d}ofFb]jL sGof sn]h 
k|fWofks÷sd{rf/L sfo{;Dkfbg d"Nofª\sg sfo{ljlw—@)&^
k|:tfjgf
gf/LnfO{ pRr lzIff dfkm{t ;zQmLs/0f ug]{ p2]Zo lnP/ lj=;+= @)%& ;fndf g]kfnL ;dfhdf ;dfh;]jf dfkm{t cu|0fL of]ubfg lbg'x'g] ;dfh;]jL tyf bfgjL/ ;'>L d}ofFb]jL >]i7 tyf pxfFsf] k/Ljf/sf] cfly{s, ;dflhs / k|zf;lgs ;lqmotfdf :yflkt d}ofFb]jL sGof sn]h jt{dfg ;"rgf k|ljlw Pjd\ ljZjJofkLs/0fsf] ljsf; / lj:tf/ ;Fu} ;do–;fk]If ¿kdf cufl8 a9L/x]sf] 5 . kl/jlt{t z}lIfs cfjZostf Pjd\ pRr lzIfftkm{sf] a9\bf] cfsif{0fnfO{ b[li6ut u/L lrtjg lhNnf–cGtu{t e/tk'/–!) df x/]s kIfsf ;/f]sf/jfnfx¿sf] ;lqmotfdf lqe'jg ljZjlabfnoaf6 ;DaGwg lnO{ ;lqmo ¿kdf lzIffsf] :t/ ljsf; ug{sf] lglDt cu|;/ 5 . d}ofFb]jL sGof sn]hsf] ljwfg @)%& tyf k|yd ;+zf]wg @)&^ df /xL of] k|fWofks÷sd{rf/L sfo{;Dkfbg d"Nofª\sg sfo{ljlw – @)&^ tof/ u/L sn]h ;~rfns ;ldltsf] a}7saf6 kfl/t u/L nfu" u/LPsf] 5 . 
kl/R5]b– !

k|f/lDes

!= 
gfd tyf k|f/De 

-s_ 
o; ljlgodsf] gfd  æd}ofFb]jL sGof sn]h k|fWofks, sd{rf/L sfo{;Dkfbg d"Nofª\sg sfo{ljlw–@)&^Æ x'g]5 .

-v_ 
of] ljlgod sn]h ;+~rfns ;ldltn] kfl/t u/]sf] ldltb]lv nfu" x'g]5 .

@= 
kl/efiff / JofVof 

ljifo k|;Ën] csf]{ cy{ gnfu]df o; ljlgoddf M

-s_ 
æsn]hÆ eGgfn]] d}ofFb]jL sGof sn]h ;Demg' kb{5 .

-v_ 
ælk|lG;knÆ eGgfn]  sn]h lgod cg';f/ lgo'Qm lk|lG;kn eGg] ;Demg' kb{5 .

-u_ 
æ;xfos lk|lG;knÆ eGgfn] sn]h lgod cg';f/ lgo'Qm ;xfos lk|lG;kn eGg] ;Demg' kb{5 
-3_ 
æz}lIfs k|zf;gÆ eGgfn] sn]hsf] lgoldt z}lIfs sfo{qmd tyf z}lIfs cfof]hgfx¿ lk|lG;kn dftxt /xg] u/L o; ljlgodadf]lhd ul7t ;ldlt tyf pk;ldltaf6 u/Lg] sfo{ ;d]tnfO{ hgfpFb5 . 

-ª_  æ;ª\sfo k|d'vÆ eGgfn] ;ª\sfout ;ldltsf] k|d'vnfO{ hgfpFb5 .

-r_ 
æljefuLo k|d'vÆ eGgfn] ljifout ljefuLo lzIf0f ;ldltsf] k|d'vnfO{ hgfpFb5 .
-5_ 
æ;~rfns ;ldltÆ eGgfn]  sn]hsf] ;~rfns ;ldltnfO{ ;Demg' kb{5 .

-h_
æpRr txÆ eGgfn] Research Degree h:t} M. Phil., Ph. D. nfO{ ;Demg' kb{5 .

kl/R5]b–@

sfo{;Dkfbg d"Nofª\sgsf cfwf/x¿M
#= sn]hdf sfo{/t k|fWofks, sd{rf/Lx¿sf] d"Nofª\sgsf cfwf/x¿ M
#=! sn]hdf k|fWofkg/t k|fWofksx¿sf] d"Nofª\sgsf cfwf/x¿ b]xfo adf]lhd x'g]5g\ M
	qm=;+=
	sfo{;Dkfbg

(Performance)
	cfwf/

(Criteria)
	clwStd hDdf

	s
	lzIf0f
	5fqf d"Nofª\sg kmf/dsf] cfwf/df

5fqf kf; k|ltztsf] cfwf/df

pRr lzIff cWoogsf] cfwf/df -Pd\=lkmn, lk=Pr\=8L_
	@=)
!=)

@=)
@
	%

	v
	cg';Gwfg tyf
k|sfzg
	hg{ndf n]v k|sfzg

;]ldgf/, sfo{zfnfdf cg';GwfgfTds sfo{kq k|:t'tL

k':ts k|sfzg÷;Dkfbg

zf]wkq ;'kl/j]If0f
	@=)
!=)
!=)
!=)
	%

	u
	sn]h tyf ;d'bfodf of]ubfg
	a}7sdf pkl:ylt
ljefuLo sfo{df of]ubfg

cltl/Qm lqmofsnfkdf of]ubfg

;d'bfodf of]ubfg
	)=%
)=%

)=%

)=%
	@

	3
	lzIf0f k|ljlw k|of]u ug{ ;Ifd
	sDKo"6/ k|of]u u/L lzIf0f, k|Zgkq lgdf0f{, d"Nofª\sg ug{ ;Ifd
k|ljlw, sDKo"6/ / OG6g]{6sf] k|of]uåf/f lzIf0f -!=%_
sDKo"6/ / OG6g]{6sf] k|of]uåf/f lzIf0f       -!=)_
k/dk/fut lzIf0f                         -)=%_
	!=%

	!=%

	ª
	labf artsf]

ljj/0f
	la/fdL labf jrt     
e}k/L labf jrt      

kj{ labf jrt 
	)=%
)=%
)=%
	!=%

	hDdf
	!%


s_   sfo{;DkfbgM–lzIf0f

i. 5fqf d"Nofª\sg kmf/dsf cfwf/df

	qm=;+
	dfkgsf] cfwf/
	/]l6ª
	sfo{;Dkfbg d"Nofª\sgsf] lglDt cª\s

	!
	pTs[i6
	$
	@

	@
	Hofb} /fd|f]
	#
	!=%

	#
	;Gtf]ifhgs
	@
	!

	$
	;'wf/sf] cfjZos
	!
	)=%


ii. 5fqf kf; k|lt;tsf] cfwf/df d"Nofª\s lgDgfg';f/ u/Lg]5 M

	qm=;=
	ljj/0f
	/]l6ª
	sfo{;Dkfbg d"Nofª\sgsf] lglDt cª\s

	!
	&)% b]lv dfly 5fqf pQL0f{ ePdf 
	$=)
	!

	@
	^)% b]lv dfly 5fqf pQL0f{ ePdf 
	#=)
	)=&%

	#
	%)% b]lv dfly 5fqf pQL0f{ ePdf 
	@=)
	)=%

	$
	$)% b]lv dfly 5fqf pQL0f{ ePdf 
	!=)
	)=@%


iii. pRr lzIff cWoogsf] cfwf/df -Pd\=lkmn, lk=Pr\=8L_
	qm=;+
	dfkgsf] cfwf/
	sfo{;Dkfbg d"Nofª\sgsf] lglDt cª\s

	!
	lk=Pr=l8
	@

	@
	Pd=lkmn=
	!


v_   sfo{;Dkfbg M– cg';Gwfg tyf k|sfzg
i. hg{ndf n]v k|sfzg

	qm=;+
	dfkgsf] cfwf/
	sfo{;Dkfbg d"Nofª\sgsf] lglDt cª\s

	!
	cGt/f{li6«o hg{ndf n]v k|sfzg
	@

	@
	/fli6«o hg{ndf n]v k|sfzg -cª\u|]lhdf_
	!=%

	#
	/fli6«o hg{ndf n]v k|sfzg -g]kfnLdf_
	!=)

	$
	sn]hsf] hg{ndf n]v k|sfzg
	)=%


ii. ;]ldgf/, sfo{zfnfdf cg';GwfgfTds sfo{kq k|:t'tL
	qm=;+
	dfkgsf] cfwf/
	sfo{;Dkfbg d"Nofª\sgsf] lglDt cª\s

	!
	cGt/f{li6«o ;]ldgf/
	!

	@
	/fli6«o ;]ldgf/
	)=%


iii. k':ts k|sfzg÷;Dkfbg

	qm=;+
	dfkgsf] cfwf/
	sfo{;Dkfbg d"Nofª\sgsf] lglDt cª\s

	!
	Psn n]vg 
	!=)

	@
	;x–n]vg           
	)=&%

	#
	;Dkfbg -cª\u|]lhdf_
	)=%

	$
	;Dkfbg -g]kfnLdf
	)=@%


iv. zf]wkq ;'kl/j]If0f
	qm=;+
	dfkgsf] cfwf/
	sfo{;Dkfbg d"Nofª\sgsf] lglDt cª\s

	!
	jflif{s % jf % eGbf dfly
	!

	@
	jflif{s % eGbf sd
	)=%


u_   sfo{;Dkfbg M– sn]h tyf ;d'bfodf of]ubfg

-o; ;DalGw dfkg ug]{ cfwf/ k|zf;lso lgodfjnLdf pNn]v eP adf]lhd x'g]5 ._

3_   sfo{;Dkfbg M– lzIf0f k|ljlw k|of]u ug{ ;Ifd
-o; ;DalGw dfkg ug]{ cfwf/ k|zf;lso lgodfjnLdf pNn]v eP adf]lhd x'g]5 ._
ª_   sfo{;Dkfbg M– labf artsf] ljj/0f 
sn]hdf sfo{/t k|fWofks tyf sd{rf/Lx¿n] ;'ljwfsf] ¿kdf pkef]u ug{ kfpg] ljleGg lsl;dsf labfx¿sf] cfwf/df d"Nofª\sg lgDgfg';f/ u/Lg]5 M
	la/fdL labf

	jrt labf lbg
	! – %
	^ – !)
	!! – !%

	cª\s
	)
	)=@%
	)=%

	e}k/L cfpg] labf

	jrt labf lbg
	! – @
	# – $
	% – ^

	cª\s
	)
	)=@%
	)=%

	kj{ labf

	jrt labf lbg
	! – @
	# – $
	% – ^

	cª\s
	)
	)=@%
	)=%


#=@ 
sn]hdf sfo{/t sd{rf/Lx¿sf] d"Nofª\sgsf cfwf/x¿ lgDgfg';f/ x'g]5 . 

sd{rf/Lx¿sf] sfo{;Dkfbg d"Nofª\sg s"n !) cª\snfO{ cfwf/ dfg]/ u/Lg] 5 .

	qm=;+=
	sfo{;Dkfbg

(Performance)
	cfwf/

(Criteria)
	hDdf

	)!
	sfo{ ;Dkfbg
	pRr cWoog 

;DalGwt ljifosf] 1fg

sfo{zfnf÷;]ldgf/df efu lnPsf]

l;k ljsf; tflnd
	!=)

!=)

!=)

!=)
	$

	)@
	 sn]h tyf ;d'bfodf of]ubfg
	a}7sdf pkl:ylt

ljefuLo sfo{df of]ubfg

cltl/Qm lqmofsnfk÷cg';Gwfg 

;d'bfodf of]ubfg
	)=@%

)=@%

)=@%

)=@%
	!



	)#
	k|ljlw k|of]u
	cfˆgf] sfo{ ;Dkfbgdf k|ljlwsf] k|of]u 
	!=)
	!

	)$
	labf artsf]

ljj/0f
	la/fdL labf jrt     

e}k/L labf jrt      

kj{ labf jrt 

3/ labf jrt       
	!=)

!=)

!=)

!=)
	$

	hDdf
	!)


kl/R5]b–#
k"0f{sfnLg k|fWofks tyf sd{rf/Lsf] bfloTj / st{Jo

$= k"0f{sfnLg k|fWofks tyf sd{rf/Lsf] bfloTj / st{Jo
$=! k"0f{sfnLg k|fWofksx¿sf] bfloTj / st{Jo M

k"0f{sfnLg k|fWofksx¿n] k|ltxKtf #) 306f ;do lbg'kg]{ 5 . k|lt xKtf Go"gtd\ !* 306f sn]hdf k|fl1s ef/ lng] u/L k|fWofksx¿sf] ;do ljefhg lgDgfg';f/ u/Lg] 5 M

	qm= ;+=
	ljj/0f
	k|lt xKtf
;do -306fdf_
	s}lkmot

	s
	sIff lzIf0f -sDtLdf_
	!*
	

	v
	cfGt/Ls d"Nofª\sg -5fqf k/fdz{, k/LIff ;+rfng, pQ/ k'l:tsf kl/If0f, cfGtl/s d"Nofª\sg, u[xsfo{ k/LIf0f / k[i7kf]if0f_
	#
	k|lt ljifo ! 306f

	u
	lzIf0f ljifoj:t' / kf7of]hgf tof/L
	#
	k|lt ljifo ! 306f

	3
	cg';Gwfg, ;]ldgf/ /  sn]h ;]jf
	^
	

	hDdf
	#)
	


s_
sIff lzIf0f

!_ sf];{ s/f/ k|fWofksx¿sf] kf7\oef/sf] cfwf/df ;dfg'kflts bfloTj ljt/0f x'g]5 . k|To]s jif{sf] z}lIfs ;qsf] ;'?jftdf s/f/ k|fWofksx¿sf] sf];{ s/f/ lgo'lQm kq, bfloTj / st{Ao -TOR_ k|bfg u/Lg] 5 . -cg'z'rL ! df lgo'lQm kq, bfloTj / st{Jo sf] gd'gf /flvPsf] 5 ._
@_
k"0f{sfnLg k|fWofkssf] ;]jf ;do ljxfgL, lbjf, ;fFem jf sn]hsf] cfjZostf cg';f/ tf]lsg] 5 

#_
x/]s k|fWofksn] k|To]s sfo{ dlxgfsf] cGtdf ;ª\sfo k|d'v÷ljefuLo k|d'vnfO{ cfkm"n] cWofkg u/]sf] ;DalGwt dlxgfsf] 5fqf xflh/L tyf cfˆgf] k|fl1s ef/sf] ultljlw -Psf8]lds nu a's_ hfgsf/L u/fpg' kg]{5 . 
$_
x/]s z}lIfs jif{df k|fWofkssf] kf7\oef/ ;DalGwt k|fWofks / ;ª\sfo k|d'v÷ljefuLo k|d'vsf] k/fdz{df to tyf k|dfl0ft ePkl5 dfq nfu" x'g]5 .
%_ x/]s z}lIfs jif{sf] ;'?df ljifo k|fWofksn] cfkm"nfO{ lbOPsf] ljifosf] z}lIfs of]hgf (Teaching Plan) ;ª\sfo k|d'v÷ljefuLo k|d'vnfO{ a'emfpg'kg]{5 / To;s} cfwf/df ;ª\sfo k|d'v÷ljefuLo k|d'vsf] lgb]{zg / ;'emfadf sIff ;+rfng ug'kg]{5 . 

^_ 
x/]s k|fWofksn] sn]h ;~rfns ;ldltaf6 lgb]{lzt lgb]{zg, cfrf/ ;+lxtf / cGo cfjZos ;Nnfx ;'emfax¿ kfngf ug'{kg]{5 . 

&_
kf7\oef/ sd ePsf] cfj:yfdf k"0f{sfnLg k|fWofksx¿nfO{ sf];{ s/f/df kl/jt{g ul/ lgodfg';f/sf] tna ;'ljwf pknAw u/fOg] 5 .
*_
lk|lG;kn, ;xfos lk|lG;kn, ;ª\sfo÷ljefuLo k|d'v tyf cfGtl/s u'0f:t/ d"Nofª\sg ;+of]hssf] sIff lzIf0fsf] kf7\oef/ tf]lsP adf]lhd x'g]5 .
v_ cfGt/Ls d"Nofª\sg 

x/]s k|fWofksn] cfkm"n] cWofkg u/fpg] 5fqfx¿ / sd{rf/Lx¿n] sn]hsf ljleGg 5fqfx¿aLr sn]h ;dodf k/fdz{ Pjd\ cGt/lqmof ug'{kg]{5 . ;fy} ;DalGwt lzIfs tyf sd{rf/Ln] sn]hsf] lgoldt k/LIff ;+rfng, pQ/ k'l:tsf kl/If0f, cfGtl/s d"Nofª\sg, u[xsfo{ k/LIf0f / k[i7kf]if0fdf ;xefuL x'gkg]{5 .

u_ lzIf0f ljifoj:t' / kf7of]hgf tof/L

x/]s k|fWofksn] cfkm"n] cWofkg u/fpg] ljifoj:t'sf] k':tsfno jf OG6/g]6sf] k|of]u u/L cfkm"n] k9fpg] ljifoj:t' / kf7of]]hgf tof/L ug'{kg]{5 . 
3_ cg';Gwfg, ;]ldgf/ /  sn]h ;]jf

!_  cg';Gwfg, ;]ldgf/

;DalGwt k|fWofksn] cfkm\gf] ljifo;Fu ;DalGwt cg';Gwfg tyf zf]w sfo{nfO{ lg/Gt/ hf]8 lbg'kg]{5 . ;ª\sfo k|d'v÷ljefuLo k|d'vn] tf]s] adf]lhd k|fWofksn] zf]wkqsf] ;'kl/j]If0f ug'{ kg]{5 . zf]wkq ;'kl/j]If0f u/] jfkt ;DalGwt k|fWofksnfO{ tf]lsP adf]lhd kfl/>lds pknAw u/fOg] 5 .
@_ sn]h ;]jf M

sn]hn] cfof]hgf u/]sf] a}7s tyf e]nfdf pkl:ylt, ;xof]uL k|fWofksnfO{ ;'kl/j]If0f, lgb]{zg, k|fl1s ultljlwdf sfo{;Dkfbg / ;ª\sfo÷ljefun] tf]s] adf]lhdsf] k|zf;lgs sfo{ ug'{ kg]{5 .
$=@ k"0f{sfnLg sd{rf/Lsf] bfloTj / st{Jo


s_ k"0f{sfnLg sd{rf/Ln] k|lt xKtf vfgf vfg] lbgsf] ! 306fsf] ;do ;lxt xKtfdf $* 306f sfo{ ug'{kg]{5 . 

v_ c? sfo{x? sn]hsf] k|fzf;lso lgodfjnLdf eP adf]lhd x'g]5 . 
%=
d"Nofª\sgsf] k|lqmof M

s_
k|fWofks tyf sd{rf/Ln] x/]s jif{sf] >fj0f !) ut] leq sn]hn] pknAw u/fPsf] :jMd"Nofª\sg kmf/fd e/L ;ª\sfo k|d'v÷ljefuLo k|d'v÷;xfos lk|lG;kn÷lk|lG;kn nfO{ a'emfpg' kg]{5 . ;f] kmf/d ;DalGwt lgsfoaf6 >fj0f !% ut] leq lk|lG;kn ;dIf k]z ug'{ kg]{5 . >fj0f @) ut]leq lk|lG;knn] ;a} k|fWofksx¿sf] :jMd"Nofª\sg kmf/fd ?h" tyf d"Nofª\sg u/L k|fWofks tyf sd{rf/L kbk"lt{ ;ldltnfO{ k]z u/L k|fWofks tyf sd{rf/L kbk"lt{ ;ldltsf] l;kmfl/; Pjd\ sn]h ;~rfns ;ldltsf] lg0f{o cg';f/ k|fWofksx¿sf] Dofb yk tyf tx j[l4 lgwf{/0f x'g]5 . -cg';'lr b'O{df d"Nofª\sg kmf/dsf] gd'gf /flvPsf] 5 ._
v_
sfo{ljlw adf]lhd sfo{ eP gePsf] x/]s # dlxgfdf Ps k6s  cfGtl/s u'0f:t/ ;'lglZrttf ;ldlt -Internal Quality Assurance Cell_ n] clen]v d"Nofª\sg u/L k|fWofks tyf sd{rf/L kbk"lt{ ;ldltdf k]z ug]{5 . pQm d"Nofª\sgsf cfwf/df sn]h ;~rfns ;ldltsf cWoIf tyf ;b:ox?n] cjnf]sg u/L cfjZos ;'emfj lbg]5 . ;'emfj adf]lhd eP gePsf] ;d]]t d"Nofª\sg u/Lg]5 .

^=
ljljw M

s_
x/]s jif{ ljefuLo pTs[i6 d"Nofª\sgdf k/]sf k|fWofks tyf sd{rf/Lx¿nfO{ sn]hsf] jflif{sf]T;j tyf lth ;df/f]xdf ;Ddfg Pjd\ k'/:s[t u/Lg] 5 .
v_
:yfoL k|fWofks tyf sd{rf/Lx¿nfO{ cg';GwfgfTds cWoog h:t} M.Phill, Phd ug{ sn]hn] ;ª\sfo k|d'v÷ljefuLo k|d'vsf] l;kmfl/;sf] cfwf/df Ps jif{df a9Ldf @ hgfnfO{ cfly{s tyf k|zf;lgs ;xof]u ug]{5 .
u_
cGo ljifodf sn]h ;~rfng lgodfjnL, k|fWofks–sd{rf/L lgod, z}lIfs k|zf;g lgodfjnL tyf ;~rfns ;ldltn] lg0f{o u/] adf]lhd x'g]5 .
3_
k|fWofks tyf sd{rf/Ln] cl3Nnf] z}lIfs ;qsf] lglDt JolQmut ljj/0f ;lxtsf] sfo{ ;Dkfbg d"Nofª\sg kmd{ cfˆgf] k|d'[v ;dIf d"Nofª\sgsf] lglDt x/]s jif{sf] >fj0f !) leq clgjfo{ a'emfpg' kg]{5 . 

ª_
o:tf] kmf/dnfO{ ;DalGwt ;ª\sfo k|d'v÷ljefuLo k|d'v, ;xfos lk|lG;kn jf lk|lG;knn] uf]Ko ¿kdf ?h' u/L >fj0f !% ut] leq k'g/fjnf]sgsf] lglDt k|fWofks tyf sd{rf/L kbk"lt{ ;ldlt ;dIf k7fpg] 5g\ . 

r_
k'g/fjnf]sgstf{sf] d"Nofª\sg clgjfo{ x'g] 5 t/ k'g/fjnf]sgstf{n] s'g} cª\s glbPsf] ePdf d"Nofª\sgstf{sf] cª\s dfGo x'g]5 . 

5_
k|fWofks tyf sd{rf/Lsf] d"Nofª\sg ;ª\sfo k|d'v÷ljefuLo k|d'vn], ;ª\sfo k|d'v÷ljefuLo k|d'vsf] d"Nofª\sg tf]lsPsf] ;xfos lk|lG;knn] / ;xfos lk|lG;knsf] d"Nofª\sg lk|lG;knn] ug]{ 5g\ . 

h_
lk|lG;knsf] d"Nofª\sg k|fWofks tyf sd{rf/L kbk"lt{ ;ldltsf] ;+of]hsn] / k'g/fjnf]sg  sn]h ;~rfns ;ldltsf] cWoIfn] g} ug]{ 5g\ . 

em_
d"Nofª\sgstf{ tyf k'g/fjnf]sgstf{n] pTs[i6, l7s} egL :t/ lgwf{/0f ubf{sf] cj:yfdf To;sf] lnlvt sf/0f pNn]v ug'{kg]{ 5 . 

`_
x/]s jif{sf] >fj0f @) ut] leq  k|fWofks tyf sd{rf/L kbk"lt{ ;ldltsf] l;kmfl/;df ;~rfns ;ldltsf] d"Nofª\sg pgLtd x'g]5 . Dofb yk ug'{kg]{ k|fWofkssf] Dofb yk / :yfoL k"0f{sflng k|fWofkssf] lgodfg';f/ sfo{;Dkfbg d"Nofª\sg ;~rfns ;ldltsf] lg0f{ofg';f/ x'g]5 .

-cg';'lr !_

CONTRACT LETTER

To

Mr/Mrs/Miss................................

Bharatpur-...............,Chitwan

Date:..........................

Mr/Mrs/Miss..............................

The undersigned is pleased to state that you have been appointed in Maiya Devi Girls' College (MDGC), as Asst. Lecturer/ Lecturer (...........................................) on contract basis to take ................periods weekly w.e.f.............................................as per the decision of College Management Committee vide dated ................................ resolution no.................... You are entitled to enjoy salary and other benefits as per the existing rules of the organization. Please find overleaf the detail Terms of Reference (TOR) for your duties and responsibilities. You are expected to discharge your responsibilities with perfect honesty, integrity and discipline in the highest standard of professionalism and expertise in your given subject of study towards the maximum growth and promotion of this college.

Wishing you good luck!

Chairman









Principal

College Management Committee





Maiya Devi Girls' College

TERMS OF REFERENCE (TOR)

This contact agreement is signed between Maiya Devi Girls' College, Bharatpur-9, Chitwan, hereafter referred to as First party and Mr/Mrs/Miss................................ of Bharatpur-.....,Chitwan , hereafter referred to as the Second Party, today the ...... of ...................... for the appointment of the second party at the post of Asst.Lecturer in ....................... . The details terms and condition of the contract finds hereunder.

1) The contract is signed in between the Principal, Maiya Devi Girls' College as employer and Mr/Mrs/Miss.......................as employee.

2) The contract comes into force once the second party acknowledges the contract with his/her signature on it.

3) The contract period shall begin w.e.f. ........................... and cease on ................. The contract may be renewed for the next academic session on the understanding of both the parties and provided the second party executes his/her duties successfully.
4) The second party is entitled to enjoy salary/ allowances/ grades as per the existing rules of the organization. There shall not be any increment or changes in salary and other benefits during the period of contract.   

5) The second party is subjected to pay income tax as per the rules and regulations of the government of Nepal. Hence your Permanent Account Number (PAN) is mandatory. 

6) The second party is entitled to enjoy sick leave/ festival leave/ maternity leave and other vacations as per the existing rules of the College.

7) The second party is appointed to teach ................ . S/he shall take .........periods weekly on contract basis and a minimum ..........periods weekly on part-time basis.
8) The second party shall execute his/her duties and responsibilities under the instruction, guidance, supervision and coordination of Asst.Principal/Head of Faculty, Management/Education.

9)  The second party shall be involved in teaching activities like undertaking lecture work, preparing terminal examination question papers, evaluation of answer scripts of students, preparing examination hints and solutions ,preparing marks ledger/sheets, academic record keeping, in daily student attendance & log books, counseling students, assisting and guiding students in research, community survey and other academic activities.

10) The second party shall report his/her duty for administrative purpose to Asst.Pricipal/HOD (Management/Education) 

11) The second party shall participate in training, orientation, research activities for his/her career/skill building exercises on the basis of his/her performance and achievements.

12)  The first party has the exclusive right to relieve the second party from his/her duties for wanting in the execution of his/her assignment or failing to abide by the terms and conditions of the contract.

13)  The second party shall undertake extra duties like undertaking remedial classes if the college management decides such activities enhance the teaching learning skills of the students.

14) The second party shall not indulge in any activity in words or action like attending classes in intoxicated state, using drugs or using foul language undeserving of a college teacher.

15)  The second party shall report to the duty 10 minutes prior the commencement of his/her classes in formal dress only.

16) The contract agreement is signed after careful reading and reviewing the terms and conditions and in perfect faith, understanding, belief and sound health.

 Signature







Signature



First Party







Second Party

Role of a Teacher

Teachers play pivotal role in the lives of students in classrooms. They are best remembered for the role of educating the students, although they play other roles as well.

Imparting knowledge

The most common role of a teacher is to impart knowledge to students. They follow a curriculum and instruct to meet guidelines. This s/he does with a teaching plan and several assessments and evaluation methods to gauge the progress of the students concerned. They follow various methods like lectures, interaction, discussion etc.

Creating Positive Vibes in the Classrooms

Teachers play an important role in the classroom when it comes to the environment. Students often mimic a teacher's action. If the teacher creates a warm, happy environment, students are more likely to be happy. An environment set by the teacher can be either positive or negative. Teachers are responsible for the social behavior in their classrooms.

Role Modeling

Teachers typically do not think of themselves as role models, however, inadvertently they are, Students spend a great deal of time with their teacher and therefore, s/he becomes a role model to them. This can be positive or negative. They are highly respected by the community and hence become a role model for students.

Mentoring

Mentoring is a way a teacher encourages to strive to be the best they can. This also includes encouraging students to enjoy learning. Mentoring is also listening to students' concerns. They build a sense of ownership and confidence in the classrooms to be successful in life by listening to their problems.

Signs of Trouble

Teachers are proctors and they protect students. They identify the signs of trouble in the students. When students' behavior changes or physical signs of abuse are noticed, teachers are required to look into the problem. Teachers must follow organizational procedures when it comes to following up on all signs of trouble.

Instruction to Lecturers/Professors

Lecturers/Professors must strictly follow the instructions given hereunder:

1. Report for duty in time and record the exact time of arrival and departure in Attendance Machine and Staff Attendance Register on every working day.

2. Get due sanction of leave from the Head / Asst. Principal before availing and also observing the Leave Rules.

3. Take roll call of the class and ensure it is recorded in on Daily Attendance Register for students.

4. Plan teaching activities consulting the syllabus /course of studies, designing Teaching Plan and recording achievements duly in Log Book.

5. Submit all the documents (lists, papers, reports, results, thesis etc) after thorough checking by the stipulated date and time.

6. Uphold the reputation and standing of the profession

7. Take all reasonable steps to ensure students safety and welfare

8. Work within the framework of relevant college regulations.

9. Put consistent effort to promote student education and welfare.

10. Report incidents or matters which impact on student education and welfare.

11. Communicate effectively with students, colleagues, parents, school management and other stakeholders in professional, collaborative, supportive manner.

12. Maintain high standards of practice in relation to student learning, planning, monitoring, assessing, reporting and providing feedback

13. Create an environment where students can become active agents in the learning process and develop lifelong learning skills.

14. Always come to the class in formal dress.

15. Put every effort in giving extra inputs to the students other than class room teaching to make them academically brilliant, as well as confident, competent and fully developed personality.
16. Attend subject/ department meetings regularly to share the performance, progress and problems of the students.

17. Inspire, motivate, persuade and guide the students.
18. Make suggestions /proposals for betterment of the students and college.

19. Enrich and refresh your knowledge by regular reading of extra reference books/Newspaper/magazines and other reading materials.

20. Report in the class room as per the timetable as soon as the period bell goes and engages students until the next bell goes off again.

Duties and Responsibilities of a Lecturer/Professor

Post - secondary teachers are lecturers who instruct students in a wide variety of academic subjects and courses at under-graduate, post-graduate and research levels. They conduct research concurrent to their teaching and publish scholarly articles and books. In Maiya Devi Girls' College (MDGC), we have summarized a list of duties of Lecturers/Professors to be undertaken obligatorily which they must acknowledge in heart and spirit for each of assignments furnished hereunder:

1. Teach subject/courses assigned to you as per your area of studies and specialization.

2. Develop academic teaching plan synchronized with the institution's annual work plan at the beginning of the academic session considering the curriculum/syllabus and instruct to meet the educational needs of the program and department.

3. Work with the concerned students who are studying for a course or working on research to meet scholarly requirements. Supervise them. Guide them. Mentor them.

4. Plan lessons and assignments systematically consistent with the objectives mentioned in curriculum.  

5. Assess students' progress by grading papers, reports, assignments and tests regularly.

6. Advise and encourage students to take class, exam etc to meet their goals in life.

7. Stay informed about changes and innovations in your subject by reading extensively in the given field.

8. Stay tuned to advancement in knowledge in your field through research and scholarly publication. Note your promotion is exclusively subjected to attaining research degree.

9. Serve readily and willingly in academic and administrative committees to review budget, plan, programs and policies of the institution.

10. Work in a team in the spirit of cooperation and mutual support and always endeavor to display your leadership skills.
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MAIYA DEVI GIRLS' COLLEGE 

Teacher/Staff Performance Self-apparaisal Form

(To be filled-in by the concerned Teacher/Staff)

Name of Teacher/Staff:..................................................
Faculty/Dept.: ........................

Appointment date.......................

Rank/Status/Position:  (Permanent /Temporary/Full Time/ Contract/Part Time)

1. Attendance, Salary Scale & Service Duration

	for Academic Year: 20........./20..........

· Total working days: ...............

· Total teaching days : ......................

· Total present days: ...............

· Current salary scale: ............................  Grade: ...................   Bonus: ................

Any other benefit:...................................Total cumulative salary: .......................

· Total service duration:  ...............Days.................Month...............Year 


2. Performance Self-apprasial Score (Note: Please refer for breakdown of rating for each criteria below)
	S.N.
	Performance
	 Criteria
	Self-appraisal Score
	Score from immediate assessor
	Score from Final assessor

	i
	Teaching
	Knowledge of Concened subject     (5.0)

Student Feedback Form (to be filled in by immidiate assessor)                          (2.0)
Student pass %                                   (1.0)

Higher/Research Education                (2.0) 
	
	
	

	ii
	Research & Publication 


	Publication in Journal                     (2.0)
Publication in international journal   (2.0)

Publication in College journal           (0.5)

Publication in other journals              (1.0)
Presentaion of research article in seminar/workshop                            (1.0)
International Seminar/Workshop      (1.0)

National seminar/workshop               (0.5)  

Book publication/editing                 (1.0)
Self-written                                        (1.0)                

Written in collaboration                    (0.5)      

 Editing                                             (0.25)

Thesis superevison                          (1.0)
	
	
	

	iii
	Contribution to institution and community
	Institutional & Social Contribution(2.0)

Attendance in meettings                    (0.5)

Contribution to dept.activities           (0.5)

Contribution in ECA                         (0.5)

Contribution in community               (0.5)
	
	
	

	iv
	 Use of technoloy 
	Use of Technology                            (1.5)

ICT, computer & Internet in TLI      (1.5)

Computer & Internet                         (1.0)

Conventional TLI                              (0.5)
	
	
	

	v
	Accrued Leave
	 Accrued Leave Benefit                    (1.5)

Accrued Sick Leave                           (0.5)          

Accrued Causual Leave                      (0.5)

Accrued Festival Leave                      (0.5)
	
	
	

	Total Score
	
	
	


i. Performance: Teaching

a) Student Feedback Form
	S.N
	Rating in Word
	Rating in Number 
	Obtained Score

	1
	Excellent
	4
	2

	2
	Very Good
	3
	1.5

	3
	Good
	2
	1

	4
	Satisfactory
	1
	0.5


b) Student Pass %

	S.N
	Pass %
	Rating in Word
	Rating in Number 
	Obtained Score

	1
	60 % above
	Excellent
	4
	1

	2
	50%-59% 
	Very Good
	3
	0.75

	3
	40%-49%
	Good
	2
	0.5

	4
	below 40%
	Satisfactory
	1
	0.25


c) Higher Education (M.Phil., PHD)
	S.N
	Course
	Obtained Score

	1
	PHD
	2

	2
	M.Phil.
	1


ii. Performance: Research & Publication
a) Artical Publication in Journal  

	S.N
	Criteria
	Obtained Score

	1
	Publication in International Journal
	2

	2
	Publication in National Journal (Eng.)
	1.5

	3
	Publication in National Journal (Nep.)
	1

	4
	Publication in College Journal
	0.5


b) Presentation of Research Artical in Seminar/Workshop
	S.N
	Criteria
	Obtained Score

	1
	International Seminar/Workshop
	1

	2
	National Seminar/Workshop
	0.5


c) Book Publication/Editing

	S.N
	Criteria
	Obtained Score

	1
	Individual
	1

	2
	Collaboration 
	0.75

	3
	Editing (English)
	0.5

	4
	Editing (Nepali)
	0.25


d) Thesis supervision
	S.N
	Criteria
	Obtained Score

	1
	Annual Five or more
	1

	2
	Annual less than Five
	0.5


iii. Performance: Contribution to institution and community
(The evaluation of criteria is done as per the administrative guidelines)
iv. Performance: Use of Technology 

(The evaluation of criteria is done as per the administrative guidelines)
v. Performance: Score from Leave 
	Sick Leave (in days)

la/fdL labf

	Saved sick leave 
	1-5
	6-10
	11-15

	Points
	0
	0.25
	0.5

	Casual Leave
e}k/L cfpg] labf

	Saved leave 
	1-2
	3-4
	5-6

	Points
	0
	0.25
	0.5

	Festival Leave

kj{ labf

	Saved leave 
	1-2
	3-4
	5-6

	Points
	0
	0.25
	0.5


3. Subject taught and pass percentage
	S.N.
	Subjets 
	subject code
	Credit Hours 
	No of students
	No of appeared students in final exam
	Pass %
	Remarks

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


4.  Fill in your performance self-appraisal in the chart below:

	S.N.
	Particulars
	Rating
	Max. Scores
	Obtained Score 

	1
	Student Pass Rate above 70%
	4.0
	1
	

	2
	Student Pass Rate above 60%
	3.0
	0.75
	

	3
	Student Pass Rate above 50%
	2.0
	0.5
	

	4
	Student Pass Rate above 40%
	1.0
	0.25
	

	Average Score:

	
	


5. State the details of the project/research/publication of your association in the current academic year:
.....................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................
6. State the details about your participation in research activities like seminar/workshop:
.....................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................
7. State your contribution in teaching and academic field in the current academic year:
.....................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................
8. State if you have obtained additional qualification in the current acdemic year:
.....................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................
9. State if you have obtained any award/prize/felicitation for your significant contribution in academic field:
.....................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................
10. Share your opinion about the promotion and growth of the institution:
.....................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................
11. State what do you expect from the indtitution about your academic and personal career growth:
.....................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................
12. Score from Leave (To be filled-in by asserror only)
	Sick Leave (in days)

la/fdL labf
	Score from assessor
	Remarks

	Saved sick leave 
	1-5
	6-10
	11-15
	
	

	Points
	0
	0.25
	0.5
	
	

	Casual Leave
e}k/L cfpg] labf
	
	

	Saved leave 
	1-2
	3-4
	5-6
	
	

	Points
	0
	0.25
	0.5
	
	

	Festival Leave

kj{ labf
	
	

	Saved  leave 
	1-2
	3-4
	5-6
	
	

	Points
	0
	0.25
	0.5
	
	


14. Of self-assessor:

Name of spouse:........................................................

Name of father/mother:.............................

Citizenship no:........................ Issued district:.......................................Issued date:.......................................
Permanent address............................................................................................................................................

.........................................................................................................................................................................

Phone:.................................... Email:..............................................

Signature ..............................................................   Date:..........................

cg';'lr #
To be filled in by immideate supervisour/assessor 

The following scores in the chart revels performance work appraisal level of the concern lecturer

	S.N
	Rating in Word
	Rating in % 
	Obtained Score

	1
	Excellent
	70
	

	2
	Very Good
	60
	

	3
	Good
	50
	

	4
	Satisfactory
	40
	


Please mention any significant contribution that may be considered for positive performance appraisal of the concerned lecturer
.......................................................................................................................................................................................................................................................................................................

Details of Immediate Supervisor/assoser

Name:

Faculty:

Designation:

Signature:

Date:

cg';'lr $
To be filled in by Head of the Institution.  

The following scores in the chart revels performance work appraisal level of the concern lecturer

	S.N
	Rating in Word
	Rating in % 
	Obtained Score

	1
	Excellent
	70
	

	2
	Very Good
	60
	

	3
	Good
	50
	

	4
	Satisfactory
	40
	


Please mention any significant contribution that may be considered for positive performance appraisal of the concerned lecturer

.......................................................................................................................................................................................................................................................................................................

Details of Immediate Head of Institution

Name:

Faculty:

Designation:

Signature:

Date:
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