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Guidelines for Maintaining the Academic Record 
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The Academic record should reflect the work done by the teacher, 

date-wise and period-wise. 
The class, time and the topic or the practical conducted on a 

particular day should be mentioned in the appropriate column. 
On each day, in addition to the topic, the particular aspect of the 
topic dealt in that period should be recorded. 

The day on which discussion/seminar class is conducted, the 

topic for the discussion/seminar class, should be recorded. 

If the teacher is on leave, the same be indicated against all the 

columns of the day. 
On any working day, ifa class/classes could ot be conducted 

on account of boycott, strike, extra curricular programme, 
unforeseen situation etc., the same should be recorded in the 

relevant column(s) pertaining to the period(s). 
It is necessary to observe carefully the progress made in covering 
the syllabus every month and adopt suitable remedial measures 
to complete the syllabus. 
In the review column, the teacher should mention the position 

with regard to the coverage of the syllabus at the end of every 
month. 

Principal's Review 
The Principal's review should be at least once in a month. The 

Principal should review teacher-wise and department-wise 
progress made in covering the syllabus. 
The Principal should then offer remarks for any changes that are 

necessary with reference to the teacher/department. 
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