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INSTRUeTIONS 

Attendance record is an important document and utmost care should be taken, 

while making entries. There should be no over writing, disfiguring, incompleteness. 

Any correction, if made should be individually initialed. 

1. 

2. Attendance should be marked in the relevant column noting th date and the period. 

3. For uniformity of attendance record, the entries are the be made as P/A. 

At the end of each week the entries in the register should be attested, by the head of 

Department. 

5. At the end of every month the staff will send cumulative attendance report in percentage

p to that period through Head of the Department to the assigned authority. The assigned 

authority will compile all the reports of the assigned class and submit to the Principal.

At the end of the semester the percentage of attendance for each student bee 

worked out and entered in the relevant column. The register should be submitted to the 

Principal through Heads of Departmeht along with a cumulative attendance report in L 

6 

percentage for the semester. 

After checking and endorsing the entries, the Heads of Department should forward the ua 

attendance registers to the Principal for further action and the cumulative report in it 
7. 

percentage to the assigned authority.

8. This register should be' handed over the Head of Department wherever the staff member 

goes on long leave or when he leaves the college. 

Principal
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