and college campus of

warrtn s Colbege shall be strcily probibited.

Preswrvafion of Records and Asssbs

A master dos base register 10 anlist a0l the regisiers, records, files used by different

Jepartments, Hbrary, office etc. shall be mainained. -

‘The master database regirter and G.B. resohition books shall be kept by the Principal only, in

caze of Govt. & Non. Govi, aided colleges. For missing/damage/any ompering of thasa, the

ccacern Principal stmll be held responzibie,

All files and regivters shall be numbered sorally and acknowledgement of the cutodian

shoukl be obtained in the master data base regisher.

Anrnal sock verification of office/Library’ Departments sheuld be conducizd o1 the end of

the session,

Updation of dsta thrnugh on-]lne SIF, CIP, CMS farmals

At par Govl Letier No. 23733 dt. 36.09.7012, dala shoold be updaled tegu barly in espeet of
teacking and non teaching staff, infrastucturs poaltion of the coilege and fuliil lnent of CMS
norms.For the year 2016-17,thesa are to be updated by 30 September, 2018,

Al colbeges shonld fove strong MiS .

14.  Privace Tuithon:

L
il.
il.

No tascher can engags himber seif hn peivabe bl onfeoaching or insls)f compel the students
{or Lhe same.

The concetn principal shall ke sn ondertaking from every teacher 10 this effect in the
beginning of the academlc session .

The viclstion of the above Instroclioms should be raparted 1o the Gowt/DHERDE
iameechataly. "



.

16,

TECRUSANowE. Grant and NAAC Accreditation

Every (dovi or non=govt. akded degres college shoufd B covered under 2(f) and 1Xb) of
VGC Act 30 become alighhle for grant from LAGC, The gramt received from DOCRUSAS
State Gowt should be wtilixed properly with due procadure snd wilizaion certificas should
b [sz0ed in time.

H haz been made mandaxwy by the UGT of every dejree college @ obisin NAAC
secredivaion. Sreps shoyld be taken by the got, smd non govt degree colieges for MAAC
accreditation and subsequent reaccreditation.

The wdlizetion cortificass bn respect of Grand rectived fMhom Higher Educsion Departmem
lke infractroctore sssicinnee, assisance for purchage of labeniory squipment f Runitime
/RUSA grant ete. must be tubmitied Tmmodrmly and otherwise the next alloament iy the

coblege will be stopped.

Alvays visit the o-Despatch, website of Higher Education

Department(werw dheodishe.gov,In)
JUGC websile (wrwwogeocin} and MAAC website (oswomcgoviny for day b day
updsting the information,
- b
et;tcg;‘%”&*

Officer-Om-Special duty



Government of Odisha
Higher Education Department

NO. oo 15845 . /HE, Dated ... 2 F 1T

HE-PTC-MISC-0004-2015

From:
Dr. Mihir Kumar Das, OES(l)
Performance Tracking Cell
To
The Principals

All Degree/Autonomous/Model Degree Colleges

Sub: Implomentation of “Common Minimum Standard” (CMS)
Guideiines, 2019-20.

Ref: (i) HE-COOD-PG-0029/12-19389/27.07.12
(i) VI-HE(P) 14/2012-23733/HE/26.09.12

Madam / Sir,

in continuation to the above letters, | am directed to enclose herewith the
detailed guidelines on “Common Minimum Standard” (CMS) for your kind knowledge
and strict implementation. Any deviation from this will be viewed seriously.

Yours faithfully,
e
Officer-In-Charge,

Performance Tracking Cell
%’ ‘¥" T 4] g

This is for your kind information and necessary action.

Memo Nofggp'% ..... /HE, Date .....=70 Lo L.

Copy forwarded to the Director Higher Education, Odisha/ All Regional
Directors of Education for information and necessary action. Director, Higher
Education is requested to circulate the same among all concern. |

Officer-@rge,

Copy forwarded to P.S. to A.C.S., School and Mass Education Dept. for kind
information of A.C.S.

Performance Tracking Cell
Memo No‘...{:ga‘;(:“ / HE, Date QJ?H‘[‘\

Officer-In-Charge,
Performance Tracking Cell
Memo No.. S % /HE, Date oM
Copy forwarded to The Registrar, Utkal University / Berhampur University /
Sambalpur University /Ravenshaw Deemed University/ Fakir Mohan University /
North Odisha University/R.D Women's University/Khallikote University/ G.M
University/State Odisha Open University for information and necessary action.

OfficeIMQe,

Performance Tracking Cell

MemoNo.... /5947 1vE, Date a1

Copy forwarded to The Chairman. Council of Higher Secondary. Education, .

Odisha/Accountant General, Odisha/ Controller of ‘Accounts/Director, Local fund
Audit for information and necessary action. M/ﬂ

_ Officer-In-Charge,
Performance Tracking Cell




GOVERNMENT OF ODISHA

Higher Education Department
*kk

Common Minimum Standard (CMS) Guideiines, 2019-20

[The following guidelines shall be strictly followed by all Govt. / Non Govt. (Aided/Block
Grant)/Autonomous Colleges of the state)

1. Common Academic Calendar: 2019-20

Sl# | Subject Time Line

i Reopening of College after Summer 18.06.2019
Vacation of 2018-19

ih. Commencement of Classes

+3, 2" Year 18.06.2019
+3, 3" Year -do-

P.G., 2" Year -do-

+3, 1¥ Year 08.08.2019
P.G. 1* Year 01.08 2019

iili Parent-Teachers Meet

+3 Pyear - 07.09.2019
+3 2" Year 14.08.2019
+3 3" Year 21.08.2019
iv College Students’ Union Election Eiection to students’ Union & other socjeties wiii be

held on one day for all colieges and universities in a
single date to be fixed by the Govt.

v Puja Vacation 03.10.2019 t0 13.10.2019

vi Mid Semester Examination
Odd semesters(1*,34,5th) Last week of September- 2019
Even Semester (2m,4* gth) 1% week of February-2020

End Semester Examination

Odd semesters{1%,3",5th) 1* week of December-2019
Even Semester (274%™ gth) By last week of Aprii-2020
vit X- Mass Holiday 25" December 2019
1| _____ > gé ______________________ CMS Eis elines 201 G

»




viii Annual Sports / Cultural Week to 02.01.2020 to 15.01.2020
conduct all competitions & functions

ix Filling up of forms for University Exam +3/PG - As notified by Concern University / Autonomous
College

X Alumni Meet 1% week of January 2020

Xi Publication of Result : Within 45 days from last theory exam. of concern

Semester exam. subject to pubiication of iast Sem.

st and qrd Ath gth «th
+3/PG 1,27 ,3,4",5% 67 Sem Exam. Exam. in 2" week of May 2020

xii Total No. of Holidays 72 days, excluding Sundays

xiii Total No. of Reserve Holidays Maximum 2 days

Xiv Totai No. of Teaching Days Minimum 180 days

XV Summer Vacation gth May 2020 to 16™ June 2020

{N.B : - The above time line may be modified by the Government as and when required)
2. Admission:

(i} Aii admission into degree classes shall be done strictly as per e-admission procedure and dateiines
announced by the Govt.

(i)  Coilege profiie must be uploaded in the e-space before the admission process starts.

(iii) As per Govt. Letter N0.27546 dt14.09.2009 and letter No.6383 dt.11.03.2014, tuition fees and
other reiated fees, examination fees, certificate fees shall be exempted for the disabied students those
who are blind and use Braille for studies / hearing impaired & dumb / orthopedicaliy handicapped with
disability more than 75%.

{(iv) As per Govt. letter no.19609/HE/Dt 28.07.2017 , PwD candidates will avaii 5% reservation for
admission in ail higher education institutions of Odisha guided by Persons with Disabilities (RPWD) Act
2016 .

(v) Green passage: Govt. of Odisha in Higher Education Department is implementing the Green passage
scheme from the academic session 2016-17 Under this scheme ,a child who is without biological or
adoptive parents and the chiid is residing in Child care Institution or under foster care or care of guardian
or fit person whose annual income from all sources does not exceed Rs 1.00 lakh will be exempted from
ail types of fees inciuding application fees, admission/re-admission fees tuition fees ,examination fees
,hostel admission fees iaboratory fees ,college development fees etc.{Govt.ietter no. Resoiution
NO.23836/HE/Dt.29.10.2015 &19226/HE/Dt.14.07.2016)

3. Time Table :

Time table shali be prepared by each college as per the foilowing guidelines:

sl Subject
No.
i Duration of one period of Theary(generai) class 45 Min
) |...p ] ghe . - CMS g N o S o5 R




i Duration of one period of practical class 3 x 45 Min (3 periods)

jii No. of students in a section 128

iv No. of Students in a Practical group in +3 Class 16

v.  One teacher shall be aflotted maximum 30 periods per week.

vi.  Allteachers shall be assigned classes on every working day of a week. Simltarly each student must
have theory classes on every working day of a week.

vii.  Names of teachers should be reflected in the time table against respective classes allotted and
the time table must be uploaded in e-space for information of the Govt./DHE/RDEs.

vill.  The classes must be held only in the respective rooms as per time scheduled in the time table.

4, Lesson Plan & Progress Register:

i Lesson plan as per the syllabus shall be prepared by each teacher for the papers / units allotted
to him/her. It should be refiected in the “Lesson Plan-cum-Progress Register” of the teacher
meant for tbeory portion .Separate progress register shall be maintained for each laboratory to
record the progress of practical courses.

. Progress of theory portion of the syllabus shall be maintained by each teacher in the individual
“Lesson Plan-cum-Progress-Register” as communicated to you earlier vide letter No.
19389/HE/27.07.12. It should be strictly followed by each teacher. The progress register shall be
signed by the concern HOD on the last working day of every week and by the Principal on last
working day of every month.

s. Students’ Attendance:;

i Students’ attendance shall be maintained by each teacher in each class and put his/her futl
sighature with date.

il The common practice of maintaining students’ attendance should be followed.

A format for the same is given below :

Roll no. Name 18.06.19 | 19.06.19 | 20.06.19 | 21.06.19
BA17001 P. Samal 1 2 3 4
BA17002 G. Murmu 1 X 2 X
BA17003 K. Panda 1 2 X 3

Full Signature of Teacher with date

Hi.  For every absent a ‘X’ mark shall be given and the present total attendance shall be recorded.

iv.  College students have to attend at least 75% of available classes failing which they shall not be
allowed to appear in end-term examination. Student attendance must be monitored on monthly
basis and parents of students not attending 75% of classes must be contacted over

phone/SMS/postcard, etc. Guidelines/instructions issued in the past by this Department or its

CMS Guidelines 2019-20

W




V.

vi.

vi.

vii.

viil.

Directorate/Regional Directorates in this regard, all the previous orders are hereby superseded(
vide Letter No. 13559/HE/Dt 5 July 2019).

Parent-Teachers meeting should be organlzed as per the datelines.
Mid Semester Examination / End Semester University Exam and Question Bank :

University guestion fanswer script patterns should be followed in Mid Semester Examinations
conducted by colleges. The programme for Mid semester examinations must be notified
specifying the units /portions from which questions are to be sought , at least 15 days prior to such

- exam.

The valued answer scripts mid Sem. Examination should be preserved till 6 months from the date
of publication of result of concern Semester by the University or as directed by the university

Subject wise question bank for +3 and P.G. classes may be made available to students.Sets of
questions may be prepared by the teachers and preserved in the library for reference of students.

Necessary steps be taken for safe custody of question papers / answer scripts of University Exams.
Conducting Departmental S5eminars :

Seminars on honors subjects may be conducted at the end of every week/month. It must be
reflected in the Department Time Table.

The participation of the concern students in the seminar is mandatory and records regarding this
must be maintained.

Library, Laboratory and Common Infrastructure Facilities:

Every college should have adequate library facilities with sufficient text books, reference books
and journals,

The separate laboratories for +3 and PG classes of practical subjects should be well equipped with
required furniture, water and LPG supply, equipment and chemicals as per CBCS syllabus along
with fire safety arrangement.

Library books, furniture, equipment and chemicals shall be preferably purchased in the beginning
of the academic session in one Jot and stock registers (separately for College fund and UGC Fund
and state govt. funds) be maintained by concern department/Library with articles in aiphabetical
order. '

Language [aboratories set up in different colfeges must be fully utilized. The maintenance of
Language Laboratories will be like other laboratories.

Adequate infrastructure for general classes, students and staff common room, office, lavatory,
drinking water facility etc., be made available properly.

The college campus should have wall boundary.

Every college shouid have its office , library and laboratories equipped with at least cne
computer, printer each with internet facility.

Every college should have its own website updated with information regarding infrastructure,
staff details, laboratory &iibrary facilities , courses, syilabl, exam. resuft, quotations & tenders,
other notices and feedback of students/guardians etc.
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jii.

10.

vi.

viii.

Cyber Security Audit of the website must be completed by 313 August,2019.1t should be disabled
friendly(Kindly refer: Letter No.13024/HE/28.06.19)

The status of the buildings should be supervised and certified by an engineer not below the rank
of Asst. Engineer in the beginning of every session. Necessary action should he taken for
demolition/repairing of unsafe buildings/structures.

Time schedule for work of ministerial {Clerical Grade) staff:
All ministerial staff of the college shall be assigned specific works / section to deal with.

Applications from staff, students (for admission, issue of CLC/TC or any other grievance) and
guardians etc./letters from Higher Education Department / DHE or any other institutions shali be
registered in the diary register and acknowledgement shall be given to the applicant.

As e-despatch system has been introduced by the Govt., the letters from the Govt., DHE,
RDEs, and Universities etc. should be verified everyday and downloaded from the concern
websites,

The activity of each section shall be displayed for the information of students’ and guardians.

Subject wise applications shail be marked by the Principal to concern ministerial staff for
preparation of notes / compliance report etc. within specified timeline.

Financial and Service Matters:

Ali purchase for the college / departments should be done with due procedure as per GFR Rule-
2005 and Odisha F.D circular N0.4939/13.02.2012, preferably in the beginning of the academic
session under the supervision of the purchase committee .

Payment against purchése should be made within specifled time from the date of supply through
RTGS/NEFT or account payee cheque only.

Cash Book & DCR should be maintained properly.

Collection of different fees from students should be preferably through e-transaction/demand
draft/ bank challan .In case of manuai collection of cash ,the daily collection shall be deposited in
the college account on the same day as far as practicable and cash in hand should be avoided.
Under unavoidable circumstances the cash in hand should be kept in the college locker with
separate triplicate keys with the Principal , Accounts Bursar and Accountant .

The Cash Book and the Pass Book of the college account should be commensurate with each other
on the last day of every month and the financial year aiso. Chegues issued, but actually the amount
not encashed from the account against it shall not be considered for this purpose.

Al accounts of the coflege should be audited by appropriate auditing agency for every flnancial
year.

Salary of Block grant employees/guest faculties etc of govt.& non govt. Colleges ,whose salary bifls
are not paid through Treasury shall be paid only through account transfer mode.

Service books in dupiicate & CCR of the employees shali be maintained and updated every year.
Any type of leave availed by these employees as per leave rule shalf be sanctioned immediately
after his/her joining in duty.
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X. No unauthorized fees/fines shall be collected from the students, without approval of  the Govt.
or the concern governing body .Non. govt. colleges shall not enhance fees without sufficient
reasons. No fees shali be enhanced, once the process of admission for an academic session is
announced.

Xi. Subject combinations as per university rules and suitability/availability in the college shali be
prepared by concern colleges, so that minimum work load is depicted and maximum numbers of
students are accommodated in minimum no. of subjects foliowing the principle of economy .

xii.  For passing any bill for payment, the sign. of all concern members of the Co-curricular and
extracurricular committee/ H.0.D. of the concern Dept. etc. as the case may be shall be
mandatory.

xii.  No additional remuneration/salary advance/personal advance shall be paid to teaching and non-

teaching staff, except admissibie for NSS/NCC or University exam. etc. or as directed by the govt.

Xiv. All Aided Non Govt. colleges inciuding 488 & 662 categories are brought under CAPA {College
Accounting Procedure Automation ) of financial matters and Principals should implement the
same strictly.

11.  Co-curricular and Extra Curricuiar Activities:

i Colleges should organize Annual Sports, Annual Cultural Week Celebration, Science Exhibition,
Essay & Debate Competitions etc. among the students to develop their extracurricular activities.

il Colleges having NCC/NSS/YRC/Rovers & Rangers Units should encourage the students to participate
in such activities and proper functioning of units be focused. Self-defense Programme for girls students
should be organized as per Govt. notification.

. All records refated to above shall be properly maintained.

iv. All the teaching staff of the college, shall be assigned co-curricutar and extracurricular duties in
different teams headed by senior most of the team and others as members on rotation basis. The hostel
supt. shall not continue for more than two academic years consecutively as per Govt. letter no. 9903/Dt.
04.03.2008 .

v.  The work of such teams shall be reviewed by the Principal in the staff council meeting in frequent
intervals in which the attendance of all the members of the teams is mandatory. For lapses, the
head and members of respective teams shali be held responsible.

vi.  Aliteachers postedin Government and Aided non-Government colleges of the State (irrespective
of their actual designation), including the Principal, shall perform duty for at least 7 hours on every
working day. {This stipuiation, however, shail not be applicable to Guest Faculties as they are paid
remuneration as per number of classes they teach). In addition to normat teaching related works,
teachers are required to devote time for library, research, taking extra classes for late entrants,
taking corrective classes for needy students, monitoring students attendance, assisting the
coflege authority in teaching and non-teaching assignments, etc. Guidelines/instructions issued
in the past by this Department or its Directorate/Regional Directorates in this regard are hereby
superseded ( vide Letter No. 13559/HE/Dt 5" July 2019).

vii.  Anti-ragging cell, sexual harassment redressal cell, career counseling cell, discipline committee,
equal opportunity cell, placement cell, internai Quality Assurance cell ete. should be constituted
along wath teams for other co-curticular and extracurricular actlwtres .
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viii.  Special attention should be given for discipline and securlty of hostel and college campus of
women’s college. CC camera must be installed in college/ hostel gates to monitor the activities of
unwanted persons.

Ix.  Activities affecting security and privacy of students in hostel and college campus of women's
college shall be strictly prohibited.

12. Proctorial system :

Proctorial system must be strengthened. Each teacher must be assigned a group of students and he will
act as friend, philosopher and guide of these students. He will keep the record of attendance and also
academic achievement of his group. He will also remain in touch with the parents/guardians of the
students.

13, Preservation of Records and Assets

i.  Amaster data base register to enlist all the registers, records, files used by different departments,
library, office etc. shall be maintained.

. The master database register and G.B. resolution books shail be kept by the Principal only, in case
of Govt. & Non. Govt. aided colleges. For missing/damage/any tampering of these, the concern
Principal shall be held responsible.

ii.  All files and registers shall be numbered seriafly and acknowledgement of the custodian should
be obtalned in the master data base register.

iv.  Annual stock verification of office/Library/ practical departments should be conducted at the end
of the session and the updated stock registers must be signed by the Principal.

v.  Irreparable damaged articles like furniture/electronic items etc.if any should be disposed off
through public auction.

14.  Updation of data through on-iine PIMS5 formats

i As per Govt. Letter No. 23733 dt. 26.09.2012 & 7109/HE/23.03.19, data should be updated regularly
in respect of teaching and non teaching staff, infrastructure position of the college and fulfiliment of CMS

i All colleges should regularly update the on-line PIMS formats of the college.
15.  Private Tuition and working Hour :

i. No teacher can engage him/herself in private tuition/coaching or Insist/ compel the students for the
same. No Non- teaching staff also can run pvt. Coaching/Tuition institution or insist/compel the students
for the same.

H. The concern Principal shall take an undertaking from every teacher/Non-Teaching staff to this effect in
the beginning of the academic session.

ili. The violation of the above instructions should be reported to the Govt./DHE/RDE immediately.

iv. Common staff attendance/Biometric attendance for all Teaching/Non-Teaching staff should be
maintained and placed near the Principal’s chamber to put their signature/biometric attendance to
ensure the presence of such staff in the college, even there is no class/ speciflc administrative work, The
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v. All letters should be submitted through e-mail/Regd post/Speed post and no teaching /non teaching
staff should be deputed to HE dept /DHE/RDE etc for submission of such letters/documents ,unless it is
asked to do so by special messenger and especially teachers should not be deputed for this .

16. UGC/RUSA/STATE GOVT. Grant and NAAC Accreditation

i Every Govt. or non-govt. aided degree college should try to be covered under 2(f) and 12(b) of UGC
Act to become eligible for grant from UGC. The grant received from UGC should be utilized properly with
due procedure and utilization certificate should be issued in time under intimation to the Govt.

ii. It has been made mandatory by the UGC for every degree college to obtain NAAC accreditation.
Steps should be taken by the govt. and non govt. degree colleges for NAAC accreditation and subsequent
reaccreditation,

iii. The utilization certificate in respect of Grant received from Higher education department like
infrastructure assistance, assistance for purchase of laboratory equipment / furniture et./RUSA grant etc
must be submitted immediately; otherwise the next allotment to the college will be stopped. UC along
with unspent amt. if any against grant received from the state govt. during 2018-19 or prior to it for the
development of laboratory /library etc must be submitted within one week from the date of issue of this
order positively, if not submitted earlier .

17. Always visit the e-Despatch, website of Higher Education Department{www.dheodisha.gov.in)
,UGC website {www.ugc.ac.in) , NAAC website (www.naac.gov.in) and the website of concern University

for day to day updating the information.
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ONFICE OF THE REGIONAL DIRECTOR OF EDUCATION,
UNIT-II, BHUBANESWAR-99

ORFICE ORDERNs. 1f 9124 /RDE Daigil ; 9-6-2982,
hﬁmufmumﬁrndmdumbﬂnﬁmﬁofﬂuﬁmﬁuﬂba
DE.MIQE?,&BHP.CMMEMWMEMM#HIHB
Dated 29.09.2018 in its moeting held o 22.04.2022, aﬂm'meﬁllmsidnﬂm
has been pleased to grant Permanest Reeoguition ﬁmﬁamm
202021 (Degree classesio the under named institution detalls
o mmwmuunﬁqmﬁmuwmm

mentloped therein su o the

fnrﬂnsuﬂh:%::tﬂofhndmﬁmofﬂnmmﬁunﬂmumﬂmg
case of failure to filfill thoee conditions within time, withdrawal
mmumshaﬂbemmdud.

I. Nwme of the Institwtien -Rajs Mwikssuian Der Degewo Clollege of Selonce & Education

2. Adkdress 1= Patin,
3, Name of the Bloek t= Bhubantswar
- Khordha

4 Dist. .

Siroae Cyme. Subicc] with peat Quttopal Sebiset veith sext
Phiysical Sciemce-96 & Blologlcal Sclence-64 seats

+3 Schowos 160 seat mmm.ﬂmﬂmmmﬁmmﬂﬂl

+3 Commeroe Hons. In Commuree 64 sents
+3 Ands Tnerease of seats from 132 to 192 senis
Hows. i Bdn, Fol. Sc. & Hist. from 16 te 32 seais cach

Hons. kit Ecommudea from 16 te24 sonts
Hawa, in Odin-32 sents, Hons, in Eng-15 peats

Hon, jw Heme S¢.-14 sexis

¢ . -
S/ mmm

Regional Mreetor of Edacaitbon
Bhnbanesyar & Preseribed Awthority

ManoNo. 276 /DateasROE 9-6-R020
Copy forwarded 1o the Principal-cam-Secretary, Raja Madhwsndan Dev Degree
College of Scienoe & BEdweatien, Patis, Dist-Khordha for infornsatlon end necessary

MemoNo, Y27¢  /pgegsmpp -6 2040, entmalDirstar
Copy foswarded o the Registras, Utkal University, Vami Viliax, Bhwbaneswer for

information and nevessary action.
t]l-—‘:nd.n-ul,.-r
MenoNo. YUAFP~  /pgeamoe 9- 6 2029 Reglonal Director

Copy submilied to the Special Seersinry to Govermment Higher
Education Departmen, WI.HMr&andiﬂgmﬂhuandmeﬁ};mﬂm

N el anda

e Bl N Reglonal Director
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Number of Seminars/conferences/workshops conducted by the institution during the
last five years

3 Days YRC Training Camp




Active Citizenship Program
28-10-2016




National Seminar on Odisha’s Village History




National Interest and Chinese Products
13-09-2017

BBSR Smart City Youth Participatory Workshop

Legal Awareness on Women's Right &
Women Emancipation and Legal Rights in




National Seminar on Odisha Village History
09-12-2017

Gender Sensitization Program
01-05-2018




Importance of Education on Society
10-10-2018

National Workshop on Gender Based Violence
12-12-2018 to 13-12-2018




Seminar on Population and Development
15-02-2020
















Seminar on Guru Nanak

Youth Connect Program
24-09-2019




Workshop on Rainwater Harvesting

Webinar on Impact of Covid-19 on Business
12-06-2021




Webinar by Scout & Guides
27-05-2021

Covid-19: Primary Concern-Safety or Study
16-05-2021




