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Bharat Institute of Technology-SOP for the Induction of New Faculty 

Context 

Teaching is an ethically and intellectually demanding profession.New teachers need rigorous 

preparation and opportunities for continuous professional development along with academic and 

professional support. 

Bharat Institute of Technology is the development and implementation of a high quality Faculty 

Induction Programme for newly recruited. This can help new teachers to improve their teaching 

and classroom management skills, adjust to the culture of higher education institutions and better 

understand their professional responsibilities. 

Objectives 

The Facult:,, Induction Programme aims to help new teachers: 

a. Understand their roles and responsibilities as faculty members 

b.Familiarize themselves with the structure, functioning and professional expectations in higher 

education institutions 

c.Explore pcdagogi.;a I proc~sses-curricular considerations,i11slructio11al pla1111 ing, teaching 

methods, classroom management and transaction ,use of resources and assessment 

ct.Recognise the importance of self-development, socio-emotional development of students and 

of nurturing ethics and values in higher education 

Guidelines 

List of documents I forms to be filled by a new faculty as a part of his/her Induction 

I. Employee Induction Check list 

2. Undertaking to he given by the Employee's 

3. Joining Report 

4. EPF Form ( Employ Provident Fund) 

5. TDS declaration form 

6. 1 nlr()dul·ti\ 111 to Institution 's I.cave Pol icy 

7. Applicable to Teaching Staff of Technical Institution 

8. Job responsibilities of Teachers 

9. General Rules, Regulations, Policies & Procedures 
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Steps involved in the induction process of New Faculty 

The purpos~ or this document is to educate and prepare a new faculty to handle the assigned 

tasks successfully 

Part A 

a) Various Orientation sessions will be conducted in the first month of joining to develop 

awareness, towards various regulatory compliances like, PCI, JNTUH, NAAC [check list 

attached] . Ass istant Pro lessor, Associate Professor, Professor 

b) Awareness on the Academic and administrative regulations of the institutions [Admin diary, 

Academic diary, PCR, Mentor books] 

c) Awareness on the significance of API as per UGC guideline [one UGC document to be 

referred by Director Sir] 

d) Awareness on the Dress code and Discipline Policy 

e) Lesson Plan and course file 

Role of a class In-charge 

Role of Class representative 

Role of HOD 
Role of Invigilator 

Stepl 

( 

r 

Orientation of the new faculty with a special focus on the code of Professional Ethics for a 

faculty 

Registration of faculty to various regulatory portals [JNTU-H,PCI] 

Step2 

Induction of the faculty to various sectors related to teaching and administrative aspects. 

f N: lnternction with academic i/c and Awareness on the Teacher' s academic diary session 

AN: Interaction with admin 1/c followed by Awareness session on the adrnin dairy 

Step3 

FN: Interaction with academic audit cell or coordinator followed by session on significance of 

lab execution plan, lesson plan and course file,Bridge classes etc 

AN: Induction to HR policies and allotment of subjects 

Step4 

FN: Class work 

AN: Interact ion with I JR (Feedback from new faculty, observing their level of confidence, etc I 
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Step 5 

FN: Class work 

AN: Awareness on the API score as per UGC- API of Assistant, Associate and Professor 

Part- B 

1. Probation period (PP)- 12 months from DOJ 

2. During PP the performance will be reviewed quarterly 

3. Faculty will be constantly under the scrutiny of his/her students . 

4. The faculty should inculcate within himself/herself the national ideals of education so that 

they can impart the same to the students. 

5. Performance will include student feedback and senior faculty [committee members 2 teams] 

inputs 

6. Based on the quarterly feedback, the work load wi ll be decided by the academic and audit 

departments after due approval from the principal and management 

7. Based on the feedback, the faculty will be called for a committee meeting with board 

members [Including HR, Principal, Academic i/c, Admin i/c and Management 

Representative or BOG member] 

8. The faculty feedback score will be considered for any future roles/assignments. 

9. Awareness or FDP's sessions of faculty based on pedagogy will be conducted within 

academic Schedule. 

IO. The faculty will be encouraged to participate in various FDP's related to development of 

teaching skills 

11. After completion of a semester the faculty feedback will be again reviewed by the Scrutiny 

committees and the examination result analysis will also be considered for the fu11her 

considerations of faculty. 
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Quality Improvement Forum for Faculty 

Purpose: To inculcate the best practices among faculty members 

1. Monthly interaction and presentations by the faculty 

2. Monthly orientation to all faculty by the Director or resource person on the 

Performance/Improvements/Effective communication 

3. A Vigilance team to monitor execution of activities as per schedules and submit report to 

Principal 

4. Monthly Updation on NPTEL/ Online or refresher Course/ NITTR/Swayam/ MOOCs 

S. Monthly review of the Criteria '3' of API / (R & D) 
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