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Dear .+ o f-C{L-fL’L& "I.J

Ministry of Human Resource Development, Government of India is collecting
data iname and contact details) of faculty/staff of universities/colleges of all Siates on
AISHE porta! for more effective reach of its programmes.

2. In this regard, a video conferencing with you. was heid on W Julv. 2014 10
clarify the doubis and queries of the States. Although several institutions have uploaded
the Teachers Information — DCF on AISHE portal. however. there are still institutions
and colleges left to provide the data.

3. | once again seck your support in accomplishing the task of collecting the
comtact details of the faculty/staff of the higher educational institutions. In this regard,
the concerned nodai afficers who are helping us for collecting data for AISHE, have
been intimated for providing teachers information aiso. A brief regarding the scheme s
attached below for your ready reference.

With resards.
Y ours Sincerely,

=W

(Ashok Thakur)
Shri Sanjay Kumar,
Principal Secretary,
(Tech. & Higher Education Deptt,,
Govt of Maharashtra. Mantralaya.,
41h Floor. Room Ne. 409
Annexe Buliding,
Mumbai-400032
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ENSTRUCTIONS TQ FILL TEACHERS INFORMATION - DCT

Government of India is planning to create a database of all the employees in the country.
The idea of creating the database is that all the important relevant information can be
sent to the concerned employee through email/ SMS in shortest possible time.
Government of India wants to include the employees of your organisation in the
database. For this purpose a format is designed to collect the information in regard to all
emplayees of the higher educational institutions. The DCF is calied TEACHERS
INFORMATION - DCF. 1t has 3 blocks - Block A, Block B and Block €.

The DCYF can be fiiled off-line too.
Eeferenice Date - As on date

EBinock A - Basic Information

The Bock contains basic information about the University/institute, which will be pre-
filled from AISHE 2012-13 data. It has 4 items namely — Name of the Institution,
Addrecs with Pin Cnde Srate and District-in which the Institute is located.

Block B -Staff lnformation

The Block is designed for recording the details of Teaching & non-Teaching staff of the
University/institution.

itern 1 Teaching Staff: The item is meant for recording the information in respect of
Teaching Staff of the University /Institution.

The t=ble has 5 Columns (i) Name of the employee (ii) Designationa (jii) Broad Discipline
Grou) {iv]) Mobile Number (v) E-mail id.

Rows may be generated or deleted using plus (+) & minus (-) symbol given in the left
corner of the row. The number of rows should be equal to the number of teaching staff
employees.

v" In first column i.e. for Name of Employee, name of all the Teaching Staff is to be
entered in different rows.

v In second column, designation of the person whose name is entered in first
column of that row is to be selected from the lists given in dropdown. The list of
items in the drop-down are as follows:

Vice-Chancellor, Pro-Vice-Chancellor, Principal, Professor & Eguivalent,
Assaciate Professor, Additional Protessor, Reader, Leclurer [Seiection
Grade). Assistant Professor, Lecturer {Senior Scate), Lecturer, Tutor,
Demonstrator, Part-Time Teacher, Ad Hoo Teacher, Temporary Teacher,
Contract Teacher and Visiting Teacher,

v in third column i.e. for Broad discipline group, the subject of specialization of the
concerned teacher is to be selected from the list available in drop down of Broad
Discipline Group as given in Annex.

v In fourth column i.e. for Mobile Number, the mobile number of the concerned
person is to be entered. In case mobile number is not available the landline
number pre-fixed with STD code may be recorded.

v In fifth column ie. for E-mail id, the E-mail id of the concerned person is to be
entered.




bt ¥ MNen-Teasiing Sl The item is meanl for recording the information in respect
of non-Treuching Staff of the University/Institution.

The table has 5 Columns (i) Name of the empioyee (ii) Stafl Type (iil} Group (iv) Mobile
Number (v) E-mail id.

Kows may be generated or deleted using plus {+) & minus (-) symbo! given in upper left
corner of the table. The number of rows should be equal to the number of teaching staff
employees.

¥ In first column i.e, for Name of Employee, name of all the non Teaching Staffis to
be entered in different rows.
¥ In second column i.e. for staff Type. Staff Type is to be selected from the items
avallable in dropdown list of Staff Type. The list of items in the drop-down list of
Stalf Type is as folinws: Ty
oer - peaching Stadt excluding Lilnwry z2nd Phvsical Edutation Staff (b
ey mniude technica! siaf! not enzased in teachingd, Library Staff,
Proosirad Education Staff & Contractuz] staff
v In third Column, 1e. for Group, Group of the non Teaching staff is to be selected
from the dropdown list. List of items in the drop-down list ¢f Group for Non-
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Lo A, Gronn B, Croup O & Group b

enctezching staff have been catecorized into Group A B, C and D
catepgory as prevalent in Government. Wlere such classification of staff i
novoanexistouice, the information mav bhe recordec according to ir
Cuivalent vowegories as giver helow:

Nbssenuer, ramiee gy he cateporised updor Group 9,
Cooraly/dco etarial Staffl Drivers mav be categovised under Group C.
hiaZdi bevel Otinials may be cateporised unde Group it anid

ceniar level Officers may be categorised undes Group A.

v In fourth column ie. for Mobile Number, the mobile number of the concerned
person is to be entered. In case mobile number is not available the landline
number pre-fixed with STD code may be recorded

v In fifth column ie. for E-mail id, the E-mail id of the concerned person is to be
entered.

After filling the form completely, click on Check ¥orm Bottom given in bottom-left
corner of the form. If the message is "Check Form passed”, it means there is no
discrepancy in the form & the form is ready for uploading. Please save the [ile on PC and
upload on AISHE poral.
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