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Criteria 1.2.2: Number of Add on /Certificate programs offered during the last
five years.
Findings of DVV Provide Summary report of Community Health Counselling

Computer Literacy for 2016-17, 2017-18, 2018-19, 2019-20 and
2020-21 along with duration and list of students enrolled.

Response/ 1) Summary report of Community Health Counselling Computer

Clarification Literacy for 2016-17, 2017-18, 2018-19, 2019-20 and 2020-21
along with duration and list of students enrolled is attached.
(Appendix-I)
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Notice

TEaEToaT ey Yowedia  yHoTes  #rdEH (Value added  programme) T
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Sr.
N:; Name of the Program Name of the Program Coordinator Class

Shri.Devidas M.Daregave

: : SW Part [
Community Health Assistant Professor %

Shri.Vijay K. Pingle

‘ = BSW Part Il
Counselling Associate Professor 4

Shri. Anil C. Sawale

3 © ter Lit S rt 111
CTOPIReE AeTas Associate Professor s it

. Date : 26 /07/2016
° L] Ld ; l'
NP Ty N

}Q : %’ \)\ @\ Malkapur; Dist, ~ Buldana,
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Dadasaheb Dhanaji Nana Choudhari Social work college, Malkapur, Dist Buldana

EmaillD: ddne.sw.c. mik@gmail.com

® (07267 223212

Date : 22/07/2016

To,

The Principal,

D.D.N.C. Social Work College, Malkapur,
Dist. Buldana

Subject: Application for seeking permission to run Computer Literacy Value-Added Program /
Certificate Courses.

Respected Sir,

With reference to the subject mentioned above, our institution has taken an initiative to run 2
Value-Added Program / Certificate Courses entitled below in academic year from the current
academic year i.e. 2016-2017 & 2017-2018 to all classes. The objectives of the courses are to give
value addition to the students apart from regular curriculum. The duration of course will be 30-20

hours which will be completed without hampering the regular academic of the institute.

It is kind request to you, please grant the permission to run these programs / courses.

Sr. | Name of the Value- Name of the Program Class Sign of VAP
No. Added Program Cocrdinator Coordilnator
. Shri.Devidas M.Daregave
1 | Community Health BSW Part [ -
: (Assistant Professor)
: Shri.Vijay K. Pingle
2 | Counselling BSW Part II- V(
(Associate Professor.) s
Rt o Shri. Anil C. Sawale T
omputer Literac a =l
A 2 (Associate Professor.) %/
Yours Sincerely,
Program Coordinators

1. Prof. Devidas M.Daregave @&E&k_

2. Prof. . Vijay K. Pingle WP( |
3. Prof. Anil C. Sawale e

/ 4

< Officating Prmcnpl;-

D. D. N. C. College of Social Work
Malkepur; Dist. = Buldane,
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Notice

efereared  qegedfa  gwores #rEfen (Value added  programme)  FA
ROVE—R0RS A 080—RoR s A AYRAAT TE FOA IS AE. T TAIT
fry]e® STYUR SR, WIS WA Fiiferd Hden d FaHa HEaes gaaas
WU HRA. A T3 § GrEwR Hfedt a7 GHads <. o TaqEes gof

:‘; Name of the Program  Name of the Program Coordinator Class .
Shri.Devidas M.Daregave BSW Part | :
_ art ‘
I Community Health Assistant Professor _:
|
. ) | Shri.Vijay K. Pingle BSW Part II :
2 ounselling £ Associate Professor "
Shri. Anil C. Sawale W Part [1I :
: BSW Part
3 Computer Literacy Associate Professor E
Date : 26 /07 /2016 M

Malkapur; Dist. - Buldana,

S e Sl
M «—Officiating Principal,

%ﬂ\ 0. D. N, C. College of Social Work

Malkapur; Dist, - Buldana,
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Date

SCHEDULE

i X | Day ’ Time (‘uﬁrsc (7‘"'-"04"{
! 06/8/2017 l I I Hrs, Definition of Discases
| 00*'3;"207'1_ J _I\l sale L'_'ﬁ;_ Causes of Diseases T
i 06/8 2017 | _ ],_\Lﬁ_“ W‘_'_"i\gussiﬁcalion of Discases
1382017 | 2™ | iHs, um iy
'» 13/8/2017 2" | Hrs, malth
13/82017 | 2 LHrs. | Definition of Communicable Diseases
}» - 20/8/2017 3" I Hrs, Types of Communicable Diseases ?
: 20/8/2_(-)1‘7 3¢ PHrs. ) Cayges of Communicable Diseases
| 20/8/2017 B ' Hrs. Types of Communicable Diseases
27/8/2017 4" T'Hrs. | Types of Communicable Diseases
27/8/2017 4" UHrs. | Causes of Communicable Diseases
27/8/2017 4" PHrs. | Concept of Immunity Power
03/9/2017 St FHrs. | Typeg of Immunity.Power
03/9/2017 5" PHrs. | Concept of Immunity Power
03/9/2017 | 5" I'Hrs. | Balanced Diet and Health
10/9/2017 6" 1 Hrs Balanced Diet and Health
10/9/2017 6" I'Hrs. | Role of Social Worker
10/9/2017 6" I'Hrs. | Balanced Diet and Health
17/9/2017 i VHrs. | Information of Immunization
17/9/2017 7" I Hrs. Techniques of Immunization
17/9/2017 it PHrs. | Mission of Immunization
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7 DOran ¢ t s O te C selling
Name of the Value Added Program: - Certificate Course in Counselling

Svyllabus
Academic Year: 2017 - 2018

Objectives:
At the end of this Course the Students will be able to:

» Develop an Understanding of the Concept of Basic Counselling.
e Know about the Counselling: Principles, Process and Phases.
« Develop the knowledge about different Area & Fields of Counselling.

UNIT- I: Concept of Counselling
« Counselling : Nature, Definition & Meaning
e Difference between Guidance & Counselling
o Goals of Counselling
e Importance of Counselling, Limitation of Counselling
o Types of Counselling

UNIT- II: Counselling: Process and Phases
e Ethical Principles of Counsellor —
- Responsibility, Competence, Moral and Legal Standard,
- Public Statement, Confidentiality, Research with Human Participant.
- Fully Concentrate and Attention of Client, Welfare of Client,
- Professional Relationship and Assessment Techniques Tele Counselling
e Steps in the Counselling Process, Case History
e Phases of Counselling

UNIT- III: Areas of Counselling

o [Individual Counselling, Group & Family Counselling, Child Counselling

¢ Educational Counselling (School & College), Carrier Counselling

e Counselling for Abnormal People

e Counselling for Senior Citizens

¢ Interviewing Techniques of Counselling

* Counselling for the Suffering from Chronic diseases (Like AIDS & Cancer)
* Psychoanalytic Approach or Therapy










SCHEDULE

 Date Day j__,_j;i!,“c, L ;C(_)glrréc r(r‘on(cm”
\1(’/08/20!7 " I Hrs, | Counselling : Nature, Definition & Meaning ;
LO(? 08 2017 T —1111—5 _ 7*Di-t:l‘crence between Guidance &Z'()L_mscAllifng .1
&0;\)}01‘1 & | Hrs. | Goals of Counselling |
IMQ 2 I Hrs. | Goals of Counselling = o |
| 13/08/2017 2 I Hrs. | Importance of Counselling :
13/08/2017 2 I 'Hrs. | Limitation of Counselling - '__ _
20/08/2017 L 1 Hrs. | Types of Counselling |
M017 Sh I Hrs. | Ethical Principles of Counsellor Iy
20/08/2017 Bie I Hrs. | Ethical Principles of Counsellor . '|
27/08/2017 4 1 Hrs. | Ethical Principles of Counsellor |
27/08/2017 4t I Hrs. | Steps in the Counselling Process ‘
b7/08/2017 4t I Hrs. | Steps in the Counselling Process B
03/09/2017| 5™ | 1Hrs. | Case History 3
03/09/2017 Sin I Hrs. | Phases of Counselling —ﬂ"
03/09/2017 5 I Hrs. | Phases of Counselling ~1\
10/09/2017 6" 1 Hrs. | Individual Counselling j
10/09/2017 B | Hrs. | Group & Family Counselling
10/09/2017 | 6" | 1Hrs. | Child Counselling 3
17/09/2017 7th 1 Hrs. | Educational Counselling (School & College)
17/09/2017 | 7% I Hrs. | Carrier Counselling |
17/09/2017 7th 1 Hrs. | Counselling for Abnormal People N

RMT’!%.
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SCHEDULE

~ Date Day | Time T‘:j Course Content
QS 08/201 j\' & I Hrs. | Counselling ; Nature, Definition & Meaning %
L 5/08/2018 ‘ i | Hrs. | Difference between Guidance & Counselling 7:‘
L /08/2018 l L¥ I Hrs. | Goals of Counselling ‘i
12/08/2018 | 2™ | 1 Hrs. | Goals of Counselling !
L2/08/201 8 208 1 Hrs. | Importance of Counselling = ;
12082018 [ 2™ | 1 Hrs. | Limitation of Counselling |
{19/08/2018 3% 1 Hrs. | Types of Counselling J
‘ 19/08/2018 3u I Hrs. | Ethical Principles of Counsellor |
\ 19/08/2018 3d I Hrs. | Ethical Principles of Counsellor |
26/08/2018 | 4® | 1 Hrs. | Ethical Principles of Counsellor —j
\ 26/08/2018 4 I Hrs. | Steps in the Counselling Process |
B6/08/201 8 Al 1 Hrs. | Steps in the Counselling Process T
102/09/2018 | 5™ | 1 Hrs. | Case History |
02/09/2018 it I Hrs. | Phases of Counselling
02/09/2018 S 1 Hrs. | Phases of Counselling
09/09/2018 6" 1 Hrs. | Individual Counselling |
09/09/2018 61 I Hrs. | Group & Family Counselling ‘\i
09/09/2018 | 6" | Hrs. | Child Counselling |
16/09/2018 7th 1 Hrs. | Educational Counselling (School & College) 1‘
16/09/2018 | 7 I Hrs. | Carrier Counselling j
| 16/09/2018 oA I Hrs. | Counselling for Abnormal People \
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Name of the Value-Added Program / Certificate Course : -COMPUTER LITERACY
Session :- 2018-19 Class - B.S.W. 111

Syllabus

Unit-1. Introduction to Computer -
I.1 Historyl.1 What is Computer?
1.2 Generation of Computer

1.3 Central Processing

1.3 Keyboard, mouse and VDU 1.3 Other [nput, Out Put devices
1.4 Computer Memory and Types of Memory
Unit- 2. Basic Applications of Computer
2.1 Ex- medical field, government Job,
2.2 entertainment, Banking Business,
2.3 Arts, Science, research areas
2.4 Education, SPSS Software etc.
Unit-3. Concept of Hardware and Software
3.1 Concept of Hardware

3.2 Concept of Software and types of Software

Unit-4. Basics of Operating System, File and Directory Management

4.1 Operating system

4.2 Basics of popular operating system (LINUX, WINDOWS)

4.3 Creating and renaming of files and directories 4.4 Common utilities
Unit-5. UNDERSTANDING WORD PROCESSING System

5.1. Opening MS Word Processing Software, Menu Bar, Using the Help, Opening and
closing Documents.

5.2. Document Creation and editing - Save and Save as, Page Setup, Print Preview, Printing
of Documents.

5.3. Formatting of document -Document Creation, Editing Text, Text Selection, Cut, Copy
and Paste, Spell check, Thesaurus.

5.4 Formatting the Text, Font and Size selection, Alignment of Text, Paragraph Indenting,
Bullets and Numbering, Changing case .
5.5 Table Manipulation -Draw Table, changing cell width and height, Alignment of Text in

cell, Delete /Insertion of row and column, Border and shading.



Unit-6, USING SPREAD SHEET
6.1.Elements of Electronic Spread Sheet < Opening of Spread Sheet, Addressing of Cells,
Printing of Spread Sheet, Saving Workbooks
6.2. Manipulation of Cells - Entering Text, Numbers and Dates, Creating Text, Number and

Date Series, Editing Worksheet Data, Inserting and Deleting Rows, Column, Changing
Cell Height and Width

6.3. Formulas and Function -Using Formulas, Function

6.4Graph Creation

6.5. Graph editing, saving, importing data

Unit-7. MAKING SMALL PRESENTATIONS

7.1. Basic of MS PowerPoint - Using PowerPoint, Opening A PowerPoint Presentation,
Saving A Presentation.

7.2. Creation of Presentation - Creating a Presentation Using a Template, creating a Blank
Presentation, Entering and Editing Text, Inserting and Deleting Slides in a Presentation.

7.3. Preparation of Slides - Inserting Word Table or An Excel Worksheet. Adding Clip Art
Pictures, Inserting Other Objects, Resizing and Scaling an Object.

7.4. Presentation of Slides - Viewing A Presentation, Choosing a Set Up for Presentation,

Printing Slides.

7.5. Slide Show- Running a Slide Show, Transition and Slide Timings, Automating a Slide
Show.

Unit-8. INTRODUCTION TO INTERNET, WWW AND WEB BROWSERS
8.1 Concept of Internet
8.2 Applications of Internet
8.3 Connecting to the Internet
8.4 Troubleshooting, World Wide Web (WWW)
8.5 Web Browsing Software’s
Unit-9. Basics of E-mail
9.1 What is an Electronic Mail
9.2 Email Addressing
9.3 Opening Email account, Mailbox: Inbox and Outbox
9.4 Creating and Sending a new E-mail
9.5 Replying to an E-mail message, Forwarding an E-mail message

Unit-10. Social Media, Google Drive, Various Google Application
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Name of the Value Added Program :- COMPUTER LITERACY
Session :- 2018-2019 Duration :- 30 Hrs. Class - B.S.W. 111
Program Co-ordinator :- Mr. A.C.Sawale, Assot.Prof.

SCHEDULE

_ Date | Day| Time ) Course Content e |
05/08/2018 | 1 9.0 010.00am | !.1 What is Computer? ii'istioryi. Generation of Computer ;
05/08/2018 10.10 to 11.10am 1.3 Central Wcssmg. 1.3 Keyboard, mouse and VDU ,
Other Input, Out Put devices
05/08/2018 11.20 to 12.20am | 1.4 Computer Memory and Types of Memory
12/08/2018 9.00 to 10.00am Basic Applications of Computer- 2.1 Ex- medical field,
government Job, 2.2 entertainment, Banking Business,
12/082018 10.10 to 11.10am Basic Applications of Computer- 2.3 Arts, Science,
research areas 2.4 Education, SPSS Software etc. }
12/08/2018 11.20 to 12.20am | 3.1 Concept of Hardware 1‘
19/08/2018 9.00 to 10.00am | 3.2 Concept of Software and types of Software
19/08/2018 10.10to 11.10am | 4.1 Operating system
19/08/2018 11.20 to 12.20am 4.2 Basics of popular operating system (LINUX,
WINDOWS)
26/08/2018 9.00 to 10.00am 4.3 Creating and renaming of files and directories
4.4 Common utilities
26/08/2018 10.10 to 11.10am 5.1.. Opening MS Word Processing Software, Menu Bar,
Using the Help, Opening and closing Documents
26/08/2018 1120 to 12.20am 3.2, Document-Creatlo.n and e.dlt.mg - Save and Save as,
Page Setup, Print Preview, Printing of Documents.
5.3. Formatting of document -Document Creation, Editing
02/09/2018 9.00 to 10.00am | Text, Text Selection, Cut, Copy and Paste, Spell check,
Thesaurus.
5.4 Formatting the Text, Font and Size selection,
02/09/2018 10.10 to 11.10am | Alignment of Text, Paragraph Indenting, Bullets and
Numbering, Changing case .
5.5 Table Manipulation -Draw Table, changing cell width
02/09/2018 11.20 to 12.20am | and height, Alignment of Text in cell, Delete /Insertion of
row and column, Border and shading.
6.1.Elements of Electronic Spread Sheet - Opening of
09/09/2018 9.00 to 10.00am | Spread Sheet, Addressing of Cells, Printing of Spread
Sheet, Saving Workbooks
6.2. Manipulation of Cells - Entering Text, Numbers and
09/09/2018 19:10:t0:41, 10am Dates, Creating Text, Number and Date Series, Editing




] 4
00002018 | 6 [11.20 to 12.20am

167092018

167092018

167092018

23/092018

'
7

+
!
!
!

-
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|

9.00 to 10.00am

10,10 to 11, 10am

11.20 10 12.20am

; Worksheet Data, Inserting and Deleting Rows, ("dlumn:*"

| Changing Cell Height and Width

0.3, Formulas and Function -Using Formulas, Function
6.4Graph Creation,6.5. Graph Fdiling‘ saving, importing
data

7.1. Basic of MS PowerPoint - Using PowerPoint,
Opening A PowerPoint Presentation, Saving A
Presentation.

|

:

!

|
—
|

7.2. Creation of Presentation - Creating a Presentation
Using a Template, creating a Blank Presentation, Entering
and Editing Text, Inserting and Deleting Slides in a
Presentation,

9.00 to 10.00am

|
1
|

Excel Worksheet. Adding Clip Art Pictures, Inserting
Other Objects, Resizing and Scaling an Object .

7.3. Preparation of Slides - Inserting Word Table or An |

!

|

23/09°2018

10.10 to 11.10am

7.4. Presentation of Slides - Viewing A Presentation,
Choosing a Set Up for Presentation, Printing Slides.

23/09/2018

11.20 to 12.20am

7.3. Slide Show- Running a Slide Show, Transition and
Slide Timings, Automating a Slide Show.

30/09/2018

9.00 to 10.00am

8.1 Concept of Internet 8.2 Applications of Internet
8.3 Connecting to the Internet.

30/09/2018

10.10 to 11.10am

8.4 Troubleshooting, World Wide Web (WWW)
8.5 Web Browsing Software’s

30/09/2018

11.20 to 12.20am

9.1 What is an Electronic Mail, 9.2 Email Addressing

07/10/2018

10

9.00 to 10.00am

9.3 Opening Email account, Mailbox: Inbox and Outbox

|

07/10/2018

10

10.10 to 11.10am

9.4 Creating and Sending a new E-mail

9.5 Replying to an E-mail message, Forwarding an E-mail
message

07/10/2018

10

11.20 to 12.20am

10 Social Media, Google Drive, Various Google
Application
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@ Lokseva Mandal Narvel's @
Dadasaheb Dhanaji Nana Choudhari Social work college, Malkapur, Dist Buldana

College Code- 328 B (07267) 223212 Website :- WWW ddnc.in, EmaillD: ddnc.sw.c.mikia gmail.com

Date : 24/07/2018

To,

The Principal,

D.D.N.C. Social Work College, Malkapur,
Dist. Buldana

Subject: Application for seeking permission to run Computer Literacy Value-Added Program /
Certificate Courses.

Respected Sir,

With reference to the subject mentioned above, our institution has taken an initiative o run a
Value-Added Program / Certificate Courses entitled below in academic year from the current
academic year i.e.2018-2019 & 2020-2021 to all classes. The objectives of the courses are 1o give
value addition to the students apart from regular curriculum. The duration of course will be 30-40

hours which will be completed without hampering the regular academic of the institute.

It is kind request to you, please grant the permission to run these programs / courses.

Sr. Name of the Value- Name of the Program Class Sign of VAP
No. Added Program Coordinator Coordinator
1

. Shri.Devidas M.Daregave
1 | Community Health . BSW Part I -
(Assistant Professor)

Shri.Narendra W. Kalbande

2 | Counselling BSW Part II- @s—-&—‘j
(Associate Professor.) R
Shri. Anil C. Sawale

3 | Computer Literacy _ BSW Part 111 W
(Associate Professor.) T

Gt £ s dog: 1Y

Yours Sincerely,

Program Coordinators
1. Prof. Devidas M.Daregave - @_@:
;-‘Z:

2. Prof, Narendra W. Kalbande

3. Prof. Anil C. Sawale 5 @/

Officiating Principal
O.D.N. C. College of Social Work
Malkapur; Disc, - Buldana
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Dadasaheb Dhanaji Nana Choudhari Social Work College,
\fTiliated to Sant Gadge Baba Amravati University, Amravatl
College Code 328 B (07267) 223212 ol 1D -ﬂ‘ll,n_\.sL‘-Lll_llb,lLL"lL'!.” oI

Malkapur, Dist Buldana

NAME OF THE VALUE ADDED PROGRAM: - CERTIFICATE COURSE IN COUNSELLING
SYLLABUS

ACADEMIC YEAR: 2019-2020
Objectives:
At the end of this Course the Students will be able to:

o Develop an Understanding of the Concept of Basic Counselling.
e Know about the Counselling: Principles, Process and Phases.
« Develop the knowledge about different Area & Fields of Counselling.

UNIT- I: Concept of Counselling
e Counselling : Nature, Definition & Meaning
e Difference between Guidance & Counselling
o Goals of Counselling
o Importance of Counselling, Limitation of Counselling
o Types of Counselling

UNIT- II: Counselling: Principles, Process and Phases
e Ethical Principles of Counsellor —
- Responsibility, Competence, Moral and Legal Standard,
- Public Statement, Confidentiality, Research with Human Participant,
- Fully Concentrate and Attention of Client, Welfare of Client,
- Professional Relationship and Assessment Techniques Tele Counselling
o Steps in the Counselling Process. Case History
o Phases of Counselling

UNIT- I1I: Areas of Counselling

e Individual Counselling, Group & Family Counselling, Child Counselling

o Educational Counselling (School & College), Carrier Counselling

o Counselling for Abnormal People

o Counselling for Senior Citizens

e Interviewing Techniques of Counselling

o Counselling for the Suffering from Chronic diseases (Like AIDS & Cancer)
e Psychoanalytic Approach or Therapy






—& Lokseva Mandal Narvel's |
Dadasaheb Dhanaji Nana Choudhari Social Work College, Malkapur, Dist Buldana
\fTiliated to Sant Gadge Baba Amravati University, Amravali

College Code 328 ® (07267) 223212 Email 1D: - ﬂﬂgwm*'—"ﬂ

Name of the Value Added Program: - Certificate Course in Counselling

Academic Year: 2019 - 2020
Duration: - 30 Hrs.
Class - B.S.W. 11
Program Co-ordinator :- Mr, N, W, Kalbande, Associate Professor

SYLLABUS / COURSE CONTENT

(] ' Sr. No. Course Content Number of Hours
I. | UNIT-I: Concept of Counselling 07:00 Hrs.
2. | UNIT- II: Counselling: Principles, Process and Phases 08:00 Hrs.
3. | UNIT- IIT: Areas of Counselling 10:00 Hrs. _
4. | UNIT-IV: Field of Counselling 05:00 Hrs.
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SCHEDULE

LU Day | Time | _ Course Content
04/08/2019 ) 1" 1 Hrs. | Counselling : Nature, Definition & Mcurﬁng
| 04 -()\‘ 2019 | 1 | 1Hrs. |Difference bclrv‘vc#c.n Guida_n_c:& (;_m'”jllmg
.\ ()4 0\; 20] ‘;li 7 ‘i“ | Hrs. | Goals ol"Counsclmg k Tl PN
_l ;./()8/‘270_13% 2 1 Hrs. | Goals of Counselling e, W AN,
' 11/08/2019 2% I Hrs. | Importance of Counselling )
? 08/2019 2 | Hrs. | Limitation of Counselling
18/08/2019 3« 1 Hrs. | Types of Counselling
| 18/08/2019 R | Hrs. | Ethical Principles of Counsellor
18/08/2019 3 | Hrs. | Ethical Principles of Counsellor
25/08/2019 4 1 Hrs. | Ethical Principles of Counsellor
25/08/2019 4t 1 Hrs. | Steps in the Counselling Process
25/08/2019 4h 1 Hrs. | Steps in the Counselling Process
01/09/2019 S 1 Hrs. | Case History i
01/09/2019 5 | Hrs. | Phases of Counselling
01/09/2019 S | Hrs. | Phases of Counselling
08/09/2019 6" 1 Hrs. | Individual Counselling
08/09/2019 o | Hrs. | Group & Family Counselling
| 08/09/2019 6" | Hrs. | Child Counselling
15/09/2019 e 1 Hrs. | Educational Counselling (School & College)—__
15/09/2019 | 7" | Hrs. | Carrier Counselling B
| 15/09/2019 7 | Hrs. | Counselling for Abnormal People
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Unit-6. Under Standing Word Processing System
6.1. Opening MS Word Processing Software, Menu Bar, Using the Help. Opening and
closing Documents
6.2. Document Creation and editing - Save and Save as, Page Setup, Print Preview, Printing
of Documents
6.3. Formatting of document -Document Creation, Editing Text, Text Selection, Cut, Copy
and Paste, Spell check, Thesaurus
6.4 Formatting the Text, Font and Size selection, Alignment of Text, Paragraph | ndenting
Bullets and Numbering, Changing case
6.5 Table Manipulation -Draw Table, changing cell width and height, Alignment of Text in
cell, Delete /Insertion of row and column, Border and shading
Unit-7. Using Spread Sheet
7.1.Elements of Electronic Spread Sheet - Opening of Spread Sheet, Addressing of Cells,
Printing of Spread Sheet, Saving Workbooks
7.2. Manipulation of Cells - Entering Text, Numbers and Dates, Creating Text, Number and
Date Series, Editing Worksheet Data, Inserting and Deleting Rows, Column, Changing
Cell Height and Width
7.3. Formulas and Function -Using Formulas, Function
7.4 Graph Creation —
Unit-8. Making Small Presentations.

8.1. Basic of MS PowerPoint — Using PowerPoint, Opening A PowerPoint Presentation, Saving A
Presentation.

8.2. Creation of Presentation - Creating a Presentation Using a Template, creating a Blank
Presentation, Entering and Editing Text, Inserting and Deleting Slides in a Presentation.

8.3. Preparation of Slides - Inserting Word Table or An Excel Worksheet. Adding Clip Art
Pictures, Inserting Other Objects, Resizing and Scaling an Object .

8.4. Presentation of Slides - Viewing A Presentation, Choosing a Set Up for Presentation,
Printing Slides, Slide Show- Running a Slide Show, Transition and Slide Timings,
Automating a Slide Show.

Unit-9. INTRODUCTION TO INTERNET, WWW AND WEB BROWSERS

9.1 Concept of Internet.

9.2 Connecting to the Internet.

9.3 World Wide Web (WWW).

Unit-10. Basics of E-mail and Various Application of Google
10.1 What is an Electronic Mail.
10.2 Creating and Sending a new E-mail.
10.3 Google Classroom, Google Forms, Google Doc, Google Spreadsheet.
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Dadasaheb Dhanaji Nana Choudhari Social work college, Malkapur, Dist Buldana
Affiliated to Sant Gadge Baba Amravati University Amravati
College Code- 328 Website - WWW.ddne.in  Email ID: ddne.sw.c.mlk agmail.com
B T —

Name of the Value Added Program :- COMPUTER LITERACY
Session :- 2019-2020 Duration :- 30 Hrs. Class - B.S.W. III Semester - VI

Program Co-ordinator :- Mr, A.C.Sawale ,Asso.Prof,

SYLLABUS/ COURSE CONTENT

Sr. Course Content Number of Hours
No.
I. | Introduction to Computer 2
2. | Basic Applications of Computer 2
. 3. | Concept of Hardware and 2
Software
4. | Basics of Operating System, File 2
and Directory Management
5. | File and Directory Management 1
6. | Understanding MS Word 5
7. | Using Spread Sheet MS Excel 5
8. | Understanding MS PowerPoint 5)
9. | Introduction to Internet WWW 3
and WEB Browsers
10.| Basics of E-mail and Various 3
Application of Google
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Dadasaheb Dhanaji Nana Choudhari Social work college, Malkapur, Dist Buldana
Affiliated to Sant Gadge Baba Amravati U niversity Amravati
College Code- 328  Website :- WWW.ddne.in  Email 1D: ddne.sw.c. mik@gmail.com
Name of the Value Added Program :- COMPUTER LITERACY
Session :- 2019-2020 Duration :- 30 Hrs, Class - B.S.W. III Semester - VI

Program Co-ordinator :- Mr. A.C.Sawale, Asso.Prof,

SCHEDULE
Date Day Time Course Content e |
04/08/2019 | 1 | 9.00 to 10.00am | 1.1 What is Computer? , History
]
04/08/2019 | 1 [10.10to 11.10am| 1.2 Parts Of Computer B
Application of Computer - 2.1 Ex- medical field, |
04/08/2019 g )
l I |11.2010 12:20am government Job, entertainment, Banking Business, J’
7 5 5 - h |
11/08/2019 Application of Computer - 2.2Arts, Science, researc
2| 90010 10.00am areas, Education, SPSS Software etc. !
11/08/2019 | 2 [10.10to 11.10am| 3.1 Concept of Hardware N
11/08/2019 | 2 |11.20 to 12.20am | 3.1 Concept of Software and types of Software |
18/08/2019 | 3 | 9.00 to 10.00am | 4.1 Basic of Operating system j
4.2 Basics of popular operating system (LINUX, !
18/08/2019 | 3 |10.10to 11.10am . ‘
File and Directory Management |
L] 8/08/2019 | 3 11120 t0 12.20am 5.1 Creating and renaming of files and directories
6.1. Opening MS Word P, ing Software, Menu Bar,
25/08/2019 | 4 |9.00t0 10.00am | -, oo e ¥i> YOrG Hrocessing Softwar
Using the Help, Opening and closing Documents
25/08/2019 | 4 |10.10t011.10 6.2. Document Creation and editing - Save and Save as,
ko L dam Page Setup, Print Preview, Printing of Documents
6.3. Formatting of document -Document Creation, Editing
25/08/2019 | 4 |11.20 to 12.20am | Text, Text Selection, Cut, Copy and Paste, Spell check,
Thesaurus
6.4 Formatting the Text, Font and Size selection,
01/09/2019 | 5 | 9.00 to 10.00am | Alignment of Text, Paragraph Indenting Bullets and
Numbering, Changing case
6.5 Table Manipulation -Draw Table, changing cell width
01/09/2019 | 5 |10.10to 11.10am | and height, Alignment of Text in cell, Delete /Insertion of
row and column, Border and shading
7.1.Elements of Electronic Spread Sheet - Opening of
01/09/2019 | 5 |11.20to 12.20am | Spread Sheet, Addressing of Cells, Printing of Spread
Sheet, Saving Workbooks
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Affiliated to Sant Gadge Baba Amravati University Amravati
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Name of the Value Added Program :- COMPUTER LITERACY

Session :- 2019-2020 Duration :- 30 Hrs, Class - B.S.W. Il Semester - VI

Program Co-ordinator :- Mr., A.C.Sawale, Asso.Prof.

SCHEDULE
Date Day Time Course Content
08/092019 | 6 | 9.00 0 10.00am 7.2, Manipu[ation of Cells - Entering Text, Numbers and
Dates, Creating Text, Number and Date Series,
7.2. Manipulation of Cells - Editing Worksheet Data,
08/09/2019 | 6 |10.10 to 11.10am | Inserting and Deleting Rows, Column, Changing Cell
Height and Width
08/09/2019 | 6 |11.20 to 12.20am | 7.3. Formulas and Function -Using Formulas, Function
15/09/2021 | 7 | 9.00 to 10.00am | 7.4. Graph Creation —
8.1. Basic of MS PowerPoint — Using PowerPoint, Opening
15/09/2021 ; 3
el t0am A PowerPoint Presentation, Saving A Presentation
8.2. Creation of Presentation -Creating a Presentation Using
15/09/202 ;
b1 7 ({10200 12.20am a Template, creating a Blank Presentation,
Ny e 8.2. Creation of Presentation - Entering and Editing Text,
DAL 900 10 10.00am Inserting and Deleting Slides in a Presentation.
8.3. Preparation of Slides - Inserting Word Table or An
22/09/2021 | 8 |10.10to 11.10am| Excel Worksheet. Adding Clip Art Pictures, Inserting Other
Objects, Resizing and Scaling an Object .
8.4. Presentation of Slides - Viewing A Presentation,
Choosing a Set Up for Presentation, Printing Slides, Slide
22/092021 "8 11.20't0 12.20am Show- Running a Slide Show, Transition and Slide
Timings, Automating a Slide Show.
29/09/2021 | 9 | 9.00to 10.00am | 9-1 Concept of Internet
29/09/2021 | 9 |10.10to 11.10am | 9.2 Connecting to the Internet
29/09/2021 [ 9 |11.20to 12.20am| 9.3 World Wide Web (WWW)
06/10/2021 | 10 | 9.00 to 10.00am | 10.1 What is an Electronic Mail.
06/10/2021 | 10 [10.10to 11.10am| 10.2 Creating and Sending a new E-mail
10.3 Google Cl , Google Forms, Google Doc,
06/10/2021 | 10 |11.20 to 12.20am PRSIk S0 OITES, 200810 108
Google Spreadsheet.
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Certificate in Community Health

Syllabus

Objectives:
At the end of Course the Students will be able to:
* To Create health awareness among the Students .
* Introduce Students to Various Health Related System,
¢ Inform of Preventive Measures for Students .

Unit —I:- Concepts of Community Health
* Introduction to Community Health .
e Concepts of Community Health .
e Definitions of Community Health.
¢ Introduction to Public Health
* Health Care Planning and Organization of Health
¢ Care at various levels Environmental Health and Sanitation.
¢ Bio- Medical Waste Management and Infection Control.

Unit —II:- Various Diseases

* Malaria ,Tuberculosis, Leprosy, Dengue, Covid-19 ,
Rabies, Anxiety,AIDS .

Unit —I11:- Health Control
* Health Planning in India including various Committees and National Health policy
and Health Goals Setup from time to time .
e Health Setup in Panchayat raj
¢ NGO
e Community Health Center
¢ WHO
e Alternative System of Medicine

] AT,
RS R EIEIETE T O pa—
HEIRET, weIqy, . ceaion






SCHEDULE

Date l Day | Time . ( 'uur}.\'c ('_tmlopl
1 | x ;
18/09/2021 1™ | 40:00 min. ‘ Introduction To Community Health
18/092021 | 1| 40:00 min. | Definitions of Community Health
18/09/2021 ™ 40:00 min. | Introduction to Public Heallhu e
RN R th Care Planning and Organization of
180972021 | 1" | 40:00 min, | 181N C 8 g |
el Lo AT N DR e L e W T e
18/09/2021 I | 40:00 min. | Concepts Of Community Heath |
: i o2 T el IR ST -u~ ;] l are Pl'll]nil'] and Or ’lniZ'lliOl'l ()I‘
20192021 | 2" | 40:00 min, | [1€8Ith Care Planning Babi
i i | Health - ,
‘e at Various Levels Environmental Health |
201192021 | 2" | 40:00 min, | SO AL Ve |
’___ - e n & Sanitation s
' ical Waste Manggement and Infection |
20192021 | 2" | 40:00 min, | Diomedi Eg |
Control 1505
d rious Levels Environmental Health |
200192021 | 2" | 40:00 min, | CAr€ at Vario |
e T s & Sanitation e
‘ ' ' ‘e Manggement and Infection
| 20192021 | 2" | 40:00 min. g;?;lli?'cal i atctidancs
21092021 | 3" | 40:00 min. | Maleriya
21/09/2021 | 3" | 40:00 min. | Dengue ,
— =1
r7_1/09/2021 3" | 40:00 min. | Laprosy
o : i al Health
21/09/2021 3 | 40:00 min. Care a't VE.U‘IOUS Levels Environment |
& Sanitation el
. i ' fection |
21/09/2021 3¢ | 40:00 min. Biomedical Waste Manggement and Infec ,
Control l
22/09/2021 4™ | 40:00 min. | Malaria l
22/09/2021 | 4" | 40:00 min. | Dengue |
22/09/2021 4™ | 40:00 min. | Tuberclosis
22/092021 | 4" | 40:00 min. | Leprosy ‘
22/09/2021 | 4™ | 40:00 min. | Covid-19 |
23/0922021 | 5™ | 40:00 min. | Leprosy -
23/09/2021 5™ | 40:00 min. | Covid-19 Y
23/09/2021 5" | 40:00 min. | Rabijes -

Program Co-ordinator

Printtpal
Officiating Princu'nl.
0. D. N. C. College of Social Work
Malkapur; Dist = Buldana,
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NAME OF THE VALUE ADDED PROGRAM: - CERTIFICATE COURSE IN COUNSELLING
SYLLABUS
ACADEMIC YEAR: 2020-2021

Objectives:
At the end of this Course the Students will be able to:

* Develop an Understanding of the Concept of Basic Counselling.

* Develop the knowledge about Counselling in Indian Context.

* Know about the Counselling: Principles, Process and Phases.

* Develop the knowledge about different Areas & Fields of Counselling.
* Acquire the SKills necessary for Counsellor.

* Know about the necessity of Career Counselling,

UNIT- I: Concept of Counselling
* Counselling : Nature, Definition & Meaning
* Difference between Guidance & Counselling
Goals of Counselling
* [mportance of Counselling in Pandemic, Limitation of Counselling
Types of Counselling

UNIT- II: Counselling in Indian Context
e Nature of Counselling Needs & Available Service in India

e Modern Counselling Approaches in Indian Context
* Yoga and Meditation therapy

UNIT- III: Counselling: Principles, Process and Phases

e Ethical Principles of Counsellor —
Responsibility, Competence, Moral and Legal Standard,
Public Statement, Confidentiality, Research with Human Participant,
Fully Concentrate and Attention of Client, Welfare of Client,
Professional Relationship and Assessment Techniques Tele Counselling
» Steps in the Counselling Process, Case History
e Phases of Counselling
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SCHEDULE

Course Content
' -
| Introduction about Certificate Course 1n Counselling
l

| Concept of ( uurmllmk
4 -

| C UUH\L”H\{. Nalmc l)ctlmlmn & Mmmng_,

l , -

(m.xls of C mumllmg

| 2 40 00 min. Importance of Counsgllmg in Pandgmu
— |
| 20/19/2021 a 40:00 min. | Limitation of Counselling
L= "
| 20/19/2021 ™ 40:00 min. | Types of Counselling
| 20/19/2021 2hd 40:00 min. | Counselling in Indian Context
*_7__
| 20/19/2021 Hnd 4000 min. Nature of Counselling Needs & Available Service in
India
21/09/2021 grd 40:00 min. | Modern Counselling Approaches in Indian Context |
21/09/2021 g 40:00 min. | Yoga and Meditation therapy
| Ethical Principles of Counsellor — Responsibility. ‘
| 21/09/2021 3 40:00 min. | Competence, Moral & Legal Standard, Public '
Statement & Confidentiality #A\
21/09/2021 3d! 40:00 min. | Steps in the Counselling Process
21/09/2021 B 40:00 min. | Case History J
‘ Ethical Principles of Counsellor — Research with {
l, 22/09/2021 4 40:00 min. | Human Participant, Fully Concentrate and Attention of |
' Client l
22/09/2021 4 40:00 min. | Phases of Counselling l.
a
22/09/2021 4t 40:00 min. | Areas of Counselling -
— l
22/09/2021 4t 40:00 min. | Individual Counselling "\
22/09/2021 4t 40:00 min. | Group & Family Counselling
23/09/2021 St 40:00 min. | Child Counselling
| 23/09/2021 sl 40:00 min. | Educational Counselling (School & College)
23/09/2021 5th 40:00 min. | Health Counselling
23/09/2021 Sth 40:00 min., | Counselling for Differently abled people
y peop
Ethical Principles of Counsellor — Welfare of Client,
23/09/2021 Sl 40:00 min, | Professional Relationship, Assessment Techniques
Tele Counselling
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1.2 Basics of popular operating system (LINUX, WINDOWS)
4.3 Creating and renaming of files and directories
4.4 Common utilities

Unit-S, Understanding Word Processing System

3.1 Opening MS Word Processing Software, Menu Bar, Using the Help, Opening and

closing Documents

5.2. Document Creation and editing - Save and Save as, Page Setup, Print Preview,
Printing of Documents

3.3. Formatting of document - Document Creation. Editing Text, Text Selection. Cut, Copy
and Paste, Spell check, Thesaurus
3.4 Formatting the Text, Font and Size selection, Alignment of Text, Paragraph Indenting,

Bullets and  Numbering, Changing case

3.5 Table Manipulation - Draw Table. changing cell width and height, Alignment of Text in
cell, Delete / Insertion of row and column, Border and shading
Unit-6. Using Spred Sheet

v

6.1. Elements of Electronic Spread Sheet - Opening of Spread Sheet, Addressing of Cells,
Printing of Spread Sheet, Saving Workbooks
6.2. Manipulation of Cells - Entering Text, Numbers and Dates, Creating Text, Number and

Date Series, Editing Worksheet Data, Inserting and Deleting Rows, Column, Changing
Cell Height and Width

6.3. Formulas and Function - Using Formulas, Function
6.4 Graph Creation —
6.5. Graph editing, saving, importing data

Unit-7. Making Small Presentations.

7.1. Basic of MS PowerPoint - Using PowerPoint, Opening A PowerPoint Presentation,
Saving A Presentation

()

7.2. Creation of Presentation - Creating a Presentation Using a Template, creating a Blank
Presentation, Entering and Editing Text, Inserting and Deleting Slides in a Presentation

7.3. Preparation of Slides - Inserting Word Table or An Excel Worksheet. Adding Clip Art
Pictures, Inserting Other Objects, Resizing and Scaling an Object

7.4. Presentation of Slides - Viewing A Presentation, Choosing a Set Up for Presentation,

Printing Slides and Handouts

7.5. Slide Show - Running a Slide Show, Transition and Slide Timings, Automating a Slide
Show

Unit-8. Introduction to Internet, WWW and Web Browsers.

8.1 Concept of Internet







Name of the Value Added Program/ Certificate Course :
Session :- 2020 - 2021 Duration t= 30 Hrs, Class -

Program Co-ordinator

CCOMPUTER LITERACY
B.8.W. 111 Sem - VI

i« Mr. A.C.Sawale, Associate Professor

Course Content

SCHEDULE

Date Day Time s RS-
180972021 | ' | 9.00 10 9.40 am 1.1 History., 1.1 What is Computer? |
18092021 | 1 19,5010 10.30 am 1.2 Central Processing, 1.2 Keyboard, mouse and VDU !

- — -4 - - - S — —— .A__A_———-________—————-'_——-—_'é'_———-" = e
7|8,’09/202l 111040 t0 11.20 am | 1.3 Other Input devices, 1.3 Other Output devices ,
18/092021 | ' | 11.40t0 12.20 pm | 1.4 Computer Memory
200092021 | 2 | 9.00109.40am | 2.1 Ex- medical field, government Job, |
20/09/2021 | 2 19.5010 10,30 am | 2.2 entertainment, Banking Business, ‘
20092021 | 2 | 104010 11.20 am | 2.3 Arts, Science, research aeras
20/092021 | 2 | 11.40to 12.20 pm | 2.4 Education, SPSS Software etc. P
|
21/09/2021 | 3 | 9.00t09.40am | 3.1 Hardware
21/09/2021 | 3 ]9.50t010.30am | 3.2 Software
21/09/2021 | 3 | 10.40to 11.20am | 3.3 Application Software
21/09/2021 | 3 | 11.40t0 1220 pm | 3.4 Systems software
22/09/2021 | 4 |9.00t09.40am | 4.1 Operating system
4 4.2 Basics of popular operating system (LINUX,
2
22/09/2021 9.50 to 10.30 am WINDOWS) .
22/09/2021 10.40 to 11.20 am | 4.3 Creating and renaming of files and directories
22/09/2021 11.40 to 12.20 pm | 4.4 Common utilities
5 5.1. Opening MS Word Processing Software, Menu Bar,
g 9i00i09:40/8m Using the Help, Opening and closing Documents
5 5. Document Creation and editing - Save and Save as,
23/09/2021 9.50 to 10.30 am Page Setup, Print Preview, Printing of Documents
5 5.3. Formatting of document -  Document Creation, Editing
23/09/2021 10.40 to 11.20 am | Text, Text Selection, Cut, Copy and Paste, Spell check,
Thesaurus
5 5.4 Formatting the Text, Font and Size selection, Alignment
23/09/2021 11.40 to 12.20 pm | of Text, Paragraph Indenting, Bullets and Numbering,
Changing case
5.5 Table Manipulation - Draw Table, changing cell width
23/09/2021 | 5 | 12.30t0 1.10 pm and height, Alignment of Text in cell, Delete / Insertion of
row and column, Border and shading :
6.1. Elements of Electronic Spread Sheet - Opening of
24/09/2021 | 6 | 9.00to 9.40 am Spread Sheet, Addressing of Cells, Printing of Spread sheet,
Saving Workbooks
6.2. Manipulation of Cells - Entering Text, Numbers and
Dates, Creating Text, Number and Date Series, Editing
24/09/2021 | 6 | 95010 10.30 am Worksheet Data, Inserting and Deleting Rows, Column,
Changing Cell Height and Width




|

Time

(‘mme B ontcnt

Date | Day ' 4 nal el A m
24/092021 | 6 | 1040 to 1. ’(lam 63. lnnnulm nnd P unclmn Ufn_np{ I _tvrlnlllmls lunclmn
7‘*4 00 {)’1 }» | 11‘4()7(; 172 20 pm 6. 1(:m|\h( reation N i —— :
’4 09/ ’O‘l 6 |1230t01.10pm | 6.5 Graph editing, saving, impj’ﬂ"’_ﬂ_‘j‘i"__ R e S, ,
b oD F SR S 7.1. Basic of MS PowerPoint - Using PowerPoint,
125/09/2021 | 7 | 9.00 to 9.40 am Opening A PowerPoint Presentation, Saving A
Presentation . e——
7.2. Creation of Presentation - Creating a Presentation '
; Using a Template, creating a Blank Presentation, |
25/09/202 |
e S e Lnlcrmg and Editing Text, Inserting and Deleting |
| Slides in a Presentation J
7.3. Preparation of Slides - Inserting Word Table or An ;
25/09/2021 | 7 | 10.40to 11.20 am | Excel Worksheet. Adding Clip Art Pictures, Inserting
k. s Other Objects, Resizing and Scaling an Object . J
7.4. Presentation of Slides - Viewing A Pfesent?tlon, ]
25/09/2021 | 7 | 114010 12.20 pm | Choosing a Set Up for Presentation, Printing Slides and |
Handouts - ‘
7.5. Slide Show - Running a Slide Show, Transition an
2 202 y ;
S/092021 | 7 112,300 1.10 pm Slide Timings, Automating a Slide Show
26/09/2021 | 8 {9.00 to 9.40 am 8.1 Concept of Internet
26/09/2021 | 8 |9.50to 10.30 am | 8.2 Applications of Internet
26/09/2021 | 8 | 10.40to 11.20 am | 8.3 Connecting to the Internet
26/09/2021 | 8 | 11.40to 12.20 pm | 8.4 Troubleshooting, World Wide Web (WWW)
26/09/2021 | 8 |12.30to 1.10pm | 8.5 Web Browsing Software’s
27/09/2021 2 9.00 to 9.40am | 9.1 What is an Electronic Mail
27/09/2021 | 9 9.50 to 10.30am | 9.2 Email Addressing
27092021 | 9 10.40 to 11.20am 9.3 Opening Email account, Mailbox: Inbox and
Outbox
27/09/2021 | 9 | 11.40to 12.20pm | 9.4 Creating and Sending a new E-mail
27/09/2021 | 9 12.30 to 1.10pm 9.5.Replymg to an E-mail message, Forwarding an E-
mail message
28/09/2021 | 10 9.50to0 10.30am | 10.1 Google Classroom
28/09/2021 | 10 | 10.40to 11.20am | 10.2 On line learning method’s
28/09/2021 | 10 | 11.40to 12.20pm | 10.3 On line learning method’s (zoom, meet etc.)
28/09/2021 | 10 | 12.30to 1.10pm | 10.4 Google Forms

Program

W

Officiating Principal,
0. D. N, C. Cell>ze of Social Work
Malkppur; Dist. - Buldana,
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