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I1.

ll SOP - PRINCIPAL ]’

General Administration and Finance:

. The Principal shall convene the Governing body meeting at least once in every

semester.

The Principal shall make recommendations regarding plans for the development of
the institution for the years to come.

The Principal shall prepare the annual budget and place it before the governing body
of the college for approval.

He shall monitor the purchase of equipment and consumables, auditing and
maintenance of stock registers and certify the bills for payment by the management.
She / He will also ensure judicious use of equipment and consumables.

He shall help the creation of necessary infrastructure for a conducive
atmosphere for teaching and learing process in the campus.

He shall participate in all the development activities of the campus in terms of sports
and extra-curricular activities.

He shall ensure the appointment of qualified staff (teaching and non teaching)

He shall recommend necessary welfare measures for the benefit of the staff and
students.

He shall monitor the allocation of duties to various staff. She / He is
responsible for administration of teaching and non-teaching staff and maintenance
of discipline / harmonious relations.

All correspondences within the campus and to outside organizations and the
University will be done through the Principal.

The Principal shall ensure that the policies and rules of the Government and Anna
University, Chennai, AICTE and UGC are strictly adhered to by the institution.
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12. The Principal shall convene the HODs meeting at least once in 15 days and maintain
the Minutes book.

13. The Principal will interact with the Management on day-to-day matters and he will
regularly appraise the Management / Chairman about the same. He will function as a
team leader of teaching and non-teaching staff to achieve academic excellence.

14. As the Chief Superintendent of University examinations, he shall be the head of the
examination cell and will look after all the arrangements relating to the smooth and
effective conduct of the university examinations

Academics:

I. The Principal shall make arrangements for planning the various courses to be
offered and the preparation of course materials

2. The Principal shall supervise the course timetable, staff allocation, staff attendance
and syllabus coverage.

3. He shall ensure the conduct of internal continuous assessment €xaminations at
appropriate time.

4. He shall provide arrangements for industrial visits and Guest Lectures for
students.

5. He shall monitorthe student projects, progressand the University
examinations (theory and practical).

6. He shall review the analysis of monthly test marks of the students and arrange
for special coaching, retests etc for low achievers and slow learners.
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Student Affairs

1.

W

i

The Principal shall plan for offering value-added courses, training and placement
opportunities and Industrial visits to the students.

He/ She shall provide avenues for co-curricular and extra-curricular activities,
professional societies and guidance and counseling programmers to the students.

She / He shall also provide for a grievances redressal mechanism while ensuring
strict discipline in the campus.

She / He shall arrange for the periodical monitoring of students attendance and

their progress in studies and arrange for parent-teacher meetings as and when
necessary.

She / He shall take appropriate action to ensure that the rules and regulations are
strictly followed by the students.

She / He is authorized to take disciplinary action such as calling the parents for
counseling on matters relating to disciplinary actions like, suspension / dismissal of
the student from the college or expulsion of the students from the hostel in the event

of any breach of rules and regulations by a student in consultation with the
management.

She / He is authorized to take disciplinary action on teaching / non-teaching staff
such as calling for explanation, issue of memo, stoppage of incentives / increment
and dismissal from service in the event of non-performance of basic duties and
functions or indulging undesirable activities in the college or non-compliance of

instructions of the Management / Principal / H.O.D. in consultation with the
Management.

The Management expects the Principal to be a coordinating point to ensure that all

the policies of the management are implemented and promote the college as an
excellent educational institution.




(\ VELAMMAL ®=

" INSTITUTE OF TECHNOLOGY }24C
Approved by AICTE Mew Delhi, & Affilicled lo Anna University Chennai

CSE. ECE. EEE, IT, MECH Accredited by NBA & NAAC
“Yelammal Knowledge Pork™, Chennal = Kolkatta Highwoy, Ponneri - 601 204

Research and Extension Activities

research oriented activities in the campus.

The Principal shall encourage conducting of seminars and symposia and such

2. He shall encourage the staff to become members of professional bodies, carry out

consultancy works, mini projects and other extension activities
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SOP - VICE - PRINCIPAL

Academics:

>

The Vice Principal shall make arrangements for planning the various courses to be

offered and the preparation of academic Calendar in association with university
schedule.

The Vice Principal shall supervise the Staff Availability, Subject Allocation,
workload, timetable, Course Materials, staff attendance and syllabus coverage.

Based on the Academic Calendar HOD’S need to prepare dept time table (Class
Time table and Master Time table) for day to day academic activities.

Based on the subject allocation Course file to be prepared and submitted to the Vice
Principal.

Vice Principal will review the course files and will update the details to principal.

Based on the time table student Attendance will be monitored on every day and
Absentee details will be submitted to Principal office through Vice Principal.

Absentees will be informed to the parents immediately.

After completion of first unit feedback will be collected from the students and
remedial measures are taken accordingly.

Mentors will meet the students third day of every internal assessments to review
overall activities of the student, if any deviations discuss with their parent also.

Internal Assessment : Portion for IA 1:- of Unit 1 and Unit 2(First half)
IA 2:- of Unit 2 (Second half) and Unit 3
IA 3:- of Unit 4 and Unit 5(First half)
Model Exam:- All 5 Units
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Vice Principal shall review the analysis of Internal Assessments, test marks of the
students,  arrangement for special coaching classes, conducting retests, Parent
interactions through mentor meeting etc for slow learners to ensure better results.
This will be finalized after having discussion with Principal.

For every internal assessments portion completion status will be verified before the
assessment and remedial measures are taken for the needed subjects.

Identifying the toppers and slow learners based on the class test and follow up will
be done to enhance their performance.

Coaching classes will be conducted before and after every internal assessment
exams to ensure the academic results.

After completion of Internal assessments Class committee meetings are planned to
monitor academic and Extra Curricular activities.

Retest will be conducted for non performers after every internal assessment.

After every assessments student’s performance will be reviewed through dept review
meetings.

Mentor meetings are conducted twice in a semester to review and discuss mentor/
student’s performance with parents.

Students those who are having more than three arrears, will be called for Parent
Mentor meeting in a semester to review and discuss student’s performance with
parents.

Before University Examinations revision classes and special coaching classes will be
conducted for slow learners to produce better results.

Academic support will be given for toppers to improve their CGPA.
I and 111 Year Students are encouraged to attend In plant trainings and Internships.
Interact with students to know their academic problems and take necessary actions

Completion of Academic Audit and Submitting necessary reports to Principal
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Student Affairs

1. Student’s leave letters, ON Duty Letters will be authorized by Vice Principal

2. If a student takes leave for more than 5 days leave, he should meet Vice Principal
along with Parent.

ey
3. If a% takes leave for more than 10 days he should meet principal along with
parent.

4. Master Attendance will be reviewed by Vice Principal and the report will be submitted
to the principal

5. 100% student attendance name list will be submitted to principal at the end of the
semester.

Accreditation and Assessment

* Vice principal shall plan for offering necessary files for IQAC, Academic Audit, NBA
Accreditation and NAAC Accreditation.

» Necessary information will be given to principal about the procedural follow up for
Accreditation activities.

o Through IQAC periodic monitoring will be conducted through audit and the report
will be updated to the principal.

s He shall arrange for the periodic monitoring of Accreditation activities and their
progress and arrangement of facilities as and when necessary.
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ll SOP - DEPARTMENT

All Heads of Department are required to exercise leadership, demonstrate vision, and
empower others in order to deliver the agreed departmental strategy within the Faculty. It is
recognized that the methods by which Heads of Department carry out their duties and the

extent of delegation, will depend on such factors as the size and nature of the Departments
and the personal approach of the individual Head of Department.

The roles and responsibilities of the head should be carried out with appropriate faculty
consultation, both as provided through formal university policies and departmental

governance procedures and also through informal discussions in departmental meetings or
through personal interaction.

Goal 1 - Academic Leadership

The ability to exhibit leadership is of fundamental importance to a successful head. Four
areas in which or through which this leadership is required are:

faculty quality,
statesmanship; instructional programs; and student affairs.

A. Instructional Programs
a. Articulating program-related goals.
b. Providing leadership for the faculty in developing strong and attractive curricula.

c. Providing leadership for the faculty in developing methods for assessing the effectiveness
of instructional programs.

d. Providing leadership for the faculty in providing programs that are pedagogically sound
and that use available resources maximally.

e. Encouraging cooperation with other departments, colleges, or institutions whenever this is
appropriate.

f. Encouraging consideration of new program ideas when appropriate.

g- Managing teaching loads in a fair, flexible, and productive manner.
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B. Student Affairs

a. Insuring that student activities and student organizations receive adequate supervision.
b. Dealing with student problems that are not the appropriate concerns of the faculty.

c. Arranging with faculty for academic counseling.

d. Disseminating information of interest to students.

e. Responding to student grievances and requests.

f. Recruiting good undergraduate and graduate students. ¥

Goal 2 . Administrative Leadership

A successful head must be able to handle the administrative details which make the office
function efficiently, professionally, and effectively.

A. Budgetary

a. Coordinating the preparation of the department budget.

b. Administering the department budget.

c. Adhering to the budget management procedures established by the Trust Office.
d. Allocating funds in a manner consistent with the goals of the department.

B. Programmatic

a. Coordinating the development of long-term planning for the department.

b. Preparing teaching schedules and assignments.

c. Maintaining faculty files.

d. Approving students’ degree programs.

e. Coordinating the use of instructional facilities.
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Goal 3- Department

1. The Faculty Member should always first talk to the HOD and keep the HOD in
confidence about the member’s professional and personal activities.

2. The teaching load will be allotted by the HOD afier taking into account the Faculty
Member’s interests.

3. In addition to the teaching, the Faculty Member should take additional responsibilities
as assigned by HOD / Principal in academic, co-curricular or extracurricular activities.

4. Every Faculty Member must give seminar on some topic at least once in each
semester to other faculty.

3 Every Faculty Member should maintain student’s attendance records and the
absentees roll number should be noted every day in the Master attendance Register
maintained in the department as soon as the classes/laboratory hours are over.

6. Whenever a Faculty Member intends to take leave, the Faculty Member should get the
leave sanctioned in advance and with proper alternate arrangements made for class / lab /
invigilation. In case of emergency, the HOD or the next senior faculty must be informed with
appropriate alternate arrangements suggested.

7. The Faculty Member should make himself / herself presentable. The Faculty Member
should show no partiality to any segment / individual student.

8. The Faculty Advisor must update the student’s personal file regularly and put up for
inspection by HOD/Principal as the case may be.

Goal 4- Students
A.CODE OF CONDUCT FOR STUDENTS
Campus Code of Conduct

* Students are expected to maintain the highest standards of discipline and dignified
behaviour inside and outside the campus. They shall abide by the rules and regulations of the
institute and should act in a manner that highlights the discipline and esteem of the institute.

* Students shall come to the campus wearing formal dress only.

* Students shall wear their identity cards such that they are well displayed. Identity badge is a
public document and any teaching or non-teaching staff shall have the right to examine it.

10
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* Students are expected to use the class rooms, library or the demarcated areas of the

academic building for independent study. They shall not occupy staircases, corridors, and
other passages meant for movement of people.

* Students are expected to maintain silence in the academic buildings. Deviant behaviour
such as hooting, whistling, loitering etc. will be treated as an instance of indiscipline.

* Students are encouraged to make use of the library and common computing facilities as well
as to involve in the activities of professional bodies or any program authorized by the

institute beyond class hours. However, under normal circumstances, students shall retreat to
their hostels or residences by 6.00PM.

* Access to academic buildings beyond the above mentioned timing and on holidays without
written permission from the concerned faculty will be treated as a case of indiscipline.

* Students must maintain the cleanliness of the campus and should dispose waste in waste
paper baskets only. Any violation of this provision shall invite a fine.

* Activities such as consumption of intoxicants / psychotropic substances in any form,
smoking, or chewing gum or pan masala etc. are strictly prohibited.

* Students shall pay tuition fees, mess bills and other financial obligations in advance or in
time in order to avoid financial penalties.

* Money collected from students as fine on instances of noncompliance with the rules and
norms will be deposited in a separate account and will be utilized for purposes such as
charity, scholarship or student co-curricular activities. In case of damage to property, the
funds will be utilized for repair/maintenance of property.

B.PROCESS TO IDENTIFY SLOW LEARNERS

Students are tracked during their academic journey in the college and special efforts are made
to bring slow learners (students with certain limitations) par with the average/above average

group. Students with good background and skills are guided towards higher levels of
achievements through challenging goals.

First Year leaming level data is shared with the team of first year Mentors to classify student
learning level as advanced or slow learner. Mentors analyze records available about students’
levels, abilities, characteristics, skills, attitudes, examination results (internal and external)
and current day to day interactions/experiences, and discuss the same in weekly meetings
with all faculties of respective classes. Based on this evaluation, feedback is given to students
and special programs/activities are undertaken. Such data analysis conducted at entry stage is

11
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referred by Mentors. Second year Mentors continue academic activities at individual
departments. Students attendance is monitored through ERP software every week and list of
defaulters is displayed on department notice board. Attendance of students is regularly
informed to their parents through SMS. College has made special provision for exhaustive
soft skill training and exclusive counselling to mould the slow and advanced learners with a

view to plan their careers and placements. Through this process slow learner are identified
and following activities are conducted for them:

* Tutorial » Special Notes

* Question Bank « Extra Lectures

* Extra Practical Sessions * Re- test for Inprovement

* Personal Attention in Teaching » Remedial and Make-up classes

* Mock Oral/Practical Examination * Counselling: special hints and techniques

* Guidance for Seminar/ Project Presentation * Assignments and Solving of University
Question Papers

C. ENCOURAGEMENT TO ACTIVE LEARNERS

Advanced teaching and learning methodologies are promoted to motivate learning and higher
retention of knowledge through better understanding, increasing depth of knowledge, and
developing positive attitude towards the subject through:

* Active Learning: Involving students in the learning process more directly via:

* Activities on technical content of syllabus viz. brain storming, quiz, debate, group

discussions, role play, games, model making, mini project, presentations, essay, elocutions,
and case studies;

* Animation software;
* Hands on training;

* Challenging students to take up open ended problems requiring critical/creative thinking
through active participation in state, national, and international level competitions such as
BAHA, SUPRA, EPICYCLE, GO-CART, AVISHKAR, HACKTHON, etc.;

* Use of team based learning and participative learning to do some short term projects; and

* Brief demonstration, case studies etc.

12
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» Collaborative Learning: By forming student teams working together to solve a problem,

complete a task, or design a product. Activities include group projects, joint problem solving,
debates etc.

* Inquiry-based Learning: Classrooms are made open systems where students are encouraged
to search and make use of resources beyond the classroom for investigation of open

questions/problems, developing critical thinking, and improving understanding levels through
research papers review, surveys etc.

* Cooperative Learning: Through distributing tasks to small groups. Students work together
to maximize their own and each other’s learning in IE student chapter study circle and while

performing various activities using think-pair-share, round table, and one minute paper
technique.

* Problem-based Learning: Different tasks, assignments, portfolios, and activities are
assigned wherein students engage in complex, challenging problems and collaboratively
work toward their resolution using inter-disciplinary knowledge.

» Peer Led Team Learning: Students engage in intellectual discussions and work in problem-
solving teams under the guidance of a peer leader for designing and developing software for
different competitions in our technical fest.

+ Just-in-Time Learning: For some subjects, students perform pre-class activity and submit
responses to the same. Responses are utilized to tailor the class to specific student needs.

« Experiential Learning: Field-based experiences, internship, practicum, cooperative
education, service learning, and class-based experiential learning through activities such as
role plays, games, case studies, simulation, virtual lab, presentations, and group work.

+ Project-based Learning: Mandatory BE project is converted to a learning platform by using
diverse project management tools, solving real time challenges, and providing the satisfaction
of goal achievement.

D. Activities for Advanced Learners:

» Encouragement to complete NPTEL certification courses;
« Participation in incubation centre as Organic BOT;

» Induction in clubs for robotics, drones etc.;

+ Implementation of research papers;

» Participation in seminars and conferences;

13
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* Motivational guest talks;

* Paper publication and presentation;

* Workshop and seminar on current trends;

* Model making/building;

* Motivation and guidance for higher studies (GRE, GATE, competitive exams);

* Industry visits and industry sponsored research project;

» Patent filing process;

» In house mini-projects (outside the syllabus);

* Project competition viz. NDRF, AVISHKAR, BAHA, SUPRA, GO-CART, ET; and

* Promote participation in activities of professional bodies such as Institution of Engineers,
SAE, IMech, ISTE, CSI, TRIZ association of Asia activities etc.

E. Students Leave Policy:

* Students can leave the campus during class hours only after getting a gate pass from the
HOD, Principal and afier making entry in the Gate Register maintained by the gate keeper.

» All leave applications (regular and medical) shall be submitted in time, for sanction by
HOD and concerned class Advisors. Application for medical leave shall be accompanied by
valid medical certificates.

» Students who intend to represent the college at intercollegiate events shall obtain prior
permission from the concerned head of the department and selection will be based on
parameters such as academic performance, attendance, character, existing academic pressure
and competence of the student in the proposed event for participation.

* On-duty leave applications will not be entertained beyond 10 working days from the actual
date of leave under any circumstance. The maximum number of on-duty leave is restricted to

5 days per semester.

F. Anti-Ragging Policy:

* Harassing juniors, ill treatment to other fellow students or any such form of ragging is
banned and liable to be treated as criminal offence by the law enforcing agencies as per the
directives of Hon'ble Supreme Court of India.

14
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* Misbehavior towards girl students, use of threat or violence against members of the staff or
fellow students will be considered a very serious case of misconduct. Any violation of the
above rules will invite penalty in the form of warning or fine. The institute may also invite
the parents of the misbehaving student to campus and explain the situation to them.
Alternatively, the institute may initiate corrective measure found suitable by any staff

member or higher authority.

G. Classroom Code of Conduct:

» Students are expected to be present in the class on time. Late arrival will attract Absent.
« Late arrival will also result in loss of attendance for the corresponding lecture.

« Student shall not enter or leave the class room when the session is on without the
permission of the teacher concerned.

« Students shall not wander or assemble in the veranda, corridor, and staircase etc. during
class /practical hours. Similarly, students will not spend more than necessary time in canteen,

coffee shops etc.

« Students shall refrain from activities such as scribbling or noting on walls, door or furniture
which could deface the college and destroy the academic ambience.

- Students are expected to optimally utilize the available academic, co-curricular and
extracurricular facilities in order to be physically fit, academically competent, mentally alert

and socially sensitive.
Goal 5- Staff
A. CODE OF CONDUCT FOR THE STAFF
« Staff must maintain high standards of punctuality, honesty and professional ethics.

« Staff should work in accordance with institutional policies and practices, so as to satisfy the
vision and mission of the institute.

. Staff must ensure that they are dressed decently and appropriately for the tasks they
undertake.

. Staff should co-operate and collaborate with colleagues and external agencies for the
development of the college and students.

« Staff should act in a professional and congenial manner with colleagues, irrespective of
their relative position, gender or status within the institutional hierarchy.

15
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* StafT of the college should maintain harmonious relations with other staff and students.
* Staff should maintain confidentiality during the conduct of examination and when handling

sensitive information, unless asked to reveal the same by the authorized institutional
authority.

* Staff should follow the instructions and directions issued by appropriate authorities.
* Staff should constructively contribute toward the development of the college and university.

* Staff should strictly adhere to the academic requirements of the institution and maintain the
sanctity of academic environment.

» Staff shall extend their services for the welfare of the community & society at large.
* Staff should maintain proper records of their respective portfolio.

* Staff should make an effort for continuous self development through training programs,
workshops and research and development activities.

Teacher establishes the best teaching and behaviour practices that teacher must adhere to.

B. Professional Ethics: Teacher should:
» Sign and punch in the institute on time;
* Be well dressed and carry his /her identity card;

* Not leave the college campus without authorization during duty hours;
* Keep cell phone on silent mode while on campus; and

* Wear helmet while riding a bike.
C. Punctuality in Communication: Teacher should:

* Respond every day to queries and raised issues via email, WhatsApp and Facebook.

* Follow meeting notices and attend meetings on time.

D. Teaching Strategies: Teacher should:

» Conduct theory and practicals as per schedule;

16
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* Prepare teaching plan containing teaching points and related academic work, and submit it
to the head of department (HoD); and

* Maintain a teaching record and get it regularly verified from the HoD and institute
principal.

E. Learning Strategies: Teacher should:
* Utilize learning resources such as PowerPoint presentations, online lectures, and audio
— video lectures, charts, slides, specimens and models; and
* Regularly visit the library to update knowlét':l-ge:{ )
F. Evaluation Strategies: Teacher should:
* Record student attendance regularly and get it verified from the HoD:
* Conduct tests and tutorials, and allot home assignments;
* Regularly assess practical record within schedule: and
* Conduct internal examination as per university guidelines and communicate the result.

CURRICULAR, CO-CURRICULAR AND EXTRACURRICULAR ACTIVITIES
G. Curricular: Teacher should:

* Engage in ICT assisted learning;

* Develop modules for learning, activity based leaming and experiential leaming;

* Encourage self-learning by students; and Offer remedial classes and bridge courses.
H. Co-curricular: Teacher should:

* Arrange group discussion, field visits, study tour, workshops and seminars;

» Attend workshops, seminars and conferences;

* Conduct research and regularly publish articles in reputed journals.
I. Extracurricular: Teacher should:

* Involve and motivate students to participate in social activities such as Blood

Donation, Tree Plantation, Aids Awareness, Swachh Bharat Abhiyan, Gender Issue

17
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events, Anti-Raging initiatives, Special Guidance Scheme, Girls Personality

Development and Nirbhay Kanya Abhiyan etc.

J. Use of Social Media: Teacher should:

* Use email, WhatsApp, Facebook, Instagram, Google, LinkedIn, Snapchat and Twitter,

Skype and YouTube to communicate his/her ideas, creations, participation in events,
achievements and the like.

Follow Institutes’ Rules and Regulations: Teacher should:

* Not leave the service of the institute without providing three month prior notice or
depositing three month basic pay after completion of probation period;

* Undergo medical examination by the approved medical officer/ civil surgeon at the location
of duty;

* Not conduct private tuition or coaching classes or engage in other employment without
permission of the concerned authority;

* Know that appointment is subjected to minimum number of student and workload for the
post;

* Understand that his/her services are transferable to any other college /institution run by the
society;

* Know that continuous absence for more than 30 days without permission will lead to
termination of services; and

* Be aware that if found guilty of violation of any terms and conditions, he/she will be liable
for punishment.

Participation in Faculty Development Programme:

* Teacher should regularly attend Faculty Development Programmes, Skill Development and
Syllabus framing workshops, and similar events.

K. Examination Duties:

* Examination duty as assigned by the respective institutions is mandatory.
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L. Assessment Tools

+ Direct Assessment Tools: Continuous Assessment, Midterm Test, End Term Test, Retest,
In-sem Examination and End-sem examination (University).

» Rubrics: are the criteria for providing grades / marks to student’s work that help students
develop, revise, and judge their own work.

* Indirect Assessment Tools

« Programme Level Statistics: At end-semester, statistics of students who have participated in
professional bodies / student chapters / workshops / seminars / conferences / paper
presentations / internships / industry visit etc. are prepared.

This is considered to indirectly assess the POs.

» Survey Reports: Course End Survey, Graduate Exit Survey, Alumni Survey and Employer
Survey.

SOP For Conducting Module Coordinator Meeting

Title Conducting Module Coordinator Meeting
SLNo Process Process Owner(s) Target Date(s) / Day(s)

Declaration of common courses
for the semester and Two weeks before the

1 Identification of course HoD commencement of ODD/
coordinator after subject EVEN semester classes
allocation
Nomin-ation o_f Conmse One week before the

2 Comrr.utt?e with the app_roval of HoD(s) Concerned commencement of ODD/
the Principal after the Timetable e e
Release
1% CC Meeting: Finalise common | Subject Course co-

3 Lesson Plan, Common scheme of coordinator and Within a day after the Course
evaluation for the Module Tests, | Subject Handling Committee formation.
1As and Uniform evaluation. staff members.
29 CC Meeting: Discuss about | Subject Course co-

4 | completion of Units 1 & 2 by coordinator anfi One week before 1A-1
staff and approval of IA-I Subject Handling Commencement
question paper staff members.
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SL.No Process Process Owner(s) Target Date(s) / Day(s)

3" CC Meeting: To finalise Slow
Learners List and scheduling Subject Course co-
common coaching classes for the | coordinator and .

> | subject based on TAT-1 Subject Handling | One Week after IA-I is over
Assessment and Evaluation staff members.
report
4th CC Meeting: Discuss about | Subject Course co-

6 completion of Units 3 & 4 by coordinator and One week before 1A-11
staff and approval of 1A-II Subject Handling Commencement
question paper staff members.
5" CC Meeting: To finalise
Review Slow Learners List and Subject Course co-
re-scheduling common coaching | coordinator and .

? class for the subject based on Subject Handling PRl stk LSk (rower
IAT-II Assessment and staff members.
Evaluation report
6" CC Meeting: To finalise the
Common Minimum Study HoD, Subject Course

8 Material for Slow Learners and co-coordinator and One week before the Last
uploading Questions and answers | Subject Handling Working Day of the Semester.
in the respective Google staff members.
Classroom and Moodle

Note:

forwarded to HOD, Principal

is affected because of the Meeting.”

avoid taking leave on the day of CC Meeting,.
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SOP For Conducting Class Committee Meeti

Title - Conducting Class Committee Meeting
Objective Improving the teaching learning — evaluation process
Target Date(s) /
SL.No Process Process Owner(s) rgD ay(s)
Formation of Class Committee for
every class through Circular posted
under Google Classroom Events.
. HoD of the
SReTREs: Department
» HoD & All Teachers of the Class | Concerned, Before commencement
] Concerned ) of ODD/ EVEN
4 student representatives (usually 2 gr:;:pgfgrn?;::e Semester Classes
boys and 2 girls) Principal ’
Chairperson of the Class Committee P
who is not teaching the Class — to be
nominated by the Principal
1! Class Committee Meeting - Agenda:
e Clarifying the regulations of the
degree programme to the student HoD of the .
members of the Committee Department Within one week from

commencement of

2 |+ Informing the student
Odd/ Even Semester

representatives, the academic

Concerned and
Chairperson of the

schedule including the dates of Class Coiiiiiitios Classes
assessments of theory & Lab
Courses and the syllabus coverage
for each assessment.

2" Class Committee Meeting -

Agenda:

» Analyzing the performance of the
class students after IAT-I and gOD rc:ﬁhet
finding the ways and means of epartmen —

3 solvini pmbleis, ifany, & Concerned and Lv:l.t;‘ :: SZi Wik alter

reporting. Chairperson of the .

« Identifying the Slow Leamners, if Class Committee
any, and informing the teachers
concerned to conduct coaching
class to such students.
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SL.No Process Process Owner(s) Target Date(s) / Day(s)
3" Class Committee Meeting -
Agenda:
 Analyzing the performance of | HoD of the ouss
the class students after 1A-II riment . .
4 and finding the ways and gzﬁgem siligfid Within One week after IA-II is
means of solving problems, if | Chairperson of the | °V"
any, & reporting. Class Committee
» Review of the Slow Learners
list and scheduling coaching
class to such students.
Conducting meeting
(4™ Meeting) with Parents of
Slow Learners and Class
Committee Members Chairperson of the | Within a week after the third
> |+ Collecting feedback from Class Committee meeting
Parents
» Feedback Assessment and
preparing Evaluation report
for action
5" Class Committee Meeting —
Review of Minimum Study .
Material for each subject and HoD & Chairperson | At least !0 days before the
6 | uploading MSM in Google of the Class Last Working Day as per Anna
Classroom for Reading and Committee University Notification
Moodle for downloading by the
students after approval.

SOP —AC-02 : SOP For Google Classroom Creation and Maintenance

Title

Scope & Applicability

Google Class room Creation and Maintenance

To elaborate the procedure to create online Google

Classroom in which faculty can manage all the
documents that their students need.
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SI.No Process Process Owner(s) Deadline ‘
Creating Google Classroom for 5 weeks before the j
I leach Course offered (Both HoD commencement of semester |
Theory and Practical Courses) classes ]
Pub!ication of Google Classroom 4 weeks before the E
2 | Assignment Schedule and Quiz| Class Advisor | commencement of semester |
Schedule classes
Uploading Course Information-
Unit-wise, Lesson Materials To be completed 2 weeks
3 (Lecture Notes) - / Lab Course Faculty before the Commencement of
Experiments for 5 Units / All Semester Classes
Experiments, PPTs, eBooks, etc.
Sending Classroom code and 1 week before the
4 |adding students to Google| Course Faculty |commencement of Semester
Classroom Classes
s |Gk Chswocis o & G| oo | T dmmtcke e
Phone/ Laptop of students and =, e
completing Course Registration.
Sharing a Classroom calendar
and a Google Calendar with
students for (i) viewing class One day before the
6 work due dates (ii) giving auto Course Faculty commencement of Semester
reminders, (iii) view class events Classes
and (iv) sharing event links to
open in Classroom.
Posting MT and IAT Question
Papers with defined Rubrics and I . :
7 e Course Faculty o::l::edmly after the Test is
Posting Answer Keys of Module
Tests/ IATs
8 Posting Weekly Quiz following Oiice i s Week Once in a Week
GATE Pattern.
Posting one Assignment every 2 As per the Assignment
ol e Course Faculty | g pedule published
Within three days afier the due
10 | Grading Assignments/ Tests Course Faculty da;e n ysa
Reviewing and Reporting non- Within one week afier Due
I | attendance and/or poor Grade kot dates of the activities
scorers to the Principal
. Immediately on receipt of oral/
12 |Posting  Department  and | e Faculty :
Institution events, circulars, etc. written orders.
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| SOP — HEAD OF THE DEPARTMENT |

General Management Duties

To provide effective leadership and management and thereby build and maintain an effective
teaching team which continually enhances the quality of learning and achievement.

A.

»

Y

"4"

Leadership

The Faculty Member should come to the college at least S minutes before the
commencement of classes and should leave the college not earlier than 15 minutes
after the end of the last hour.

All the Faculty Members are expected to follow the rules and regulations of the
institution as prevalent from time to time.

The work load of all the staff shall be fixed by the management.

The work load of the faculty should not be less than 40 hours a week. of which
teaching-contact hours should be at least as follows:

The work plan of teachers shall ensure. in the most productive manner, the utilization
of stipulated 35 working hours per week. with regard to the roles, jobs and targets
assigned to them by the Department/ Institution.

Faculty Members are expected to update their knowledge by attending
seminars/workshops/conference. after obtaining necessary permission from the
Principal/Management.

Faculty Members should attempt to publish text books, research papers in reputed
International / Indian Journals / Conferences.

The Faculty Member must strive to prepare himself/ herself academically to meet all
the challenges and requirements in the methodology of teaching so that the input may
be useful for the student community at large. Every Faculty Member is expected to
extend his/her beneficial influence in building up the personality of students and
he/she should associate himself/herself actively with such extra-curricular activities
which he / she is interested in or assigned to him/her from time to time.
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B. General

v To inspire department members by personal example and hard work.

v To effectively manage the human resources at the department’s disposal, including ,
teaching, non-teaching and support staff.

v To create a vision, sense of purpose and pride in the department.

v To be responsible for continuously improving the quality of teaching and learning in
the department.

v To be responsible for maintaining discipline in the department including supporting
staff during lectures when appropriate.

v To play a major role as a middle manager in the development of all aspects of the
department, including its policies and their implementation.

v To develop and maintain effective methods of communication with the Principal,
other staff, parents, external agencies and the wider community.

v To identify and applaud areas of success for individual faculties and the department.

v To help create an effective team by promoting collective approaches to problem-
solving and curricular/department development, eg consult when writing the
development plan and produce resources as a team.

v To chair and produce the agenda for effective department meetings. To ensure
minutes are made, kept secure and others informed as appropriate.

v To implement assessment and target setting policies and make effective use of data to
monitor and evaluate the achievement and attainment of pupils in the subject. A
portfolio of examplar work moderated against grade descriptors should be maintained.

v To initiate/maintain the provision of extra-curricular activities, eg the use of resources

after college/during lunch-breaks or a club, etc.

C. Administrative

() Represents the department at meetings of department chairs.

[ Assists with student complaints, and grievances originate in the department.

O Plans, executes, and monitors academic and support activities of the department
() Maintains discipline and culture in the department

0 Picks and promotes strengths of students / faculty / staff

(] Maintains records of departmental activities and achievements
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