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1

THE UNIVERSITY

1.1

Introduction

The Indira Gandhi National Open University was established by an Act of Parliament in 1985 to
achieve the following objectives:
•

democratising higher education by taking it to the doorsteps of the learners

•

providing access to high quality education to all those who seek it irrespective of age, region,
religion and gender

•

offering need-based academic programmes by giving professional and vocational orientation to
the courses

•

promoting and developing distance education in India

1.2

Prominent Features

Indira Gandhi National Open University has certain unique features such as:
•

International Jurisdiction

•

Flexible admission rules

•

Individualised study—flexibility in terms of place, pace and duration of study

•

Use of latest information and communication technologies

•

Nationwide student support services network

•

Cost-effective programmes

•

Modular approach to programmes

•

Resource sharing, collaborations and networking with conventional Universities, Open
Universities and other Institutions/Organizations

•

Socially and academically relevant programmes based on students needs analysis and

•

Convergence of open and conventional education systems.

1.3

Important Achievements

•

Emergence of IGNOU as the largest Open University in the World.

•

Conferred with award of Excellence in Distance Education by the Commonwealth of Learning
(COL) Canada.

•

Listed 27th in the webometric ranking of Indian Universities based on creation or its presence
on the internet.

•

National resource centre for expertise and infrastructure in the ODL System

•

University has 130 Satellite Interactive Terminals (SITs) across the country to facilitate video
conferencing

•

A large No. of Regional Centres and high enrollement study centres have been provided with
network connectivity
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•

Identified as national coordinator for developing MOOCs at certificate and diploma level.

•

UNESCO declared IGNOU as the largest institution of higher learning in the world in 2010.

•

On spot delivery of study material to students.

•

Largest network of learning support system.

•

Providing education to the marginalised sections of society and free education to jail inmatesthrough out country.

•

Declaration of Term-end result within 45 days.

1.4

The Schools of Studies

With a view to develop interdisciplinary studies, the University operates through its Schools of
Studies. Each School is headed by a Director who arranges to plan, supervise, develop and organize
its academic programmes and courses in coordination with the School staff and different academic,
administrative and service wings of the University. The emphasis is on providing a wide choice of
courses at different levels. The following Schools of Studies currently are in operation:
•

School of Humanities (SOH)

•

School of Social Sciences (SOSS)

•

School of Sciences (SOS)

•

School of Education (SOE)

•

School of Continuing Education (SOCE)

•

School of Engineering and Technology (SOET)

•

School of Management Studies (SOMS)

•

School of Health Sciences (SOHS)

•

School of Computer and Information Sciences (SOCIS)

•

School of Agriculture (SOA)

•

School of Law (SOL)

•

School of Journalism and New Media Studies (SOJNMS)

•

School of Gender and Development Studies (SOGDS)

•

School of Tourism and Hospitality Service Management (SOTHSM)

•

School of Interdisciplinary and Trans-disciplinary Studies (SOITS)

•

School of Social Work (SOSW)

•

School of Vocational Education and Training (SOVET)

•

School of Extension and Development Studies (SOEDS)
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•

School of Foreign Languages (SOFL)

•

School of Translation Studies and Training (SOTST)

•

School of Performing and Visual Arts (SOPVA)

1.5

Academic Programmes

The University offers both short-term and long-term programmes leading to Certificates, Diplomas,
Advanced diplomas, Associate Degree and Degrees which are conventional as well as innovative.
Most of these programmes have been developed after an initial survey of the demand for such
programmes. These are launched with a view to fulfil the learner’s needs for:
•

Certification

•

Improvement of skills

•

Acquisition of professional qualifications

•

Continuing education and professional development at work place

•

Self-enrichment

•

Diversification and updation of knowledge and

•

Empowerment

1.6

Course Preparation

Learning material is specially prepared by teams of experts drawn from different Universities and
specialised Institutions in the area as well as by in-house faculty. This material is scrutinised by the
content experts, supervised by the instructors/unit designers and edited by the language experts at
IGNOU before they are finally sent for printing. Similarly, audio and video programmes are produced
in consultation with the course writers, in-house faculty and producers. The material is previewed
and reviewed by the faculty as well as outside media experts and edited/modified, wherever necessary,
before they are finally dispatched to the Programme Study Centres and Telecast through Gyan
Darshan.

1.7

Credit System

The University follows the ‘Credit System’ for most of its programmes. Each credit in our system is
equivalent to 30 hours of student study comprising all learning activities (i.e. reading and
comprehending the print material, listening to audio, watching video, attending counselling sessions,
teleconference and writing assignment responses). Thus, a 4-credit course involves 120 hours of
study. This helps the learner to know the academic efforts he/she has to put in to successfully
complete a course. Completion of an academic programme (Degree or Diploma) requires successful
completion of the assignments, practicals, projects and the term-end examination of each course in
a programme.

1.8

Support Services

In order to provide individualised support to its learners, the University has a large number of Study
Centres, spread throughout the country. These Study Centres are coordinated by 67 Regional Centres.
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At the Study Centres, the learners interact with the Academic Counsellors and other learners, refer
to books in the Library, watch/listen to video/audio programmes and interact with the Coordinator
on administrative and academic matters. The list of Regional Centres and Study Centres is given in
this programme guide. Support services are also provided through Work Centres, Programme Study
Centres, Skill Development Centres and Special Study Centres.

1.9

Programme Delivery

The methodology of instruction in this University is different from that of the conventional
Universities. The Open University system is more learner-oriented and the learner is an active
participant in the pedagogical (teaching and learning) process. Most of the instructions are imparted
through distance education methodology and face-to-face mode as per the requirement.
The University follows a multimedia approach for instruction, which comprises:
a) Self Instructional Written Material: The printed study material (written in self instructional
style) for both theory and practical components of the programmes is supplied to the learners
for every course (on an average 1 block per credit). A block which comes in the form of a
booklet usually comprises 3 to 5 units.
b) Audio-Visual Material Aids: The learning package contains audio and video cassettes which
have been produced by the University for better clarification and enhancement of understanding
of the course material given to the learner. A video programme is normally of 25-30 minutes
duration. The video cassettes are screened at the study centres during specific sessions which
are duly notified for the benefit of the learners.
The video programmes are telecasted on National Network of Doordarshan and Gyan Darshan.
All Gyan Vani stations are broadcasting curriculum based audio programmes. Some of the
selected stations of All India Radio are also broadcasting the audio programmes. Learners can
confirm the dates for the programmes from their study centres. The information is also provided
through the National Newspapers, IGNOU Newsletters sent to the learners periodically and
university website.
c) Counseling Sessions: Normally Counseling sessions for theory are held as per schedule drawn
by the Programme Study Centres. These are mostly held outside the regular working hours of
the host institutions where the study centres are located.
d) Teleconferences: Live sessions are conducted via satellite through interactive Gyan Darshan
Channel as well as simultaneously telecasted on Edusat channel from the University studios at
Electronic Media Processing Centre (EMPC), the schedule of which is made available at the
Programme Study Centres.
e) Practicals/Project Work: Some Programmes have practical components also. Practicals are
held at designated institutions for which schedule is provided by the Programme Study Centres.
90% attendance for practicals is compulsory which are conducted in the specialised fields in
hospitals and community under the supervision of Academic Counsellors/ Clinical Supervisors
for the programme.
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Other terms and conditions for seeking Provisional Admission are :
i)

All the prospective students who have submitted their filled-in admission form along with the
Undertaking are required to submit the consolidated Final Mark-sheet and Provisional Certificate/
Degree Certificate by 30th September (for July admission cycle) and 31st March (for January
admission cycle).

ii) Failure to submit the Final Mark-sheet and Provisional Certificate/Degree Certificate will attract
cancellation of admission and forfeiture of 25% of fee paid.
iii) Self-learning material will be issued to all the candidates seeking ‘Provisional admission’ on
remittance of the programme fee, as in the case of other students.
iv) Regional Directors will confirm the final admission only on fulfillment of the condition at (i)
above.
v) Admission will not be offered in a Programme if the programme is not activated in a particular
Regional Centre.

1.13 Online Admission System
The admission Form can be submitted online through Online Admission System at http://
onlineadmission.ignou.ac.in. Currently, the facility is available for the programmes offered through
Common Prospectus except merit-based and entrance test based programmes. The prospective
learners are required to create their user ID and password for logging in the system and upload the
required documents along with the submission of the Admission Form. There is no need to send the
printed copy of the Admission Form to the Regional Centre. The programme fee can be paid online
using payment Gateway. Once the admission form is submitted online, the students can track the
progress of their admission. A message is sent on the mobile number and email ID registered with
the system once admission is confirmed.
The Online Admission System follows the same schedule for receipt of admission forms during the
academic cycle as is prepared for the offline system of receipt of Admission Forms. The prospective
learners submitting the Admission Form through this system can download the Common Prospectus
free from IGNOU website http://www.ignou.ac.in. However, an amount of Rs. 100/- is charged as
processing fee along with the programme fee in this case.

1.14 eGyan Kosh
The IGNOU eGyan Kosh (http://www.egyankosh.ac.in) – one of the world’s largest repositories of
educational resources in higher education – is available for the learners and teachers, and public at
large for free. The eGyanKosh houses the self-learning material of around 2565 courses and over
2389 video programmes of IGNOU. The resources available on the eGyanKosh can be accessed
through login ID and Password which need to be created by the user at the initial login. The IGNOU
learners are encouraged to make use of these resources for their learning.

1.15 Vidya Lakshmi Portal
Subsequent to the announcement of Hon’ble Finance Minister, Vidya Lakshmi Portal has been
set up from 15.08.2015. The Portal has been developed by National Securities Depository Limited
(NSDL) e-Governance Infrastructure Ltd. The principal purpose of the Portal is to have facilities
of education loan, scholarship and other student friendly facilities through one link. The Portal
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is gateway to Bank for education loan and also has linkages with National e-Scholarship Portal
(NeSP) inaugurated by the Prime Minister on 01.07.2015 as a part of Digital India initiative
managed by Centre for Good Governance under DEITY. The Portal is information friendly with
relevant information for students. The Portal has the facility of tracking the students right from
the inception of loan application until the completion of sanction of loan or otherwise. Students
can view, apply and track their education loan applications to banks anytime, anywhere by
accessing the Portal. The Portal would be useful for students, parents, educational institutions,
bankers, employers, researchers, etc. 26 banks have been registered so far and 52 loan schemes
have been uploaded in Vidya Lakshmi Portal.

2.

UNIVERSITY RULES

The University reserves the right to change the rules from time to time. However,latest rules will
be applicable to all the students irrespective of the year of their registration.

2.1

Educational Qualification Awarded by Private Institutions

Any educational qualification awarded by the Private Universities established under the provisions
of the “Chhattisgarh Niji Kshetra Vishwa Widyala (Sthapana Aur Viniyaman),Adhiniyam,2002”
are non-existent and can not be considered for admission to any Academic Programme in IGNOU.

2.2

Validity of Degree for Admission

2.2.1

Master’s Degree awarded without a first degree of 3 year duration is not recognised for
purposes of admission to IGNOU’s Academic Programmes. However, this condition is
not applicable for the five year Integrated Master’s degree acquired from a recognised
University/Institutions.

2.2.2

Bachelor’s Degree means Bachelor’s Degree of not less than 3 year duration.

2.2.3

IGNOU also accepts First degree of 2 year duration obtained from a recognised university
completed up to the year 1998-99 for purposes of higher studies; provided such students
have undergone a further one year bridge course and passed the same to be in conformity
with UGC Regulations.

2.2.4

Acceptance of ‘Two year Bachelor’s degree’
Students who had enrolled themselves in the first degree course prior to June 4, 1986
and students who had successfully completed their first degree course, prior to June 4,
1986, irrespective of their duration shall be treated at par with the students who have
completed 3 years degree and they are not required to undergo a further one year bridge
course. Degrees obtained prior to June 4, 1986 and the degree awarded to the students
enrolled prior to June 1986 shall be treated valid for all purposes including admission
to a Masters degree programme and other higher studies.

2.2.5

‘One sitting B.A.degree’of Osmania University,Andhra University, Kakatiya University,
Kurukshetra University, etc. is recognised for purposes of admission to IGNOU’s Master’s
Degree programmes subject to the condition that the candidates have enrolled for the
programme up to the year 1995-96 and completed their course up to the year 199899. Besides, such candidates should have a gap of two years after +2 before they have
registered themselves for ‘One sitting B A degree’.
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2.2.6

Degrees acquired from an ‘Off Campus’Centre of Private Universities outside the
territorial Jurisdiction of the concerned State is also not recognised for purposes of
admission to IGNOU’s academic programmes unless it has specific approval of the
University Grants Commission.

2.2.7

Similarly, Degrees acquired from an ‘Off Campus’ Centre/ ‘Off-shore’ Campus of Central/
State/Deemed to be Universities/lnstitutions of National importance offered through
Distance mode of learning will be accepted for higher studies in IGNOU; provided these
have been obtained as per territorial jurisdiction of these Central/State/Deemed to be
Universities/lnstitutions of National importance prescribed by the University Grants
Commission from time to time.

2.3

Incomplete and Late Applications

Incomplete Application Form(s)/Re-registration Form(s), received after due date or having wrong
options of courses or electives or false information, will be summarily rejected without any
intimation to the learners.
The learners are, therefore, advised to fill up the relevant columns carefully and enclose copies
of all the required self attested certificates. The Admission Form duly completed along with its
enclosures is to be submitted to the Regional Director concerned on or before the due date
mentioned in the admission notification. The Application form sent to other offices of the University
will not be considered and the applicant will have no claim, whatsoever, on account of this.

2.4

Validity of Admission

Learners offered admission have to join on or before the due dates specified by the University.
In case they want to seek admission for the next session, they will have to apply afresh and go
through the admission process again.

2.5

Simultaneous Registration

2.5.1

Students who are already enrolled in a programme of one year or longer duration can
also simultaneously register themselves for any Certificate programme of 6 months
duration. However, if there is any clash of dates of counselling or examination schedule
between the two programmes taken,University will not be in a position to make
adjustment.

2.5.2

Simultaneously pursuing two academic Progammes either from the same University,
or one from the Open University (under DOL mode) and the other from Conventional
University (regular or face-to-face mode) is not permitted, as of now, except Certificate
Programmes of six month duration.

2.6

Re-Registration

Learners are advised to submit the Re-Registration forms only at the respective Regional
Centre and nowhere else. If any student sends the Registration/Re-Registration forms to wrong
places and thereby misses the scheduled date and consequently a semester/year, he/she will have
no claim on the University for regularisation.
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one year/ two years, as the case may be. However, disabled students are required to submit
Re-admission Form, as per schedule, without any pro-rata fee.

2.9

Reservation

The University provides reservation of seats for Scheduled Castes, Scheduled Tribes, non-creamy
layer of OBC, War Widows, Kashmiri Migrants and Physically Handicapped learners, as per the
Govemment of India rules, for admission to its various programmes. However, submission of
forged certificate under any category shall lead not only to cancellation of admission but also will
be legally implicated as per Govt. of India rules.

2.10 Scholarships and Reimbursement of Fee
The learners belonging to reserved Categories, viz. Scheduled Castes, Scheduled Tribes and
Physically Handicapped have to pay the full fee at the time of admission to the University along
with other general category candidates.
The learners belonging to above categories admitted to IGNOU Programme(s) are eligible for
Government of India Scholarships. They are advised to collect Scholarship forms from the
Directorate of Social Welfare or from the Office of the Social Welfare Officer of their State, fill
it up and submit the duly completed Scholarship Form to the Regional Director at the Regional
Centre (where he/she stand admitted/registered for the programme, he/she applied for admission)
for necessary certification by the Regional Director.
After the above certification, the Scholarship Form be collected from the Regional Centre and
re-submitted at the office of the Social Welfare Officer or Directorate of Social Welfare in their
State, as the case may be, for scholarship or reimbursement of Programme Fee.
Scholarship scheme of National Centre for Promotion of Employment of Disabled People
(NCPEDP) for Post Graduate level programmes is applicable to the students of this University
also. Such students are advised to apply to the awarding authority directly.
Students belonging to SC /ST, OBC and PWD categories, who are desirous of availing the
Scholarship Schemes of the Government of India, should submit their Scholarship form for the
academic year by February for processing Scholarship Forms to these categories of students each
year, as conveyed by the University Grants Commission vide their letter No.F.1-27/2009 (SCT)
dated 26.02.2015.
Fee Concession for certain Programmes in Agriculture
The students taking admission to Diploma and Certificate programmes in Agriculture only shall
be eligible for the fee concession as per the following criteria:
a)

all the candidates from rural areas shall be entitled for 50% fee concession subject to
production of domicile certificate;

b)

the urban students below the poverty line (BPL) may be given a 50% fee concession subject
to production of an income certificate.

The above fee concession is not applicable to all other programmes including Ph.D., PG Diploma
and PG Certificate Programmes in Agriculture.
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2.11 Fee Exemption for SC/ST Students under the SCSP and TSP Schemes
The scheme of fee exemption is applicable for students belonging to Scheduled Caste/Scheduled
Tribes, enrolled for July, 2016/January, 2017 admission cycles under the SCSP and TSP components
of plan grants in the Financial Year 2016-17 in compliance of guidelines issued by Ministry of
Human Resource Development, Govt. of India (GOI). The following students are eligible for the
fee exemption:
a)

Freshly registered for Bachelor Degree Programmes (BDP: BA, B.Com, B.Sc.);

b)

Freshly registered for B.S.W., B.T.S. programme;

c)

Fresh and second semester re-registered students of BCA programme;

d)

Re-registered students in programmes mentioned above at a, b or c who were freshly (first
time) enrolled in July 2015 or January 2016 admission cycle.

The exemption of fee is confined to Programme Fee mentioned in this Admission Prospectus. The
scheme will not exempt late fee, Term-end Exam Fee, Convocation fee etc. The Scheme of fee
exemption is introduced on pilot basis for July, 2016 and January 2017 admission cycles only.
Eligible and interested students may apply on Proforma published in prospectus of this programme.
The Regional Centre will verify documents of students applying for fee exemption. Details of the
scheme and notification are uploaded on www.ignou.ac.in.

2.12

Refund of Fee

Fee once paid will not be refunded under any circumstances. It is also not adjustable against any
other programme of this University. However, in cases where University denies admission, the
programme fee will be refunded after deduction of processing fee, if any, through A/c Payee
Cheque only.

2.13 Waiver of IGNOU Programme Fee to Inmates Lodged in Prisons
Inmates lodged in Prisons in the country are exempted from payment of programme fee, including
cost of Prospectus. The under-trial/short term prisoners are also eligible for the same benefit of
FREESHIP as is extended to other prisoners with the condition that when they go out of jail, they
will be treated as normal students and shall pay subsequent fees wherever applicable (Examination
fee, re-registration fee, pro-rata fee for Readmission, registration fee for Convocation etc.).

2.14 Study Material and Assignments
The University sends study materials and assignments wherever prescribed to the students by
Registered Post/ Speed Post/Courier etc. and if a student does not receive the same for any
reason, whatsoever, the University shall not be held responsible for that. In case a student wants
to have assignments, he/she can obtain a copy of the same from the Study Centre or Regional
Centre or may download it from the IGNOU website: www.ignou.ac.in. For nonreceipt of study
material, students are required to write to the Regional Director, IGNOU Regional Centre where
they stand enrolled/ admitted.
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2.15 Counselling and Examination Centre
All study centres, Programme Study Centres, special study centres are not Examination centres.
Practical Examination need not necessarily be held at the centre where the learner has undergone
counseling or practicals.

2.16 Change/Correction of Address and Study Centres
There is a printed proforma for change/correction of address and change of Study Centre provided
in the Programme Guide given/sent to the admitted learners along with the study material in the
very first lot of despatch (Appendix 15). In case there is any correction/change in the address,
the learners are advised to make use of the proforma provided in the Programme Guide and send
it to the Regional Director concerned who will make necessary corrections in the database and
transmit the corrected data to Registrar, Student Registration Division, IGNOU, Maidan Garhi,
New Delhi-110068. Requests received directy at SRD, New Delhi, or any other Office of the
University will not be entertained. The form of change of address can also be downloaded from
IGNOU Website www.ignou.ac.in. Learners are advised not to write letters to any other officer
in the University in this regard. Normally, it takes 4-6 weeks to effect the change. Therefore, the
learners are advised to make their own arrangements to redirect the mail to the changed address
during this period. In case a change of Study Centre is desired, the learners are advised to fill
the Proforma and address it to the Regional Centre concerned. Since counselling facilities are not
available for all Programmes at all the Centres, learners are advised to make sure that counselling
facilities are available, for their subjects, at the new centre they have opted for. Request for
change of Study centre is normally accepted subject to availability of seat for the programme at
the new centre asked for.
Change of Address and Study Centre are not permitted until admissions are finalised.
Similary, change of Study Centre is not permissible in programmes where practical
components are involved.

2.17 Term-End Examination
Term-end examination is held in June as well as in December. A Learner having exhausted the
maximum duration of a programme should not apply for appearing at the Term-end examination
of any course without getting re-registered/sought readmission for the same. Otherwise, the
result would be withheld in such cases.

2.18 Official Transcripts
The University provides the facility of official transcripts on request made by the learners
(Appendix 20) addressed to Registrar, Student Evaluation Division (SED), Block-12, IGNOU,
Maidan Garhi, New Delhi-110068.
For Indian Students:
1) Rs. 300/- for each transcript, if to be sent to the Student/Institute within India
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2)

Rs. 500/- for each transcript, if to be sent to the Student/Institute out of India

For SAARC Countries Students:
Rs.1200/- for each transcript, if to be sent to the Student/Institute of SAARC Countries.
For Non-SAARC Countries Students:
$120 for each transcript, if to be sent to the Student/Institute of Non-SAARC Countries. Format
is available in the Programme Guide or IGNOU website: www.ignou.ac.in

2.19 Early Declaration of Result
The student can apply for early declaration of Term-End-Examination result with a fee of Rs.1000/
- per course. The application for early declaration of result shall be entertained only if the student
has been selected for any post or applied for further studies. The student must compulsorily
submit documentary evidence (proof) in support of the reason for early declaration of result to
the concerned Evaluation Centre whose details are available on the University website.
Early Declaration is permissible in Term-End-Examination only (Appendix 18). This facility is
not applicable for Lab/ Practical courses, Project, Assignment, Workshop, Seminar etc. based
courses. The Application for Early Declaration of result shall be entertained for final year.

2.20 Re-evaluation of Term-End-Exanination
After the declaration of result, if the students are not satisfied with the marks awarded, they can
request the University to re-evaluate their Answer Scripts on payment of Rs.750/- per course. The
request for re- evaluation by the student must be made within one month from the date of
declaration of result to the concerned Evaluation Centre in the prescribed format along with the
fee of Rs.750/- per course in the form of Demand Draft in favour of IGNOU payable at the city
where submitting the Re-evaluation form. Format is available in the Programme Guide
(Appendix 19) or IGNOU website: www.ignou.ac.in

2.21 Obtaining Photocopy of Answer Scripts
After the declaration of result, if the students are not satisfied with the marks awarded, they can
request the University for obtaining Photocopy of Answer Scripts on payment of Rs.100/-per
course. The request for obtaining Photocopy of Answer Scripts by the student must be made
within 45 days from the date of declaration of result to the concerned Evaluation Centre in the
prescribed format along with the fee of Rs.100/- per course in the form of Demand Draft in
favour of IGNOU payable at the city where submitting the Photocopy form. Format is available
in the Programme Guide (Appendix 17) or IGNOU website: www.ignou.ac.in

2.22 Duplicate Grade Card
The learner can apply for obtaining duplicate Grade Card in case of lost/misplaced/damaged by
paying through DD of Rs.200/- in favour of IGNOU payable at “New Delhi”. Format is available
in the Programme Guide (Appendix 21) or IGNOU website: www.ignou.ac.in
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2.23 Change of Category
Please note that any request for change of category code shall not be entertained by the University
specially for the programmes with entrance based after the scheduled examination.

2.24 Correction/Change of Name/Surname of Learner
2.24.1 Spelling mistakes, if any, committed at the time of data entry stage will be rectified at
the Regional centre and corrected data transmitted to Student Registration Division for
updating in the database. However, Learners are expected to write their correct name (as
indicated in the High School Certificate) in the Admission Form. In case any change in
the name (other than the one mentioned in his/her High School certificate), then it is
mandatory for the prospective learners to furnish legal evidence of having changed his/
her name/ surname while submitting the admission form.
2.24.2 For Change of Name/Surname, after confirmation of admission, the learners are required
to submit the following documents at the Regional Centre, for onward transmission to
Registrar, SRD:
i)

Original copy of Notification in a daily newspaper notifying the change of name;

ii)

Affidavit, in original, on non-Judicial Stamp Paper of the appropriate value sworn
in before 1st Class Magistrate specifying the change in the name;

iii) Marriage card/Marriage Certificate in case of women candidates for change in
surname;
iv) Gazette Notification, in original, reflecting the change of name/surname;
v)

Demand Draft of Rs.400/- drawn in favour of IGNOU payable at New Delhi.

2.24.3 Request for correction and/or change of Name/Surname will be entertained only before
completion of the programme.

2.25 Disputes on Admission & other University Matters
The place of Jurisdiction of filing of suit, if necessary, will be only New Delhi/Delhi.

2.26 Recognition
IGNOU Degrees/Diplomas/Certificates are recognised by all member universities of the Association
of Indian Universities (AIU) and are at par with Degrees/Diplomas/ Certificates of all Indian
Universities/Institutions, as per UGC Circular letter No. F.l-52/2000(CPP-II) dated 5" May,2004,
AIU Circular No. EV/11(449/94/176915-177115 dated January 14, 1994, AICTE Circular
No.AIClE/Academic/ MOU-DEC/2005 dated May 13, 2005 and UGC/DEB/2013 dated
14.10.2013.
The final admissions for the academic year 2017-18 shall be subject to UGC letter No. 12-3/2016
(DEB-III) dated 21 March, 2016.
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3.

SCHOOL OF HEALTH SCIENCES

The School of Health Sciences (SOHS) was set up with the objective of augmenting educational
avenues and for providing in-service training for medical, nursing, paramedical and allied personnel
through the distance education mode.
The School is pioneer in developing competency-based programmes in various disciplines of Health
Sciences. Innovative approach in Nursing and Medical programmes include hands-on training which
is provided through diversified approach of a network of medical colleges, nursing colleges and
district level hospitals. The programmes in nursing and health sciences are being developed so as to
revolutionise career opportunities available to nursing and medical personnel.
To achieve this, the School is collaborating and exchanging ideas with various national and
international organisations like World Health Organisation (WHO), Ministry of Health and Family
Welfare (MoHFW), Indian Nursing Council (INC) and Ministry of Environment and Forest (MoEF).
Ongoing Programmes
Doctoral Degree Programmes
Doctor of Philosophy in Nursing (Ph.D.(N))
Bachelor’s Degree Programme
Post Basic Bachelor of Science in Nursing (BScN(PB))
PG Diploma Programmes
Post-Graduate Diploma in Maternal and Child Health (PGDMCH)
Post-Graduate Diploma in Hospital and Health Management (PGDHHM)
Post-Graduate Diploma in Geriatric Medicine (PGDGM)
Post-Graduate Diploma in HIV Medicine (PGDHIVM)
Diploma Programmes
Diploma in Critical Care Nursing (DCCN)
Diploma in Nursing Administration (DNA)
Certificate Programmes
Certificate in Maternal and Child Health Nursing (CMCHN)
Certificate in Newborn and Infant Nursing (CNIN)
Certificate in Home Based Health Care (CHBHC)
Certificate in Health Care Waste Management (CHCWM)
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4.

CERTIFICATE IN COMMUNITY HEALTH (BPCCHN)

The Certificate in Community Health has been developed in collaboration with Ministry of Health
and Family Welfare, Government of India. The programme aims at improving the knowledge, skills
and competencies of registered nurses/RNRM/Ayurveda practitioners to enable them to serve as
competent human resource essential for strengthening the primary health care services at peripheral
level. The development of this programme has been undertaken with the involvement of nursing
experts, medical experts, social scientists and educationists from various related disciplines.

4.1

Programme Objectives

The main objectives of the programme are as follows:
•

Enhance knowledge and skill of learners in providing community health care services.

•

Develop competencies in dealing with issues of public health.

•

Provide comprehensive primary care based on protocols appropriate to sub-centre level.

•

Perform preventive and promotive actions for improving community health.

•

Perform common laboratory investigations.

•

Provide care based on protocols appropriate to sub-centre level.

4.2

Academic Session
The Programme is offered in both January and July cycle of admissions.

4.3

Admission/Selection Procedure
The candidates fulfilling eligibility criteria will be sponsored by the State Govt. with
support of MOHFW, Govt of India.

4.4

Target Group
Registered Nurse and Registered Midwife (RN/RM) and Registered Ayurveda Graduate
preferably having two years post qualification experiences.

4.5

Eligibility Criteria
GNM/BSc. Nursing/Ayurveda practitioners (BAMS)

4.6

Age of Admission
As per Goverment of India requirement.
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the units comprising the block. In the first block of each course, we start with the course
introduction. This is followed by a brief introduction to the block.
A schematic representation of the design of units is given below to facilitate your access to the
contents.
Unit X*
X.0

Objectives

X.1

Introduction

X.2

Section 1 (Main Theme)
X.2.1

Sub-section 1 of Section 1

X.2..2 Sub-section 2 of Section 1
Check Your Progress
……………………………………………………..
……………………………………………………..
X.3

Section 2 (Main Theme)
X.3.1

Sub-section 1 of Section 2

X.3.2

Sub-section 2 of Section 2

II

I

I

I

II

I

I

I

Check Your Progress
……………………………………………………..
……………………………………………………..
X.m

Let Us Sum UP

X.n

Answers to Check Your Progress

_____________________________________________________________________________________
* ‘X’ stands for the serial number of the unit concerned.

As the scheme suggests, we have divided the units into sections for easy reading and better
comprehension. Each section is indicated distinctly by bold capital letters and each sub-section by
relatively smaller but bold letters. The significant divisions within-sub-sections are in still smaller
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but bold letters so as to make it easier for you to see their place within sub-sections. For purposes of
uniformity, we have employed the same scheme of divisions in every unit throughout the programme.
Please start reading from the very beginning of the block i.e. Block Introduction and then go through
the units. In each unit read the introduction, objectives and then the text. Introduction focuses
on the content, we have presented in the unit, and the objectives articulate briefly, what we
expect from you once you complete working on the unit.
The last section of each unit under the heading ‘Let Us Sum Up’ summarises the whole unit for
purpose of recapitulation and ready reference. We have self-check exercises under the caption
‘Check Your Progress’ at a few places in each unit. Do not skip these exercises. The answers to
these exercises are mentioned at the end of the unit.
What, perhaps, you would do is to go through the units and jot down important points as you read
in the space provided in the margin. Broad margins in the booklets are there for you to write
your notes on. Make your notes as you work through the materials. Do use these margins. This will
help you prepare for the examination, help you keep track of and assimilate the content. Answer the
self-check exercises and the assignment questions and easily identify the item(s) to be clarified.
Besides, you will be able to save on time.
We hope that we have given enough space for you to work on the self-check exercises. The purpose
of giving self-check exercises will be served satisfactorily if you compare your answers with the
possible ones given at the end of each unit after having written your answer in the blank space. You
may be tempted to have a glance at answer(s) given at the end of the unit as soon as you come
across an exercise. But we do hope that you will overcome the temptation and turn to these answers
only after you write yours.
These exercises are not meant to be submitted to us for correction or evaluation. Instead, the exercises
are to function as study tools to help you keep on the right track as you read the units.
The units are designed in such a way that the contents of later units are based upon the contents of
initial units. If you have not understood or followed a unit properly, please read it again before
reading the next one because; it may be difficult to follow the later units without a proper
understanding of the first one. Whenever you face problem in understanding the content, please
make note of it and put that question to your counselor during the counseling sessions at the PSC.
You can also informally clear your doubts whenever you come in contact with your counselors
without any hesitation. You could also e-mail your questions to the School of Health Sciences for
clarification at bridgecoursen@ignou.ac.in. Your questions would be answered during the
teleconference sessions and radio counceling sessions.
The reference books are listed for those who want to know further about the subject. But for your
purpose, it should be sufficient if you have understood the content thoroughly. Please note that all
the questions either in assignments or in term-end examination will be from the syllabi as mentioned
in this guide. You will have to write the assignments related to each block as mentioned later on.
b) Practical Component
While going through the Practical Manual you will note that each course has been divided into
a number of units. Based on the theory courses, number of practicals are given in the particular
course of practical. Rest of the pattern for the Practical Manual has been prepared with the
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objective of providing you a guideline to study and practice these skills/experiments when you
are placed in the Laboratory/Hospital/Primary Health Centre/ Community and various health
agencies for practical experience/work.
As in theory similarly, in the practical print material, you will find the “Check Your Progress”
at few places and “Activities” which will provide you a feedback about your grasp over the
content and help you in application of the theory principles into practice. In the practicals, you
will be doing your clinical/field activities during practical contact sessions under the guidance
and supervision of your academic counselor.
Please maintain record of all the cases, as mentioned below, that you are seeing as a part of the
learning exercise.
Please refer to Appendix 1 that summarises the hours that you need to spend in practical
component in each area. The time allotment at Programme Study Centre will be used for
demonstration of skills to you and limited practice. To ensure that you have understood the
steps involved in each of the skills demonstrated, you should practice the skills on at least one
sample case. If you can get opportunity to practice it on more number of patients at PSC, then
you are welcome. However, if you do not get more chances, you could practice the same procedure
at your DH, CHC, PHC, SC, UHC. Try to clear all your doubts before you leave PSC and start
activities at your work place/at other areas.
In all other areas (CHC, PHC, SC, UHC), you will have to practice all the skills taught to you
at PSC. The number of patients that you should see for each skill is mentioned in the logbook.
Training is planned for 50 days. The posting at DH (PSC) is for 22 days, CHC is for 10 days,
PHC for 10 days, SC for 6 days and 2 days in Urban Health Centres. The learning at PSC and
CHC/PHC/SC/UHC will take place in such a manner so as to cover up all the identified skills.
This provides you multiple opportunities to clarify all doubts with respective subject experts
during the registration period. Refer Page No. 54 for the distribution of days in each health
facility.
The duration of practical component is mentioned against each course. The practical manuals
would provide you information in detail about the skills that you need to perform. The manual
will guide you in carrying out the procedures both under supervision and later on for self practice.
In BNSL 043 , you have been provided with a checklist that will help you to verify the steps
while performing those skills.

7.2

Log-book Maintenance

Log-book is meant for maintaining the records of all the activities/cases that you are performing as
a part of the programme at PSC/DH and CHC, PHC, SC, UHC. The number of cases that you
should record in log-book will be according to the provisions made in it. For the rest of the cases as
and when you see them, should be entered in the log-book in the appropriate place as mentioned in
log-book.
The log-book should be carried by you whenever you participate in training in any centre. The
cases recorded by you at the DH, CHC, PHC, SC, UHC should be written then and there and get
it countersigned by the respective Counselors. As attendance of all the spells vis-à-vis completion
of all skills is compulsory, this record will be an objective proof for your actual performance and
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learning. If a particular activity is not duly signed by the counselors, then it would not be considered
for internal assessment and hence will fetch you low score. Please note, you must carry the logbook along with you to the term-end practical examination which would be returned back to you
at the end of practical examination.

7.3

Audio-Video Material

In addition to the print material, audio and video programmes have been prepared for each course.
The audio-video material is supplementary to the print material. The audio tapes and video cassettes
will be available at your programme study centre. Hence, we advise you to make use of it, as that
will help you to understand the subject better. Video programmes are transmitted by Doordarshan
on National Network and Gyan Darshan.
Audio-video material will not be supplied individually to you but will be made available at the
Study Centres. You can watch these programmes during counseling sessions. Students desirous of
buying the audio-video tapes can procure them from Marketing Unit, EMPC, IGNOU, Maidan
Garhi, New Delhi – 110068.

7.4

Student Information System

 Induction Meeting
The induction meeting is held in the beginning of the session. On this occasion you are informed to
come to the PSC or the Regional Centre as per convenience of organisers. You are given orientation
about the IGNOU system and informed about your roles and responsibility while undergoing the
Certificate in Community Health (BPCCHN) programme package. This induction is also done
through teleconferencing in the beginning of session. You will receive information regarding this
from your regional centre.
 Peer Group Information System
You could make your own arrangement to get information in time. One method could be to establish
telephonic link amongst the batch mates. Two to three of you having easy access to PIC or Regional
Centre could collect updated information regarding the schedules of various activities like spells,
teleconferencing, any special event etc. These students in turn could pass information to another set
of students staying nearby (say, each take responsibility for 2 students) and these students can
further pass information to another set of students. Thus, in a short duration and incurring negligible
expense, the information could reach to every student in time.
 Information by Programme In-charge (PIC)
The Programme In-charge (PIC) is provided information on different activities either by Regional
Centre or by the School from time to time. The PIC in turn also informs you about the relevant
activities by post/e-mail.
 Information by Regional Centre
Some of the information is sent to you by the Regional Centre. The Regional Director takes care of
this activity. You can note their contact details from the Appendix- 11.
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 Information from Headquarters
Information on evaluation and material distribution goes directly from respective division located
at head quarters. You could also communicate directly to these divisions. Addresses of important
divisions and the School are given in the Section 12. However, in case of any problem, you could
inform to the Regional Centre/PIC as the case may be. You may kindly send your mobile number
and e-mail id to the Programme Coordinator to get regular update from the headquarters.
 Interaction with Programme Coordinator
You could interact with your programme coordinator through e-mail on any of the administrative or
academic problems related to programme. The e-mail id for the purpose is
bridgecoursen@ignou.ac.in. Please write your enrollment number & name of programme study
centre in email.
 Information through Teleconference
Some of the important announcements like the schedule of next teleconference are made during
teleconferences. However, this information is also available in website. You could attend the
teleconference at any of the places linked by Gyandarshan (GD-2) channel or at your residence if
you have DTH (direct to home) connection. The live interactive Teleconferencing is also available
through webcast: http://www. Ignou.ac.in/Broadcast/
 Information through Gyan Vani
Gyan vani is an educational FM radio channel operating through several FM radio stations each
covering a radius of about 70 km. You can interact during the live broadcast through toll free
number. Please contact you regional centre for details.
 Information from Website
All the latest information is provided in the website of IGNOU (http://www.ignou.ac.in) . You can
access it as and when required.
 Information from Student Support Service Centre
Any type of unsolved problems could be sent to the student support service centre
(ssc@ignou.ac.in). Please refer Section 12 for further details.

7.5

Student Responsibility

 Travel and Stay in Relation to Programme
The admission fee covers only expenses towards study material, counseling, practical activities at
PSC, evaluation and certification. Hence, cost towards your stay and travel in relation to the
programme during the practical spells, evaluation, teleconference etc. has to be borne by you or
State Government sponsoring the programme. You can take help of the PIC in making such
arrangements.
 Log-book maintenance
You will maintain the log-books for practical courses. Each of the records maintained at DH/PHC/
CHC/PHC/SC/UHC should be signed by the respective counselors.
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You are requested to carry the log book in all practical sessions. You may be denied to attend the
practical session if you don’t carry the log book. Please ensure that examiner has returned you log
book after practical examination.
 Attendance in Contact Session
All the practical spells/contact sessions (All days) are compulsory. You may require to complete the
practical sessions as per schedule of PSC. The attendance for practical is compulsory and you
have to attend them in a sequence. If you miss any spell, you will not be allowed to join the next
spell. So, you should inform in advance to the Programme In-charge (PIC) regarding your inability
to attend the spell so that you will be given an option to attend that spell along with next bach of
students admitted in the programme.
 Certificate of Completion for Skill Training
You will have to attach the certificate of completion of practical activities performed at DH/PSC/
CHC/ PHC/ SC/ UHC while applying for the term-end practical examination. You could retain a
Xerox copy of these certificates for future use. Refer Appendix 6.
 Timely Submission of Assignments
The submission dates are mentioned in the assignment. You should submit your assignments before
taking the term-end theory examination.
 Filling of Term-end Examination Form
You will have to fill up theory and practical term-end examination form separately. The last date
for submitting the theory examination form to Regional Director is March 31/ September 30 for
June/ December examination. But for practical examination, Examination form should be filled
and last date of submitting the form to PIC is one month before the completion of practical training
or as informed to you by Programme In-charge. You are required to fill the examination form on
line through IGNOU website. You have to pay Rs. 360/- at the rate Rs. 120/- (Rupees One Hundred
Twenty only) per course as examination fee for the two theory courses and one practical course.
There are three prerequisites to appear in the Term End practical Examination. You need to attach
following three certificates along with the Term End practical Examination form which you submit
to the respective Programme In-charges. They are given below:
1. Passed in all the theory and practical assignment/Internal evaluation separately. (Appendix 8)
2. Completion of training in all the respective spell/contact session with prescribed duration
eligibility for the same (Appendix 5)
3. Attendance certificate showing 100 per cent attendance in practical training. (Appendix 6)
The Term End practical Examination of the student will not be taken as valid if the student does not
qualify the above three conditions for the Practical Examination.
You have the option to submit at a later date with payment of late fee. For practical examination the
form is to be submitted to the PIC.
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 Invalid Registration
Even after completing the programme, your registration could be declared as invalid at the time of
announcing the result. The reason could be one or more of the following:
•

You have appeared in the examination without registration.

•

Your registration period has expired.

•

Your registration details are not forwarded from the concerned Regional Centre to SRD division.

•

You were not eligible for registration for the particular programme/course.

Hence, you should first check the details from the respective Regional Centre before approaching
to the Headquarters.
 Feedback of the Training Programme
You may be (or may not be) satisfied with the teaching/ academic activity of the Programme Study
Centre. You are required to provide written feedback of the training both in theory as well as practical
to the Programme Coordinator as well as Programme In-charge every month or two months or after
every spell. You can do it as individual student or as a group. This is mandatory, because, on the
basis of your feedback headquearter can monitor and improve the quality of training. Refer page
no. 119 for Student Satisfaction Survey Form.
 Disciplinary Action
Candidate will be governed by the disciplinary regulations of the respective institution as well as
the rules and regulations of IGNOU. Any act of indiscipline by a student of Certificate in Community
Health be immediately intimated by PIC’s to respective IGNOU Regional Director (RD) and
Programme Coordinator for appropriate action. Strict action will be taken by the university on such
action of indiscipline.

7.6

IGNOU Website

You can get the details of information about IGNOU from the website. If you face any problem or
have any doubt, you should should e-mail (Email: bridgecoursen@ignou.ac.in) to the programme
coordinator.
The screen of the homepage is mentioned in Fig. 1. Please click the respective icons about which
you want further information. For example, if you want information on School of Health Sciences,
click on the word Schools, similarly if you want information on a specific regional centre, click on
Regional websites. If you want information on Gyan Darshan Downlinking Centres, click on
Electronic Media.
As a student of IGNOU, you will be interested to know your examination date sheet, Term-End
Theory result, grade card, your correspondence address as recorded at IGNOU Head quarters and
the status of the print materials that you are supposed to be provided in the beginning of the session.
In addition you may be interested in downloading information like fresh assignments etc. All these
information related to student learning process is clubbed together which could be accessed by
clicking on the word Students Zone. Once you click on this word, you will be automatically guided
for subsequent search.
You may also notice some information rolling on the screen of the home page. This information is
usually displayed periodically according to its relevance. For example, facility for online filling of
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In clinical setting; Clinical Supervisor/Academic counsellor will assign you placement for practical
experience in different areas (Appendix 2). The detailed schedule of practical work and laboratory
work will be communicated to you by Programme Incharge of Programme Study Centre.
The detailed programme of the contact-cum-counselling session will be sent to you by the Programme
Incharge of the Study Centres concerned. In these sessions, you will get an opportunity to discuss
your programme queries pertaining to the course with the counselors.

8.3.8 Gyan Vani
IGNOU has been offered FM Channel Radios in 40 cities and towns for education and development.
EMPC is the nodal agency for implementing the project. EMPC is also studying an experimental
proposal for global Gyan Vani. As many as 10 FM Radio Stations at Allahabad, Bangalore,
Coimbatore, Vishakhapatnam, Mumbai, Lucknow, Bhopal, Kolkata, Chennai and Delhi are already
on air. The detailed schedule can be accessed at IGNOU EMPC-Gyandarshan Website http://
www.ignou.ac.in/gyandarshan%scindex.html.

8.4

Arrangement of Contact Sessions

Theory Counselling
There will be total 60 sessions (120 hours) of contact session for theory counseling. All the doubts
related to theory material could be clarified during these counseling sessions at PSC.
Practical Activity
At Programme Study Centre
The practical demonstration at the PSC would be done in five different health facilities including
PSC. You will be posted at various set up like Out Patient Department (OPD), Ward, Laboratory
etc. as per the necessity of training you in a particular skill. The exact place of posting will again
depend upon the decision of the counsellors of PSC so that your training becomes more meaningful.
It may be noted that the time allotted for PSC/DH will be used for demonstration of skills and
limited practice of that skill by students depending upon the availability of the patient. It is expected
that PSC counsellors will demonstrate all the skills at least once and you have a scope to practice
under their supervision. If you do not get scope for independent practice in a PSC, you could try the
same in next spells at other areas. However, you have to do independent practice of all the skills. In
addition to demonstration, you could discuss the important points in each of the procedures with
your counsellors and ensure that you follow all the steps correctly.
You will also have to attend some field visits. The visits will be organized by the respective counsellors
during your posting at CHC/PHC/SC/UHC. During the field visit, you have to collect all data as
mentioned in the related section of the log-book and get them signed before completing the respective
spell. The arrangement of transport to the field will be taken care by the PSC.
At the end of the last spell at SC, the PSC counsellor will sign on the completion certificate
(Appendix-5 and 6) that is essential to make you eligible to appear in the term-end examination. If
you face any problem you should bring this to the notice of the regional director/PIC/Programme
Coordinator.
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Teleconferencing
It is a two-way audio and one-way video system where you can see the teachers over television
screen and interact with them by using the telephone/e-mail. The teleconferencing sessions will be
planned as per feasibility and attempts will be made to link them during the practical spells so as to
have more participation. Even if the spells and the teleconference sessions are not linked, you can
visit your nearest study centre of IGNOU having this facility and attend to the teleconference sessions
of Certificate in Community Health (BPCCHN) programme. You can see the list of centres having
the Gyandarshan facility in http://www.ignouonline. ac.in/Broadcast/. However, you may contact
your Regional Director to know more about this facility. You can also see the Teleconference in
the Direct to Home TV (DTH TV) and through webcast.
In these sessions, subject experts will be invited to deal with various subject areas as planned for
that session. While dealing with the theory component, principles/concepts dealt in different units
will be highlighted and the questions raised by you will be answered with the help of examples so
that you will be able to practice those principles and link them to practical activities.
In the practical component, attempts will be made to deal with rare patients and where possible,
show them live or get video clips of five to ten minutes and generate discussion. Attempts will also
be made to simulate question answer sessions/seminars in a planned way. As the teleconferences
are being linked with the practical sessions, a good amount of participation is expected.
The teleconference sessions will be held once a month from February to May for January session
and August to November for July session. The dates are informed to the Regional Director well in
advance. You can also see the schedule form the website. You may also mail on your query in
advance to the Programme Coordinator (bridgecoursen@ignou.ac.in) BPCCHN, Block D, School
of Health Sciences IGNOU, Maidan Garhi, New Delhi – 110068 or Fax in 011-29534935 so that
the same could be taken up for discussion in the next possible session. You could also call and give
suggestions or interact with the expert during the session on teleconferencing for its improvement.
We expect you to provide feedback on teleconferencing to the School of Health Sciences and also
record in respective log-book.

9.

EVALUATION

The system of evaluation in IGNOU is also different from that of conventional universities.
Broadly, IGNOU has a three-tier system of evaluation:
1)

Self-assessment exercises within each unit of study.

2)

Continuous evaluation mainly through assignments which are either tutor-marked or computermarked, practical assignments and seminars/workshops.

3)

The Term-End Examinations and/or project work/Log book.

The evaluation of learners depends upon various instructional activities undertaken by them. A
learner has to write assignment responses compulsorily before taking term-end examination from
time to time to complete an academic programme. IGNOU uses two types of assignments: tutormarked assignment (TMA) and computer-marked assignment (CMA). In some courses, both TMAs
and CMAs are used and some courses have only TMAs are used. For this programme,we shall have
the tutor marked assignments or TMAs. Evaluation of assignments is called continuous assessment
(CA). A learner has to send tutor marked assignment (TMAs) responses to the concerned Programme
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Specific Instructions for Tutor Marked Assignments (TMAs)
1) Write your Enrollment Number, Name, Full Address, Signature and Date on the top right hand
corner of the first page of your response sheet.
2) Write the Programme Title, Course Code, Course Title, Assignment Code and Name of your
Study Centre on the left hand corner of the first page of your response sheet.
Course Code and Assignment Code may be reproduced from the assignment. The top of the
first page of your response sheet should look like this:
PROGRAMME TITLE: ......................................................... ENROLLMENT NO: ...........................
COURSE CODE: .................................. NAME :

.......................................................................

COURSE TITLE: ................................. ADDRESS:.......................................................................
ASSIGNMENT CODE: .......................

.......................................................................

STUDY CENTRE : .............................. SIGNATURE: ....................................................................
DATE: ...............................................................................
3) Read the assignments carefully and follow the specific instructions, if any given on the
assignment itself about the subject matter or its presentation.
4) Go through the Units on which assignments are based. Make some points regarding the question
and then rearrange those points in a logical order and draw up a rough outline of your answer.
While answering an essay type question give adequate attention to introduction and conclusion.
The introduction must offer your brief interpretation of the question and how you propose to
develop it. The conclusion must summarize your response to the question. Make sure that the
answer is logical and coherent, and has clear connections between sentences and paragraphs.
The answer should be relevant to the question given in the assignment. Make sure that you
have attempted all the main points of the question. Once you are satisfied with your answer,
write down the final version neatly and underline the points you wish to emphasise. While
solving numericals, use proper format and give working notes wherever necessary.
5) Use only foolscape size paper for your response and tie all the pages carefully. Avoid using very
thin paper. Allow a 4 cm margin on the left and atleast 4 lines in between each answer. This may
facilitate the evaluator to write useful comments in the margin at appropriate places.
6) Write the responses in your own hand. Do not copy your answers from the Units/Blocks sent to
you by the University. If you copy, you will get zero marks for the respective question.
7) Do not copy from the response sheets of other students. If copying is noticed, the assignments
of such students will be rejected.
8) Write each assignment separately. All the assignments should not be written in continuity.
9) Write the question number with each answer.
10) The completed assignment should be sent to the Coordinator of the Study Centre allotted to
you. Under no circumstances do not send the tutor marked response sheets to the Student
Evaluation Division at Head Quarters for evaluation.
11) After submitting the assignment at the Study Centre get the acknowledgement from the
Coordinator on the prescribed assignment remittance-cum-acknowledgement card.
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12) In case you have requested for a change of Study Centre, you should submit your Tutor
Marked Assignments only to the original Study Centre until the change of Study Centre is
notified by the University.
13) If a student does not successfully complete the assignments, s/he may redo the assignment as
per university ordinance.

9.1.2 Term-End Examination (TEE)
As stated earlier, term-end examination is another component of the evaluation system. Term-end
examination carries 70% weightage in the final result.
If you are unable to complete during the first attempt, you can take subsequently in December and
June Term-End Examination.
Term-end examination for theory will be held twice in a year i.e. in the month of June/December.
There will be 1 paper for each of theory course of 70 marks. Each paper will be of 3 hours duration.
You will have to secure atleast 35 marks (50%) in each of the theory papers for successful completion.
You could appear in all or any one of the two theory papers at a time. However, it is advisable to
complete the programme with minimum period of time. For appearing in the theory term-end
examination, you should fulfil two requisites, i.e. filling up the form in time in online mode only
and timely submission of assignments related to that theory paper or the papers that you want to
appear.
To make you eligible, you will have to fill up and submit the term-end examination form in time.
Please note that you will have to pay examination fee @ Rs. 120/- per paper in the form of demand
draft drawn in favour of IGNOU and payable in name of the city under which the exam centre falls,
as mentioned in the form. The examination schedule commonly known as Date Sheet is sent to
Regional Centres atleast 5 months in advance. You can refer to section on website in this programme
guide for online submission of form and date sheet.
Every year theory examination is conducted in about almost 700 examination centres across the
country. You can appear from any of these centres. But once you give a choice, the centre is not
usually changed. If the centre that you have opted is not activated as an examination centre, then
you will be automatically allotted a centre nearer to that of your option. You will be intimated about
your centre by the Student Evaluation Division (SED) through the admit card which is usually sent
2 weeks prior to the commencement of examination. Please refer to Section 6 for more clarifications
on theory term-end examination.
Examination date sheets (schedule which indicates the date and time of examination for each course)
are sent to all the Study Centre approximately 5 months in advance. The same is also notified
thorough IGNOU News Letter from time to time and also in website www.ignou.ac.in. Thus,
normally, the date sheet for June examinations are sent in the month of January and December
examinations in the month of July. You are advised to see whether there is any clash in the examination
dates of the courses you wish to take i.e. examination of any two courses you wish to take are
scheduled on the same day at the same time. If there is any clash, you are advised to choose one of
them in that examination and the other course in the next examination i.e. June or December as the
case may be.
The examination Form is accepted through on-line mode only. The Guidelines of the same are
made available on the website (www.ignou.ac.in) as per the prepared schedule.
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After receiving the online examination form from you, the University will send intimation slip to
you before the commencement of examinations. If you do not receive the intimation slip 15 days
before the commencement of examinations, you may contact your Programme Study Centre/Regional
Centre/SE Division at headquarters. If your name is registered for examinations in the list sent to
the Study Centre, even if you have not received intimation slip or misplaced the intimation slip, you
may download from internet. You can take the examination by showing you Identity Card (Student
Card) to the examination centre superintendent.
Your enrolment number is your Roll Number for examinations. Be careful in writing it. Any
mistake in writing the Roll Number will result in non-declaration of your result.
It is your duty to check whether you are registered for that course and whether you are eligible to
appear for the examination or not. If you neglect this and take the examination without being eligible
for it, your result will be cancelled.

9.2
Method of Evaluation for Practical Courses
Assignment/Internal Assessment
The practical courses will have 30% weightage from internal asessment. The internal assessment of
the practical component will be done by the counselors at end of contact session/spell. There are no
formal question papers to assess this component. The counselors will make assessment of your
understanding and performance on every skill. The marks on assignment/internal assessment will
be given by the PSC counselors in a proforma provided for the respective courses. This proforma
will be handed over by the respective PSC counselors to the Programme In-charge as soon as you
complete all the requisite activities under them. The pattern of internal assessment in given in
appendix 8.
In PSC most of the skills dealt in a spell will be evaluated at the end. Please note that you have to
also submit the respective log-books during the term-end practical examination for verification by
examiners. You will be returned back your logbooks after the examination.

Term-end Examination (Practical)
For term-end practical examination, there will be one internal and one external examiners. The
internal examiner will be from the same programme study centre and the external examiners will be
the counsellors from IGNOU programme study centre in the same state. Their names will be decided
by Regional Director/Regional Student Evaluation Division in consultation with the School. An
observer from IGNOU may also be present. The practical term-end examination is usually held
once in a cycle i.e. in the months of June/July.
The examination pattern will be uniform in the whole country. You will be given long and short
cases and there will be viva. A student will have to score atleast 50% marks in practical courses to
pass successfully. Otherwise, he/she will have to repeat the respective course (Appendix 7).
You will appear in the term-end practical examination at your programme study centre. For making
you eligible for appearing in the examination, you will have to fill up the form mentioned in Apendix4, 5 and 6 of the Programme Guide. Please note that this practical form will be deposited with your
programme in-charge. As term-end examination will be conducted for the practical courses, your
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10. PREVENTION OF MALPRACTICE/NOTICE FOR GENERAL
PUBLIC
Students seeking admission to various academic programmes of Indira Gandhi National Open
University are advised to directly contact IGNOU headquarters at New Delhi or Regional Centres of IGNOU only. Students interacting with intermediaries shall do so at their own risk and
cost.
However, in case of any specific complaint regarding fraudulent institutions, fleecing students
etc., please contact any of the following members of the Malpractices Prevention Committee:
1. Director, Research Unit
(Tele: 2953 4336)
2. Director, SSC
(Tele: 2953 5714)
3. Director, RSD
(Tele: 2953 2118) and (29572404)
4. Registrar (SRD)
(Tele: 2953 2741)
5. Registrar (SED)
(Tele: 2953 5828) and (29572204)
6. Registrar, MPDD
(Tele: 2953 4521)
7. Deputy Registrar, F&A
(Tele: 2953 4934)
Alternatively complaints may be faxed on 29532312.
Email : ignouregistrar@ignou.ac.in
Website: http://www.ignou.ac.in
Note: Except the above mentioned complaints, no other queries will be entertained at the above
phone numbers. As per directions of Hon’ble Supreme Court of lndia ragging is prohibited. If
any incident of ragging comes to the notice of the authority the concerned student shall be given
liberty to explain and if his explanation is not found satisfactory, authority would expel him from
the University.
IGNOU admissions are made strictly on the basis of merit. Only those learners who satisfy the
eligibility criteria fixed by the university will be admitted. Learners will not be admitted if they
are not eligibile as per the eligibility criteria. Therefore, the candidates should not be mislead by
the false promises of admission made by any private individuals or institution.

11. PLACEMENT SERVICES
In order to further extend Iearner support services to its geographically distributed student
population who are pursuing various IT and Non-IT related Degree, Diploma and Masters
Programme, the university has established the Campus Placement Cell (CPC). The mission and
endeavour of CPC is to enhance and facilitate the process of prospective suitable employment
opportunities that are commensurate with the personal profiles of our learners. All students
interested in seeking the assistance of CPC for procuring suitable job opportunities are requested
to send their current resume/biodata to campusplacement@ ignou.ac.in. They are further advised
to visit our home page www.ignou.ac.in for regular updates on placement related activities.
After successful completion of Certificate in Community Health (BPCCHN). The sponsored
candidates of MoHFW Govt. of India may be posted as Community Health Officers in Health
and Wellness Centres/Subcentres/PHCs as per Govt. policy.
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Course Outline (Practical)
Block 1
Unit 1
Unit 2
Unit 3
Unit 4
Unit 5
Unit 6
Unit 7
Block 2
Unit 1
Unit 2
Unit 3
Unit 4
Unit 5
Unit 6
Unit 7
Unit 8
Block 3
Unit 1
Unit 2
Unit 3
Unit 4
Unit 5
Unit 6
Block 4
Unit 1
Unit 2
Unit 3
Unit 4
Unit 5
Unit 6
Unit 7
Block 5
Unit 1
Unit 2
Unit 3
Unit 4
Block 6
Unit 1
Unit 2
Unit 3
Unit 4
Unit 5
Unit 6
Unit 7
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:
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:
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:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:
:

Public Health Skills
Community Need Assessment and Identification of Common Health Problems
Nutritional Assessment
Investigation of an Outbreak
Organising and Conducting Special Clinics
Social Mobilisation Skills
Health Education and Counseling
Report Writing and IT Skills including Interpretation and Use of Data
General Skills and Laboratory Skills
Universal Precautions and Bio-Medical Waste Management
Procedures for Basic Tests
Common Blood Tests and Preparation of Peripheral Smear
Examination of Swelling, Lumps and Joints
Eye and ENT Examination
Screening and Management of Common Dental Conditions
Suturing of Superficial Wounds
Drugs Dispensing and Injections
Skills for Management of Common Conditions and Emergencies
Basic Life Support (BLS)
Assessment and Management of Fevers
Management of Common Aches and Pains
First Aid Techniques and Stabilisation Care in Common Emergencies – 1
First Aid Techniques and Stabilisation Care in Common Emergencies – 2
Geriatric and Palliative Care
Maternal Health Skills
Assessment of Health Status of Women
Ante Natal, Intra Natal, Post Natal Examination and Care
Organising Labour Room
Conducting Normal Delivery and Partograph
Identification, Care and Referral of Complications during Labour
Post Natal Examinations and Care
Emergency and Injectable Contraceptives and Follow-up Care
Reproductive and Adolescent Health Skills
Assessment and Management of STIs and RTIs
Insertion and Removal of IUCDs
Management of Abortion and Counselling
Adolescent Counselling
Newborn and Child Health Skills
Newborn Resuscitation
Assessment of Newborn
Kangaroo Mother Care
Infant and Young Child Feeding and Counseling
Promoting and Monitoring Growth and Development and Plotting of Growth Chart
Immunisation and Safe Injection Practices
Use of Equipments
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14. LIST OF KEY ACTIVITIES TO BE COVERED UNDER
PRACTICALS
1)

Chronic Communicable Diseases
a) Diagnosis, treatment plan, follow-up diagnostics and management of TB, HIV, Leprosy,
Malaria, Kala-azar, Filariasis and other Vector-borne diseases
b) Use of Rapid Diagnostic Testing Kit and Lab testing for commonvector-borne diseases

2)

Management of Common Non-Communicable Diseases
a) Hypertension-screening-use of sphygmomanometer, Sceening of NCD
b) Diabetes mellitus-screening and diagnostic test (glucometer/IV blood test-fasting and PP)
c) Cancers - Cervical, Breast, Oral-Screening
d) Silicosis, Fluorosis-screening and follow up care
e) Chronic Obstructive Pulmonary Disease (COPD), and Asthma-screening,
f)

3)

Epilepsy- screening early management and follow up care

Management of Mental Illness
a) Detection and referral of mental illness, follow up medication
b) Counseling/support
c) Management of violence related concerns

4)

Dental Care
a) Dental hygiene - screening for gingivitis, dental caries, oral cancers
b) Treatment for glossitis, candidiasis (look for underlying disease), aphthous ulcers

5)

Geriatric Care
a) Management of common geriatric ailments; counseling, supportive treatment,
b) Pain management and provision of palliative care
c) Identification of ADL care of assisted devices

6)

Eye Care and ENT
a) Visual Inspection Activity (VIA) Screening for visual acuity, cataract and for Refractive Errors
b) Identification & Treatment of common eye problems-conjunctivitis; spring catarrh,
xerophthalmia
c) First aid for minor injuries and referral
d) Management of common colds, ASOM, injuries, pharyngitis, laryngitis, rhinitis, URI, sinusitis
e) WAX identification and care
f)

7)

Suspect and refer case of deafness

Common Conditions and Emergencies
a) Provision of first aid and stabilisation in emergency care
b) Primary care in cases of snake bites, scorpion stings, insect bites, dog bites
c) Stabilisation care in poisonings
d) Stabilisation in case of drowning
e) Minor injury, abscess management
f)

Stabilisation following trauma

g) Suturing of superficial wounds
h) Basic Life Support
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8)

Care in Pregnancy – Maternal Health
a) ANC checkups including Height, Weight measurement, recording blood pressure, Hb
estimation, Measurement of fundal height etc. Urine, Sugar and Albumin
b) Identification and referral of High Risk mothers
c) Immunisation and Iron Folic Acid and Calcium supplementation of mothers
d) Use of MCH cards
e) Care during Medical abortions
f)

9)

Normal Vaginal delivery including use of Partograph

Neonatal and Infant Health (0 to 1 year of age)
a) Complete Immunisation (RI) and Vitamin A supplementation
b) Monitoring and Assisting Village Health Nutrition Days (VHNDs); Social mobilisation,
c) Home Based Newborn Care and Care of common newborn illnesses,
d) Stabilisation and referral of severe cases
e) Acute Gastro Enteritis with mild dehydration
f)

Pneumonia case management

f)

Asphyxia management and screening of newborns at delivery points

g) Kangaroo mother care
h) Use of equipment, e.g. Suction machine, oxygen administrator, ambu-bag, radiant warmer,
phototherapy unit, etc.
10) Child Health, Adolescent Health
a) Detection & treatment of Anaemia and other deficiencies in children and adolescents
b) Screening of 4 D’s including early detection of growth abnormalities, delays in development
and disability
c) Prompt management of ARI and fever
d) Skin infections and acute Diarrhoeas
e) Adolescent Health- counseling and referral
f)

Nutritional assessment (including growth chart) and referral as appropriate

11) Reproductive Health and Contraceptive Services
a) Counseling for Family Planning and emergency contraceptives, Insertion of IUD
b) Access to Spacing methods including IUCD
c) Follow up care after abortion
d) Syndromic treatment of RTIs
e) Gender Based Violence – Identification and counseling information about Gender Resource
centre at District level (linkage with Referral centre and legal support)
12) Management of Common Illnesses
a) Identification and management of common fevers, ARIs, Diarrhoeas and skin infections
b) Management of common aches, joint pains, common skin conditions, (rash/urticaria)
c) Management of common gastrointestinal illnesses
d) Management of common respiratory illnesses
e) Management of common urinary illnesses
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Neonatal & Infant Health

Child Health
Adolescent Health, Reproductive Health &
Contraceptive Services

Record of Vital Events & Reporting

Village Health and Nutrition Day (VHND)

During House visits

During meetings & events in the community

Outreach Services

At Facility

10
11

12

13

14

15

16

17

Eye Care & ENT

6

9

Geriatric Care

5

Care in pregnancy

Dental Care

4

8

Mental Health

3

Common Conditions & Emergencies

Non Communicable Diseases

2

7

Communicable Diseases

Areas

1

S.No

-

-

-

-

2
2

3

3

3

2

1

1

1

-

-

-

-

12
12

18

18

18

12

6

6

6

12

132
12

22
2
2

Hrs

Days

District
Hospital

-

-

-

-

1
1

2

1

1

1

1

1

10
1

Days

-

-

-

-

6
6

12

6

6

6

6

6

60
6

Hrs

-

-

-

-

0.5

1
1

1

1

2

0.5

1

1

10
1

Days

-

-

-

-

3

6
6

6

6

12

3

6

6

60
6

Hrs

1

1

1

1

1

6
1

Days

6

6

6

6

6

36
6

Hrs

1

1

2

Days

6

6

12

Hrs

Community Primary Health Sub Centre Urban Primary
Health Centre
Centre
Health Centre

15. AREAS WISE PROPOSED PRACTICAL SCHEDULE
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3. Mental Illness

2. Non
communicable
diseases

1. Communicable
diseases

Themes

2

Diabetes Mellitus and Hypertension screening, medication and follow up

Psychiatry department
+Medical Social work

2
6

Occupational problems – screening and
follow up care
Screening, Detection, management and
referral of mental illness.

2

2

4

12

No. of
hours

Identification, Screening and referral of
Cancers - oral(oral visual examination,
OVE) Cervical (Visual inspection with
acetic acid, VIA) , Breast( Clinical
breast examination, CBE) Various blood
tested urine testing

Use of Rapid Diagnostic Testing Kit and
Lab testing for common vector- borne
disease

Assessment, management and follow-up
of TB, HIV, Leprosy, Malaria, Kala-azar,
Filariasis and other Vector-borne
diseases

Key activities to be covered under DH
posting

Non communicable
Management of Common Respiratory
diseases cell + Medicine problems
Department
Epilepsy- screening, early management
and follow up care Silicosis, Fluorosis –
screening and follow up care

Communicable disease
department/cell and
Medical department
OPD

Department

3 Sessions

6 sessions

6 sessions

No. of
sessions (1
sessions = 2
hours)

DISTRICT HOSPITAL (22 DAYS/132 HOURS)

1

2

2

Total
No. of
days

PROPOSED AREA WISE SCHEDULE OF PRACTICAL ACTIVITIES

6

12

12

5

4

3

2

1

Day
Total
wise
No. of
hours schedule

Appendix-1

4. Dental Care

5. Geriatric care
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6. Eye care &
ENT

7. Common
condition and
emergencies

Dental Unit

Geriatric (10
bedded)

Otorhinolaryngology
(ENT) &
Ophthalmology

Accident &
Emergency, Surgery
Department

Dental hygiene, Screening for gingivitis, dental
caries, oral cancers and appropriate referral
Treatment for glossitis, candidacies (look for
underlying disease), aphthous ulcers
Management of common geriatric ailments;
counseling, supportive treatment
Pain Management and Provision of palliative
care
Identification of Assited Daily Living care &
assisted devices
Visual Inspection Activity (VIA) including
Screening for visual acuity, cataract and for
Refractive Errors, Colour blindness
Identification & Treatment of common eye
problems- conjunctivitis; spring catarrh,
xerophthalmia, Glaucoma, Trachoma, eye
injuries and referral
Management of common colds , Acute
Suppurative Otits Media (ASOM), injuries ,
pharyngitis, Laryngitis, Rhinitis, URI &
Sinusitis
Basic and advanced Life Support
Provision of first aid and stabilization in
emergency care
Basic surgical emergencies and Suturing &
Dressing
Stabilization care in poisonings, drowning,
minor bites, wounds.
Treatment of Snake bites, Scorpion stings
,Insect & Dog bites
Stabilization following trauma, Simple
Fractures

4
3 sessions

1

6

6

6

7

2
2
1
2

3 sessions

2

6

8
6 sessions

2

12

4

9

2
10

2

11

4
4
2
2
4

9 sessions

3

18

12

57

TOTAL

11. Reproductive
Health
Contraceptive
services and
Adolescent
Health

10. Child Health,

Paediatrics including
Neonatology &
Immunization clinic

9. Neonatal and
Infant Health

Obstetric &
Gynaecology

Paediatrics including
Neonatology &
Immunization
department, Medical
social work &
counselling.

Obstetric &
Gynaecology

8. Care in
Pregnancy

ANC Checkup, Height, weight, Blood
Pressure, fundal height measurement
Haemoglobin estimation and other associated
diagnostic tests required under ANC
Normal & assisted Vaginal deliveries including
Use of partograph
Follow up/Care during Medical Abortion +
recap on maternal care
Assessment and Screening of newborns at
Delivery points and Stabilization and referral
of serious cases
Neonatal Resuscitation
Assessment and management of problems
IMNCI(Young infant)
Kangaroo Mother Care and Breast Feeding
Use of equipment, e.g. Suction machine,
oxygen administrator, ambu-bag, radiant
warmer, phototherapy unit, etc.
Prompt management of acute respiratory
infection & fever IMNCI (Sick child)
Detection & treatment of Anaemia
Other deficiencies in children
Screening of 4 D’s including early detection of
growth abnormalities
Delays in development and disability
Syndromic treatment of Reproductive tract
infections and referral & linkages with ICTC
Observe Family planning services like
Tubectomy/vasectomy (Both Laparoscopic &
Minilap) Other deficiencies in adolescents
Use of Intra-uterine contraceptive device(IUCD)
Management of abortions
Adolescent Health- counseling and referral
2

4
2

4

2

4

2

2

4

6

2

4

2

4

6

6

2

4

6 sessions

6 sessions

9 sessions

9 sessions

22

2

2

3

3

132

12

12

18

18

22

21

20

19

18

17

16

15

14

13
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3. Mental Illness,
Dental & Geriatric
Care

2. Non communicable
Diseases

1. Communicable
Diseases

Themes

Geriatric clinic (twice a week: Management of common geriatric
ailment, counselling, home visit)

2

4

Early identification and referral of common mental disorders,
IEC activities for prevention, removal of stigma and early
detection of mental disorders. Follow up care of detected cases
who are on treatment.

Dental Health Education - Dental caries, oral cancer, candidiasis,
Dental hygiene

2

2

2

6

No. of
hours

Investigation of Urine Albumin and Sugar, Blood Sugar.

Management of diabetes mellitus, hypertension

Promotion of Healthy dietary habits, physical activity & healthy
life style, promoting Tobacco cessation

Education about Breast Self Examination and Oral Self
Examination

Early screening & referral of suspected cervical, breast & oral
cancers.

Use of Rapid Diagnostic Testing Kit and Lab testing for common
vector-borne diseases
Cancers - Cervical, Breast, Oral-Screening

Assessment , treatment plan, follow-up and management of TB,
HIV, Leprosy, Malaria, Kala-azar, Filariasis and other Vectorborne diseases

Key activities to be covered under CHC posting

3 sessions

3 session

3 sessions

Session
(1session = 2
hours)

Community Health Centre (10 DAYS/60 HOURS)

1

1

1

Total
No. of
days

6

6

6

Total
No. of
hours

3

2

1

Daywise
schedule
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6. Care in Pregnancy

5. Common conditions
and Emergencies

4. Eye care & ENT

Proficiency in Identification , management & referral of all
complications including PPH, eclampsia & sepsis.

Provisions of Janani Suraksha Yojana (JSY) and Janani Shishu
Suraksha Karyakram (JSSK) as per guidelines

Post Natal Care at health facility including home visits.

Management of Complications in Pregnancy, Labour & Post
Natal Period.

Normal & Assisted deliveries including use of partograph

Use of MCH cards

Follow up on minimum of 4 ANC checkups including
registration & associated services

Identification, stabilization & referral of emergencies such as
Dengue Haemorrhagic Fever, Chikungunya, Cerebral Malaria
and others like Dog & snake bite cases, Poisonings, Pneumonias,
meningoencephalitis, acute respiratory conditions, status
epilepticus, Burns, Shock, acute dehydration etc.

Management of basic emergencies, trauma, dressings, incision
and minor surgeries

Early detection & referral of Visual impairment & common eye
diseases

Early detection & referral of hearing impairment, deafness &
common ear diseases

2

2

2

4

2

6

3 sessions

3 sessions

3 sessions

1

1

1

6

6

6

6

5

4

2
2
2

2

2

Pneumonia, Asphyxia & screening of newborn at delivery point

Management of Malnutrition

Skin Infection & Acute Dia rrhoe a

Safe abortion Services as per MTP Act

Integrated counseling and test centre
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5. Geriatric care

4. Dental Care

3. Mental Illness

2. Non
communicable
Diseases

1. Communicable
Diseases

Themes

Weekly reporting of epidemic prone diseases
according to IDSP guidelines.
Laboratory services for diagnosis of Malaria,
Tuberculosis, and tests for detection of faecal
contamination of water (Rapid test kit) and
chlorination level.
IEC services for prevention of cancer, hypertension,
diabetes, CVD and early symptoms. Referral of
suspected cancer cases with early warning signals &
management.
Early detection of cancer with warning signals like
change in Bladder/Bowel habits, bleeding per rectum,
blood in urine, lymph node enlargement, Lump or
thickening in Breast, itching and/or redness or
soreness of the nipples of Breast, non healing chronic
sore or ulcer in oral cavity, difficulty in swallowing,
obvious change in wart/mole, nagging cough or
hoarseness of voice etc.
IEC activities for prevention, stigma removal, early
detection of mental disorders and greater
participation/role of community for primary
prevention of mental disorders.
Oral health Promotion, check ups, referral on
identification.
IEC activities on healthy ageing.
Weekly geriatric clinic- complete health assessment of
elderly, medicines, management of chronic diseases &
referral services.

Key activities to be covered under PHC posting

2

2

2

4

2

4

2

No. of
hours

PRIMARY HEALTH CENTRE
(10 DAYS/60 HOURS)

3 sessions

3 sessions

3 sessions

Session
(1session =
2 hours)

1

1

1

Total
No. of
days

6

6

6

Total
No. of
hours

3

2

1

Day wise
schedule

s
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2. During house
visits. (With
ASHA/ANM)

1. Villlage health
and Nutrition
Day(VHND)
(With ASHA/
ANM)

Site of Learning

Detect any abnormal increase in cases of diarrhoea/dysentery, fever
with rigors, fever with rash, flaccid paralysis of acute onset in a child
<15 years (AFP), Wheezing cough, tetanus, fever with jaundice or
fever with unconsciousness, minor and serious AEFIs

Post natal and newborn visits – as per protocol.

Assess and list eligible couples and their unmet needs for
contraception.

Follow up of Sterilization & MTP cases.

Age and sex of all family members.

Skilled attendance at birth- for home delivery

Health Communication to mothers, adolescents & other members of
community

Registration of Birth & Death

Family planning counselling and distribution of contraceptives

Symptomatic care & management of persons with minor illness
reffered by ASHAs/AWWs or coming on their own accord

Immunization, Vit A administration all under 5 years

Coordination with ICDS programme for supplementary nutritional
health check up, Pregnant & lactating mother & health & nutrition
education for all women in the age group (15-45 years)

ANC checkups including Height, Weight measurement, recording
blood pressure, Hb estimation, Measurement of fundal height etc.
Urine, Sugar and albumin

Key activities to be covered under SC posting

2

2

2

2

2

No. of
hours

Sub Centre (6 DAYS/36 HOURS)

3 sessions

3 sessions

6

6

Session
Total no.
(1session = 2 of hours
hours)

1

1

2

1

Total Day wise
no. of schedule
days
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5. At Facility
Premises

4. During meetings
and events with
the community.
(With ASHA/
ANM)

3. During house to
house surveys.
(With ASHA/
ANM)

Complete Immunization, Vitamin A
Supplementation, Monitoring and assisting
VHND : Care of Common illnesses of new born,
Gastric Illness, pneumonia case management,
Treat, stabilize and refer severe cases. Where
deliveries take place: asphyxia management,
newborn screening
Detection & Treatment of Anaemia and other
deficiencies in children and adolescents, Early
detection of 4Ds, Prompt Management of ARI
and fever, Skin Infection, Acute diarrhoeas,
Adolescent health- counselling, referral as per
need.

2. Neonatal &
Infant Health

3. Child Health,
Adolescent
Health

Focus group discussions for information gatheringand health
planning.
1. Care in
Identification and referral of high risk
Pregnancy pregnancies , Abortions, Regular ANC checkup,
Maternal
Immunization, Screening for Anaemia,
Health
Malnutrition. Administration of Vitamin A, IFA,
Calcium, TT.

Health Communication especially as related to National Health
programmes through attending Village Health Sanitation and
Nutrition Committee meetings

ASHA local review meetings and meetings with panchayat members/
sarpanch, Self Help Groups, women’s groups and other BCC
activities.

Annual mass drug administration in Filaria endemic areas.

Take blood slides/do RDT Kit test in cases with fever where malaria
is suspected.

In high endemicity areas-survey for fever suspicious of kala- azar, for
epidemic management of malaria, for detection of fuorosis affected
cases.

Identify persons with skin lesions or other symptoms suspicious of
leprosy and refer: essential in high leprosy prevalence blocks.

2

2

2

2

3 sessions

6

1

3
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Management of common geriatric ailments;
counselling, supportive treatment, Pain
Management and Provision of palliative care with
support of ASHA

Detection and referral of mental illness, follow
up, medication, counselling/support. Confirmation
and referral for deaddiction of abusive substances.
Management of Violence related concerns

Counselling for Family Planning. Access to all
spacing methods including IUCD, Medical
abortion, STI/RTI treatment- Syndromic First aid
for Gender Based Violence- link to referral centre
and legal support centre.

7. Eye care & ENT Eye care in newborn, Screening for visual acuity,
cataract and for Refractive Errors, Identification
& Treatment of common eye problemsconjunctivitis; spring catarrh, xerophthalmia, first
aid for injuries, referral Management of common
colds, ASOM, injuries, pharyngitis, laryngitis,
rhinitis,URI, sinusitis
8. Dental Care
Dental hygiene - Screening for gingivitis, dental
caries, oral cancers .Treatment for glossitis,
candidiasis(look for underlying disease), fever
blisters, aphthous ulcers
9. Common
Snake bites, scorpion stings, insect bites, dog
condition and
bitesStabilization care in poisonings, trauma of
Emergencies
any cause Minor injury, abscess management
10. Non
Communicable Screening, follow up Medication for
Hypertension, Diabetes mellitus; Early referral for
Disease
complication. Cancer- Cervical, Breast, Oral,
Silicosis, Fluorosis, Chronic Obstructive
Pulmonary disease (COPD), Asthama, Epilepsy

6. Geriatric care

5. Mental Illness

4. Reproductive
Health &
Contraceptive
services

2

2

2

2

2

1 session

1 session

1 session

1 session

6

1

5
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2

36

Identification, Initial Management, Referral & follow up
for Tuberculosis; HIV, leprosy, Malaria, Kala-Azar,
Filariasis, Other vector borne disease ,RDK + Lab
testing
Total

12. Management of
Communicable
Diseases

2

Identification and management of common fevers ARI
diarrhoea and Skin infections (Scabies, abscess )
Management of common aches, joint pains, common
skin conditions, (rash/urticaria) Indigestions,
gastritisAcute febrile illness,

11. Management of
Common
diseases &
Basic OPD Care
(Acute Simple
Illness)
1 session

1 session

6

6

1

6

6
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DISTRICT HOSPITAL

COMMUNITY
HEALTH CENTRE

Number of Group-5
Number of Student in each group-6

PRIMARY HEALTH
CENTRE

SUB HEALTH
CENTRE

Sub Centre

URBAN PRIMARY
HEALTH CENTRE

SAMPLE MASTER ROTATION PLAN FOR PRACTICAL EXPERIENCE

Appendix-2
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PROPOSED SAMPLE AREA WISE ROTATION PLAN FOR PRACTICAL EXPERIENCE

Appendix-3
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KEY SAMPLE AREA WISE ROTATION PLAN

Appendix-5

Indira Gandhi National Open University
BPCCHN Programme
Certificate of Completion of Theory Counselling/Practical Skills*
This is to certify that Ms./Mr...........................................................and Enrolment No. ......................... has
attended to all the practical skills listed in the practical manauals for the following courses as planned for
DH/CHC/PHC/UHC/SC.

BNS-041, BNS-042, BNSL-043,
Signature of the Counsellor at DH/CHC/PHC/UHC/SC.
Name of Counsellor ............................................................................................................................
Address .............................................................................................................................................
..............................................................................................................................................

This is to certify that the above information is true to the best of my knowledge. If any information is
found to be wrong at a later date, my results could be held invalid.

Place .....................................

Signaute of the Student .................................

Date ......................................

Name ..........................................................
Roll No. .......................................................

* To be submitted along with Practical Examination Form
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Appendix-7

Certificate of Eligibility for Term-End Examination (Practical only)
May for June Examination
Please read the instruction in the
Programme guide before filling up this form

Dates for submission of
Examination Form

November for December
Examination

Indira Gandhi National Open University, New Delhi
Term- End Examination (Practical Only) December 201…
CONTROL No. (For Office Use Only)
Programme Study
Centre Code
Enrollment No.
Write in BLOCK CAPITAL LETTERS only
NAME : …………………………………………
Please tick (√) against course in which you intend to take the practical examination.
SI. No. Course Title
mark)
1.

Course Code

Public Health and Primary Health Care Skills

Intend to Take Examination (put “
BNSL-043

I hereby solemnly affirm that I have submitted the required number of Log-books/Project Report
and have completed all the skills planned under the above course. The certificate of completion in
support of the skills is attached.
I am aware that completion of all the skills at DH/CHC/PHC/UHC/SC and submission of Logbook is a prerequisite for taking Term-end (Practical) Examination. In case my above statement
regarding submission is found to be untrue, the University may cancel the result of my above
mentioned Practical Examination and I undertake, that I shall have no claim whatsoever in this
regard. I also undertake that I shall abide by the decision, rules and regulations of the University. I
have signed this undertaking on this …………………………….. day of
………………………..201…………..
Name……………………..

Signature of Student……………….

Complete Address for
Correspondence…………………………………………………………................
……………………………………………………………………………………………………………..
I have verified that the student has submitted all the Log-books and certificate of completion of
skill related to the above course in time
Place……………………

(Signature of Programme-in-charge with Stamp)
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Date…………………….

INSTRUCTIONS FOR FILLING THE FORM AND DOING ASSIGNMENTS
1.

Read instructions for submission of assignments given in your Programme Guide carefully.

2.

Assignments should be demanded only if your registration for that course (subject) is valid.

3.

Please ensure that you have mentioned your correct Enrolment No. (it consists of 9 digits), Name,
Course Code/title, Name of Semester/year, (wherever applicable), and the Study Centre Code on
your assignment responses before submitting it to concerned authorities.

4.

Submission of assignment within due dates is pre-requisite for appearing in the term end examination. You are, therefore, advised to submit your TMA at your Study Centre within the prescribed
dates. Assignments received after due dates will be summarily rejected.

5.

You can appear in term end examination or submit only minimum required number of assignments
if you fail to secure over-all qualifying grade in course (subject).

6.

Assignments should not be demanded to improve your score if you have secured minimum qualifying score in a course (subject).

7.

Please do not submit your assignment responses twice either at the same Study Centre or at
different study Centres for evaluation.

Please mail this form to the Regional Director of your Regional Centre
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RULES & GUIDELINES FOR RE-ADMISSION
1) Re-admission is permissible in the following cases :
a)
b)

2.

3.

4.
5.
6.

7.

8.
9.
10.

11.
12.
13.

Students who failed to complete the requirements in full or in part within the maximum span period prescribed.
Students who failed to complete the requirement of attendance in practicals as prescribed in Programme
curriculum within the maximum span period prescribed.
Students who do not register for all years/semesters of a Programme and fail to pay the prescribed full
Programme fee during the maximum duration of the Programme are also eligible for Re-admission, provided
they pay full fee for the missed year(s)/ semester(s) as per rate applicable for the session for which they seek
re-admission, in addition to the prorata course fee for re-admission as per rate given in Table-A for each of
the course(s) they failed to successfully complete within the maximum period prescribed.
Course fee paid for re-admission would be valid for a period of six months/one year/two consecutive academic
years or four consecutive semesters only, as given below:
a) Six months - for all Certificate Programmes of six months duration
b) One year - for all Diploma/PG Dip. Programmes of one year duration (including BLIS, MLIS, MADE,
and collaborative programmes B.Com & M.Com of ICAI, ICWAI and ICSI)
c) Two years - for all undergraduate and post-graduate programmes whose minimum duration is of 2
years and above.
The additional period indicated at point no.3 above will commence from the date of completion of the
maximum duration of the Programme for which the registration was done initially.
Students shall not be on rolls of the university beyond the additional period indicated at point no.3 above.
The credit earned by the student towards his/her courses and assignments successfully completed shall be retained
for the revalidated period, provided the syllabus and methodology now in vogue are similar to the course(s)
successfully completed earlier.
No study material (SLMs) will be supplied on re-admission, including for the missed semester/year. If the earlier SLMs
is replaced, the student will be required to buy changed course material. For that matter SLMs will not be provided for
the courses re-registered as missed semester/year. Students will have to make their own arrangement for the SLMs.
The students will be allowed to take re-admission in the old course(s) as long as the examination in the old
course(s) is conducted by the University.
For the Programmes containing practical component, the norms of fee payable will be as decided by the respective
Schools.
Students are required to pay the pro-rata Re-admission fee as per details given in Table-A, in lump sum, for all
the courses they failed to successfully complete earlier. Fee once paid will not be refunded under any
circumstances. Students of BCA-MCA Intg. Prog. should pay the pro-rata re-admission fee, in lump sum, for all
those courses of BCA as well as MCA that have not been successfully completed during the maximum
duration of 8 years.
Pro-rata fee for Re-admission would be changed as and when the University revises the Programme fee for various
Programmes.
Other conditions as prescribed by the University relating to the admission and re-admission shall remain the same.
The Demand Draft for Re-admission fee together with the re-registration fee of the missed year(s)/semester(s), if
any, should be drawn in favour of IGNOU payable at New Delhi. Please write your Enrol. No., Name and Programme
code and also the words ‘Re-admission’ on the reverse of the DD.

P.S.
1. Students can check their Re-admission status from the website (www.ignou.ac.in> STUDENTS ZONE>
Admission> Registration Status> CHECK READMISSION Status >).
2. The following programmes have been wound-up and term-end examination will no longer be conducted in
the old syllabus courses, hence re-admission not allowed:
i) BCA(old sylb) [Jan.1996, Jan.1997 & Jan.1998 batches]
ii) MCA(old syllabus) [pre-Jan. 2005 batches]
iii) CIC (However Re-admss will be applicable for CIC-2 & CIC-5 for B.Com & CBS students)
iv) BIT, (v) ADIT, (vi) MLIS (old sylb.) , (vii) BLIS (old sylb.) & (viii) B.Sc(N) (old sylb.)
*****
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RULES & REGULATIONS FOR OBTAINING PHOTOCOPY OF THE
ANSWER SCRIPT
1.

The fee for photocopy of answer script shall be Rs. 100/- (Rupees One Hundred only) per course. Fee
should be paid in the form of Demand Draft drawn in favour of IGNOU and payale at the city of the
evaluation centre.

2.

Application form without self attested photocopy of the Identity Card of the student will not be
entertained.

3.

Student’s application form for photocopy(ies) of the answer script(s) shall reach the Concerned
Evaluation Centre (as mentioned below in the last Para) along with the prescribed free within 45 days
from the date of declaration of results i.e., the date on which the result are placed on the IGNOU
website.

4.

The students, who find that any portion of the answer was not evaluated or any totaling error is
noticed, may point out the same and submit their representation alongwith a copy of the answer script
supplied to them within 15 days. No other query regarding evaluation of answer script shall be
entertained.

5.

The students, who intend to apply for photocopy(ies) of the answer script(s) may simultaneously
apply for re-evaluation, if they so desire. The last date for submission of application for re-evaluation
will not be extended to facilitate them to point out discrepancy in the evaluation.

6.

Application form duly filled-in may be sent to the following address except CPE* & DPE* programmes:

Sl. No. Regional Evaluation Centre
1.

2.

3.

4.

5.

6.

7

Jurisdiction

Dy. Registrar, Regional Evaluation
Centre IGNOU Regional Centre Building
Kaloor, Cochin-682017, Kerala
Dy. Registrar, Regional Evaluation
Centre, Block 5, IGNOU, Maidan Garhi
New Delhi-110068

Kochi, Trivandrum, Vatakara, Chennai, Madurai
Hyderabad, Vijayawada, Visakhapatnam, Bangalore
Bijapur, Panaji, Port Blair.
Delhi-1, Delhi-2, Delhi-3 all Schools, Division,
Centres, Units & Institutes at Headquarters,
International Divsion and answr scripts reveived
from other Evaluation Centre/Sources if and when any
Dy. Registrar, Regional Evaluation
Shillong, Guwahati, Jorhat, Itanagar, Imphal
Centre, IGNOU Regional Centre Building Agartala, Gangtok, Kohima, Aizwal
Sunny Lodge, Nongthymmi
Nongshilliang Shillong-793 014
Meghalaya
Dy. Registrar, Regional Evaluation
Bhubaneshwar, Koraput, Kolkata, Siliguri
Centre, IGNOU Regional Centre Building Raghunathganj, Patna, Bhagalpur, Darbhanga
C/1, Institutional Area, Bhubaneshwar
Saharasa, Deoghar
Orissa
Dy. Registrar, Regional Evaluation
Ahmedabad, Rajkot, Mumbai, Nagpur, Pune,
Centre, IGNOU Regional Centre Bld.
Jodhpur, Jaipur
Opp. Nirma Univesity Sarkhej Gandhi
Nagar Highway, Chharodi
Ahmedabad, Gujrat
Dy. Registrar, Regional Evaluation
Bhopal, Jabalpur, Raipur, Ranchi
Centre, IGNOU Regional Centre Bld.
12, Arera Hills, Bhopal, Madhya Pradesh
Dy. Registrar, Regional Evaluation
Lucknow, Varanasi, Aligarh, Noida, Karnal, Shimla
Centre IGNOU Regional Centre Bld.
Chandigarh, Khanna, Dehradun, Jammu, Srinagar
B-1/33 Sector-H, Aliganj
Lucknow-226 024
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RULES & REGULATIONS FOR EARLY DECLARATION OF RESULTS
1.

Request for early declaration of results will be entertained for final semester/year or maximum of 4 backlog
courses only, subject to the following conditions:i)

The student has been selected for higher study/employment and statement of marks/grade card is required
to be produced to the institute by a particular date, which is before the prescribed dates of declaration of
the University’s results.

ii)

The student has completed all the other prescribed components except the term-end examination of the
courses, for which early evaluation has been sought.

2.

Application for early declaration, for the reasons such as to apply for recruitment/higher study/post and
promotion purpose etc. will not be entertained.

3.

Application without enclosing documentary evidence specifying the reason for early declaration will not be
entertained.

4.

Application form must reach at the following address before the date of the examination for the course (s) for
which early evaluation is sought:Sl. No. Regional Evaluation Centre
1.

2.

3.

4.

5.

6.

7

Jurisdiction

Dy. Registrar, Regional Evaluation
Centre IGNOU Regional Centre Building
Kaloor, Cochin-682017, Kerala
Dy. Registrar, Regional Evaluation
Centre, Block 5, IGNOU, Maidan Garhi
New Delhi-110068

Kochi, Trivandrum, Vatakara, Chennai, Madurai
Hyderabad, Vijayawada, Visakhapatnam, Bangalore
Bijapur, Panaji, Port Blair.
Delhi-1, Delhi-2, Delhi-3 all Schools, Division,
Centres, Units & Institutes at Headquarters,
International Divsion and answr scripts reveived
from other Evaluation Centre/Sources if and when any
Dy. Registrar, Regional Evaluation
Shillong, Guwahati, Jorhat, Itanagar, Imphal
Centre, IGNOU Regional Centre Building Agartala, Gangtok, Kohima, Aizwal
Sunny Lodge, Nongthymmi
Nongshilliang Shillong-793 014
Meghalaya
Dy. Registrar, Regional Evaluation
Bhubaneshwar, Koraput, Kolkata, Siliguri
Centre, IGNOU Regional Centre Building Raghunathganj, Patna, Bhagalpur, Darbhanga
C/1, Institutional Area, Bhubaneshwar
Saharasa, Deoghar
Orissa
Dy. Registrar, Regional Evaluation
Ahmedabad, Rajkot, Mumbai, Nagpur, Pune
Centre, IGNOU Regional Centre Bld.
Jodhpur, Jaipur
Opp. Nirma Univesity Sarkhej Gandhi
Nagar Highway, Chharodi
Ahmedabad, Gujrat
Dy. Registrar, Regional Evaluation
Bhopal, Jabalpur, Raipur, Ranchi
Centre, IGNOU Regional Centre Bld.
12, Arera Hills, Bhopal, Madhya Pradesh
Dy. Registrar, Regional Evaluation
Lucknow, Varanasi, Aligarh, Noida, Karnal, Shimla,
Centre, IGNOU Regional Centre Bld.
Chandigarh, Khanna, Dehradun, Jammu, Srinagar
B-1/33 Sector-H, Aliganj
Lucknow-226 024
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RULES & REGULATION FOR RE-EVALUATION OF ANSWER SCRIPTS
1) The request for re-evaluation by the student must be made within one month of declaration of his/
her results.
2) The date of declaration of result will be calculated from the date on which the result(s) are placed on
the IGNOU website.
3) After re-evaluation, the better of the two scores of original marks/grade and marks/grade after reevaluation will be considered.
4) The revised marks/grade after re-evaluation shall be communicated to the student on receipt of reevaluation result and result of re-evaluation will also made available on the IGNOU website at
www.ignou.ac.in. The minimum time required for re-evaluation shall be 30 days from the date of
receipt of application.
5) Re-evaluation is permissible in TEE only and not in the Project/Dissertation Practicals/Lab courses,
Workshops, Assignments & Seminar etc.
6) On the top of the envelope containing the prescribed application form,
Please mention ‘APPLICATION FORM FOR RE-EVALUATION OF ANSWER SCRIPTS’
7) The application form duly filled-in may be sent to the following address except CPE* &DPE*
programmes.
8) Application form must reach within the prescribed dates at the following address:
Sl. No. Regional Evaluation Centre
1.

2.

3.

4.

5.

6.

7

Jurisdiction

Dy. Registrar, Regional Evaluation
Centre IGNOU Regional Centre Building
Kaloor, Cochin-682017, Kerala
Dy. Registrar, Regional Evaluation
Centre, Block 5, IGNOU, Maidan Garhi
New Delhi-110068

Kochi, Trivandrum, Vatakara, Chennai, Madurai
Hyderabad, Vijayawada, Visakhapatnam, Bangalore
Bijapur, Panaji, Port Blair.
Delhi-1, Delhi-2, Delhi-3 all Schools, Division,
Centres, Units & Institutes at Headquarters,
International Divsion and answr scripts reveived
from other Evaluation Centre/Sources if and when any
Dy. Registrar, Regional Evaluation
Shillong, Guwahati, Jorhat, Itanagar, Imphal
Centre, IGNOU Regional Centre Building Agartala, Gangtok, Kohima, Aizwal
Sunny Lodge, Nongthymmi
Nongshilliang Shillong-793 014
Meghalaya
Dy. Registrar, Regional Evaluation
Bhubaneshwar, Koraput, Kolkata, Siliguri
Centre, IGNOU Regional Centre Building Raghunathganj, Patna, Bhagalpur, Darbhanga
C/1, Institutional Area, Bhubaneshwar
Saharasa, Deoghar
Orissa
Dy. Registrar, Regional Evaluation
Ahmedabad, Rajkot, Mumbai, Nagpur, Pune,
Centre, IGNOU Regional Centre Bld.
Jodhpur, Jaipur
Opp. Nirma Univesity Sarkhej Gandhi
Nagar Highway, Chharodi
Ahmedabad, Gujrat
Dy. Registrar, Regional Evaluation
Bhopal, Jabalpur, Raipur, Ranchi
Centre, IGNOU Regional Centre Bld.
12, Arera Hills, Bhopal, Madhya Pradesh
Dy. Registrar, Regional Evaluation
Lucknow, Varanasi, Aligarh, Noida, Karnal, Shimla,
Centre, IGNOU Regional Centre Bld.
Chandigarh, Khanna, Dehradun, Jammu, Srinagar
B-1/33 Sector-H, Aliganj
Lucknow-226 024
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INSTRUCTIONS FOR “OFFICIAL TRANSCRIPT”
A) The filled in form duly signed by the student with the requisite fee & documents may be sent to:The Registrar,
Student Evaluation Division, Indira Gandhi National Open University,
Block-12, Maidan Garhi, New Delhi-110068 (INDIA)
B) The students are required to enclose same number of legible photocopies of both sides of the statement of Markssheet/Grade Card/Provisional Certificate and Degree Certificate etc. issued to them, as the number of transcripts
are required. Each photocopy of the certificate is chargeable as mentioned at prescribed format under Point No.6. Incomplete application will be entertained.
C) If the Student/Applicant has applied for Official Transcript and wants to collect the same Personally or ByHand himself/herself from the Section Officer, Exam.-III Section of SED, Block-12, Room No.-10, IGNOU,
Maidan Garhi, New Delhi-110068 (India) then He/She is required to mention such information & Mobile No.
under Point No.-10 in prescribed format for calling them provided that He/She has to produce the valid Original
Identity Card/Votter Card/Aadhar Card/PAN Card/Driving License or Passport etc. for signature/photograph/
residential Id. Proof. at the time of collecting their Transcripts.
Note:- If the student want to collect his/her transcript by-hand through any other person from the above Section
then the receiver has to produce all above documents of the student alongwith “Authorization-Letter” of the
concerned student. The person who want to receive the Transcript(s) on behalf of the student, has to produce his/
her valid Original Identity Proof for signature/photograph/residence etc. like Identity Card/Votter Card/Aadhar
Card/PAN Card/Driving License etc.and he is also required to submit the copies of the same to this Section at the
time of collecting the Transcript.
D) The University has been sending/dispatching the “Official-Transcripts” under sealed envelope(s) through Indian
Speed Post Services and the normally, the Exam-III Section of SED takes minimum 15 days for the issuance/
dispatching the “Official Transcript(s)” after receiving the Application-Form of the student at this Section but
“Dispatching/Issuance time depends on furnishing the Verification Report by another Sections and circumstances
surrounding the case.
E) As per the requirement, the demand draft of requisite fees should be reached to this Division prior to 60 days or
earlier from the expiry of the same demand draft for smooth transaction with the bank.
F) Under the existing procedure, the University issues the “Official Transcripts” on “University Letter-Head” duly
signed & verified on current status of each copy of Mark-sheet/Grade-card/PC/ Degree Certificate etc. by the
authorized Officer on behalf of the Registrar (SED) or Controller of the Examinations, containing the following
information therein:i)

Attested copies of Mark-sheet/Grade-card/PC/ Degree Certificate etc. including detailed information about
the “Programme” completed by the Student / Details of the Courses/ Scheme of Assessment of Student’s
Performance / Minimum Standard for Completion of the Courses and Programme / Scheme of Study /
Duration of Programme / Year of Admission & Completion of Programme / Mode of study / Medium of
study etc. This information is based on the current status of the Mark-sheet/Grade card.

ii)

Recognition of the University and authenticity of its Degrees/Diploma etc. It is also clarified in the “Official
Transcript” that the University does not issue Year-wise/Semester-wise Mark-sheet/Grade-card but issue a
comprehensive Mark-sheet/Grade-card after successful completion of the programme to the students.

G) The inquiry about status of the “Official Transcript” submitted by the student/applicant can be obtained from
“Official Transcript Counter” Exam.-III Section of SED (Block-12, Room No.-10), IGNOU, Maidan Garhi,
New Delhi-110068 personally or on Telephone No. 011-29572210 between Monday to Friday during Office
hours after 15 to 25 days of receiving the Application-Form at this Section.
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RULES & REGULATION FOR IMPROVEMENT IN DIVISION/CLASS
1.

The improvement of marks/grades is applicable only for the Bachelor’s/Master’s Degree Programmes, who
have completed the programme. The eligibility is as under:a)
b)

The students of Bachelor’s/Master’s Degree Programmes who fall short of 2% marks to secure 2nd and
1st division.
The students of Master’s Degree Programmes only, who fall short of 2% marks to secure overall 55%
marks.

2.

Only one opportunity will be given to improve the marks/grade.

3.

The improvement is permissible only in theory papers. No improvement is permissible in Practicals/Lab
courses, Projects, Workshops and Assignments etc.

4.

Under the Provision of improvement, a maximum of 25% of the maximum credits required for successful
completion of a programme shall be permitted.

5.

Students wishing to improve the marks will have to apply within six months from the date of issue of final
statement of marks/grade card to them, subject to the condition that their registration for the programme/
course being applied for improvement, is valid till the next term-end examination in which they wish to
appear for improvement.

6.

No student will be permitted to improve if maximum duration to complete the programme, including the readmission period, has expired.

7.

After appearing in the examination for improvement, better of the two examinations, i.e. marks/grade already
awarded and the marks/grade secured in the improvement examination will be considered.

8.

In case of improvement, the month and year of completion of the programme will be changed to the Term-end
examination, in which students appeared for improvement.

9.

Students will be permitted for improvement of marks/grades provided the examination for the particular
course, in which they wish to improve, is being conducted by the University at that time.

10. On the top of the envelope containing the prescribed application form, Please mention “APPLICATION
FORM FOR IMPROVEMENT IN DIVISION/CLASS.
11.

Application form must reach within the prescribed dates at the following address:The Registrar,
Student Evaluation Division,
Indira Gandhi National Open University,
Maidan Garhi,
New Delhi-110068

Appendix-24

IGNOU POLICY FOR PREVENTION, PROHIBITION AND PUNISHMENT
OF SEXUAL HARASSMENT OF WOMEN AT THE WORPLACE
IGNOU has adopted a policy for the prevention, prohibition and punishment of sexual harassment of women at
workplace in compliance to the directive of Hon'ble Supreme Court of India.
Information on this policy, rules and procedures can be accessed from the IGNOU website www.ignou.ac.in.
Any incident of sexual harassment may be reported to the Regional Director of the Regional Centre, you are
attached to or to any of the persons whose contact details are given in the following table.

I.

IGNOU REGIONAL SERVICES DIVISION COMMITTEE AGAINST SEXUAL
HARASSMENT (RSDCASH)
1

Dr. Bini Toms, RSD, Chairperson RSDCASH

29572407/2505 isdcash@ignou.ac.in

2

Dr. G. Mythili, Dy. Director, STRIDE

29572604

gmythili@ignou.ac.in

3

Ms. Azra Arshad, Maintenance Engineer, EMPC 29573261
29532164

aarshad@ignou.ac.in

4

Ms. Neeru Sayal, EA, RSD

neerusayal15@gmail.com

5

Dr. Radhika Menon, Asst. Professor,
Mata Sundari College (Delhi University)

29572417

II. IGNOU COMMITTEE AGAINST SEXUAL HARASSMENT (ICASH)
1

Prof. Uma Medury, Professor, SOSS,
Chairperson ICASH

29572741

cash@ignou.ac.in

2

Dr. Gurmeet Kaur, Associate Professor, SOL

29572984

gurmeetkaur@ignou.ac.in

3

Dr. Neera Singh, Associate Professor, SOH

29572790

neerasingh@ignou.ac.in

4

Dr. Rakhi Sharma, Associate Professor, SOET

29572923

rakhisharma@ignou.ac.in

5

Ms. Renu Katyal, AR, SOA

29572977

renu@ignou.ac.in

6.

Mr. P.T. Raveendran, AR, F & A

29571211

ptraveendran@ignou.ac.in

7.

Ms. Rashmi Sarpal, PS, SOSS

29572702

rashmisarpal@ignou.ac.in

8.

Ms. Parineeta, Assistant, SOTHSM

29571751/1758 parinita@ignou.ac.in

9.

Dr. Taisha Abraham- Associate Professor
Department of English, Jesus & Mary College

10

Ms. Naina Kapoor, Director, Sakshi, NGO

11. Ms. Swati Pal-Ph. D. in Chemistry

III. IGNOU APEX COMMITTEE AGAINST SEXUAL HARASSMENT (ACASH)
1

Prof. Anju Sehgal Gupta, Professor, SOH
Chairperson ACASH

29532054

asgupta@ignou.ac.in

2

Ms. Kailash Saljua, AR, PMDD

29572006/2030 kailashsaluja@ignoua.c.in

3

Ms. Gazala Parveen, Prod. Asst. EMPC

29573366

4

Prof. Jyantika Dutta, Lady Irwin College

ghazala.syed.mail@gmail.com

Regional Centre Committee against Sexual Harassment (RCCASH) has been constituted at each Regional Centre.
For Complaints please write to:
Address at IGNOU (Hqrs.):
Chairperson, RSDCASH, Regional Services Division, Indira Gandhi National Open University, Maidan Garhi, New
Delhi-110 068
Email: rsdcash@ignou.ac.in
OR
Address at your Regional Centre:
Chairperson, Regional Centre Committee against Sexual Harassment (RCCASH) (Address of your Regional Centre).
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