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ORGANOGRAM OF INSTITUTIONAL STRUCTURE

[ College Patron & SuBatrons ]

[ College Assembly ]

[ College Management Committee ]

[ Executive Committee]

o

[ Principal ]

Sub-Committeeon Purchase,
Construction & Maintenance

[ Vice Principal ] [ Vice Princinal ]

Account and Audit

SubCommittee on }

Sub-Committee on _
Scholarship ] Dept. of Accqunt Technical
Mananaman Sectlon Section
e

SubCommittee on Library
& Laboratory Management

Research & Dept. of Maintenance Examination &
Publication Cell Education Section Library Sectio

Exam & Internal
Assessment Cell

Public Information
& EMIS Cell

ECA & CCA Cell ]

Counseling &
Placement Cell

Feedback Cell ] (Reoriented & reorganized as of 2076/11/12)

ORGANOGRAM OF INSTITUTIONAL STRUCTURE
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Date: 19" Bhadra, 2076

Q{\M . APPM/CONTRACT LETTER
The undersigned is pleased to state that you have been appointed in Maiya Devi
Girls' College (MDGC), as Asst. Lecturer (Part Timer) on period basis to take two
periods daily for six days a week in the time schedule 7.40 am to 10.10 am wef
Bhadra 2076 as per the decision of College Management Committee vide dated
18" Bhadra , 2076 resolution no................. You are entitled to enjoy wages 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!

Website: www.maiyadevigiriscollege.edu.np, Email:maiyadevigirlscollege2057@gmail.com

Sample of an Appointment Letter
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Date: 19" Bhadra, 2076

TERMS OF REFERENCE (TOR)

This contact agreement is signed between Maiya Devi Girls' College, Bharatpur-10, Chitwan,
hereafter referred to as First party and Mr Arjun Dhakal of Indrapuri, Bharatpur- 6, Chitwan,
hereafter referred to as the Second Party, today the 19" day of Bhadra, for the appointment of
the second party -at the post of Asst. Lecturer of Nepali language. The details terms and
condition of the contract finds hereunder.

1)
2)

3)

4)

5)
6)

7)
8)

9)

The contract is signed in between the Principal, Maiya Devi Girls' College as employer and
Mr Arjun Dhakal as employee.

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

The contract period shall begin wef 22™ Bhadra, 2076 and cease on 31% Asar, 2077. The
contract may be renewed for the next academic session on the understanding of both the
parties and provided the second party executes his duties successfully.

The second party is entitled to enjoy wage on period basis as per the existing rules of the
organization. There shall not be any increment or changes in any benefits during the penod
of contract.

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

The second party is appointed to teach Nepali language as Part Timer lecturer. He shall
take two periods daily six days a week on period basis.

The second party shall take his assignment in the time schedule 7.40 am to 10.10 am.

The second party shall execute his duties and responsibilities under the instruction,
guidance, supervision and coordination of Asst. Principal/Head of Faculty, Education.

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.

Website: www.maiyadevigiriscollege.edu.np, Email:maiyadevigiriscollege 205 7@gmail.com

Sample of TOR of a Lecturer
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13)

14)
15)

16)
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Bharatpur-10, Chitwan, Nepal

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

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.

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

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

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

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

Si Te Signature
First Party Second Party

Website: www.maiyade vigiriscollege.edu.np, Email:maiyade vigirlscollege2057@gmail.com .

Sample of TOR of a Lecturer
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MAIYA DEVI GIRLS' COLLEGE

Teacher/Staff Performance Sedfpparaisal Form
(To be filledin by the concerned Teacher/Staff

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

1. Attendance, Salary Scale & Service Duration

for Academic Year: 20......... 120..........
Total working days: ...............

Total present days: ...............

Current salary scale: ..........ccccceeennnnnes Grade: .........eeee.. Bonus: ......ccc.....
Any other benefiti.........cccoiiiiiiie, Total cumulative salary: ..............

i Total service duration: ............... Days......cccce..... Month............... Year

= =4 A A

2. Performance Selapprasial Score (Note: Please refer for breakdown of rating for each criteria below)

S. | Performance Criteria Selt Scorefrom
N. appraisal immediate
Score assessor

Score from
Final assesso

Knowledge ofConcernedsubject  (5.0)
Student Feedback For(to be filled in by

[ Teaching immediateassessor) (2.0
Student pass % (1
Higher/Research Education (2
Publication in Journal (2.0)
Publication in international journal (2.0
Publication in College journal (0.5
Publication in othejournals (1.0]
Presentationof research article in
il Research & | seminar/workshop (2.9
Publication | International Seminar/Workshop  (1.(
National seminar/workshop (0.
Book publication/editing (2.0)
Selfwritten (2.0
Written in collaboration (0.5
Editing (0.25)
Thesissupervision (2.0)

Contribution | Institutional & Social Contribution(2.0)

to institution | Attendance irmeetings (0.5)
iii and Contribution to dept.activities (0.5)
community | Contribution in ECA (0.5)
Contribution in community (0.5)
iv Use of Use of Technology (1.4
technology | ICT, computer & Internetin TLI  (1.5)
Computer & Internet (2.c
Conventional TLI (0.5)

12




v | Accrued Leave Accrued Leave Benefit (1.5
Accrued Sick Leave (O.
AccruedCasual eave (0.5)
Accrued Festival Leave (0]
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 15

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) ArticlePPublication 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 Researdkrticlein 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

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

13




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

Sick Leave (in days)
la/fdLlabf
Saved sick leave 1-5 6-10 11-15
Points 0 0.25 0.5
Casual Leave
e}k/L cfptgbf
Saved leave 1-2 34 5-6
Points 0 0.25 0.5
Festival Leave
ki{ 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 | Credit No of No of appeared | Pas$6 | Remarks
code | Hours students | students in final
exam
4. Fill in your performance setfppraisal 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 Ratabove 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 acageinic




8. State if you have obtained additional qualification in the current acdemic year:

12. Score from Leave (To be filled by asserror only)

Sick Leave (in days) Score from assessor| Remaks
la/fdUabf
Saved sick leave 1-5 6-10 11-15
Points 0 0.25 0.5
Casual Leave
e}k/L cfptgbf
Saved leave 1-2 34 5-6
Points 0 0.25 0.5
Festival Leave
ki{ labf
Saved leave 1-2 34 5-6
Points 0 0.25 0.5
14. Of selfassessor:
Name OfSPOUSE:......eeeiiieeeiieiiiiiieeevieeeeeeveee e eeveeee e
Name of father/mother:..........ccc.coevivinniie
Citizenship NO:.......cooviiviinennn. Issued diStriCt:.........ccvvvvreeeeriiiiiiiieeeen Issued date.......... -
(oY E A=Y ALY a1 A= T [0 [ (=TT TP
Phone:.....coovveeiiiiiiiii, Emaili. ..o
S [0 g F= (0 | = Datei.................

15



To be filled in bymmediatesupervisofassessor

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:

16



cgir$
To be filled in by Head of the Institution.

The following scores in the chart revels performance work appri@gal 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:

17



MAIYA DEVI GIRLS' COLLEGE

Bharatpur-10, Chitwan

STUDENTS FEEDBACK FORM

Academic Year: .....uuuiiainans Level:.....oomeneeeae Facultyzassi iz
Semester/Year: ......ccovveannnn Date of Feedback:............ocovens
SIL.No, | Description Subject Name and Code
(A) Course Contents

1 Has the Teacher covered entire

syllabus as prescribed by University?
(Yes/No)

Has the Teacher covered relevant
topics beyond syllabus (Yes/No)

Effectiveness of Teacher in terms of

Technical Content

Communication Skills

Use of Non print teaching aids

Availability beyond normal classes
and co-operation to solve individual
problems

Pace on which contents were
covered

vi

Overall effectiveness

How do you rate the content of the
curricular?

How do you rate lab facilities, if
applicable?

(Rating: 5-Excellent, 4- very Good, 3-Good, 2-Average, 1-Below Average)

1 | Any suggestion regarding library facility

2 | Any suggestion regarding Internet Facility

3 | Any suggestion regarding Co-Curricular
activity

4 Any Suggestion regarding Extra Co-

Curricular activity

5 | Any other suggestions

Name and Signature of the student {Optional} :

18




Student Appraisal Form

MAIYA DEVI GIRLS' COLLEGE

Bharatpur-10, Chitwan

STUDENTS FEEDBACK FORM

Academic Year: 20?&’7? Level: . B.S"Q.y’b’ Faculty: MGI’ZHWI)}
Semester/Year: .....207 6. . Date of Feedback:..QD?’..é.[.ll.l D6
SI.LNo. | Description Subject Name and Code
(A) [ Course Contents Peownt| rath | Enalien | apime] Por)
1 Has the Teacher covered entire 4l
syllabus as prescribed by University? \, e \/a Y% 7@4 No
(Yes/No) i
2 Has the Teacher covered relevant
; topics beyond syllabus (Yes/No) Yes Yes Yes Ves NO
=3 Effectiveness of Teacher in terms of
i Technical Content Y ep N2 Nea VeA Yes
i Communication Skills Nea Ves Vea Ves Ve
iii Use of Non print teaching aids Nea Yex Yey Yea No
v Availability beyond normal classes
and co-operation to solve individual No No No No Ao
problems
v Pace on which contents were
covered No y es Yes y@A Ves
vi Overall effectiveness Ney veb Yon Ves VYen
4 How.do you rate the content of the
curricular? L’ ( ) 8 3
5 How do you rate lab facilities, if
applicable? 3 3 3 '3 ,3

(Rating: 5-Excellent, 4- very Good, 3-Good, 2-Average, 1-Below Average)

1 Any suggestion regarding library facility WQ neod i bDOLS" N/}bahaue 07"

employee .

2 Any suggestion regarding Internet Facility LDUJ 17)*4'6)’)0‘)' KZ’ICI'I" - Te have ro
_access 10 compulder -

2 Any suggestion regarding Co-Curricular- nS‘POU'tf 0”(1 Qf)fbb"b';" monﬂ:_@:()—(;'/)’/';'@

activity
28 less -
4 Any Suggestion regarding Extra Co- b '0 ot "
Curricular activity —T;’?b"(). mu.‘g* bQ ,’ b Id vis /‘7‘: W% 0(7"
wosk, )ndustsial Pouw ote ’
5 Any other suggestions Unmanaged %"k,.k; unhyg;'oﬂ(e 5‘00(1

and Woles, ko Pumber of ducthing

J

Name and Signature of the student (Optional) : Ir }‘n’ka, Fon g

Filled-in Student Feedback Form

19
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