INDIRA GANDHI NATIONAL OPEN UNIVERSITY

NEW DELHI-110068

PROGRAMME STUDY CENTRE

Definition

A Study Centre established for providing necessary Student Support Services for a particular programme (Science, Technology, Engineering, Computers, Health Sciences, Library and Information and Professional/Vocational which has intensive practical bias) will be a Programme Study Centre.

Location

A programme Study Centre can be located in an Institution/Organisation, which possesses:

a) Necessary infrastructure facility and academic expertise as per the concerned School's Programme requirement for the conduct of Academic Support services, and,

b) Willing to provide those facilities for use of IGNOU students on mutually agreed terms.

Infrastructural facilities

a) 1/2 rooms for exclusive use of the study centre

b) Rooms/Halls furnished for conducting counseling sessions/examinations on Sundays and Holidays.

c) Audio-visual facilities like TV, VCR etc. for using the Audio and VideoCassettes of IGNOU.

d) Necessary laboratories/workshops and equipments for conducting practicals.

e) Library
Procedure for Establishment

a)The basic information about the Host Institution to be provided by the Head of the Institutions in the prescribed proforma (Anneuxre-A).

b)On receipt of the above information, the Regional Director will visit the Institution, hold discussions with the Head of the Institution and the management (wherever necessary) and send a feasibility report to Regional Services Division alongwith his recommendation.  

c) After due consideration at the Headquarters the decision will be conveyed to the Regional Director.  In the event of approval, the Regional Director will execute an M.O.U. with the Host Institution (Annexure B).

d) A notification will be issued from the RSD after the appointment of programme in-charge.

Staffing Pattern

The Programme Study Centre will have a part-time Programme-In-Charge who will be  appointed by IGNOU out of a panel of three names recommended by the Head of the host institution and forwarded by the Regional Director with his recommendations.  The person recommended should be an approved counsellor for the programme and is a regular employee of the Host institution.

The programme in-Charge will be in the overall in-charge of the Study Centre and will be responsible and accountable for all the activities of IGNOU in respect of the given programme.  He will report to the concerned Regional Director.

The Programme in-charge will be paid lumpsum amount for secretarial assistance on per student basis.

Functions

The programme Study Centre will perform the following functions:

a) Organise Counselling and Audio-visual sessions.

b) Arrange practical sessions, demonstrations, field work etc. as per programme requirements.

c) Receive assignments from students, get them evaluated by approved counselors and send feed back to students and grade sheets to SR & E Division and the Regional Centre.

d) Maintain records of activities and accounts.

e) Send regular feedback reports to the Regional Centre.

f) Provide Information about IGNOU and its programmes.

g) Generate bio-data of academic counsellors and forward them to the Regional Director for their part-time appointment as Academic Counsellors.

h) To supervise and coordinate the activities of attached work centres, if any.

Enrolment


The Programme Study Centre will have a minimum Student Strength of fifty (50) and a maximum strength of one thousand (1000) in the given programme or a set of programmes in the given discipline unless otherwise specified.  Necessary remedial steps will be taken by the University in case these numbers vary considerably on the recommendations of the Regional Director.

Funding

Regional Centre will provide in the  form of imprest  money for expenditure funds as per IGNOU norms and monitor the expenditure of the centre.

a) Payment to Academic Counselors for conducting counselling sessions, practical and for evaluation of assignments.

b) Payment to the Host Institution for use of laboratories and equipments.

c) Honorarium to the programme in-charge @ Rs.700/- per month.

d) Contingent expenditure on stationery, postage etc.

e) To meet the expenditure on secretarial assistance, the Programme Centre will be paid a lumpsum amount per annum at the rate of Rs.50/- per student  or Rs.5000/- whichever is more.

The programme in-charge will maintain accounts and submit the expenditure statement by 5th every month in the prescribed proforma.

WORK CENTRES    

Work Centres will be established for programmes with practical component in institutions/organisations having programme-specific equipments/labs for conduct of practicals as and when required.  These will be set up only when the facilities available at programme Study Centre may not be in a position to cope with the increased number of students.  For this the Programme-in-Charge will identify their institutions and send the proposal to the Regional Director for the consideration and further action.

Annexure A

INDIRA GANDHI NATIONAL OPEN UNIVERSITY

PROPOSAL FOR PROGRAMME STUDY CENTRE

1. Name of the institution/organisation : ……………………………………………………………...

2. Type of the Institution/Organistion : ……………………………………………………………….

3. Name & Designtion  ………………………………………………………………………………….

4. Postal Address ………………………………………………………………………………………...

    …………………………………………………………………………………………



   ………………………………………………………………………………………….

5. Telephones
:
Office :

Residence:

Fax:

E-mail

6. Programme for which the Study Centre is proposed to be set up: ………………………………

7. Details of necessary infrasture facilities:

Office Space:








Class Rooms:








Equipments:








Required for the








Programme

8. Details of academic expertise for the programme: ……………………………………………………...

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

The IGNOU norms for the Programme Study Centre has been carefully studied and are acceptable to the institution / organisation.








Signature of the  Head of the Institution

Date:

Place:

INDIRA GANDHI NATIONAL OPEN UNIVERSITY

NEW DELHI - 68

MEMORANDUM OF UNDERSTANDING (M.O.U.)

(For Programme Study Centre)

Signed between Indira Gandhi National Open University hereinafter referred to as IGNOU and  Head of the Host Institution,

The Host Institution will

1. give 1/2 rooms with a space of approximately 500-800 sq.ft.  exclusive use of IGNOU without charging any rent, for the office of the programme in-charge and for audio visual.

2. Let a signboard of IGNOU Study Centre installed prominently at a proper place.

3. Make hall/rooms available for holding counselling and IGNOU Exams.

4. Extend Library, laboratory, Computer facilities etc. to IGNOU Students for the given programme on mutually agreed terms.

5. Will provide tape recorder and VCR.

IGNOU will

· pay contingent charges and other remuneration for counselling sessions, evaluation of assignments, holding exams, stationery, postage, telegrams as per IGNOU norms.

· Pay an amount towards secretarial assistance either lumpsum or on per student basis, whichever is more, as per approved rates.

· Will provide 5 sets of  SIM, and audio video cassettes pertaining to the programme.

Agreed upon and signed.

On behalf of the Institutions.



On behalf of IGNOU.

(Head of the Institution)
(Director, SOET)
(Regional Director)

Seal

Date:

Place:

INDIRA GANDHI NATIONAL OPEN UNIVERSITY

New Delhi - 68

PROFORMA FOR APPOINTMENT OF PART-TIME CO-ORDINATOR/PROGRAMME INCHARGE

1. NAME (in block letters) : ……………………………………………….…………

2. DESIGNATION : ………………………………………….

3. ADDRESS (Residence): ……………………………………………………………

   : ……………………………………………………………

    : ……………………………………………………………

4. Date of Birth
 : …………………………………..

5.Pay scale/pay allowances : …………………………

6. ACADEMIC QUALIFICATION :

Degree                    Subjects                  University                  Year              Division

Doctoral 

Masters 

Bachelor 

Any other (Pl. specify)

7. Experience:

a) Total teaching experience at UG/PG level : …………………

b) Details of  teaching experience during the last 5 years.:

Classes taught/taken

   
subject



Years with date

Research level

PG level

UG level

Any other (Pl. specify)

a) Administrative / Supervisory Experience : ……………………………………………………..

b) Experience of work connected with IGNOU : ………………………………………………….

c) Activities such as Counselling, Asstt. Coordinator etc. :………………………………………..

d) Research Experience : …………………………………………………………………………..

Research projects/Studies undertaken (Pl. specify) : ………………………………………………..






          : ………………………………………………..






          : ………………………………………………..

Signature

