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9. UTETA

01) Principal is the Chief academic & execulive head of the institute. He is
responsible to the Director of Technical Education or Chairman of the Govemning

Body in all matters connected with the institute.
02) Selection & Placement of students.
03) Analyzing the cumicula of education & training programmes offered by the
institute.
04) Assessing the matenal,  Financial & human resources required for
implementation of education & Training programme of the institute.
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05) Planning, . scheduling, Co-ordinating and monitoring the implementation of
Education & ftraining programmes of the institute & having a few contact hours
with the students.

06) Advising /! arranging the instructional resources required for implementation of

Education & Training programmes of the institute.

07) Flanning & administering student senvices.

03) Maintaining support services & physical environment.

09) Commercial, Financial, Personnel & security functions.

10) Planning & organizing staff development progammes for the institutes staff.

11) Promoting interaction amongst instifute faculty, technician users, allied agencies,
industries and community for improving the marketability of students passing out
of the institute.

12} Developing close ligison with MSBTE /Industry/DTE/Apprentice BoardTTTI.

13) Participating in professional development activities.

14) Building corporate reputation of the institute and projecting its image.

15) Maintaining appropriate records & statistics of the Institute.
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2. farmT w3 - 09)

Head of Department in Government Polytechnic, under the Directorate of

Technical Education, Maharashtra Polytechnic, Teachers Services Group - A

Role & Responsibilities

Role : Department Manager / executive responsible for all academic &

administrative processes.

R ibilities :

01. Head of Department i5_apswerable to the Principal of the polytechnic for all
academic and administrative / personnel activities of the department.

02. Academic and administrative management of the department.

03. Assessing the reguirements of the material, financial .and human resources for
effective implementation of prescribed curriculg of program offered by the
department.

04. Planning, scheduling, coordinating and monitoring the curriculum _implementation
pertaining to the depariment

05. Responsible authority to perform academic, personnel and security functions and
to maintain necessary records (like DSR) of the departmental assets in stipulated
formats.

06.To act as facilitator for the deparimental faculty in laboratory development, laboratory
set-up, and laboratory maintenance.

07. Provide motivation & guidance to faculty and other staff in the depariment

08. Participate, motivate, guide & facilitate professional development through continuing
education. testing and consultancy & research

09. Identify and organize faculty and supporting staff development programs.

10.To act as authorty for coordinating and conducting examinations [ test
examinations.
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11.Maintaining students attendance record submitted by lecturers and students evaluation

record.

12.Development and implementation of short term and long term plan for department

development and quality improvement.

13. Preparation of timetable and mobilization of teaching-learning resources.

14. Provide guidance & counseling and other student's services at department level.

15. Plan, organize and facilitate industry visits and expert lectures.

16.To plan and implement the activities fo lake care of hygiene, safety and
housekeeping in the department.

17. Take teaching load prescribed as per the norms issued time to time by state
government.

18. Evaluate the performance of the faculty and supporting staff.

19. Create, maintain and motivate cordial relations and team spirt in the team working
under him/her & provide impartial opportunities for contribution fo faculty & staff.

20. Promote, guide, facilitate and participate in professional activities through interaction
with industries, consultancy, testing, continuing education and trainings, industry
sponsored projects, entrepreneurship development.

21. Assist Principal in all level activities.

22 Keep abreast of the newer knowledge, skills and technology through self-up-
gradation and dissemination of knowledge through  adicles, books, journals and
seminars etc.

23. Self_development through gualification improvement, expenence enrichment,

professional activities and interactions with professional bodies.

24. Participate in non-formal_mode of education for benefit of society / community.

25. Certify and recommend_the wouchers / bills of department/related expenditures for
further processing.

26. To plan apd mplement the activities to take care of hygiene, safety and
housekeeping in the instifute.

27. To _develop and maintain inter departmental relation for effective working in the
institute.

28. Mothrator and facifitator for cammying co-curricular and extra curricular activities for
developing overall personality of students.
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3. AT (J -0))

Lecturer in Govemnment Polvtechnics, under the Directorate of Technical Education,

IMaharashtra Polytechnic, Teachers Services, Group — A

Role & Responsibilities.

01.
02.
03.
04.

05.

06

0v.

08.

0g.

10.

11.

12

13.

14

15

16.
17.

18

Lecturer is answerahle to the Head of concerned Department.

Effective implementation of curricula of the concerned course/subject.

Flanning and delivering class room and laboratory instructions.

Student's assessment and evaluation including tasks related with mid-term tests
and term-end examinations.

Design and Development of learning resources.

Planning, setting of laboratories.

Guiding the concemed Lab Assistant in maintenance and repairs of laboratories and
equipments concemnead with the course / subject.

Laboratories and academic facilities development

Preparing and maintaining students records for the academic term.

Plan and execute sfudents development activities.

Guidance and counseling to students.

Farticipate in professional activities through interaction with industries, consultancy,
testing continuing education and trainings, industry sponsored projects,
entrepreneurship development, research.

Assist Head of department in deparimental activities and providing students
services.

Keep abreast of the newer knowledge, skills and technology through self-up
gradation gnd_ dissemination of knowledge through ariicles, books, journals and
seminars etc.

Self-development through qualfication improvement, experience enrchment,
professional activities and interactions with professional bodies.

Farficipate in non-formal mode of education for benefit of society / community.

To plan and implement the activities to take care of hygiene, safety and house
keeping in the institute.

Motivator and facilitator for carmying con-cumcula and extra curmicular activities for
developing overall personality of sfudents.
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Tel.No. : 022-62542100
Email:secretary@ msbhte.com

(ISOMEC

MAHARASHTRA STATE BOARD OF TECHNICAL

EDUCATION

(TS0 9001:2013)
4" Floor, Govt. Polytechnic, Bldg, 49, Kherwadi,Bandra{E), Mumbai-400 051

27001:2013)

web:www.msbte.org.in

Mo. MSBTE/D-40/Academic Calendar/2024/ 299

A.} Audem:c sthedule fl}r Semester Pattern Frugmmme

Ol Semester

Even Semester

5., Activities
Other than 1 Semester (3, 3) For 1" semester (2.4,6)
. *02 September - 30 01 Januvary, 202517
9 = - ) ]
] Academic Term 15 July — 19 November, 2024 November, 2024 April, 2035
2 First Class Test 28— 30 August, 2024 23 — 25 October, 2024 10 = 12 Februoary, 2025
i Second Class Test | 12 — 14 Movember, 20024 27 - 29 November, 2024 | 07 — 09 April, 2025

*Starting with One week orientation programine

B) Academic schedule for Yearly Pattern Programme

SN.|  Activities ““r'{’z'g?“““ ?“{“;';"’:::;:;'“ Pharmacy 2% | pharmacy 19 Year
e [T | 15 | g
o | Pt Clas Tast 332—425 Ohctober, égz—d 14 November, gég:;ﬁ October, 332—413 December,
3 | Second Class Test | 07— 09 Apsl, 2025 0709 April, 2025 | 36~ 10 January, = February,
4 Third Class Test Mot Applicable |r Not Applicable 07— 12 April, 2025 | 07 = 12 April, 2025

*Starting with One week oricntation programme

: ".-.t _'ﬁ‘)_u.'!_“}]?‘f'c{?;u n wmatmﬁ_ﬁ::hedul‘t‘ﬁ “ﬁfﬁ@%ﬁ&ﬂfp

A) “'mter 2[!24 Examination Form Fill & Confirmation Schedule

Filling Examination Filling Examination
&N Activities Filling Examination forms (With Exam form forms (With Exam
i Torms (Mormal Fees) fees + Late fees of Hs. form fees + Penalty Rs.
2000y 1500/-)
: 18 September — 06 ! _
I Candidate fill October, 2024 08 — 09 October, 2024 11=13 _Gcmbm, 2024
Institute fill & 18 September — 07
2 Crntimation October, 2024 0f — 10 October, 2024 1 - 14 Qctober, 2024
3 | RBTE confirmation 15— 17 October, 2024

Last date for RBTE confirmation of filled exam form is 17" October, 2024 upto 5:00 PM

Note: Enrollment schedule for Newly admitted [*/ Direct Second Year and Yearly pattern students / Pharmacy
students and Winter 2024 Exam form schedule for Wewly admitted 17/ Direct Second Year 3 semester students
will be declared by separate circular.

Page 1 of 2



B) Summer 2025 Examination Form Fill & Confirmation Schedule

Filling Examination Filling Examination
5N Activities Filling Examination forms (With Exam form forms (With Exam
S forms (Normal Fees) fees + Late fees of Rs. form fees + Penalty
200/-) Rs. 1500/-)
| | Candidate fill sgas ey~ 02 Mareh. 1 04 06 March, 2025 08 - 09 March, 2025
Instituee fill & 18 February — 03 March,
2 PR 2025 04 — 07 March, 2025 08 — 10 March, 2025
3 | EBTE confirmation 11 = 13 March, 2025

Last date for RBTE confirmation of filled exam form is 13" March, 2025 upto 5:00 PM

Activities

TRl T TG SR

el T i L P M e o o s e R g :
el Mg B = B e s T 10t

R T

i

i B

Winter 2024 Examination

ﬁum mer 025
Examination

Exam schedule other
than 15t Semester

Exam schedule for 15t
semester

Examination Scheduole

Fractical Exam

20 — 28 Movember, 2024

02 — 07 December, 2024

18 - 28 April, 2025

2 Theory Exam 03 — 24 December, 2024 09 - 24 December, 2024 | 02 = 24 May, 2025
; ’ : 4" Week of June 2025
4™ .
3 Declaration Result Week of January, 2025 (Tentatively) (Tentatively)
Start of Academic Year 2025-26 from 01* July, 20235
Note:
1. Institutes have to take measures to conduct additional instructional days for academic activities
if needed.

2. Institutes have to conduct additicnal instructional days to complete the curriculum of 1#
semester / 1™ Year / Direct Second Year admitted students.

3. All type of fees & penalties shall be necessarily deposited to regional office of the Board as per
the schedule declared by respective RBTE or MSBTE.

4, All Practical & term work shall be completed with continuous assessment as per curriculum till
the end of term.

5. In wnavoidable circumstances, the necessary amendment in the schedule of any activity will be
notified through separate circular on MSBTE web portal.

0. The enrollment of the candidate shall remain provisional till the approval of merit list of
admitted students from Regional Joint Director of Technical Edugation.

{Dr. Mahendra R. Chitlange)
Secretary,
M. 5. Board of Technical Education, Mumbai

Copy to:
1. Hon. Director. MSBTE, Mumbai - for information.
2. D, Secretary, CDC, MSBTE, Mumbai — for information.
3. Dy. Secretary, MSBTE Regional Offices, Mumbai, Pune. Nagpur, Chh. Sambahjinagar
for necessary action.
4. Desk Officer D-40. D-42 & D-43 MSBTE. Mumbai - {or necessary action.
3. Portal Manager, MSBTE, Mumbai to display on the website
Page 2 of 2
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Exam Form Proforma for Winter- 2024

Institute Name

MSBTE Institute -~
Code e

R X Total (R+X)

et e Amount P Amount Pl Amount
Student Student Student

600

700

200

1500

5000

Total

Institute Stamp Principal Signature

For RBTE Office Use Only

Student Section
Remark for Fee

Sign of Cashier
with Receipt No.
E Date

Confirmed By
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HZ2T wh#HATh - 4

T ¥(?) W (I ) 702, = 7099 2w MEEE a9, TOE T AR e

T O 9 TEEEET g g AT i ( Norms set by it for the discharge

of 1ts functons )

HE T 990 TR Saihe] Hl. HEe, oA G5, 2§ T e
AL HEEE, TR HEreE, A T 98 9] T anee e a6 g2 e wm-
7 TEA ﬂl'_‘luézllﬂﬁ. T 9 9IEH JE ﬁﬂﬁ]ﬁﬁﬁ C.S. Rules fagEsT Te9 99+ =6, 9iEd

AF | T T

v | %EE | ®mEe | CIAAN Norms provided by MSBIE Mumbai.
FAEITEEH TEa0

% TETS FTHEE Manual for conduct of examination provided by MSBTE
Mumbai.

A1

THTEE A SRIERT Instruction & regulations given by DTE Mumbai & Govt. of
Maharashtra (MCSR)

s FHTA - HEEHT| Under the control of Secretary, Higher and Technical
T AT Educaton. Director of Techmcal Education, Mumbai & Joint
Dhirector of Regional Office, Pune Maharashtra as per MCSE
(Maharashira State Civil Service Rules & Regulations)
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