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HIGHER EDUCATION (F) DEPARTMENT
G.O, (Ms.) No: 150/20L4/H.Edn Dated, Thiruvananthapurarn, 27.O3.2Oa4

Read:-Leiter No. c 4/10u0/14lColl.Edn, dated 11.03.2014 fronr the Directoi of

Educatiorr, Tl.riruvananthapuranl

ORDER

As per the recommendation of Director of Colleg ate Education tn the letter read abcve,

Goverrttnent .re l)leased to lix ttre folrowing guioehnes ior ap;toinr rrert olries and

res pons illilities of Head of Depatlnrent in various Depa(ments of colleges

Norrrrs f or appointrnent

1. Senior most Professor / Associate Prof--ssor.

2. lf the Senior most Professor / Assoclate Professor relinquish the posting on genuine grounds,

the next senior llrost Professor / Assoclate Professor sha.ll be appoirrted as the HOD.

3. ln the Absence of Professor i Associate Professor, the ser"rior most Assisiant Professor shall

aci as Asslsfant Prolessor - in - charge of HaD.

4. lf the teachers are not willing t0 take the heaciship, the Principal slrall nonrinate a Professor. /
Associate Professor as the lread of the Department whjch shall be accepted by that person,

failing whiclr, the nratter may be reported to the Directorate of Collegiate Edllcation {or approltriate
Orders. Willingness / relirrquishment of the teachers nrust be obtained in writtng. ln tio case, the
Prirrcipal should lrold the cllarge of HoD.

D u ties

1. To assist tlre Princilral irr marntaining proper academic atnroslrhere and discipline in thi:
College.

3J:,*:l:: 
the vision and I\/lission of the Deparlinent in consultatlon with the faculty in the

4. To be in chalge of the functioning of the Depa(ment in academic ancl aclnrinrsrrative marters.
i

5. To propose the annual plans/fi]aster plan of the concenred departnrent for the next acadetric
-^L^.-^ i,- +l-^ -l^h-rrnr^nr ^^.1 ^,,'-,--i+

Collegiate



also ellsule il.raI classes al.e elrgagecl as pel the tilie table'

7, pulr'sh ,,o1ihry aitelda''"= J'o'' studerts,ir li::".:5:::ili,l:llfi:::Hl.l ;:illil;
n^"*o .il",,a.nt oJ artenclarrce to the Prirrcillal before 5rl.l ut

e-gl.ar1tz. ;.nrr Lrrecl i. the university syilabus ) thrcuqh

g. s,,r,n,ss,on o' sLun, ro-r rrrolao('rl I ' .t-,'ll,tiinr,"",o,-o' corr.'.t:at'L"u(at'o"

:;,l,.""rrro1rlrrr1 d'\'a'|'rc6ror o'''ad'Lrl]'r']r\s'orr':.,,":,:..,"=r.,,,,tlt'os':"1

g,ldelltityingtireeligilrlestLlcjelttsioivat.toits,Neu'rilliiiati!e,prolJralllllleSVJitl-rtheaSSjSlanceol

the Co-orciinator cf rlte Progt.atltles , -,^^''le) {or acconrpanyittll iire siuCil totlr'

10. Depute Teaching Staf{ / Non Teaclring Sta{i (it pertntssr

'o:..;;"i;"';"=t be a ladv' ir sirl siudents are ihere

11. Assessslnerrt of the Confidential Rellorts o{ the sr lboldilrate leaching stafl

i2 E su e ha, \ur1'c,'1 .;Hll, 
;1.';:"r""':;;:1;:'1,:,::"i:;l'.'l' 

" ]i"l' l'lll''l
qlia'Je' exceeds 4 Reasol1

cotrfidential report 
^Dl 

qcol.es of the teacl]ers ilr tlre Depal.llnent

13. ollserve other CAS trort-ns for fitraiizing tlre API scor( 
rtes'

14. Holcl deparil-llel-lial lr.leerillg al leasl ollce ilr a rlrollth alrd tecord tlre salne in lhe lxlnL

15 1-grrdLrcr De raritnlerit i |a', -wlse Pl A lrree;lllgc' 
, tl,e leav"'

r0 Mainrain ,"*" ,,"n,,,o ,1, 
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reqister while iorwarding
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" 
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Register for various stoles rr ILLrcL!1-- - -^ alcohol etc)

Bool's Corlln"rtel & lr eoLrllllne|,l5 
gl'cr'rt:al fuirtttut'

18. h/alniailr proller accoullt fct assistance recelvecl from College PTA

lg.surlrrit proposars tor 
'ewiy 

starlecr courses (.t arry) ir1 tlre Derlartrreni for procuring llooks ' 
e-

i. "";-1." 
ffi. ::;: -oD anr c!.ord #:l:J.[]1T":;:[;ffii=:,:::: ;:?=' 
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s r'-'c t'otpd irr llle uo le'Je 
'\ 

l rlLsl lre ' Lll)"' tled lo ll 'e u

2r rderlril/ irrrer.ai a'd extelnal rllerrtors:l:::: 
,r.:.":il ,* rre kept irr HoD,s cusrodv ror

:Z Son' Lol'.' 01 all thp nocu'l'lel'Ic 5uiJL"Lr e '

future referelrce 
ci2{1 sllbtllits thelr leave appllcation tn acivance and

23 HoD must ensul e ihat ihe stlbol.dinate stail srt

'On Duty Certificate' "tt 'oo't 
after reioininq the duty

24'Coll-rl-]lullicate.rllthein{ortl-ralionreceivedJronltlrePrillcipa]anddecisiorlsoflheColleqe

Council to ihe stail ancl if required to ihe stLldel'ts 
,- ^ ^, ,hliclrtr.l in the DellaItrl.ll

25,Attendal-]ceal]dCEnlarksoftheSludentsare-tobepublishedintheDel]allllel-.]tnotjcel]oaro
and the cotlplattrt' ; ';;' ;; ' 

be resorveci " ' ":.1111:; 
over trre charse to tlre next seniol



mosr fatulries in rhe deparrmenr and the marer shail be intinrared to th" 
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Lo drsci'lirra 'oo concerned Hod sharr.subrn;t

.,,rrmrssion ro rhe principal rnust be'"*"0 l1:'.:l,,.tu-. 
"- 
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i",.""r0.0 irl the inward '"n]'*' ''"*u"l"' "t: :::::":11,,", ,",,n,",,", other appiications'

28. subordrnare sratl shoulo subinrllh-^iI leav: 
Tlrtl:;" pLrfchase oi lrooks a:rc ariicles

proposals, lnrerrral assessffi' 
J';J;":,o"=ur,n'.i,,r.." 

sane ro tir" Piirrcipa!'

speclmens etc ONLY to t't" 
',n" concerned prrncipal slrall strictly aclhere to the above guidelines

(BY older of the Governor )

Dr'K M Alllahalll

Acldltional Chiet Secretary to Govt'

rhe Di,ector ot corresiate :":?:'J}JJ:i:",irT[il:"1il*,,"n / Korram / Kotavam /

The DePutY Director of Colleg

Ernakulanr / Kozhikode ,,^ .f,i+\ r1^rar2 Tlriruvallanthapuram

The Principal Accountant General (Audit) Kerala' Thiruvatrat

TheACCountantGeneral(Audit)Ketala,Thiruvananthapuram'

SF/OC
CoDV tO:

PA to Add,lional Clr;ei Secrelarv

PA to Deputy secretaiy

t'r, ,

?:)'it:S; at'') . ),, - t t'l ;..., J,, t t-

Forwarded /BY order
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