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DIRECTORATE OF DISTANCE EDUCATION Nt
Prof. Mohd. Razaullah Khan
Director
HY/DDE/ODDE/F. 298/2020/ &9 Dated: 23.05.2022
To,
The Principal/Head of the Institution (HOI),
Al-Ameen Memorial Minority College,
Jogibattala, PO: Dakshin Govindpur, PS: Baruipur
South 24 Parganas,
. WestBemgab00145 . o .
Seb: | fiment of Learner Support Centre (LSC) at Al-Ameen Memorial Minority

College, South 24 Parganas -Reg.

Ref: 1.Your Application/Expression of Interest dated. 30032 022
2. Approval of the Vice-Chancellor dated 12.05.2022

Dear Sir/Madam,

With reference to the subject cited, | am pleased to inform you that Hon’ble Vice-Chancellor has
accorded approval of your institution i.c Al-Ameen Memorial Minority College, South 24 Parganas
for establishment of Learner Support Centre (LSC) of this university for our distance mode
programmes. The code for your institution as Learner Support Centre of Maulana Azad National Urdu
University (MANUU) will be communicated later after allocation of the same.

A Memorandum of Understanding (MolJ) is to be signed between your institdtion & MANUU. A
copy of the MoU is attached herewith. You are supposed to get it signed with stamp and sent the
original copy to to the Director, Directorate of Distance Education, MANUU, Hyderabad through

concerned Regional Centre.
Vou are requested to submit the following details for further necessary process:
1. For appointment of the Part-time Staff

i. CV of the proposed Head of the Institute ,(Hol) / Principal along with
Certificates.

ii. Full CV of the proposed Coordinator along with certificates of Educational
Qualifications (as per UGC-DEB Regulations, 2020). The coordinator should be

an employee of the institution.

iil. CV of the proposed Clerk-cum-Typist: Qualification as per your College/HEI

norms along with certificates

Gachibowli, Hyderabad - 500 032, Telangana,, India
Tel:91+23008314: Toll free: 1800 425 2958; dir.dde@manuu.edu.in
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iv. Attendant: Qualification as per your College/HEI norms along with certificates.
V. Sweeper: Qualification as per your College/HEI norms along with certificates

2. Appointment of Academic Counselors (Subject-wise): CV of the proposed Academic

Counselors along with certificates. The qualifications of Academic Counselors should
be NET/SLET/Ph.D.
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Copy to:
1. Office of the Vice-Chancellor
2. Office of the Pro Vice-Chancellor
3. Office of the Registrar
4. Office of the Finance Officer
5
6

Office of the Controller of Examinations

Regional Director, Regional Cenire, Kolkata— with a request to be in contact with
LSC for Proper guidance,

DDE Prospectus Committee- for inclusion in LSC's Jist
8. Computer Section, DDE
9. Concerned File
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Gachibowli, Hyderabad - 500 032, Telangana.,, India
Tel:91+23008314; Tt}II free 1800 425 2958; dir.dde@manuu.edu.in
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The Co-ordinator

MANUU Learner Support Centre

Al Ameen Memorial Minority College
Jogibattala Po Dakshiun Govindpur
PS Baruipur South 24 Paganas

WB-700145

Sub: DDE- Approval of Moll for the year 2022-Reg.

Ref: RD, RC, Kolkata letter No. MANUU/RCK/File No.70/2022-23/31 dt. 27.06.2022
Sir,

Apropos subject & reference cited, please find the copy of Memorandum of Understanding signed by
the Director DDE for the period 25.05.2022 to 31.12.2022 for your records.

We look forward for your Co-operations as per terms and conditions of the MoU, and as per norms

of the University.

Further, your are requested to ré send the proposal for the appointment of Co-ordiantor, as per
DEB - Regulation 2020 (Ph.D/ NET/SLET) at the earliest along with his credentials

This is for your information please.
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/ Di 1‘09?"1‘37 el
Cooy o, lq.’
To
The Regional Director
Regional Director Kofkata
- Maulana Azad National Urdu University

Gachibowli, Hyderabad — 500032, AP. India
Tal +81(040) 2300-6507 (Office). EPABYX 2300-8612 13 14 15 Websife www Marku ar u



MEMORANDUM OF UNDERSTANDING
{Regarding Organizafional Responsibilifies of the Leaner Support Centre (LSC)
This Mol will be in effect for Academic Session 2022 —
wﬁdmﬂmﬂwmmﬂwm oy
232.08-d02 15 Zlslls 47
Is entered on Day of by and between:

1]  Directorate of Distance Education, Maulana Azad National Urdu University, Gachibowli,
Hyderabad - 500 032, represented here by its Director -

AND "

2 . AveTN MemoMAL MuoedTy ColLEGE
(Host Institufion h:r fun:.':ﬁnn ?mu:ngmzed Learner Euppurt Centre {LSC) of MANUU and
represented herein by its PN A DAL

|  Directorate of Distance Education, Maulana Azad National Urdu University will

2y, Approve the nominztion of Head of the Instiufion recommended by the Host Institution.

2. Appoint any one of the inservice staff members {who shall be a reqular teacher not below the rank of
a qualibed assistance Professor) as Co-Ordinator cut of  two names recommended by the Head of the
Institution on Part Time basis,

3. Approve e engagement of providing academic as well as administmive suppot to its  leamers
mcluding supporting cless Wl and IV staff and other funcionaries purely on part -Time and temporary
basis at the LSC on the recommendation of the Co-Ordinator and Head of the Host Institufion.

..-"

F

4. The DDEMANUU extends to pay the honorarium and remuneration to all the approved petsonnel and
engaged purely on temporary and pari-ime basts for services of the MANUU LSC at the rates fixes by

the: University as per the admissibity.
5._ Pay contingent charges and other entitled honorarium fremyneration for conducting counseling sessions
and also holding examinafions in accordance with University noms.

6. The DDE, MANUU will directly credit the remuneraion or honorarium amount payable 1o all the entifled
staff in their respective individual bank account through RTGS.

7. The DDE, MANUY has the right io repiace or remove the counselor of LSC on the basis of grievances
received from the students regaming the performance of counselor and also seek a report form the
Coordinator ard Head of the Host Institsion. Further directs the Regional / Sub-Regional Direcor of
respective jurisdiction to enquire the case and cause of grievance and report to the University.

6. The DDE, MANUU have the right to inspect the facilifies of host institution which is functioning as a LSC
of DDE, MANULU as and when situation demands so, -

8, The DDE, MANUU will finzlize the admission of students for various distance education programs and
communicate the list to respective MANUU LSC.

10. The DDE. MANUU may also send mass / group messages to the leamers and coordinators of LSCs on
" all acaderfic adlivities

]
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Il. The Host institution will

1. Ensure the availability of basic communication faciliies such as telephone, intemet one laptop or
.~ Deskiop System etc, in addifions to Office accommodssion. _

2. Provide Programme ﬁﬁefcuumwis&suﬁ'dmtmnswmmmapam of approximalely
800-1000 1t for the day's use of MANUU LSC.

3. Provide halls / classrooms along with infrastructure and should ensure the security of the fumiture,
equipment & books or any other items provided by the DDE, MANUU.

" 4. Extend Library, Laboratory, Computer faciiies and infrestructure 1o MANUU students for specialized
Programmes on mutually agreed terms.

3. Organize Pre admission entry counseling sessiors for prospective leamners to promate information about
the courses in coordinator with Regional /sub Regional Director to enhance the Grass Enrolment Ratio
(GERY) in Distance Education Programs.

6. The LSC need to conduct the induction meetings for distance education learners prior to the start of
acaderic session.

I ﬂmwmmW&gmmmwmennE. MANUU and also ensure fair
conduct of examinations. Strictly adhering to the examination rules,

3. Reu.lmhankalmemmmeUﬁmrﬂymdusmofﬂmLSCﬁkammMequimenL Library
books or any other items and records provided by the University.

9. An institution intends to be a MANUU L3C and shall comply with the include Act, statutes Ordinances
and Regulation of the Maulana Azad Nationat Urdy University.

10. Guidelines of MANUU LSC shall comply with the new UGC (ODL) Regulafions, 2017.

11. LSC shall provide necessary leamers support services which include support for all admissions

related matters additional leaming resources through online mode contact schedule of conduct classes,
assignments, lab practices and all other learmer related gueries.

_‘_/12 The LSC should be located only within the jurisdiction of the MANUU, Regional Centre or Sub-Regional
¥ Center,

13. The MANUU LSE shall ensure the availability of the required nymber of qualified and competent
counselors and nan-teaching staff as per the guidelines of new regulations 2017,

14, No faciliies of the MANUU LSC shall be used for running programs of other institutions or private
¢15. The host insfitution is not entitled to make nay franchise amrangements with other institutions for
MANUU-DDE programs.

16. It is mandalory for every LSC to submit a self disclosure report to the DDE MANUU periodically as
" prescribed by MANUU

2
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19. The coordinator in consultation with the Head of the Institution shall have to identify the fist of
mmsemmuflﬁﬁermsuhjects!ﬁsﬁmwmmmﬂiﬁedandmmmm canducting contact
/~ dasses. .

20, mmwmcmmwmmmmmmmmmmmm
f,mssinns,assigmnents. mnfraﬁmaﬂg:ievmuemﬂmsmfinfmrdaﬂmﬂfamm

1. Recommend a panel of two in service teachers form the some institution for the appointment of part
v ﬁmmm.mmummmamamwmm.mummma
the right to nominate any one of the staff among the recommended as part-lime Coordinator along with

supporling staff.

2. Provide the details of Aadhar Card / PAN No. of Head of the Instituions, Co-ardinator, other Part Time
~ employses and academic counselors,

3. Pmemmmm-ﬁmeamﬂmmmuns&mmmhmﬁrﬁwmmaﬂm
S mammquﬂanmnmmpmMWEmmwMEhmat

4. Supervise the activities of MANUU LSC and advise the Coordinator if necessary and also corespond
Mmﬁeﬁmmhﬂmufmmﬂmﬁmmﬂﬁ,mmmwmm.
/Gamm.mﬁmbaﬁ-ﬂmm

5. Shall be responsible for running the LSC strictly as per the guidelines, academic schedule and
Standard operating procedures issued by the DDE-MANUU form time to fime,

o
6. He shall be the custodian of all documents frecords of cashbookipass bookicheque book and
reconciiation with bank and assets pertaining to MANUU LSCs.

7
7. Monitor fo process and countersign all the bills, manage bank accounts and maintain concemed

#, records of payment and receipts of the MANUU LSC.
s “a
8. Maintain the record of database and altendance of enrolled students visiting for counseling sessions of
each program offered at MANUU LSC. *

P
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V. The MANUU LSC shall follow the Rules and Regulations / Directions issued by the University from ~ time
“"o time.

Wy
V. The MANUU LSC should be able ty maintain Mﬂmmhaﬁﬁmm&ﬁﬂm
> with good performance for its next renewal on MolJ, PR

VL. The UnhwymmmEﬂgmmmmmmistaﬂwufUnﬁem&mgmaﬂfm inthe  best
interests of the University without assigning any reason thereof,

Vil The MANUU LSC on the farmats provided by the University should provide feedbacks form the
. stakehuidecsregmdymimprmﬁ:eqmﬁlynfdalirery!mmmaﬂthemppmwﬁmrem&

"u‘IEL All disputes are subject to Hyderabad jurisdiction only, e

Agreed upon and signed
On behalf of
The Host Institution On behalf of
laulena Azad National Urdu University
Head of the institution ' Director, “f{ﬁECTOR
of Distance Education
Directf@e & = Urdu University

DR. NURUL HAQUE Manlzoa Azd Hywmv.-sewﬁl ;
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AL Amesn Memerial Minority Collage : T D .
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MANUU/DDE/F. 22247120231 & 37 Aprif 2023

To

The Co-Ordinator,

MANUU Leamer Support Centre

Al Ameen Memorial Minority College
Jogibattala p/O Daksin Govindpur
West Bengal 700145

*

Sub: Approval of MoU 2023 — LSCs Al Ameen Memarial Minority Coliege-Reg.
Ref: MANUW/RCK/FILE NO.70/2022-23/147 17.02.2023

ik

Sir,
Apropos subject cited, please find the copy of Memorandum of Understanding signed
by the Director, DDE for the period 01.01.2023 to 31.12.2023 for your records.
We look forward for your Co-operations as per terms and conditions of the MoU, and
as per norms of the University

This is for your information please.

Copy to:

1.  RC-Kolkata

2.  Bil Section DDE
3. Concemed file

S Gachibowli, Hyderabad — 500 032, A.P. India
Tek +91(040) 2300-6607 (Office}, EPABX 2300-6612, 13, 14, 15
Webstte: wwrw.manumac



MEMORANDUM OF UNDERSTANDING

{Regarding Organizational Responsibilities of the Leaner Suppors Cerge {LSC)
This Mol will be in effect for Academic Session 2023
{(Valid Only Between 1= januag},ﬂza to 31 Decanmer;gﬂzﬂj

-Is entered on Dav of by and between:

represented herein by its Hol =
mmnmmm,mmwmiwuuﬂmwmn

Approve the nomination of Head of the Institution recommended by the Host Institution.
Appoint any one of the in-service staff members (who shall be not below the rank of

* Assistant Professor with PhD NET/SLET as per the UGC DEB regulation-2020 and who shall

att as Co-ordinator out of two names recommended by the Head of the Institution on Part
Time basis.

Approve the engagement of Administrative supporting staff to run the Learner Support
Centre (LSC} including Academic Counsellor Functionaries are purely on part Time and
temporary basis on the recommendation of the Coordinator and Head of the Host
Institution.

Make Payment of the honorarium and remuneration to all the approved personnel and
engaged purely on temporary and part-time basis for senvices of the MANUU [SC at the
rates fixed hy the University as per admissibility.

Make Payment of contingent charges and other entitled honorarium /remuneration for
conducting counseling sessions and also holding examinations in accordance with University
norms.

shall directly credit in MANUU iSO Bank account the remuneration or honorarium amourns
payable to all the entitled staff through NEFT/RTGS.

Reserve the right to remave or replace the Admin‘rstratjveﬁtaﬁ & Academic counselors of
the LSC on the basis of grievances received from the stakeholders ang whenever there is

. violation of the rules and regulations of MANUL.

10

Reserve the right to inspect the LSC without any prior notice as and when situation demands
s0.

Provide the fistafachmmedsmdmtsmmefmnnfsuﬁ copy to respective 1SCs on the
completion of admission process for various Open and Distance Learning {ODL} Programs.

send all messages through Tmail/Watsapy/ MANUU ODE Website to the learmers and
coordinators of LSCs on afl academic activities.

I~
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10.
. Provide necessary leamer support services which include support for all admissions

12

13
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14,

15

16.

18

17.

-
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iL. The Host institution (LSC) Shall

Ensure the availability of basic ctommunication facilities such zs telephons, internet, ona
laptop or Desktop System & Printer etc. in addition to Office accommodation

Provide Programme wise / Course wise sufficient rooms with exclusive space o
2pproximately 800-1000 ft for the use of MANUU LSC.

Provide halls / classroome along with infrastructure and ensure the security of #he furnity re,
Equipment & bocks or any other items if and when provided by DDE, MaNUU,

Extend Library, Laboratory, Computer facilities and infrastructure to MANUU stud ents on
mutwally agreed terms,

OUrganize Pre admission counseling sessions for prospective learners to promote information
abeut the courses in coordination with Regional /fsut Regionz! Diractor to enhance the (3ross
Enrolment Ratio (GER) in ODL {Open and distance Learning) Programmes.

Conduct the induction meetings for ODL learners prior to the start of acadernic session.

Organize and conduct counseling sessions as scheduled by the DDE, MANUU and also ensure
fair conduct of examinations by strictly adhering to the examination rules.

Return all the assets like furniture equipment, Library books or any other items and records
provided by the University to the MANUU on closure of the LSC,

Shall comply with the Act, statutes Ordinances and Regulations of the Maulana Azad Mational
Urdu University wherever applicable.

Comply with the UGC (0DL) Regulations, issued from time to time.

related matters additional learing resources through eonline mode contact schedule of
conduct classes, assignments, lab practicals and all other learner related queries,

shall be Located within the jurisdfr:tinn of the MANUU, Regional Centre or Sub-Regional
Center,

Ensure the availability of the required number of qualified and competent counselors and
non-teaching staff as per the guidelines of UGC- DEB QDL Regulations 2020

Ensure that facilities and equipments provided by MANUU, be strictly used for MANUU
activities only.

L]

Not make any franchise arra ngements with other institutions for MANUU-DDE programs,
Submit a self disclosure report to the DDE,MANUU periodically as prescribed by MANUU
Not Charge any amount from any OD leamer for any kind of service.

Mandatorily be operated by the Government Department / Higher Education Institution or
be affiliated college of 2 University.

- Identify the list of counselors of different subjects / disciplines who are qualified and

20.

competent in conducting contact classes and seek approval of the University

Shall maintain the learner’s data related to conduct of counseling sessions, assignments,
examination and grievance redressal in hard and soft formats.

-2-
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e Head of the Host Institution {(MANUU LSC) Shall

Recommend a panel of two in-service teachers from the same institution for the
apoeintment of part time Coordinator; he shall also recommend threa names for the

- appaintment of one Clerk, one Attendant & one Safai Karamchari at 1S, The University

b

,

reserves the right to nominate any one of the staff of the institution 25 part-time Coordinator
along with Supporting staff.

Provide the details of Aadhar Card / PAN No. of Head of the Institution, Co-ordinator, other
Part Time employees and academic counselors,

Propose the panel of Part time academic counselors along with their Bio-Data and attested
photocopies of academic qualification for consideration and appointment on temporary basis,
for that academic year only.

Be Responsible for running the LsC strictly as per the guidelines, academic sChedulfe and
Standard Operating Procedures issued by the DDE-MANUU form Lime to time,

Be the custodian of ajl documents /records of tashbook/pass book/cheque book and

- reconciliation with bank and assets pertaining to MANUU LSCs.

Monitor and countersign all the bills, manage bank accounts and maintain concerneg
records of payment and receipts of the MANUU LSC.

- Maintain the record of database and attendance of enrolled students visiting for counseling

sessions of each program offered at MAMNUL LSC.



IV. The MANUU 15¢C shall follow the Rules and Regulations / Directions issusg by the University
from time to time.

derstanding at any
2Ny reason theregf

fMats provided by the University should Provide feedbacks form
e Stakeholders regularly to

Mprove the quality of delivery / Programmes and the support
« Services rendered.

VL All disputes are subjecttp Hvdenai;:ad_ jurisdiction andy.

o

Agreed upon and signed
On behalf of
The Hast Institution On behalf of
£\
% Maulona Azad Nationaf gy University
'ﬁ: ' o,
Head of the Institytion irectsr, DDE. Manuy
L BAQUE
i DIRECTOR
#L Anmeen Llemo. is iinority Collsge Sirectoraze Stancy Ednesitn
Jagibatiols, Baruinor, Kol-145 ﬂ'ﬁﬁhm&zﬁﬁaﬁm&} Uit T
Tuchlors sipem o oAUl



