Instruction List

Below are records/instructions which are mandatory to maintain for each computer teacher/faculty:-

1. HCL Complaint register is must for the complaints of  HCL related problems. Calculate downtime according to given instructions. Complaint id and complaint date should be of the same date. 
Toll free Nos:  1800 180 1881, 1600 180 1881 

Other nos. for complaint:- 01812442251-52-53-54-55-57.

You can also complaint through.

http://psp.hclinsys.com/dse
Username: Lab code

Passward: Lab code

2. BSNL complaint register or internet register. BSNL complaint no. is 198(toll free).
3. PHSC complaint register.

4. Enrollment register.

5. Stock register.

6. Daily dairy (Must be signed by the Principal/Headmaster).

7. Text books record.

8. Reference books record.

9. CAL register.

10. Prepare notes before teach.

11. Send absent report of students of each class to the Principal/Headmaster after completion of each month.

12. Remove the songs and games from all the computers.

13. Lab should be neat and clean.

14. Eatables are not allowed in the lab.

15. Display computer related charts in the lab.

16. Maintain soft copy of each record.
17. Maintain examination records properly.

18. If any HCL employee comes for visit then please check the I-card before entering into the lab.

19. Check the copies of all the students with in a week. 

20. Take a test with in a month and maintain the record properly.

21. Chatting is not allowed in the lab where internet  working.
22. No direct call is allowed to HCL engineers.

23. Display do’s and don’t chart in the lab, which is provided by the HCL.

24. Time Table, signed by the Principal/Headmaster must be displayed in the lab.

25. Every record should be signed by the Principal/Headmaster.
Signature of Principal

