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CRITERION 1 – CURRICULAR ASPECTS 

 

Key Indicator – 1.2.1 Number of Add-on/Certificate programs offered during the last five years 

 

NAAC DVV CLARIFICATIONS 

Metric ID Particular 

1.2.1 Number of Add on / certificate programs offered during the last five years 

 

HEI Input-17 

 

2017-18 2018-19 2019-20 2020-21 2021-22 

04 09 03 00 01 

 

 

 

Findings of DVV DVV Clarification 

1) Provide the Details of each program such as: Name 

of the program duration, list of students enrolled 

(with signature of students), model certificates, 

curriculum, assessment procedures year-wise. 

Detail of each program with Name, Duration, List of 

students enrolled with signature, model certificate 

curriculum and assessment procedure declaration 

detail year wise is provided. 
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Index 

1.2.1 Number of Certificate/Value added courses offered and online courses of MOOCs, SWAYAM, NPTEL etc. 
(where the students of the institution have enrolled and successfully completed during the last five years) 

S.No Session Page No 

1 2017-18 4-74 

2 2018-19 75-142 

3 2019-20 143-160 

4 2020-21 161 

5 2021-22 162-182 

6 assessment procedures 
declaration 

183 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

4 
 

 

 

 

 

Session 2017-18 

 
 

Session Name of Program Duration of Program No. of students enrolled 

2017-18 Training program Under 
Swami Vivekanand 

Career Guidance Cell 
(under scheme no 6915) 

Computer Accounting 
with Tally 

 

36 hours 256 

 

Computer Accounting With Tally training program was organized from 26 August 

2017 to 16 September 2017 under Swami Vivekananda Career Guidance Scheme 

(under scheme number 6915) in Government College Timarni. The main objective 

of this training program was to provide Tally training to the students studying in 

the college. In this training program, subject experts Mr. Prateek Muhale, Mr. 

Abhishek Lohana and Mr. Nitin Gurjar explained various facts related to tally 

accounting to the students. 
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List of students with signature 
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Curriculum 
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Govt. Degree College, Timarni, Dist- Harda (M.P) 
Tanning Program on 

Computer Accounting With Tally 
Organized by Swami Viveknand Career Guidence cell 

Under Scheme No. 6915 

session 2017-18 

from 26th Aug to 16 sept 2017 

[ Praposed Syllabus ] 

#Basics of accounting 

 

 Introduction accounting principle concept and 

convections 

 double entry system  

 types of accounts  

 rules of accounting  

 mode of accounting  

 financial statements  

 transactions 

#Fundamentals of tally 

 

 Introduction  

 getting functional with tally  

 setting of company  

 company features  

 configurations 

#Creating accounting masters 

 

 charts of accounts  

 groups  

 lasers  

 creating chart of accounts 

 practice session 

#Voucher entry in tally  

 

 accounting vouchers  

 regarding accounting vouchers inventory vouchers 

 regarding inventory vouchers  

 practice session 

 

             

           Principal 
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Session Name of Program Duration of Program No. of students enrolled 

2017-18 Training program Under 
Swami Vivekanand 

Career Guidance Cell 
(under scheme no 6915) 

Self employment 
Training Program 
Photography and 

Videography  
 

40 hours 710 

 

 

Photography and Videography training program was organized from 18 August 

2017 to 12 September 2017 under Swami Vivekananda Career Guidance Scheme 

(under scheme number 6915) in Government College Timarni. The main objective 

of this training program was to provide Photography and Videography training to 

the students studying in the college. In this training program, subject experts Mr. 

Prakash Billore explained various facts related to Photography and Videography 

to the students. 
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Govt. Degree college Timarni Dist- Harda (M.P) 
Photography & videography Training Program 
Organized by Swami Vivekananda career guidance cell 

(Under scheme no 6915) 

 

Session 2017-18 

 
From 1

st
 sept 2017 to 21

st
 sept 2017 

 
 

MODULE –I 

Type of still cameras 

• View Camera 

• Viewfinder Camera 

• Single Lens Reflex 

Camera 

• Twin Lens Reflex 

Camera 

 

MODULE -II  

Part of still SLR-CAMERA. / Digital SLR 

camera. 

01. Viewfinder 

 02.Shutter Release 

03.Shutter 

04. Shutter Speed Control 

05. Film Speed Control 

06. F-Stop Control 

07. Film Compartment 

08. Flash 

09. Hot Shoe Mount 

10. Lens Ring Mount 

MODULE-III.  

BASIC Photographic Image: 

1. Motion picture Photographic Emulation 

2. Film base 

3. Latent image: image formation 

4. Grain, graininess. FILM SPEED 

 

MODULE-IV 

composition rules 

1. Line 

2.Shape 

3.Color  

4.Texture 

MODULE-V  

Exposure control. 

1. Exposure 

2. Film speed. ASA 

3. Shutter speed 

4. Aperture 

MODULE-VI  

Lens: 

1. Resolving power: definition Focal length 

 2. Prime lenses/block lenses 

3. Zoom lens 

4. Angle of view 
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5.Direction 

6.Size 

 

 

 

5. Normal lens 

6. Telephoto lens 

7. Wide angle lens 

8. Macro lens/micro lens 

9. Converter 

10. Idea of perspective 

11. Zoom ratio 

12. lens speed 

13. Depth of field 

14. Depth of focus 

15. Hyper focal distance. 

16. Lens.Companies.carl Zeiess. Anguenus. 

 

 

 

 

 

            

                                                                                                                                             प्राचार्य  
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Session Name of Program Duration of Program No. of students enrolled 

2017-18 Judo Karate Training 
Program 

 
30 hours 30 

 

 

For complete physical and self-defense of students in Government 

College Timarni, Judo Karate training was organized at the college level 

from 1st August 2017 to 18th August 2017 under the guidance of 

Karate Instructor Ms. Bhavna Choubey.    

Under this training, students were explained the importance of Judo 

Karate's practice application and its future. For the period of 2 hours 

per day and taught how to overcome enemies without weapons. 

College's Judo Karate in training Along with the instructor, other karate 

instructors of the city were also present to make the students aware of 

the details of self-defense. 
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Govt. Degree College, Timarni, District – Harda (M.P.) 

judo karate training program 

Session 2017-18 

[Syllabus proposed for training] 

 
 
1.  Safety considerations related to advanced martial arts training activities. 

2.  Historical and theoretical basis of martial arts techniques used in the course. 

3.  Warm-up and cool-down exercises adapted to martial arts training goals. 

4.  High level conditioning, eye-hand coordination, and speed drill/circuit training. 

5.  Advanced hand and foot attack techniques. 

6.  Advanced falling and energy dissipation technology. 

7.  Advanced partner-friendly and adversarial take-down training. 

8.  Advanced groundwork, hold-downs and submission techniques. 

9.  Civilian/Personal Self Defense topics including: Situational Awareness; pre-contact  

signal; conflict avoidance and stress reduction; common predator tactics/ambush 

scenarios; adrenal stress conditioning; Appropriate response techniques. 

10.  Anti-bullying/harassment training and conflict avoidance and stress reduction. 

11. Martial Art Demonstration Team: Practical team building and active participation by 

all class members based on their skill, talent, aptitude and passion. 

12.  Martial arts as entertainment; Event planning, choreography, training and execution. 

13.  Martial Arts as a College/Community Educational Resource; Training, Endorsements, 

Events. 

 

          
Principal 

 



 

68 
 

 

Session Name of Program Duration of Program No. of students enrolled 

2017-18 Judo Karate Special 
Training Program for 

Girls only 
 

30 hours 30 

 

 

 

For complete physical and self-defense of students in Government 

College Timarni, Judo Karate training was organized at the college level 

from 1st Sept 2017 to 21st Sept 2017 under the guidance of Karate 

Instructor Ms. Bhavna Choubey.    

Under this training, students were explained the importance of Judo 

Karate's practice application and its future. For the period of 2 hours 

per day and taught how to overcome enemies without weapons. 

College's Judo Karate in training Along with the instructor, other karate 

instructors of the city were also present to make the students aware of 

the details of self-defense. 
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Govt. Degree College, Timarni, District – Harda (M.P.) 

judo karate training program 

Session 2017-18 

[Syllabus proposed for training] 

 
 
1.  Safety considerations related to advanced martial arts training activities. 

2.  Historical and theoretical basis of martial arts techniques used in the course. 

3.  Warm-up and cool-down exercises adapted to martial arts training goals. 

4.  High level conditioning, eye-hand coordination, and speed drill/circuit training. 

5.  Advanced hand and foot attack techniques. 

6.  Advanced falling and energy dissipation technology. 

7.  Advanced partner-friendly and adversarial take-down training. 

8.  Advanced groundwork, hold-downs and submission techniques. 

9.  Civilian/Personal Self Defense topics including: Situational Awareness; pre-contact  

signal; conflict avoidance and stress reduction; common predator tactics/ambush 

scenarios; adrenal stress conditioning; Appropriate response techniques. 

10.  Anti-bullying/harassment training and conflict avoidance and stress reduction. 

11. Martial Art Demonstration Team: Practical team building and active participation by 

all class members based on their skill, talent, aptitude and passion. 

12.  Martial arts as entertainment; Event planning, choreography, training and execution. 

13.  Martial Arts as a College/Community Educational Resource; Training, Endorsements, 

Events. 

 

          
Principal 
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Session 2018-19 

         

Session Name of Program Duration of Program No. of students enrolled 

2018-19 Training program Under 
Swami Vivekanand 

Career Guidance Cell 
(under scheme no 6915 
& 7815) Fashion Design 

 

16 Hours  
 

34 

 

 

Under Swami Vivekananda Career Guidance Cell of the college, a fashion 

designing training workshop was organized under scheme number 6915 and 

7815, in which subject expert Mrs. Santosh Sharan provided training related to 

the nuances of fashion designing to the girl students. In order to make the girl 

students self-reliant, the workshop was conducted in which detailed information 

about different types of fabric cutting precautions etc. was provided to the girl 

students. This training was organized from February 12, 2019 to February 19, 

2019, in which Earth Day 2 hours training was provided to the girl students. 
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Model Certificate 
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Curriculum 

Govt. Degree College Timarni, Dist – Harda (M.P) 

Fashion Design Tranning Program 

session 2018-19 

                                                                      [ Praposed Syllabus] 

 

1. Basic Knowledge of Tailoring Cutting 

2. Safety Precautions and Importance 

3. Glossary of Sewing Cutting. 

4. Introduction to sewing machine.... 

5. Cleaning and care of the machine. 

6. Machine Malfunctions and Corrective Measures 

7. Items required for sewing.. 

8. Anatomy and Clothing 

9. Application of different clothes and cloth used in costumes. 

10. Correct Measurement Technique 

11. Standard Size and Conversion Table. 

12. Drafting and Pattern Making 

13. Shrinking Clothes 

14. Correct cutting technique 

15. Couture, darts, pleats, tucks and picks 

16. Different Types of Garment Decoration 

17. Different Stitches 

18. Decorative Stitches 

19. Basic methods of beautiful stitching. 

20. Use of hinge, loop, button, loop, zip, elastic and holder. 

21. Repair of garments. 

22. Different types of necks, collars and bandages 

23. Belt, facing, lining, yoke fitting, 

24. Sleeves, cuffs and pockets 

25. Mattress or Gaddi for the baby 

26. Essential item for small babies 

   27. Jhawla 

 

 

           
          Principal 
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Session Name of Program Duration of Program No. of students enrolled 

2018-19 Training program Under 
Swami Vivekanand 

Career Guidance Cell 
(under scheme no 6915 
& 7815) Beauty Parlor 

 

16 Hours  
 

54 

 

Under Swami Vivekananda Career Guidance Cell of the college, a Beauty Parlor 

training workshop was organized under scheme number 6915 and 7815, in which 

subject expert Mrs. Usha Goswami provided training related to the  to the girl 

students. In order to make the girl students self-reliant, the workshop was 

conducted in which detailed information about different types of   was provided 

to the girl students. This training was organized from February 12, 2019 to 

February 19, 2019, in which every day 2 hours training was provided to the girl 

students. 
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Curriculum 

Govt. Degree College Timarni, Dist – Harda (M.P) 

Beauty Parlor Tranning Program 

session 2018-19 

[ Praposed Syllabus ] 

 

 

 

            

           Principal 
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Session Name of Program Duration of Program No. of students enrolled 

2018-19 Training program Under 
Swami Vivekanand 

Career Guidance Cell 
(under scheme no 6915 

& 7815) Mushroom 
Farming 

 

16 Hours  
 

82 

 

 

Under Swami Vivekananda Career Guidance Cell of the college, a Mushroom 

Farming training workshop was organized under scheme number 6915 and 7815, 

in which subject expert Mr. Shubham Baneriya  provided training  students. In 

order to make the students self-reliant, the workshop was conducted in which 

detailed information about different types of mushroom cultivation was provided 

to the students. This training was organized from February 12, 2019 to February 

19, 2019, in which every day 2 hours training was provided to the students. 
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Model Certificate 
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Curriculum 

Govt. Degree College , Timarni, Dist – Harda(M.P) 

Training Program On Mushroom Forming 

Session 2018-19 

1) Introduction To Mushroom, Importance Of Nutrition And Diet 

2) Types Of Mushroom 

3) Stages In Mushroom Production 

4) Composting Production, Raw Material, And Sanitization Process 

5) Casing 

6) Mushroom Harvesting 

7) Mushroom Farming 

8) Required Latest Machines 

9) Space Required For Business 

10) Marketing 

11) Investment 

12) Licenses Required For Mushroom Business 

13) Government Schemes For Mushroom Business 
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Session Name of Program Duration of Program No. of students enrolled 

2018-19 Training program Under 
Swami Vivekanand 

Career Guidance Cell 
(under scheme no 6915 

& 7815) Vermi 

Compost 
 

16 Hours  
 

65 

 

 

Under Swami Vivekananda Career Guidance Cell of the college, a Vermi Compost 

training workshop was organized under scheme number 6915 and 7815, in which 

subject expert Mr. Servesh Kumar provided training  students. In order to make 

the students self-reliant, the workshop was conducted in which detailed 

information about different types of Vermi Composting was provided to the 

students. This training was organized from February 12, 2019 to February 19, 

2019, in which every day 2 hours training was provided to the students. 
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Curriculum 

Govt. Degree College , Timarni, Dist – Harda(M.P) 

Training Program on Vermi Composting 

Session 2018-19 

 Introduction and Scope.  

 Types of Earthworm and Classification Epigeic, Endogeic, 

Diageic 

 Life history of Earthworms (Earthworm Species Eisenia 

foetida). 

 Objectives of Vermicompost. 

 Vermicompost Production: 

 Establishment of Vermicomposting Vermiwash unit. 

 Different Methods of Vermicomposting:  

 Small and large scale Bed method, Pit method. 

 Harvesting the Compost,Storing and packing of vermicompost. 

 Precautions while Vermicomposting. 

 Physico-chemical analysis of vermicompost.  

 Physical Parameters of vermicompost. 

 Nutrient content of vermicompost and their role in agriculture. 

 Benefits of vermicompost, Pests and diseases of Earthworms. 

 

Principal 
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Session Name of Program Duration of Program No. of students enrolled 

2018-19 Training program Under 
Swami Vivekanand 

Career Guidance Cell 
(under scheme no 6915 
& 7815) Dairy Product 

 

16 Hours  
 

83 

 

Under Swami Vivekananda Career Guidance Cell of the college, a Dairy Product 

training  workshop was organized under scheme number 6915 and 7815, in which 

subject expert Mr. Ankit Bisariya provided training  students. In order to make the 

students self-reliant, the workshop was conducted in which detailed information 

about different types of Dairy Product was provided to the students. This training 

was organized from February 14, 2019 to February 19, 2019, in which every day 2 

hours training was provided to the students. 
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Curriculum 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

           

Principal 

 

 

Govt. Degree College , Timarni, Dist – Harda(M.P) 

Training Program On Dairy Product Management 

Session 2018-19 

Dairy Management 

1. Productivity Management 

1.1. Introduction and Concepts about Productivity 

1.2. Factors Affecting Productivity 

  1.3. optimization of resources 

1.4. Milk procurement, designing of marketing routes and sizing of process equipment 

12. Dairy Plant Design and Human Resources: 

2.1. Introduction, Classification of Dairy Plant 

2.2. site, premises and rooms 

2.3. capacity estimation 

2.4. Facilities Design, Plant Layout 

2.5. plant equipment selection 

2.6. cleanliness and hygiene 

2.7. Human Resource Planning Plant's functional requirement, skill enhancement, 

effective 
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Session Name of Program Duration of Program No. of students enrolled 

2018-19 Training program Under 
Swami Vivekanand 

Career Guidance Cell 
(under scheme no 6915 

& 7815) Food 

Processing 
 

16 Hours  
 

83 

 

Under Swami Vivekananda Career Guidance Cell of the college, a Food Processing 

training  workshop was organized under scheme number 6915 and 7815, in which 

subject expert Mr. Sandeep Kumar provided training  students. In order to make 

the students self-reliant, the workshop was conducted in which detailed 

information about different types of Food Processing was provided to the 

students. This training was organized from February 14, 2019 to February 19, 

2019, in which every day 2 hours training was provided to the students. 
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Principal  

 

 

 

 

Govt. Degree College , Timarni, Dist – Harda(M.P) 

Training Program On Food Processing 

Session 2018-19 

 concept of food processing 

 Production of Raw Material 

 Food Processes 

 Cooking 

 Packaging 

 Storage and distribution 

 Transport of Packaged food 
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Session Name of Program Duration of Program No. of students enrolled 

2018-19 Training program Under 
Swami Vivekanand 

Career Guidence Cell 
(under scheme no 6915 
& 7815) Cyber Security 

 

2 Hours  
 

148 

 

Under Swami Vivekananda Career Guidance Cell of the college, a Cyber Security  

training  workshop was organized under scheme number 6915 and 7815, in which 

subject expert Mr. Keshev Gupta (Branch Manager SBI Timarni) provided training  

students. In order to make the students aware about online techniques of online 

banking. the workshop was conducted in which detailed information about 

different types of Govt Banking Facilities  provided by the bank to students. This 

training was organized on February 14, 2019  to the students. 
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Model Certificate 
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Curriculum 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

            

           Principal 

 

 

 

 

Govt. Degree College , Timarni, Dist – Harda(M.P) 

Training Program On Cyber Security 

Session 2018-19 

 Basic Concept 

 Cyber Threads 

 Cyber Crime 

 Basic Precautions 
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Session Name of Program Duration of Program No. of students enrolled 

2018-19 Judo Karate Training 
Program 

 
30 hours 30 

 

For complete physical and self-defense of students in Government 

College Timarni, Judo Karate training was organized at the college level 

from 3rd sept 2018 to 20th Sept 2018 under the guidance of Karate 

Instructor Ms. Bhavna Choubey.    

Under this training, students were explained the importance of Judo 

Karate's practice application and its future. For the period of 2 hours 

per day and taught how to overcome enemies without weapons. 

College's Judo Karate in training Along with the instructor, other karate 

instructors of the city were also present to make the students aware of 

the details of self-defense. 
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Curriculum 

Govt. Degree College, Timarni, District – Harda (M.P.) 
 

judo karate training program 

Session 2018-19 

[Syllabus proposed for training] 
 

1. Safety considerations related to advanced martial arts training activities. 

2. Historical and theoretical basis of martial arts techniques used in the course. 

3. Warm-up and cool-down exercises adapted to martial arts training goals. 

4. High level conditioning, eye-hand coordination, and speed drill/circuit training. 

5. Advanced hand and foot attack techniques. 

6. Advanced falling and energy dissipation technology. 

7. Advanced partner-friendly and adversarial take-down training. 

8. Advanced groundwork, hold-downs and submission techniques. 

9. Civilian/Personal Self Defense topics including: Situational Awareness; pre-contact signal; conflict avoidance 

and stress reduction; common predator tactics/ambush scenarios; adrenal stress conditioning; Appropriate 

response techniques. 

10. Anti-bullying/harassment training and conflict avoidance and stress reduction. 

11.Martial Art Demonstration Team: Practical team building and active participation by all class members based 

on their skill, talent, aptitude and passion. 

12. Martial arts as entertainment; Event planning, choreography, training and execution. 

13. Martial Arts as a College/Community Educational Resource; Training, Endorsements, Events. 

 

 

            Principal 
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Session 2019-20 

 

Session Name of Program Duration of Program No. of students enrolled 

2019-20 Judo Karate Training 
Program 

 
30 hours 30 

 

For complete physical and self-defense of students in Government 

College Timarni, Judo Karate training was organized at the college level 

from 1st Aug 2019 to 19th Aug 2019 under the guidance of Karate 

Instructor Ms. Bhavna Choubey.    

Under this training, students were explained the importance of Judo 

Karate's practice application and its future. For the period of 2 hours 

per day and taught how to overcome enemies without weapons. 

College's Judo Karate in training Along with the instructor, other karate 

instructors of the city were also present to make the students aware of 

the details of self-defense. 
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Curriculum 

Govt. Degree College, Timarni, District – Harda (M.P.) 
 

judo karate training program 

Session 2019-20 

[Syllabus proposed for training] 
 

1. Safety considerations related to advanced martial arts training activities. 

2. Historical and theoretical basis of martial arts techniques used in the course. 

3. Warm-up and cool-down exercises adapted to martial arts training goals. 

4. High level conditioning, eye-hand coordination, and speed drill/circuit training. 

5. Advanced hand and foot attack techniques. 

6. Advanced falling and energy dissipation technology. 

7. Advanced partner-friendly and adversarial take-down training. 

8. Advanced groundwork, hold-downs and submission techniques. 

9. Civilian/Personal Self Defense topics including: Situational Awareness; pre-contact signal; conflict avoidance 

and stress reduction; common predator tactics/ambush scenarios; adrenal stress conditioning; Appropriate 

response techniques. 

10. Anti-bullying/harassment training and conflict avoidance and stress reduction. 

11.Martial Art Demonstration Team: Practical team building and active participation by all class members based 

on their skill, talent, aptitude and passion. 

12. Martial arts as entertainment; Event planning, choreography, training and execution. 

13. Martial Arts as a College/Community Educational Resource; Training, Endorsements, Events. 

 

             

            Principal 
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Session Name of Program Duration of Program No. of students enrolled 

2019-20 Judo Karate Special 
Training Program   

 
30 hours 30 

 

For complete physical and self-defense of students in Government 

College Timarni, Judo Karate training was organized at the college level 

from 2nd Sept 2019 to 19th Sept 2019 under the guidance of Karate 

Instructor Ms. Bhavna Choubey.    

Under this training, students were explained the importance of Judo 

Karate's practice application and its future. For the period of 2 hours 

per day and taught how to overcome enemies without weapons. 

College's Judo Karate in training Along with the instructor, other karate 

instructors of the city were also present to make the students aware of 

the details of self-defense. 
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Curriculum 

Govt. Degree College, Timarni, District – Harda (M.P.) 
 

judo karate training program 

Session 2019-20 

[Syllabus proposed for training] 
 

1. Safety considerations related to advanced martial arts training activities. 

2. Historical and theoretical basis of martial arts techniques used in the course. 

3. Warm-up and cool-down exercises adapted to martial arts training goals. 

4. High level conditioning, eye-hand coordination, and speed drill/circuit training. 

5. Advanced hand and foot attack techniques. 

6. Advanced falling and energy dissipation technology. 

7. Advanced partner-friendly and adversarial take-down training. 

8. Advanced groundwork, hold-downs and submission techniques. 

9. Civilian/Personal Self Defense topics including: Situational Awareness; pre-contact signal; conflict avoidance 

and stress reduction; common predator tactics/ambush scenarios; adrenal stress conditioning; Appropriate 

response techniques. 

10. Anti-bullying/harassment training and conflict avoidance and stress reduction. 

11.Martial Art Demonstration Team: Practical team building and active participation by all class members based 

on their skill, talent, aptitude and passion. 

12. Martial arts as entertainment; Event planning, choreography, training and execution. 

13. Martial Arts as a College/Community Educational Resource; Training, Endorsements, Events. 

           

Pricipal 
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Session Name of Program Duration of Program No. of students enrolled 

2019-20 Hindi English Typing 
Training Program 

 
30 hours 30 

 

In view of the utility of Hindi and English typing for the students in the 

college, Hindi English typing training was organized in the college by the 

college principal Dr. Vinita Raghuvanshi. At present, considering the 

importance of CPCT and Hindi English typing in various government 

jobs. This training program will be given in the college from 11 

September 2019 to 27 September 2019 for 2 hours per day, this 

training will be given by the teacher of the college Mr. Krishnakant 

Malajpure. 
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Model Certificate 
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Curriculum 

 Government Degree College, Timarni, District – Harda (M.P.) 

Hindi – English Typing Training Program 

Session 2019-20 

Date - 11 to 27 September 2019 

[Syllabus proposed for training] 

MODULE –I: Fundamentals in 
Typewriting 

MODULE –II Practice of Letter writing & 
Office Procedures 

MODULE –III Advanced Type Writing 

 Keyboard Practice 
with emphasis on 
rhythm and practice 
of figures.  

 Blind Touch Method  

 Accuracy 
development   

 Shift Key Operation   

 Words and 
sentences, practice 
of paragraphs   

 Speed Practice at the 
rate of 20    

 w.p.m Tabular sets 
centering and simple 
statements 

 

 Typing of Business Letter  

 Typing of Invoice    

 Typing of Memorandum   Typing 
of Government Order    

 Typing of Official letter 

 Typing of Balance sheet on 
different sheets  

 Typing of Tender Notice  

 Display   
 Speed practice @ 45 w.p.m  
 Definition and importance of 

Typewriter  
 Different Sizes and makes of 

typewriters 

 

  
   
   

 

                  
Principal  
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Session 2020-21 

 

 

Session Name of Program Duration of Program No. of students enrolled 

2020-21 - 
 

- - 
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Session 2021-22 

 

Session Name of Program Duration of Program No. of students enrolled 

2021-22  
Internship Cum Training 

Program Under MOU 
Activity For Various 
Vocational Subject 

 

30 to 45 Hours 528 

 

 

In the current academic session, under the new education 

policy, vocational courses have been added to the curriculum, 

according to which every student is required to do Internship 

work or field work or community involvement, for this, Institute 

have signed MoUs with various training institutes present in the 

city, most of which were colleges. In order to complete their 

current academic year, the students in these institutes got 

training in their professional subjects like web design, desktop 

publishing, accounting in tally work, etc. in the project work 

training program. 
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Model Certificate 
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To whom this may concern 

Assessment Procedure 

 

This is to be certified that assessment procedure of each add on/certificate program/training 

program offered during last 5 years is done through  viva,  presentation procedure and class 

performance by each participants/ students. On the basis of which, certificate is provided to 

student. 

 

Academic 

Year 

 

2017-18 2018-19 2019-20 2020-21 2021-22 

No. of 
Courses 

during year 

 

04 09 03 00 01 
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