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Non-teachingstaffhaveasignificantroletoplayintheinstitution'ssuccess. Itisessentialforthenon-
teachingstafftoperformtheirdutiesresponsiblytoenabletheteachingstaffandtheorganizationto  work
smoothly. They undertake a wide range of activities related to course delivery and
course/programmeimplementation,includingstudentsupportservices.Growthanddevelopmentare  an
ongoing process for all levels of the education sector employees. The Staff Development
Programme(SDP)isdesignedtoassistBabaFaridCollegeofEngineering&Technologystaffbuild
workskillsandimproveindividualperformancebyincreasingknowledgeandenhancingproductivity.
StaffDevelopmentProgrammeisaprocessdirectedtowardsthepersonalandprofessionalgrowthof

staff. SDPcanbeviewedastheactivitiesandprograms(formalorinformalandonoroffcampus)that
helpstaffmemberslearnaboutresponsibilities,developrequiredskillsandcompetenciesnecessaryto
accomplish institutional goals, and grow personally and professionally to prepare themselves for
progression intheinstitution.

OBJECTIVESOFPROGRAMM

Theobjectivesofstaffdevelopmentprogrammeare-
 Toincreasetheemployeeknowledgeaboutdocumentationprocesses
« Toenhanceemployeeproductivity
« Toimprovetheoverallperformanceoftheinstitute
« Todevelopproperrecordkeepingskillsoftheemployees
« Todevelopprocedureinordertomeetthechangingneedsofeducationsector



PROGRAMMECONTENT:

« Overviewon-Documentationandrecordkeeping

« Documentsandrecordmanagementfundamentals
 Creatingandmaintainingorganizationalanddepartmentaldocumentation
« Howtogatherinformationaboutrecords

 Recordsscheduling

» Generalrecordsschedules

« Recordprogrammemanagementimplementationsanddevelopment
 Sharingandpromotingyourdepartmentrecords

PROGRAMMECOORDINATOR

Er.Tanu

Head&AssistantProfessor, CivilEngineering

PROGRAMMEDURATIO

20"Janto24"Jan,2020

EXPECTEDOUTCOM

Understandtheguidelinesfordocumentation

Abletoimproveconfidenceincarryingoutworkplacedocumentation

Understandtheorganization’srecordmanagementprogram

Knowthebasicstrategiesformanagingrecordsinallformat
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BABA FARID GOLLEGE
OF ENGINEERING & TECHNOLOGY

Muktsar Road, Bathinda, Punjab (India)
Organize
Staff Development Programme

on

Importance of SOP's ]
for Non-Teaching
15" January, 2020 "

EXPERT
Er. Tanu Taneja

PROGRFMME CO-ORDINATOR

Er. Hardeep Singh
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BABA FARID GOLLEGE

OF ENGINEERING & TEGHNOLOGY

Muktsar Road, Bathinda, Punjab (India)

Organize

Staff Development Programme

Strengthening Campus Safety :
Advanced Training for Security Guards

23" September, 2019

EXPERT
Mr. Gurmeet Singh Sidhu

PROGRAMME CO-ORDINATOR

Er. Hardeep Singh
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http://www.bfcet.com/

BABA FARID GOLLEGE
OF ENGINEERING & TECHNOLOGY

Muktsar Road, Bathinda, Punjab (India)
Organize

5 Day Faculty Development Programme

on

ROADMAP TO QUALITY RESEARCH

PROGRAMME COORDINATOR

Dr. Manish Gupta

RESOURSE PERSONS

Dr. Sandeep Grover
Professor J.C Bose University of Science and Technology ,YMCA

Dr. Manish Jindal

Professor Panjab University

Mr. Ritesh

Manager Senior Training Manager North India, EBSCO Information Services

Er. Amardev Singh
Assistant Professor EDIC Dept NITTTR Chandigarh

Dr. Umesh Kumar Sharma
Department of Science and Technology, New Delhi

9" to 13" June, 2020
1
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