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Regarding Students Attendance Records Submission
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All Faculty Members are requested to follow the instructions given below regarding the

recording, updating, verification and submission of student attendance:
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Lecture attendance should be marked and updated on the “SmartProf Portal” on a regular/daily basis. The

signed consolidated attendance sheets should also be submitted at the end of the semester to the Dealing Office
(Basement).
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Attendance of Tutorial and Practical classes should be updated on the “SmartProf Portal” on a monthly

basis. The signed consolidated attendance sheets should also be submitted at the end of the semester to the
Dealing Office (Basement).
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All concerned Faculty Members are requested to submit the required hard copy attendance records within the

prescribed time. In case the attendance records are not submitted and any discrepancy or query arises later or
result in a court case, the concerned Faculty Member will be required to provide the relevant record and

clarification.
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The “SmartProf Portal” will be frozen on the 5th of the subsequent month for attendance marking/updating.

Faculty Members are therefore requested to complete and check all attendance entries before the portal is

frozen.
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After the portal has been frozen, it will not be unfreezing /reopened without the prior approval of the Principal.

Any request for unfreezing /reopened of the portal should be made along with proper justification.
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Attendance/academic benefits, wherever applicable, for students participating in Sports Activity, ECA,

NCC and NSS should be processed/recommended by the concerned Faculty Member/Coordinator as per

the applicable rules and procedure.
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If any student raises a query regarding attendance, the concerned Faculty Member should first verify the matter

at their end. After verification, the student may be directed to the Dealing Office (Basement) for further

assistance, wherever required.
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Faculty Members are requested to advise students to check their attendance on the “SmartProf Portal”

regularly. Any discrepancy noticed by a student should be brought to the notice of the concerned Faculty
Member without delay.
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All Faculty Members are requested to ensure that attendance is recorded and updated regularly on the
«“SmartProf Portal” and that the relevant attendance records are properly maintained and submitted within

the prescribed time.

The above instructions may be treated as important and complied with strictly.
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