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2. graTd

01) Principal is the Chie! academic & GXECUINE head of the institute. Ha s
responsibie mluuimuTm:ﬂEmﬁmwmmumm
mnﬂmmmmmmmm.

02) m;mum.

03) Analyzing the cumicula of agucation &

institute.
04) Assessing the aletial...Financial &  human resources required 10f

impiementation of METMWHHHM

- P A el

raining programmes offered by e
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05) Planning.... scheduling, Co-ordinaling and mondloring the implementation of
Education & training programmes of the institute & having a few contact hours
with the students.

06) Advising ! arranging the instructional resources required for implementation of
Educaton & Training programmes of the institute.

07) Planning & administering student services.

08) Maintaining support services & physical environmant.

09) Commesrcial, Financial Parsonnel & security functions.

10) Pianning & organizing staff development progammes for the insitutes staff,

11) Promoting interaction gmengsl inshilule faculty, lechnican users, allied agencies,
industries and community for improving the marketability of students passing out
of the institute.

12) Developing dose liaison with MSBTE AndustryDTE/Apprentice BoardTTTL

13) Participating in professional development activities.

14) Bullding corporate reputation of the institute and projecting its image.

15) Maintaining appropriate records & statistics of the Insfitule.

Pagr 4 =f 31
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Role : Department Manager / executive responsible for all academic &
administrative processes.

Responsibilities :

01. Head of Department j5_angwerable to the Principal of the polytechnic for all
academic and administrative / personnel actities of the department

02. Academic and administrative managemant of the depariment.

03. Assessing the requirements of the material, financial.agd human resources for
efleclive._implementalion of prescribed cunicula of program offered by he
department

04. Planning, scheduling, coordinating and monitoring the gurriculum. impiementation
pertaining to the depariment

nﬁ.mmmmmmmm.mmmmm
mmmmrmmnsﬂwmm-ﬁn-hhm

formats
06.To acl as facilitator for the deparimental faculty in laboratory developmenl, laboratory

set-up, and laboralory maintenance.
w.mmammmmmmmum
08. Participate, m.mnmwwwm

ummmmmam

m-lmmummmmmnmm
11Tnmummmwmﬂmm=m!hﬂ

examinalions.
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" HMMMW:WHMM students
and
evalualion record.
1z.mmwmnusmmwm
plan for department
development and quality improvement
13.mmmummmnrmmmrm
14. Provide guidance & counseling and other studenl's services al department level,
15.Hm.mummmmwmmmmm.

17. Take lpaching load prescribed as per the norms Issued ime to ime by state
govemment
1a-mwmmmmmmm.

mmmtmmmmmm faculty & stafl

20. Pmm.mu.mmmmmmmmm
with industries, consultancy, testing, continuing education and trainings, industry
umm.“mmﬁmm

21, Assist Principal in all level activities,

H-WHMMMMEMWWMW
mmmwmmmmmm books, joumnals and
seminars elc.

23. Sell. development through qualification improvement experience enrichment,
mmmmmﬂmmnum.

24. Participate in non-fgrmal_mode of education for benefl of society / community.

25. Certify and [ecommens. ihg vouchers / bills of departmentirelated expenditures for
further processing.

26.To plan gnd implemenl the activilies to take care of hygiene, satety and
housekeeping in the institule.

27 Jo. deyelop and maintain inter departmental relation for effective working in the
institute.

nmmmmmmmmmwmm
developing overall personality of students
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03.
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1.
12

13.

14.

15.

Lecluref is answerable to the Head of concemed Department.

Effective implementation of curricuta of the concemed course/subject.

Planning and delivering class room and laboratory instructions.

Student's assessment and evaluation including tasks related with mid-lerm lests
and lerm-end examinations.

Design and Developmenl of leaming resources.
Planning, selling of laboralories.

Guiding the concemed Lab Assistant in maintenance and repairs of laboratories and
equipments concemed with the course / subject.

Laboratories and academic fadlifies developmenl

Preparing and maintaining students records for the academic term.

Ptan and execule sludents developmenl aclivities

Guidance and counsaling lo studenis.
Participate in professional activities through inleraction with industries, consuftancy,

testing continuing educafion and frainings, industry sponsored projects,
entrepreneurship developmenl, research.

Assist Head of department in departmental activiies and providing students
services.

Keep abreast of the newer knowledge, skiis and technology through sel-up
gradation gngd_dissemination of knowledge through articles, books, joumals and
seminars elc.

Self-development through qualification improvement, experience enrichment,
professional activities and interactions with professional bodies.
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MANUAL FOR
CURRICULUM IMPLEMENTATION AND
ASSESSMENT NORMS
(CIAAN 2023)

MAHARASHTRA STATE BOARD OF TECHNICAL EDUCATION, MUMBAI

For Diploma in Engineering and Technology
Full time Three years Program

{with effect from 2023-24 progressively)

0 202314, Maharashiras Stste Board of Techaical Education,
49, Kherwadi, Ali Yowar Jung Marg, Bandra (E), Mumbai.
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BranchWise Placement
Mechanical Engineering 60
Electrical Engineering 36
Civil Engineering 22
Electronics & 45
Telecommunication
Engineering
Instrumentation 18
Computer Engineering 02
Mechatronics 12
Total 195
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