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F.No.22.01/ CMD/ 2016-17                                                                            14.08.2016 

 
Dear faculty, 

 
Accept my greetings and best wishes for the coming academic session. 

 
I also wish to convey my appreciation and thanks for the cooperation being extended by 
you in providing good quality education to our students. You all have pivotal role in 
fulfilling the aspiration of our students and in achieving their goals in life. I appreciate 
efforts made by each one of you towards this. I feel a sense of satisfaction in my new 
mission in carrying one to one action with every class and student along with you. In this 
process I have evolved some thoughts which I would like to share with you and expect 
that you will cooperate with me in achieving these goals as per defined mission and 
goals of the Institute. 

 
1.      Students should be encouraged to undertake self studies and therefore, it 

would  be  ideal  if  you  provide  them  with  the  lecture  schedule  for  the 
following week, so that they can brush up the topics at home prior to the 
classroom lecture. 

 

2.         Each  student  should  carry  at  least  one  text  book  of  any  subject  in  the 
classroom  so  as  to  utilize  their  time  during  vacant/  free  period.  Please 
provide them a list of the relevant text books and ensure that they have 
these books. 

 

3.         Though you provide them lecture notes most of the time, still motivate them 
to prepare their own notes which can be evaluated by you. Students should 
also be counseled to prepare personal time schedule. 

 

4.    Your class can be divided into three categories as per their academic 
achievements, namely best, average and weak students. You may list the 
students in each category and the weak students should be made to sit in the 
front row. Encourage them to interact with you in the class. Similarly good 
students should be encouraged to perform still better. Some of these may 
show outstanding results in the university exams. 

 

5. Repeatedly emphasize on the importance of classroom attendance. 
 

6.         As far as possible class test should be held fortnightly, or at least once in a 
month. Simultaneously tutorial classes should be arranged as per scheduled 
program. 

 

7.         I have recently noted that many a time faculty are absent without prior 
sanction of leave which, as I mentioned earlier also, is not desirable since it 



disrupt the class schedule. I expect that faculty will apply for all kinds of leave 
in advance with proper substitution for their classes. 

 

8.         Scheduled study program must be achieved. Whenever a faculty is absent on 
a particular day/ days, backlog must be  cleared within a  week’s time or 
within that particular month in case of more than two leaves. 

9.         Record of attendance must be maintained properly and kept safely. Please 
mark all present students as ‘P’ in blue and all absentees must be marked ‘A’ 
in red. This will ensure in identifying the absent students at a glance. 

10.       All  class  coordinators are  advised to  provide  time  table  of  each  subject 
teacher to CR so that students can call concern faculty during free periods or 
according to their time schedule. 

 
In accordance with the philosophy of ‘a healthy mind lives in a healthy body’ we must 
encourage  the  students  to  participate  in  every  co-curricular  and  extra  curricular 
activities as well. 

 
We should work hard for those students who are weak in studies and keep close watch 
on their attendance and academic performance, even on those students who are not 
regular in classes. Inform me of such cases so that we can also keep a watch on them. 
Similarly please also provide a list of best students of your class. 

 
I am well aware that all of us are part of a team and make complementary to each 
other. We cannot achieve our target of providing good quality education unless 
contribution of each one comes in a positive way.  I would welcome suggestions from 
your side, if any. 

 
I know it is hard work ahead but we have to strive for more. You would agree with me 
that in education new experiments should take place continuously, but efforts should be 
sincere. 

 
I look forward to maintain a happy and cordial relation between all of us. 

 
 
 

Yours sincerely, 

 
 

 
       

(Arvind Gupta) 
C&MD 
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