SHAGIY G2 AAd aRaR{

NAAC B (2.21) State University

Lol —39, 4aRiA s, ey (6.31) 3¢wasy
$i: (005 §) RR0%Y, 230U, 3093, R33§y¢
Email :

: regi@ngu.ac.in
URua ol.-9 Ye/R02y

Qe w3z S\Nell 22105 € UUAoL YRy (S.0.P.) 43,

85 : (0205 5) 31¢q0
Website : WWW.ngu.ac.in

U YRR oy Ugtellds  (Aeyo)oy S detool Sl ARoy AURARISAA
eldelqf 3l @lao o{l[A-2020 ol UGCel  Guidelin
Short-Term Skill Deviopment Course in

@°
@ster: Guz yegy

-0 /uxy R0 Y r/'eoezf
ARk / 00,200y

ylq,

T UeRetlds Qe asisa, SHRASA Gz A%¥RAA YRR iz
U YRARTA ctoot HARey URAASA A2,
ASC Rci(o:-

- Slotsll, i Qe dRs.

‘l %
R Sl-uldlAesl 20ndlay [@ate «l[Q-2020. SHRASL AR G2 A% YA iz

3. Wdlew Raumssll, 3uaigiage Bri2 A YRARTA yien (steleudl w3)

¥, ddauwasll, 3xrisiy Gue %A Y[ARIA HieRl.(Quellzilet Guao U3 88 et wd)
u. Hld.§c—tu@3ﬂ/§€lﬂ@€wﬂ°j SlAlcd JuRial ] G A%t YRaARE wizw

o M RAotcllres(, snge? (fosee Aozz) $1.6.9L. Y[R @A HERL(Aotuse uR ysa w3 )
9. ydel y-guu, $1.6.9L. YRRl yep

C. HESH 9w, §H.6.0,. R4, ULeRL( R olsc)



SOP (Standard Operating Procedure) for
Skill Based Certificate Courses of 2 Credits offered by
Hemchandracharya North Gujarat University-2024

L Introduction
As per the National Education Policy-2020 and the Guidelines for the Introduction of

Short-Term Skill Development Courses in Higher Educational Institutes (HEIs) - 2023, skill
based short term certificate courses can attract students of higher education that enables them
(o add extra credits 1o their regular courses by pursuing Separate skill based CO-courses. Apart
from that, such skil| based short term certificate courses can attract other citizens of the
society who want to learn extra skills for their personal as well as professional development,
Various emerging technical/mu!tiudisciplinary courses/ life skills can be carried out by the
students as wel] as citizens to gain knowledge and skills.
2. Objectives:

® To enable learners 1o acquire additional skills along with the regular learning

programmes.

* To enhance learner's career opportunities through practical application of skills learnt,

* To offer Skill based and knowledge based programmes.

* To enable learners update their pre learnt skills.

3._Who can offer the Course?

All departments of l--Icmchandracharya North Gujarat University and all affiliated
colleges having 2 B and 12 F Certificates of UGC having adequate infrastructure and
resources can offer such Certificate courses,

4. How to Introduce the Course?

* Any skill oriented Programme can be introduced e.g. Life skills, technical skills,
vocational skills and the like.

® The course must be of minimum 30 hours of direct contact teaching desired for 2
credit certificate courses, The course will be of two papers each of 100 marks,

* The proposal for the Short Certificate Course must contain clearly the Course Title,
Objectives and Scope of the course, Eligibility (Target participants), Credits, Detailed
Syllabus, Reference Books, Examination pattern, Details of Resource Persons (o

® The justification of course fee with proper analysis of the expenditure is expected to
be included in the course proposal only. The course fee would be decided by the
university keeping in view of'the justification given in the proposal.
* All the rules of the State as wel] as Central Governmen for Reservation would be
applicable.
® The general rules of the university for admission, examination and discipline would
be applicable to these certificate courses,
® The Structure of the Course fees: 2094 University Processing Fees
20 % Institute infrastructure utilization
60 % Resource persons.




8. Eliigibiligy for the enrolment:

®
»
®

6.

Any person having passed 1042 Board Examination and its equivalent examination.
Enrolment to these Certificate course will be optional for University enrolled students,
Any student can enrol to only one certificate course in a single academic term.

Any student of any programme can enrol to any of the skil| based certificate courses
but not at the cost of the regular programme,

Students can add extra credits apart from their regular eurriculum,

No institution will make enrolment to such certificate courses mandatory for their
students.

How to start the Certification Course:

Step-1: Procedure related to Application for the Course

Institutions/l)egartments/ Colleges:

L. Design the Course for minimum 30 hours,

2. Fill Application form (Form-CC-01)

3. Mention following details in Application form:

(a) Objectives of the course must be clear

(b) Pre-requisite and outcome to be mentioned.

(¢) Content of the course (Syllabus)

(d) Course Type: Theory based, practical based, field based or blended
(e) Eligibility criteria for the participants.

() Exam pattern (MCQ/Online MCQ/Written)

4. Submit the application to University duly forwarded Head of Department/ Principal
of the College along with Rs.250)/- processing fees per Certificate course

Step-2: A roval Procedure.

Step-3: Schedulin

(a) University Academic section will forward (o Dean for the opinion.

(b) Based on the opinion of the Dean, the proposal for the course will be sent to the
Academic Council for ; pproval and the Academic Council can grant approval as
well rejection for the course,

(¢) Based on Academic Council's consent, the Department/ College will be informed
by the University

(d) On receiving the consent, the Department/ College will schedule the certificate
course,

> Certification Course Form-CC-02

(a) On receiving approval from University, the Institution can schedule the
certification course date and time

(b) Fix the hourly time table of the Certification course,

(¢) Decide the Resource persons’ names and remuneration to be given on hourly
basis.

(d) Decide the fees structure,

(e) Start enrollment for the course.

(f) Prepare the student list enrolled for the certification course

(8) Fill the Course Scheduling form online/offline filling Form-CC-02 and submit to
University.
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(h) Submit 20% of total fees of enrolled students or Rs.100/- per student whichever is
maxlimum as processing fees to the University along with list of enrolled students
enrolled for the certification course through cheque/draft.

Step-4: Commencement of course:

(a) The course can be Commenced once minimum number of learners are enrolled for
the course as per the convenience of the course co-ordinator.

(b) The course co-ordinator is empowered to decide the time table and other required
decisions to run the course smoothly and effectively.

(¢) Keep the attendance log of the students and resource person for every lecture.

Step-5: Examination:

(a) Examination of al| certificate courses will be conducted twice a year irrespective of
the date of commencement of the courses. The fees of examination will be decided by
the University.

(b) The Course co-ordinators are required to fij] Form-CC-03 using following details:

a. Prepare List of students who completed the course and eligible to appear for
examination

b. Submit the list of eligible course participants who are eligible for examination.

C. Submit the exam date and time.

(¢) The examination will be conducted at University/ institution/ College Campus. This
will be arranged and organized by the University. Course in-charge of the course will
be responsible for conducting the examination.

(d) The Course Co-ordinators are empowered to decide the examination pattern that must
be clearly mentioned in the course proposal.

(e) There would be no provision for additional €xam or re-assessment.

tep-6: Results and Certification: Form-CC-04);

(a) The passing standard will be minimum 40% of the total marks, The answer-sheets
will be assessed at the Institution level.

(b Submit Attendance ljst and obtained score by the participants appeared for exam
and their score,

(¢) Submit obtained score by the candidates.

(d) Remuneration Detail Form: Submit list of resource persons, total hours of lectures
taken by the resource persons and total remuneration given to the resource persons
with their signature, duly attested by the course-in-charge and- head of
Department/ Principal of the college.

() University will provide Certificates and Mark-sheets to the Institution within 45
days on receiving the Form-CC-04.

7. Validity of the Course:

(a) Once thecertification title and syllabus is approved as shown in Step-1, the Institution
need not apply for the approval for the same course again. The Institution can
commence the Certification course anylime again by following the step-2 onwards as
shown in SOP.

(b) If the syllabus or title is changed, the institution needs to apply again for the approval,

(¢) No Department/ college can be allowed to offer the certificate course having similar
title and syllabus offered by the University as part of the curriculum.

(d) The Department or College can introduce more than one certificate courses of
















