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B.  The Insmutc is'dec
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2) Head Clerk

b) Clerk-com-Typist

lared as nn ‘Am%emm Instmm: ta wmam open i’or six dnys

‘of the week: w:th hat&day wmkmg hours tm Samrdnyx, Gn &umiasya, the “Jusmme will




D.  Postsof I’nnmpﬁl and: Hostel Wmien are compulaotily residential [subject to
-nvaxtab:lny of fesxdcnhal nmmmodatmn] and in. case afabsence t’mm Headquarters,.

Hostel Warden -w:ll seek. permission from: the Head of 'O‘fﬁc@ (Principal.or in. his.

absence - Senior Lecturcr e Lccmrer-’(n-(i‘lmrgc) and: Prmcnpnl will scek -such

T

permission’ from Ius/hc‘

Benaal subject to any. quat dncelmn xSsucd ’by l’r:nnpzxi on specxrc occa,;,wm in

case of exigencidy,

F Thew&rkinghuufs of emic post, mtfcss mhem:se specxfied wlll be I'nom

i 10 a.m. 10°5 p.m. exc ’_YpL for Hostel Warden and Librarian, While. duty hours of

‘1;i}mrarian may

mded in Morninig and ARernoon / Evening in fieu of general
otﬁcc hours.:"l‘he sama may be apphcabfe to: mecl ‘Warden also: Tn {hat case,
hmveven it must be. cnsured Ihat tbcy have hcf:n pmwded r&sndentml quartem wzibm
the tampus ‘

| ’rim same: wtll apply to academic staff’ (Semor Lccium; / Lecturcr} ucung as
ngramme 4 Action Reseamh Co-Ordinator acmrﬁmg 10 the need of pmgramme

: bcmg commucd at}hai poml t:at'iz;w aiong with the teani ol emp!o} oes. ‘drafted for the

pmgramm&

G

Action Rescarchi in a Calendar / Academic year.
H.  The Iea_ﬁe’ladmisswlé‘tb_ Academic énipk)yee;é‘wiﬂ be Similar.-m‘thgse»cnqugd’
' by Teachers/ Lecturers of Government Schtm!s 1 Colleges. :

1 The Job chnri(s} of d;ﬂ'crem mfegoncs of staﬁ‘ 1§ cucio«aed

-Sd/-
Pnncrpal Secretary.
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Science Lab, ‘Psychology equipment, R

;

Sports and Phygical Education,

0 o ca-curricular. nctivities in dreas velated to"the
T Suti‘sf?ﬁii? work of the Branch, e debates and elocution, literature, Science

 Fairs. Visual and Performing Arts, Spors and. Physical Education
~ compeitions, Yoga, Hobbics etc:

Library wing:

Apart from Librarian, the Principal may place a senior faculty member having

interest in library development and management, in overall charge of the library to guide

‘and supervise it

“The duties of Libriry wing is to:
I To ussist authoritios in selection and purchase of need books journals for
subscription etc.
2. Cataloguing of the Books and Joutials, indexing ete. |
3. Issue; receipt of Books and journals to and from trainecs, academicians lecturers:
4. ‘Management of peacefil mmosphers in reading room of the librasy ete.
5. Toworkas information cestre for the faculty and the trainces.

Administeative Wing, Hostel and Clinic Wing ()

A. The administrative section’ will provide administrative support to the entire
Institute with the help of

1) Head clerk (office supdt.)

2) Accountant e

3) Clerk-cum-Typist

4) Gr. D Staff.

ﬁBy:WThf:'/'I?tinc/ipalimnyfnppbinf o senior ‘ﬁ;g;ui{y: member (Senior Lecturer) as Warden

~“for Hostel of male' trainces in addition to his duties, Aseparate:lady warden

sianuld;"be.;uppoinwd»whoic time basis ibr t'lufez‘l;aadle}xd;{dgxel‘; Herpost will ba!
strctly fesidential in nature,

"The Warden (s) will be responsible for the:smooth and peaceful furictioniig of the'

»

Resaurce Room for

£ Disabled Cliildren, Rooins for At Ediieation, and of equipment




: docior.rctxmd .mn"(iovcmment service. 'I’ivc lnsmimc wx!! treat ordmagy
mimcms of mmecs zmd nstitute: smﬁ‘ and pﬂmdc tmst md and commcm
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itnent’of West: Bulgai
- -Sel lggl'ﬂlgdumf;magpmmm

_ ek of DIETs shoild. be dwldml brmdly ind (lhme) wmg.s 'i’hc
hmmr Lcctumr&ectumr pcsmd mw parﬁmlar wmg wd! tmve to pcrfarvw amst in these

i) » i s upenmgtgngf action résearch to be conducted
by trainee-like ways 10 improve learning by disadvantaged children efc.
iin)

‘among rainces:

 remedialinstructions to fir

1 ‘l! an keﬁm»ﬁ.?

¥) Education of ehildron with major andicaps.

vi) Field interaction activitics ‘--'ﬁeid ‘wurs to- Pmnar)fFie'neery sehouls of the

Vi) To organize activities for cleanliness up keep and development of fhe
Institute Camipis roads, piaygmunds, laws; gardens et¢: < and its surroundings
~basic mamictféncc ol:‘ ‘properties of Institute.

.

d» cc_)(‘zrdinnie wqh «,pmgrammcx,hnld in DIE’I.‘;

; vill)  To organize commuinity - sérvice activities on !walth environnient and
education related” programmes like = Palse I’oiiﬁ lmtmmmxtmn p%antmg of
trecs, '/;mmmpaﬁon in the Non-Formal’ I‘tlumlmu pmgramme =40 promote

| ! such actwtixes on extm curricular basis;
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iv). All mauers mlatmg to. leammg by chﬂdren of ;,ltsadvamaged groups - special




. immme nnd to mgfm e i‘m‘low up n:ctiviu,_v s)pummm m _ ch tmimng

4) Toevaluatean

&

= 0 ;-Cc-ordmaﬁmt of m&muse {(and ‘out of the Houise'too). axtztmn

: mtm[ses and: dmemmaﬁxmt of rcsult&

“rescarch, mnv'ﬁmn elc.in ihe area nf Pt‘tmmyﬂf Imnenmry Edut:mmn
-.whermver undemkcn S

(iti)  Publication of periodicnéws letter of Insiitite ete.

ﬂl. S

1. Toadopt %!shng items. aﬁd devclop new items of the following Kinds so thal they '

suit. tocal ctrcumstances and ¢an beused in elcmentary echication angd: elcmcnmry
mac!wr education; progmmnws. !

. Curricular units ~

(i!) Enghsh Lcammg — M,ghsh Lnngungu Cclls o be mamtamcd in cadt

A4S _clp desk.to, lhe pnmnry school tcnchem nnd ihe I’nnmry
Bmmi fmﬂthe purpose of onentaﬁon in I:.ns,liah

pexiain 1o topics likc Iocal dmlecu vuwl-vis ‘F‘xst hnguage Ieummg. lacai
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(iv)

(i)

T eacilmg-iand }eammg fm gmmml as: WL“ as luc:ally dcveloped,

'Iccbmquczs and. guidelines: for continuouis and summative leamner —~
: i:w:hmtmn '

W

Tests; “question/ item banks, rating scales; obsérvation schedules,

:g;}ndch\ng%fs‘ for diagnostic tesiing/ remedial - programmes . talent
* identification procedurcs ef6. |

. Mostof the adaptation/ development work as'ﬁhove’ ”wbmﬁ be
ti{me ‘through  warkshops: mvo!mg wother .concerned . faculty,
instimubn&. expser('i machm and. instmctors

2, To undertake festing on sample basis to_assess achievement levels among
 learners, especially with reference to Min: levels presoribed for the primary and
upper primary stage and for adult learncrs under NLM. ’

- 3. To maintain the I‘ol!nwmg

_ANA
‘Computer Lab.

;V-lec;mgmcm ef’ the: rmﬂxmr.,

A display arcafor good, | !ow cast &cachmg wids developed in houseas
wellas e!scwhcre and ' :

-A library of educational video/ audio cassetics and, if the Institutc has

a film projectorof films.

4. To lend slides, cassettes and films 1o’ institutions having: playing. projection
facilities; and to bormrow.them from others Resource Centres,

&

5. To liase:with nearby. Radio station for arranging educational broadeasts suitable:
for élementary school children AR/ NFL learners, teachers/ instructors etc. of the

» 6. Toconduct-approprinté in service programmes forteachers in the area of ET, with:
spwml cmphasns oni-.

vc, utilization of educational, bmadcusts, (elecasts,\ casscttcs and
Development of simple, low cost teaching aids:
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dult.lmmers (I:sgema}ly l‘emale&, SCJ‘II mmmﬂm& Imndlcappcd
4 slum-dwc:l!cm and. other d:s‘sdvmmgcd _g,rou;:s) -~ virious factors
aﬁﬁctmg, these; :
Gy B ﬁ‘ect of various mtmemums (mcludmg mcmt:ves) ‘on the above,

(i) Cammumty X perccpnm! Qi‘ and ptsmc:panon in: ﬂm process of basic
_cﬂucatmn.

(_»I) velopment of norms, mzena and techniques for cvalunucn of
s ‘,\Jz;s_t;tmmns {Schools and AEMF& Ccntrcs) nt‘thcad’ strict

= ‘One or two. educationally backward: pockets of the: district;

w%nch may. be within easy reach from the stmct will be specmlly

<chasen for conducting above :smdxes a5 well as ;a.lug of action reseamh

activities, These may be called the ‘Lab, fnrezi""of the DIET: However,

while a. fot of studies and action rescarch-will be c{:m:emrated m lhe

b | lab ‘area, thcy would not be necessarily confined to this area, and other

suitable arcas ‘would also be chosen depending on the: nature of work

involveil,

»ws:}‘r»

‘9. "To provide. tet:hmmli c:sta:xces ta, efducanmxal zmﬁmmxcs in: (1) school’ mappmg,
(n) Mzcm-plannmg for UPI::’ AUEE inan are specific amd Aarget group specific
‘manner,. (m) formation and activation of achm;l complexes- (“} mwmuonal

planning f‘or mhoo! cumplexes scimots e and {v) Institutional ‘cvaluation.

10. To serve s the nadal branch! in relation to all progommes 6i“éoﬁimunit§{
invuivcmcm in basic .cﬁhcnﬁm and jin ‘panicular, 1o conduct orientation
progrmmes for members of DBE, VECs, commumty Teaders; yamh and’ oiher
voluntary educati

, al workers,

11. To 'g:‘gfj‘n.duct;t;qppjt;7p’rintc- programmes for Head Masters, Heads. of School
Complexes and Block level educational functionries in P & M. covering areas

»like leadership, motivation, involving the:community, educational ndministration,

finance and accounting, office procedure; planning for UPE/UEE, institutional

R .
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1%&1:&9@3% Statisticians/ Computess).

hing aids for elementary education & teacher education..

f charts. models, jﬁii(it(‘)_grqp!i&.ﬂcg.sse'ii‘és & CDs; Play-scripts;

road casts,

(,Amd; - Visiial) eqmpmemt Computer lab, dmpiay area;

: Lghmry of ATV casseftes! CDs fi ie*s el

Creation and mamlenanw of database on TK&CI—IER.& at. pnmar} upper-

pr&maryj f“”_cogdaxy ‘and lughar m:emdary schools:in the. ﬁ‘smcts This will
ittclude records of qualification of teachers, their training Status both pre and

previous two years, innovative: practices ofc. and submit quarterly reports 1o

»ffc-,.*‘?m@%:f;fnr«il:e

sz;tisﬂs: !susm fm;di;i«.m§’1:s<_.:w3'tx tindertake: studies. on

asscssment of the said scheme on a-quarterly basis, reparts are to be sent to the-

state level database at SCERT for monitoring and publication of reports:

 Creation and maintenance:of database of rélevant infonation on student.
| wﬁévenle:itsl':-mpungcslqucsiimm ete. nsywell as Gomments' from 18achers
collected i the form of worksheets. from the: sdumla, particularly as o result of

tha ‘programnie’’ initinted by SCERT for ncﬁvﬁy bascd symnce and’

mmlicm:;ﬁr.s téaching for c i Frict lar imtuvxhons nndiac&im msearnh i



he faculty members of DIETs al SCERT in dilferent acadeniic
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ys&emsmdke&pmg e ey




‘Government of West: Bmignl
$School Education Department

Administrative’ Héad and ‘Head of- Office” in respect of findncial/: admimscranve
matters, smctionmg authority of! casual leave; Advanae of G“P ¥, (Rcﬁmdablé:)
Tours and T:A’s ad 18 H{:__m iha_emgloyem-df‘ the establishment:

A e
Gl

e

2 j'!o act as l)r wing and K}mbmsmg Officer in respect of all financial bills of the %

‘;cmplovees xmd the csmbimhmcnk

3. Distribution of duﬁes o the Academic. and non<acidemmic cmployees of the

Tnstitutes and: keep rec rd nfﬂm wnrk done; periodically,

}‘3 To be rcs;mns;bie for tkc aﬂ‘mm of DIL,'F ﬁs smnmh mnmng and 1o act’- e

5. 'To maintain all the registers, books of accounts, bank iransactions pass books etc..
‘up-to-date and to arrange for audit of the accounts of the cstablishment in time:

6. I' o mmntam in GPFE A!c of (ﬁrt; \nmployces as well ag i& ensure proper

‘deductions of contribution towards- G?F Im:ome Tax, Pmﬁ:ssmn Tax, Gm-up

Insurance ctc. from the Pay & ;

i g

lowance ol the employees. and to. deposit“in

: propc:‘ ‘Heads of . Ac}:ouxxt,

T 'I’repamtmn arid/ or 1 uian: n‘af {)pcn I’uf‘unnance Report of the academxcf nion=

academic cmployws
8. ‘Preparation of Budget Revised Budget of the Institute; ‘submission sa of ~

‘statéments/ utilization centificates of the find received.

9. To wpcmse “conduct “of pre»servncellnvscmue lrmmng ‘as awell -as the
progmmmes of Actinn Rcamrchlatudsc:dmrveys being ccmducicd through the
lngg,nule.,

10. To be overall-in-charge of the Institute and to lixison with the School Education
 Departoient'in respect of the DIET, - .




