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OFFICE MEMORANDUM

sub: Nomination of Head-in charge for the Department of Applied
Psychologr - reg.

Dr.P.Sigamani, Associate Professor has been relieved of his duties and
responsibilities as Coordinator of Department of Applied Psychologr with
immediate effect and he is directed to hand over the charge to Dr. C.Mamman
Joseph, Assistant Professor, Department of Applied Psychologr, who will act
as Head-in charge till further orders.

The duties and responsibilities of the Head-in charge are enclosed as
annexure -A'

This issues with the approval of the competent Authority 
\y

1 g JUL 2018

(A.Velu)
Assistant Registrar

stablishment
t q.tqA.velu
' EEFrfi Effiqtqq
Assistant HegistrafTo

1. Dr.P.Sigamani, Associate Professor,Department of Social work
2. Dr. c.Mamman Joseph, Assistant Professor, Department of Applied
Psychologr

Copy to:

1. PS to VC
2. PA to Registrar
3. PA to Finance Officer
4. PS to COE
5. JR(Academic)
6. Academic Coordinator
7 . AII Deans/ Heads / Officers./ Staff(through email)
8. IQAC cell
9. System Administrator
10.Notice Board
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Ir. No. CU'I'N/4 36/2013 l:stt Date: 14.05.2018

OF'I.'ICT] ORDIIR

Sub: Nomination of'lleadillead In-Charge Department - Iteg.

'fhc following faculty rncmbcrs havc bcen nominated as Ilead in their respective department
till furthcr ordcrs

S. No

1

2

.,

Name of thc faculty

Dr.'l'.J. Abraham

D_r, Veimurugal l'] S

Dr. Irrancis I'}. Rarclay Assistant Professor
Media and
Communication

I{ead (in-
Ch4rge) _

Designation Departmcnt Nominated as

Associate Professor English Studics I'Iead

Associate Professor Commerce Head

A. I)uties and responsibilities:

1. 'l'he llead / Ilcad (In-Ohargc) is requircd to supervisc and oversee the curricular, instructional and

rescarch affairs of their rcspcctivc dcpaflmcnts.
2. 1'he llead / IIcad (ln-Ohargc) is responsible for the conduct and maintenance of teaching and

rescarch in his / 1"rcr lunctronal arca and also will bc rcsponsiblc for any other duties as may be

assigncd by thc Vice-(liranccilor lrom timc to timc.
3. 'l'hc Iraculty mcmbcrs for thcir dcpartmcnts have to rcporl to the llead I Ilead (In-Charge) such as

acadcmic support functions, student scrviccs etc. f'his is without prejudice to the ovcrall control
and supervision of thc Vicc-(lhanccllor on thc faculty members and academic departmcnts
conccmcd.

4.'l'hc l{cad / Ilcad (ln-Ohargc) shall rcport to the Vice Chanccllor on all academic issues for
guidance advicc and orclcrs.

5. 'l'he llead lIIcad (In-Ohargc) will also lakc support from and coordinate with Registrar, F-inancc

Officer and Controllcr of Irxarnir-ration in conduct of their respcctive functions.
6.'l'he Ilcad / Ilcad (in-Ohargc) should cnsurc to maintain discipline in the class rooms and

laboratories through tcac ircrs.

7. 'l'he IIead / IIcad (ln-Ohargc) is to lramc the time-table in conformity with the allocation of the
teaching work by thc I)cparlmcnt / Ccntrc / University.

8. 'l'o assign to thc teachcrs ir, thc Dcpartmcnt / Centre such duties as may be necessary for thc
proper functioning ol-tirc cicpartmcnt / Centrc; and assign work to and exercise control over the
non-teaching staf'f atiachcci lo thc I)epartment / Centrc.

9. 'l'he i{cad i Ilcad (ln-Ohargc) will cnsure that the classes are conductcd as per the timc table and

that no classes arc canccllcd. II'classcs arc cancelled, they should ensure that alternate classes arc
held. In coordination with Acadcmic Coordinator, they shalI ensurc that report on classes held /
cancellcd is scnt on a wcckly basis to Controller of llxamination.

10. 'l*o perform such othcr dutrcs as may bc assigned to him I her by the Academic Council, the
Ilxccutive Council and Vicc (lhancclloi.
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I 1. The Headship period is fcr three years from the date of issuing the order OR upto the joining of
Professor / Associate Professor in the respective department, whichcver is carlier. The Headship
will transfer to Professor / Associate Professor on rotation basis in every threc year.

olP
(Dr.

To
All Heads lHead (In-charge) of the departments

Copy to:
FO / COE
All the Departments / Sections
Deputy Registrar (Finance / Establishment)
PS to VC / PA to Registrar
Academic Coordinator / IQAC
AR (Purchase)
OIC (Admin)
Notice Boards
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