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 ABOUT 

 
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. 

 

OBJECTIVESOFPROGRAMME 

 

Theobjectivesofstaffdevelopmentprogrammeare- 

 Toincreasetheemployeeknowledgeaboutdocumentationprocesses 

 Toenhanceemployeeproductivity 

 Toimprovetheoverallperformanceoftheinstitute 

 Todevelopproperrecordkeepingskillsoftheemployees 

 Todevelopprocedureinordertomeetthechangingneedsofeducationsector 



PROGRAMMECONTENTS 
 

 
 Overviewon-Documentationandrecordkeeping 

 Documentsandrecordmanagementfundamentals 

 Creatingandmaintainingorganizationalanddepartmentaldocumentation 

 Howtogatherinformationaboutrecords 

 Recordsscheduling 

 Generalrecordsschedules 

 Recordprogrammemanagementimplementationsanddevelopment 

 Sharingandpromotingyourdepartmentrecords 

 

PROGRAMMECOORDINATOR 

 

Er.Tanu 
Head&AssistantProfessor,CivilEngineering 

 

PROGRAMMEDURATION 

 

20
th
Janto24

th
Jan,2020 

 EXPECTEDOUTCOME 
 

 
 Understandtheguidelinesfordocumentation 

 Abletoimproveconfidenceincarryingoutworkplacedocumentation 

 Understandtheorganization’srecordmanagementprogram 

 Knowthebasicstrategiesformanagingrecordsinallformat
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