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Ref.: MCE/Dept. Name/AY/DAC/MEM

DEPARTMENT OF NAME OF THE DEPARTMENT

	Academic Year & Semester
	
	Date
	




DEPARTMENT LEVEL ACADEMIC COORDINATORS


The following academic coordinators are nominated for the effective teaching-learning process for the academic year 2025-2026. The roles and responsibilities of different levels of coordinator detailed herewith.  

	S. No.
	Name of the Faculty
	Designation
	Specialization
	Position

	
	
	
	
	Programme Coordinator (U.G.)

	
	
	
	
	Programme Coordinator (P.G.)

	
	
	
	
	Module Coordinator - 1

	
	
	
	
	Module Coordinator - 2

	
	
	
	
	.

	
	
	
	
	.

	
	
	
	
	.

	
	
	
	
	Module Coordinator – M

	
	
	
	
	Course Coordinator* – 1

	
	
	
	
	Course Coordinator – 2

	
	
	
	
	.

	
	
	
	
	.

	
	
	
	
	.

	
	
	
	
	Course Coordinator – N



     * - Is applicable when the Department has 2 or more sections in the year of study 
     M – No. of Module Coordinators
     N – No. of Course Coordinators	

Enclosure:
· Roles and responsibilities of various academic coordinators



                                    HoD	Principal
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       Ref.: MCE/Dept. Name/AY/DAC/RR

	DEPARTMENT OF NAME OF THE DEPARTMENT	
	Academic Year & Semester
	
	Date
	



        ROLES AND RESPONSIBILITIES OF DEPARTMENT LEVEL                                              ACADEMIC COORDINATORS

PROGRAMME COORDINATOR
The Role of a Programme Coordinator is critical in ensuring the effective planning, execution, monitoring, and evaluation of academic programmes within a department or institution. Below is a detailed description of the responsibilities and duties typically associated with this role:
Role of a Programme Coordinator
1. Academic Planning and Curriculum Implementation
· Ensure that the programme aligns with institutional goals, accreditation requirements (like NAAC/NBA), and regulatory bodies (AICTE/UGC).
· Coordinate curriculum delivery, timetables, and academic calendars.
· Facilitate the implementation of Course Outcomes (COs), Programme Outcomes (POs), and Programme Educational Objectives (PEOs).
· Monitor and support Course File preparation and maintenance by faculty.
2. Faculty Coordination
· Act as a liaison between the Head of Department (HoD), faculty members, and administration.
· Allocate courses and workloads in consultation with HoD.
· Support faculty in planning lectures, assessments, lab activities, and project work.
3. Monitoring and Evaluation
· Monitor the progress of course delivery, student performance, and attainment of learning outcomes.
· Ensure internal assessment processes (IA tests, assignments, etc.) are scheduled and conducted on time.
· Prepare and analyse Programme Attainment and CO-PO Mapping reports.
4. Student Support and Engagement
· Address student academic concerns and guide them on curriculum-related matters.
· Coordinate academic mentoring/tutoring efforts and maintain student progression records.
· Organize and promote co-curricular and extracurricular activities related to the programme.
5. Documentation and Reporting
· Maintain documentation for academic audits, accreditation visits (e.g., NAAC/NBA), and university 
         inspections.
· Prepare annual programme reports, attainment reports, and feedback summaries.
· Ensure proper documentation of academic meetings and action taken reports (ATR).
6. Liaison and Communication
· Facilitate communication among departments, institutional bodies (IQAC, Academic Council), and    
         external stakeholders.
· Coordinate feedback from students, alumni, industry experts, and incorporate suggestions for 
         curriculum improvement.
7. Continuous Improvement
· Promote best practices in teaching-learning, assessment, and curriculum innovation.
· Encourage outcome-based education (OBE) and continuous quality enhancement.
8. Miscellaneous Responsibilities
· Coordinate student projects, internships, and industry linkages.
· Assist in organizing guest lectures, workshops, seminars, and industrial visits.
· Ensure academic compliance with regulatory requirements.
Key Skills Required
· Leadership and team coordination
· Academic planning and data analysis
· Communication and interpersonal skills
· Familiarity with outcome-based education (OBE) and accreditation criteria
Note: 
1. HoD can recommend one/two* member(s) from the Department with proper validation on above-mentioned key skills and forward it to the Principal for approval. Principal can approve/modify the programme coordinator suited for that role.
2. Separate programme coordinators must be allotted to U.G./P.G. programmes.
* - Applicable for the Department running more than one U.G. Programmes or running U.G. and P.G. 
                  	programmes
MODULE COORDINATOR
Roles and Responsibilities of a Module Coordinator
A Module Coordinator oversees the planning, delivery, monitoring, and assessment of a specific module (a defined unit of learning within a course or programme). The coordinator ensures academic consistency, quality, and alignment with programme outcomes.
1. Academic Planning and Delivery
· Develop the Module Handbook/Syllabus detailing learning objectives, content, instructional methods, 
and assessment strategies.
· Coordinate the preparation of teaching materials, lesson plans, and schedules in consultation with 
faculty involved in the module.
· Ensure integration of theoretical and practical components where applicable.
2. Instructional Coordination
· Assign and coordinate Course Coordinators or guest lecturers responsible for different units or sessions 
within the module.
· Ensure consistent quality and coverage across all classes and sections.
· Facilitate communication among team members involved in module delivery.
3. Assessment Design and Implementation
· Design assessments (tests, assignments, projects) to accurately measure achievement of MLOs.
· Ensure variety in assessment methods (e.g., written exams, presentations, case studies) and alignment 
with Bloom’s Taxonomy.
· Coordinate grading schemes, rubrics, and moderation of assessment results.
· Oversee timely evaluation and feedback to students.
4. Outcome Monitoring and Reporting
· Track and analyze Module Outcome Attainment data after each term.
· Submit reports on student performance and suggestions for improvement to the Programme 
Coordinator or Department Head.
· Maintain module-wise documentation for academic audits, accreditation (NBA/NAAC), and quality 
assurance.
5. Student Interaction and Support
· Address student concerns related to content delivery, assessments, or module expectations.
· Facilitate remedial or enrichment sessions based on student performance and feedback.
· Provide academic advising or mentorship where applicable.
6. Documentation and Record Keeping
· Maintain a complete Module File, including:
· Syllabus/module guide
· Teaching plan and attendance records
· Assessment plan and evaluation data
· Feedback analysis and improvement actions
· Ensure alignment with institutional and regulatory guidelines.
7. Continuous Improvement
· Analyze student and peer feedback for module enhancement.
· Recommend revisions in content, pedagogy, or assessments for future iterations.
· Participate in curriculum review committees to align modules with emerging trends and industry 
needs.
Key Competencies
· Subject-matter expertise
· Academic coordination and planning
· Data analysis and documentation
· Leadership and communication skills

Note: Module coordinators are selected after the discussion of Programme Coordinator with the HoD by considering the above-mentioned key competencies. 

COURSE COORDINATOR
Roles and Responsibilities of a Course Coordinator
1. Course Planning and Preparation
· Develop the Course Delivery Plan and Lesson Plan in alignment with the syllabus and academic 
calendar.
· Design Course Outcomes (COs) and map them with Programme Outcomes (POs) and Programme 
Specific Outcomes (PSOs).
· Ensure the preparation of Course Files, including syllabus, course objectives, CO-PO mapping, 
question banks, and assignments.
2. Instructional Coordination
· Coordinate among faculty members teaching different sections of the course to ensure uniformity in 
content delivery and assessments.
· Share best practices, teaching resources, and reference materials.
· Guide lab instructors (if applicable) to ensure the smooth conduct of experiments and tutorials.
3. Assessment and Evaluation
· Design internal assessments: tests, quizzes, assignments, and other evaluation components.
· Ensure Bloom's Taxonomy is applied in question paper design.
· Collect and analyze CO attainment data after each assessment.
· Moderate marks and ensure fairness and uniformity across sections.
4. Course Documentation and Records
· Maintain up-to-date and complete Course Files, including:
· Lecture plans
· Attendance records
· Assessment schedules and answer scripts
· Student feedback
· Attainment records and analysis
· Submit reports on Course Outcome Attainment to the Programme Coordinator/IQAC.
5. Student Support
· Address students' academic queries and grievances related to the course.
· Provide remedial support for slow learners and encourage advanced learning for fast learners.
· Organize extra sessions or tutorials if required.
6. Communication and Liaison
· Serve as the point of contact between the faculty team and the Programme Coordinator/Head of 
Department.
· Ensure timely communication of course-related notices, deadlines, and exam schedules.
7. Continuous Improvement
· Analyze student feedback and suggest improvements in teaching methods and course content.
· Revise course content, COs, and instructional strategies based on feedback and attainment analysis.
· Contribute to the review and revision of the curriculum, if applicable.
Key Skills Required
· Subject expertise and instructional planning
· Coordination and team leadership
· Data analysis for outcome assessment
· Documentation and communication

Note: Programme Coordinator can select and recommend the course instructor for the position of course coordinator by considering the above-mentioned key skills to the HoD for approval. HoD will approve the suitable course coordinators for the courses available for that semester.


            IQAC					 				Principal
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   Ref.: MCE/Dept. Name/AY/SEM/DAC/PAC-MC

DEPARTMENT OF NAME OF THE DEPARTMENT

	Academic Year & Semester
	
	Date
	

	Meeting No.
	
	Venue
	



PROGRAMME ASSESSMENT COMMITTEE 

CIRCULAR

The Programme Assessment Committee meeting for the academic year_______, ______semester is scheduled on at _______in HoD Office.  Module Coordinators are asked to attend the meeting without fail.

	S. No.
	Agenda

	 1.
	Discussion of Courses Allotment by Module Co-Ordinator.

	2.
	Review on Teaching Methodology followed for Current Semester by Module Coordinator

	3.
	Review on Non-attainment COs of previous year University Result Analysis.

	4.
	Availability of Course Materials for conduction of classes

	5.
	Analysis of feedback from Students

	6.
	Analysis of feedback from stakeholders






                                                                                                                       Programme Coordinator
      Circulated to:
	
	S. No.
	Module
	Module Coordinator
	Signature

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
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      Ref.: MCE/Dept. Name/AY/SEM/DAC/PAC-MoM

DEPARTMENT OF NAME OF THE DEPARTMENT

	Academic Year & Semester
	
	Date
	

	Meeting No.
	
	Venue
	



PROGRAMME ASSESSMENT COMMITTEE

MINUTES OF MEETING
	S. No.
	Agenda
	Discussion/Action taken
	Responsibility
	Target

	 1.
	Discussion of Courses Allotment 
	
	HoD
	Continuous

	2.
	Review on Teaching Methodology followed for Current semester by Module Coordinator
	
	Module Coordinator
	Continuous

	3.
	Review on Non-attainment COs of previous year University Result Analysis.
	
	Module Coordinator
	Continuous

	4.
	Availability of Course Materials for conduction of classes
	
	Module Coordinator
	Continuous

	5.
	Analysis of feedback from Students
	
	Module Coordinator
	Continuous

	6.
	Analysis of feedback from stakeholders
	
	Module Coordinator
	Continuous

	7.
	Any other matters
	
	
	





Programme Coordinator
Circulated to:

	S. No.
	Module
	Module Co-Ordinator
	Signature

	1
	
	
	

	2
	
	
	

	3
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Ref.: MCE/Dept. Name/AY/SEM/DAC/MC

	DEPARTMENT OF NAME OF THE DEPARTMENT	
	Academic Year & Semester
	
	Date
	

	Programme
	



[bookmark: _Hlk203488152]PROGRAMME/MODULE/COURSE COORDINATOR(S) MEETING CIRCULAR

The I/II/III meeting for this semester is planned on Date at Venue by Time. The following points will be discussed during the meeting. Members are asked to come with the necessary data while attending the meeting.

Agenda:

Programme Coordinator meeting:
Members: Module Coordinators

1. Discussion on Syllabus coverage (Theory & laboratory)
2. COs, POs and PSOs attainment discussion
3. Question paper setting (IAT/Model)  
4. Documentation (COs, POs and PSOs attainment discussion, Action taken report)
5. Any other related matters

Module Coordinators meeting:
Members: Course Coordinators
1. Monitoring the preparation of class materials, course file documentation
2. Teaching-learning process – Best practices
3. Verification of Lecture plans
4. Remedial classes follow-up
5. Course related feedback
6. Any other related matters




                      Programme Coordinator                                                                                         HoD


Copy to:
1. Members
2. Department IQAC Coordinator
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          Ref.: MCE/Dept. Name/AY/SEM/DAC/MoM

DEPARTMENT OF NAME OF THE DEPARTMENT

PROGRAMME/MODULE/COURSE COORDINATOR(S) MEETING MINUTES

The I/II/III meeting for this semester has been conducted on Date at Venue by Time. The following points were discussed during the meeting. Programme/Module Coordinator invited the Module/Course Coordinators for the meeting.

Agenda:
1. ……………………………………………………….
2. ……………………………………………………….
3. ……………………………………………………….
4. ……………………………………………………….

	Agenda No.
	Subject/Points discussed
	Discussion/ Resolution
	Action Planned
	Responsibility
	Target

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


        Add 2-3 geo-tagged meeting photos here

	Members present:

	S. No.
	Name of the faculty
	Designation
	Role
	Signature of the Faculty

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



                    



Programme/Module/Course Coordinator                                                              HoD
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