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Preface

The role of the Internal Quality Assurance Cell (IQAC) is multidimensional, focusing on enhancing academic quality, ensuring compliance with standards, improving teaching-learning processes, and promoting the overall development of the institution. Its work is central to institutional growth and helps in fostering a culture of excellence that benefits students, faculty, and the broader educational ecosystem. This IQAC manual is prepared for the Meenakshi College of Engineering by covering its various policies. The various functional aspects, quality frameworks, various academic and administrative committees, audit policy and formats of academic related processes are detailed in this manual. The IQAC frequently looking into the developmental aspects of students and staff members and developing the strategic plans to implement them effectively.
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1.1 About IQAC
· Scope: The prime task of the IQAC is to develop a system for conscious, consistent and catalytic improvement in the overall performance of institutions.
· Purpose:
The purpose of this policy manual is to:
· Support the continued development of an academic work culture that is transparent and responsive, especially to students.
· Establish and maintain quality systems and procedures to rigorously evaluate our strengths and weaknesses and respond effectively to improve.
· Support collaboration, sharing, and accountability to our stakeholders.
· Continually improve the quality of the student experience and our service to employers by monitoring, reviewing, developing, and enhancing standards of learning, teaching, and assessment.
· Provide mechanisms for our students, employers, and other stakeholders to express their views, provide feedback, and participate in decision-making.
· Develop and set standards and targets for all areas of activity.
· Encourage the involvement of all members of the college in the review of performance, the maintenance of high standards, and the setting and achieving of quality improvement targets.
· Operate within the context of a coherent and transparent planning and quality assurance and enhancement cycle.
· Ensure that staff in all areas of activity connected with learner and employer experience aspire to excellence and develop the skills to respond effectively to the challenges of self- assessment, analysis, and continuous improvement.
· Vision of IQAC
· To ensure and enhance quality in teaching-learning, research, and outreach activities, enabling the institution to achieve excellence.

· Mission of IQAC
· To establish a quality assurance framework in teaching-learning process by covering outcome-based education strategies
· To establish and maintain a system for consistent evaluation, monitoring, and improvement of the institution’s academic and administrative processes.
· To ensure transparency and accountability in all institutional activities and creating the platform for lifelong learning
· Quality Policy
To create globally competent and ethical professionals and meet the emerging needs of industries and society through:
· Innovations in teaching and learning for enhancement of student potential.
· Applied research in terms of quality publications, patents & sponsored projects.
· Industry interaction for experiential learning & consultancy activities for students and faculty members, Entrepreneurship and Start-up works.
· Outreach activities for community development

· Objectives of IQAC
· To develop a system for conscious, consistent, and catalytic action to improve the academic and administrative performance of the institution.
· To promote measures for institutional functioning towards quality enhancement through internalization of quality culture and institutionalization of best practices.
1.2   Strategies of IQAC
IQAC shall evolve mechanisms and procedures for
a) Ensuring timely, efficient and progressive performance of academic, administrative and financial tasks
b) Relevant and quality academic/ research programmes
c) Equitable access to and affordability of academic programmes for various sections of society
d) Optimization and integration of modern methods of teaching and learning
  e) The credibility of assessment and evaluation process
        f) Ensuring the adequacy, maintenance and proper allocation of support structure and services
        g) Sharing of research findings and networking with other institutions in India and abroad.
1.3	Functions of IQAC
The IQAC in Meenakshi College of Engineering is established to develop a mechanism for systematic reviews of study programs and to ensure quality teaching-learning, research, knowledge generation, and support services. Its functions include:
· Establish a Quality Assurance Framework: Develop a comprehensive framework that outlines quality standards, procedures, and metrics. This framework should be aligned with the institute's vision and mission.
· Leadership Commitment: Ensure that the leadership team is committed to quality enhancement. Their support is crucial for setting the tone and providing the necessary resources for quality initiatives.
· Training and Development: Conduct regular training sessions for faculty, staff, and students to foster a culture of continuous improvement. This can include workshops on best practices, new methodologies, and quality management principles.
· Quality Audits: Implement regular internal audits (Internal Quality Audit and Academic and Administrative Audit) to assess the effectiveness of existing processes and identify areas for improvement. Use the findings to make data- driven decisions.
· Stakeholder Involvement: Engage all stakeholders, including students, faculty, staff, and external partners, in the quality enhancement process. Their feedback can provide valuable insights into areas needing improvement.
· Recognition and Incentives: Recognize and reward individuals and teams who contribute significantly to quality enhancement. This can motivate others to adopt a quality-centric approach.
· Continuous Monitoring and Evaluation: Establish a system for ongoing monitoring and evaluation of quality initiatives. Use key performance indicators (KPIs) to measure progress and make necessary adjustments.
· Best Practices Sharing: Create a platform for sharing best practices within the institute. Encourage departments to learn from each other's successes and challenges.
· Feedback Mechanisms: Implement effective feedback mechanisms to collect input from students, faculty, and staff. Use this feedback to make informed decisions and improvements.
· Commitment to Excellence: Foster a mindset of excellence throughout the institute by embedding quality as a core value in all activities and processes.
	IQAC will prepare and submit the Annual Quality Assurance Report (AQAR) as per guidelines and parameters of NAAC.
1.4   Benefits of IQAC
IQAC will facilitate / contribute to
a) Ensure clarity and focus on institutional functioning towards quality enhancement
b) Ensure internalization of the quality culture
c) Ensure enhancement and coordination among various activities of the institution and institutionalize all good practices
d) Provide a sound basis for decision-making to improve institutional functioning
e) Act as a dynamic system for quality changes in HEIs
f) Build an organized methodology of documentation and internal communication.

1.5	Composition of the IQAC
IQAC of Meenakshi College of Engineering is constituted (as detailed in guidelines for creation of the IQAC given by NAAC) under the Chairmanship of the Head of the institution with heads of important academic and administrative units and a few teachers and a few distinguished educationists and representatives of local management and stakeholders.
The composition of the IQAC may be as follows:
1. Chairperson: Head of the Institution
2. Teachers to represent all level (Three to eight)
3. One member from the Management
4. Few Senior administrative officers
5. One nominee each from local society, Students and Alumni
6. One nominee each from Employers /Industrialists/Stakeholders
7. One of the senior teachers as the coordinator/Director of the IQAC

1.6	IQAC Membership and Meeting schedule
The membership of nominated members shall be for a period of 2 years. The IQAC should meet at least twice in an academic year, with documented minutes and action taken reports. The valuable suggestions from the members received in the meeting will be taken into consideration in the planning/execution of IQAC strategic plans.
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IQAC areas: IQAC plays vital role in improving quality of academic and administrative processes and practices. It sets the benchmarks for various academic and administrative activities of the institution and every Department will adhere to achieve the same. IQAC ensures quality enhancement at Institute and develop quality culture in the Institution. Build an organized methodology of documentation and internal communication. It also acts as nodal point at Institute level and helps in adopting and dissemination of best practices.

2.1 Academic Monitoring
	Our Meenakshi College of Engineering (MCE) is affiliated to Anna University, Chennai and following the Curriculum prescribed by the university. Even prescribed curriculum meeting out the needs of industries and entrepreneurial aspects at maximum end, the curriculum gap is identified for all the programmes through the Department Advisory Committee. To merge curriculum gap, various enrichment activities like seminars, workshops, value added courses, soft skill development, interneural development activities etc. All departmental activities are periodically documented in Department and in IQAC through the respective Department IQAC coordinators and are verified by the IQAC steering committee. 
	IQAC focusing on Teaching-Learning process, Assessment methods, Innovative teaching tools/methodologies, Stake holders feedback towards curriculum implementation, students’ innovation and entrepreneurship, empowerment of students and staff members, Research and Development activities. Students centric learning is the main scenario focusing on the Teaching-Learning process and students are entertained to participate in Problem based learning, Participation based learning, Experimental learning and Self-directed learning processes as detailed in Fig. 2.1.
      Outcome Based Education (OBE) is implemented in the Teaching-Learning process, and it helps in critically assess the performance of the students and to analyze the attainment level of Course Outcomes (Cos), Programme Outcomes (POs) and Programme Specific Outcomes (PSOs). When the attainment values found to be low, the necessary corrective actions will be taken thereof by the respective Departments as a continuous process improvement. IQAC will monitor the performance of all department students in internal test and end semester examination and ensures the effective mentor-mentee process in the Departments. Periodical conduction of Class committee meeting to know about the students’ grievances/views at all Departments is monitored by the IQAC.
[image: ]
Fig. 2.1 Student centric learning methods adopted in MCE
Teaching-Learning process: In actuality, the teaching and learning approach establishes the foundation for all learning outcomes. The quality of education and the achievement of learning objectives both greatly benefit from efforts in this area. Attainment of learning goals depends on the role and involvement of students and teachers in the process. Teachers need to be diligent in transferring new knowledge to the students effectively so that the goal of teaching succeeds. Faculty members are practiced using the innovative teaching tools/methodologies possibly in their regular classroom teaching. This helps the students as keen focused and interested to learn the subjects taught and make the faculty members able to maintain a scholarly approach for engaging students in academic activities.
Lesson plan: Use of lesson plan is a good practice, and it makes teaching-learning process as constructive. It specifies the subject matter to be taught, learning objectives and assessment of that learning for each class. As a result, at the beginning of a session students become very clear regarding what will be taught, how it will be taught, how the attainment of learning will be assessed and subjects they supposed to learn. COs, mode of teaching and tools used for teaching are covered in the course plan. Separate lesson plans are prepared for the theory and laboratory courses.
Technology integration: Lot of evolutionary changes happened in Teaching-Learning process as the advancements in technologies employed in academics and in Industries. Other than, black board teaching, teachers are in the position to use advanced teaching tools/technologies to teach their students. Technology integration in teaching learning will make it a lot easier and more effective to communicate ideas and complex subjects meaningfully in classrooms. In addition, use of technology in teaching will encourage students to access e-resources for studying, use computer for academic preparation and IT devices for problem solving. To achieve this, IQAC recommends faculty development programs to upgrade skills.
Skill Development Mechanism: It is important to remember that education is primarily about acquiring a specific set of skills. These skills will enable graduates to effectively confront life's challenges, foster a mindset of lifelong learning, and play a role in the socioeconomic advancement of the nation. Therefore, the teaching and learning process should extend beyond the boundaries of the classroom. Classroom learning is not enough to develop the desired skills. IQAC helps Departments to prepare comprehensive skill development plan incorporating the curricular, co-curricular and extra-curricular activities. In MCE, the students are practiced attending the NPTEL Courses, Value added courses, online programs, Naan Muthalvan programs to update their skillsets. MoUs are signed with various Industries and Organizations for Promoting Knowledge exchange, facilitating international academic programs, establishing Centre of Excellences on Innovation, Entrepreneurship, Supporting skill development as part of National Educational Policy 2020 (NEP 2020) initiatives.
Student performance Assessment: Student Assessment is comprised of a set of activities to measure the attainment of learning outcomes. Assessment is a systematic process of collecting, analyzing and interpreting information to determine the extent to which learning objectives have been achieved. Assessment creates a basis for judgment on the performance of student. Thus, effective and appropriate performance assessment approach is very important to judge the level of attainment of learning outcomes and skill development. It needs to be confirmed that students are well informed about the criteria, processes, techniques, tools and rubrics that will be used to assess performance. Student performance assessment approach must be focused on higher order learning. IQAC take regular feedback from students and department on assessment and evaluation strategy.
       Internal assessment tests are conducted based on the norms of Anna University. The examination cell is taking care of conducting the internal, model and end semester examinations for all Departments. The grievances addressed by the students about their performance in internal/model and in end semester examinations are resolved through proper grievance redressal systems in stipulated time and are detailed in Fig. 2.2 and Fig. 2.3 respectively.
[image: ]
[image: ]Fig. 2.2 Internal examination grievance redressal system
Fig. 2.3 External examination grievance redressal system
2.2   Training & Placement
        Career counseling and placement arrangement may play a very critical role to get the right job opportunities and selecting suitable career path. Various trainings such as soft skills, problem solving, group discussion, personality development programs, arranging seminars and technical talks are arranged to students through the placement office. IQAC review training and placement activities carried out in the Institute to make sure that students are getting guidance for higher education and career enhancement.
2.3    Academic Audit
         IQAC uses internal audit as the tool for monitoring the implementation of policies and evaluate the performance of the faculties and Departments. Quality assurance audits are performed to ensure that the systems are in place and are being followed properly. The IQAC shall conduct internal audit on a regular basis to ensure that the activities of the faculties and departments comply with the quality assurance framework and standards. During the audit, the IQAC will collect all relevant information pertaining to the various activities of the respective department or faculty like number of events conducted, publication details, patents, books/chapters, funded projects, students’ placement details etc. and analyzing the information collected for producing a comprehensive report. The faculty or Head of the Department shall take the necessary steps to act upon the points raised in the report for the effective management of quality assurance at the faculty or Department. IQAC conducts periodical Internal auditing as well as Academic and Administrative Audit (AAA) with the help of external auditors. IQAC audit calendar covering Internal academic audit, AAA, verification of Department event files, Department stocks etc. is detailed in Table 2.1.
Table 2.1 IQAC Audit Calendar
	S. No.
	Action proposed
	Target period

	1
	Internal Academic audit (Auditing of students' attainment in internal assessments, Mentor's register, Logbooks, class committee meeting reports, Attendance Register, Industrial visit, In plant training, faculty course files, lesson plan, SSD and FSD files)
	Twice / Per Semester

	2
	Academic and Administrative Audit (Curricular aspects, Teaching-Learning and Evaluation, Research, consultancy and Extension, Infrastructure and Learning resources, students support and progression, governance, leadership and management, Innovations and best practices)
	Once /year (End of the academic year)

	3
	Department Events Files (Organizing Conferences, Seminar / Symposium, Workshop, MoU's, COE, R& D activities, Consultancy, Grants Received and STTP Programmes etc.,)
	Twice /year (End of the Months of Dec. and May)

	4
	Department Stock verification (No. of computers, fans, chairs, tables, desks, classrooms available)
	Month of March

	5
	Laboratory Stock Verification (Lab.:  Non-Consumable and Consumable Register, quotations, purchase order, purchase register, list of equipments/manuals and damage register)
	Month of March

	6
	Academic and Administrative Committees functioning verification
	Month of March

	7
	Training and Placements files verification (No. of companies visited, Placement brochure, list of students placed, Highest to lowest package students list)
	Month of March/April

	8
	Alumni Association activity files (Alumni meeting conducted and contributions files)
	Month of May

	9
	Professional Societies/Chapters/Department Association
	Month of March

	10
	Co-curricular and Extra-curricular Activities (NSS, NCC, Sports, YRC and RRC files)
	Month of April


 
2.4    Extension activities
         The quality assurance system needs to ensure that the Institute makes a significant contribution to the community, to the society and to the country. Community involvement is an effective way of understanding the social issues and working with people. Community involvement aims to improve students’ knowledge, skills and confidence and organizational ability and resources. Community involvement makes an important contribution towards promoting lifelong learning, social inclusion and active citizenship. IQAC shall arrange programs through NSS to inculcate sense of commitment and responsibilities toward society. At MCE, various outreach activities like Blood donation camps, Road Safety, Helmet Awareness Program, Swachh Bharat Mission, Fire Safety Program, Medical Camp, Voter Registration Drive, Meditation Program, Savings Awareness, Covid Vaccine Program, Drug Free Society awareness program are conducted periodically. As one of the best practices of the College, students of various Departments are involved in donating the clothes, food to orphanage students and they involved in story telling activities, tuition classes to children etc. Management of MCE donated computers for the students who are staying in orphanage to help their studies.
2.5    Empowerment of staff
         It is to be ensured that the staffs of all categories including academic, support, technical and administrative are adequate and skilled to meet the requirements of academic standards and strategies of teaching learning. Quality assurance recognizes the importance of training and development. Training is very important to enhance the professional skills of the staff and to keep them up to date with best practices in quality assurance. Institute has a well-organized staff development policy and programs for its implementation. IQAC made completing one NPTEL course per semester is mandatory for the faculty members in their field of interest and this helps the faculty members to update their skillsets up to date.  
2.6     Research and Development
          The core objective of Institute is to contribute to the sustainable development and improvement of society. It is undeniable fact that research forms the basis of creativity and innovation, which is regarded as critical for sustainable growth and development. Research also makes teaching learning effective and practice oriented. Institute has appropriate facilities and provisions to carry out research and motivate faculty members and competent students to go for research and innovation. Students’ innovative projects are streamlined as per the faculty members’ guidelines and will be converted into patents possibly based on the uniqueness. Entrepreneurship Development Cell (EDC) helps the students to take their innovative projects/ business ideas to next level with entrepreneurial opportunities. The strategic plan following in the MCE from the calendar year 2025 is listed below.
· All the faculty members must publish minimum ONE research paper in peer reviewed journal (indexed in UGC care list/Scopus/Web of Science/ SCI(E))
· Faculty must publish minimum of ONE patent in a year.
· Faculty members must submit the proposal for National/International funded agencies for their research proposals.
· Faculty members having minimum of 5 years teaching experience and not enrolled for Ph.D. programme must register their Ph.D. enrollment by the year 2025. 
· Faculty members completed Ph.D. are asked to publish minimum 1 Book/ Book Chapter per year.
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IQAC at MCE initiated following activities in the academic process to ensure the quality in academic and administrative process.
· Internal Quality Audit
· Academic and Administrative Audit
· Addition of Smart Classrooms and usage of ICT tools
· Faculty appraisal system
· [bookmark: _Hlk188613661]Establishing OBE in academics
· Stake holders feedback analysis (Student, Faculty, Alumni, Employer)
· E-Governance initiative
· Initiated Energy Audit, Environmental Audit, and Green Audit
· Initiated various policy documents (Appraisal policy, E-governance policy, Human resource policy, Internal and external audit policy, Resource mobilization and utilization policy, Staff welfare policy)
· Encouraging Research and Development activities
· Encouraging IIC and EDC activities
· Organized programs on life skill enrichment for faculty and students
· Initiated the process of setup the MSME Business Incubator as Host Institute 
3.1 Academic and Administrative Audit

       The Institution is always working to improve its administrative and academic procedures. A systematic Academic and Administrative audit procedure is implemented starting in 2022–2023 in accordance with the IQAC's proposal. Its goals are self- and external evaluation and taking the required steps to preserve quality.
      All academic and administrative inputs, including departmental and student profiles, workload, research information, and teaching and evaluation procedures, were considered when creating a uniform format. Higher authorities evaluate teachers in areas such as qualifications, accountability, regularity, and timeliness. Information pertaining to various divisions managing admission, examination, stores, maintenance, accounting, salaries, appointments, promotions, administration, and scholarships was included in the proforma for administrative departments. The audit proforma for libraries and labs contained pertinent information on administration, various facilities and services offered, timetables, maintenance and upgradation details etc.
      IQAC will take the necessary actions/corrections in the process based on the AAA report received from the external auditors. Action taken report on the comments from external auditors will be prepared and necessary actions to be followed will be taken care of by IQAC.

3.2    Faculty Appraisal system
The following goals are the focus of a well-established faculty appraisal system:
1. Evaluate and encourage excellence in the process of teaching and learning.
2. Continue to monitor instructional performance to meet students' educational requirements.
3. Offer a useful framework for assessing faculty performance by pinpointing their strong points and potential areas for development.
4. Give faculty members a foundation for their professional development.
          The head of the Department compiles the faculty appraisal forms that are submitted by each faculty member. The Head of the Department and the Head of the Institute evaluate the faculty member's strengths and weaknesses in each of the criteria and communicate the results to the faculty member for future development. The self-appraisal scores with the recommendations of the Head of the Department and the Head of the Institute will be considered by the management for career advancements and for further support.

3.3    Establishing OBE in Academics

          Outcome-Based Education (OBE) focuses on the desired outcomes or learning objectives that students are expected to achieve by the end of their education or course. This approach shifts the focus from just covering content to ensuring that students develop the skills, knowledge, and competencies required in real-life settings. The importance of OBE in academics are detailed below.
Clear Learning Objectives: OBE emphasizes clear, measurable learning outcomes, helping both students and instructors understand what is expected by the end of a course. This makes the learning process more goal-oriented and structured.
Student-Centered Approach: It focuses on what students can do at the end of their learning process, rather than what teachers teach. This encourages active learning and puts the onus on students to acquire the necessary skills.
Improved Accountability: Since the success of OBE is based on achieving specific outcomes, it helps measure the effectiveness of the teaching process. If students aren’t meeting the outcomes, instructors can adjust their methods or materials.
Real-World Relevance: By aligning educational outcomes with real-world skills and competencies, OBE ensures that students are prepared for professional success, making learning more relevant to their future careers.
Continuous Improvement: With a focus on outcomes, institutions can assess and revise their curriculum and teaching methods to better meet the needs of students, ensuring continuous improvement in education quality.
Assessment for Learning: OBE relies on ongoing assessments that focus on whether students meet the intended outcomes, providing feedback that helps learners improve.
In short, OBE is about making sure that education isn’t just about completing courses but about acquiring the skills and knowledge needed for future success. It provides a more practical, effective, and transparent learning experience for students. Blooms taxonomy is employed in setting the questions papers based on COs nature of the prescribed syllabus.
           At MCE, the Students performance is analyzed through the attainment of COs, POs and PSOs through direct and indirect methods. The direct methods cover the COs attainment calculation through internal test and end semester examination and POs/PSOs attainment calculation based on COs-POs/PSOs mapping with their respective correlation level. The indirect methods include Course Exit Survey (CES) for COs attainment calculation, Graduate Exit Survey (GES) and Alumni Survey (AS) for the POs/PSOs attainment calculation. The attainment levels of COs, POs and PSOs clearly describe the outcomes of the students admitted in the batch of study. This helps the Department to identify the place for improvement needed in academics as well as to meet the needs of stakeholders.
In addition with the attainment calculation through CES, GES and AS, periodical feedback are received from the stakeholders (Students, Parents, Employer and Alumni). IQAC will monitor the attainment levels of COs, POs and PSOs of all Departments and the stakeholders’ feedback and will take the necessary corrective actions needed thereof. 

3.4    Learning Management System (LMS) and use of ICT
          The objective of a learning management system is to add another level of efficiency to an organization and the growth of its students. It is an IP enabled online software which is used to deliver the subject content to students. Faculty members posting their lecture notes, e-contents, assignments etc. on ERP-Netcampus. LMS is also used to share various study materials to the students based on anytime and anywhere accessing. Students can give their feedback through Netcampus.
          Teaching has been strengthened by extending the facilities of LCD projectors, laptops/desktops, and Learning Computing Software, Internet connection, Wi-Fi in all academic areas including hostels, Library etc to promote ICT learning. Moreover, NPTEL and, other Open-Source Study materials are used for the purpose of teaching and learning. ICT & Other tools such as Web Online Public Access System (Web OPAC), Digital Library, Computer Based Retrieval of information have been deployed for maximum access to the library collection.
3.5   Strategic Goals and Quality indicators

The strategic plan developed by IQAC emphasizes overall quality improvement in all the dimensions of institutional operations. Performance of each department is assessed against the following major parameters, and infrastructural upgradation is suggested for the attainment of long-term institutional objectives. These targets have been set with extensive consultation with all stakeholders – Faculty, student, alumni, parent and employer.
IQAC observe the following parameters to measure the performance of each Department.
1. Enhancing the Quality of Teaching – Learning
· Academic Calendar: Establish a clear and structured academic calendar to guide all academic activities.
· Teaching-Learning Plan: Develop detailed plans that outline instructional approaches, syllabus coverage, and teaching methods.
· Learning Outcomes: Define measurable learning outcomes for each course and program.
· Development of E-content: Encourage faculty to create digital learning resources, such as video lectures, e-books, and quizzes.
· ICT Integration: Use Information and Communication Technology (ICT) tools for content delivery to improve accessibility and interactivity.
· Assessment Plan: Design assessments that measure the achievement of learning outcomes.
· Continuous Assessment: Implement regular formative assessments (e.g., quizzes, projects) to ensure continuous learning progress.
· Corrective Measures: Identify gaps and take corrective actions based on assessment feedback to improve teaching methods.
· Evaluation Parameters and Benchmarking: Establish standards for evaluating teaching effectiveness and regularly benchmark performance.
· Mandatory NPTEL Courses: Encourage faculty to complete at least one NPTEL (National Programme on Technology Enhanced Learning) course per semester to enhance their knowledge and skills.
2. Academic Support for Students
· Value-Added Courses/Seminars/Workshops: Offer supplementary courses, training sessions, and soft skill development activities to enhance student competencies.
· Mentoring and Counselling: Provide dedicated mentoring and counseling services to support academic and personal growth.
· Feedback Mechanism: Implement regular feedback systems from students to gauge teaching effectiveness and address concerns.
· Support for Slow Learners and Bright Students: Tailor strategies to assist underperforming students and challenge high achievers.
· Training Needs Analysis: Conduct regular analysis to identify skill gaps and address them through appropriate training programs.
· Capability Enhancement Activities: Organize activities that enhance students’ skills, including leadership, teamwork, and communication.
· Evaluation Parameters and Benchmarking: Set clear benchmarks for assessing student development in academic and co-curricular areas.
3. Research Culture
· Dedicated Research and Development Cell: Establish a dedicated cell to support, guide, and monitor faculty and student research activities.
· Publications in Reputed Journals: Ensure that each faculty member publishes at least one paper annually in high-impact journals indexed in SCI(E), Scopus, or similar reputable databases.
· Research Proposals: Encourage faculty and departments to submit multiple research proposals annually, both internally and externally, for funding.
· Industry and Research Collaborations: Foster partnerships with industry and research organizations to promote collaborative research and innovation.
· Patent Submission: Faculty members must aim to file at least one patent annually to encourage innovation.
4. Entrepreneurship Development and Industry-Institution Interaction
· Entrepreneurship Development Cell (EDC): Set up an EDC to train and guide students interested in starting their own ventures.
· MoUs with Training Institutes: Form partnerships with training institutes to provide specialized training to students.
· MSME Incubation Center: Apply for an MSME (Micro, Small, and Medium Enterprises) incubation center to support entrepreneurial initiatives.
· Industry MoUs: Establish collaborations with industries for internships, guest lectures, joint projects, and placements.
· Industry-Based Projects: Provide students with the opportunity to work on industry-sponsored projects, promoting practical learning and problem-solving.

5. Training and Placement
· Career Guidance: Offer counseling services to students, helping them make informed career decisions and explore higher education options.
· Pre-placement and Soft Skill Training: Conduct pre-placement training sessions, including mock interviews, resume building, and soft skills workshops.
· Personality Development: Organize personality development programs to build essential skills such as leadership, communication, and problem-solving.
· Campus Placement: Ensure strong placement support by organizing recruitment drives with top companies.

6. Quality Assurance and Sustainability
· Quality Policy and Publication: Frame and publicize a clear quality policy that aligns with national and international standards.
· Employee Education and Training: Provide regular training to faculty and staff to improve their competencies.
· Periodic Stakeholder Feedback: Collect regular feedback from all stakeholders to assess satisfaction and identify areas for improvement.
· Audit and Remedial Measures: Conduct internal audits of academic and administrative processes to ensure quality and make necessary improvements.
· Best Practices Identification: Identify and document best practices across departments and processes to maintain consistency in quality.
· Annual Reporting: Prepare and submit an annual quality report highlighting progress, achievements, and areas for improvement.

7. Developing Physical Infrastructure
· Smart Classrooms: Upgrade classrooms with smart teaching tools such as projectors, interactive boards, and learning management systems.
· Modernization of Laboratories and Equipment: Ensure that labs are equipped with up-to-date instruments and technologies to support practical learning.
· Library Infrastructure: Upgrade the library with digital resources, e-journals, and modern furniture.
· Virtual Labs and Networking: Establish virtual labs and advanced networking facilities to support remote learning and research.
· E-learning Facilities: Develop dedicated spaces and resources for e-learning, including dedicated computer labs and online course access

8. Eco-Friendly Initiatives
· Plantation: Organize tree planting activities to contribute to a greener environment.
· Rainwater Harvesting: Implement rainwater harvesting systems to conserve water and reduce dependency on external water sources.
· Renewable Energy: Set up renewable energy systems like solar panels and wind turbines to reduce carbon footprints.
· Biogas Plant: Set up biogas plants using organic waste (dry and wet refuse) for waste management and energy generation.
· Zero Plastic Usage: Promote eco-friendly practices such as banning plastic and encouraging the use of sustainable alternatives.

3.6	Implementation of Strategic Development Objectives
After approval of Strategic development objective by Governing Council, the next step is its implementation. When being implemented, the progress of strategy shall be measured from time to time. Hence the measurable success indicators are clearly defined out in the implementation document. The IQAC along with other cells will be the custodian for strategic plan and its deployment.

3.7	Monitoring of Strategic Plan
The implementation of strategic plan will be monitored time to time by the Academic council through periodic review. The institution assesses the outcomes of the measurable indicators for different strategic development plan through a well-structured appraisal system. Each year the programme heads collects and consolidates the academic performance indicators from each faculty members. The IQAC will prepare the detailed progress report. The benchmarking of quality standards and it’s monitoring, evaluation of attainment will be carried out by the IQAC independently under the guidance of Principal (Chairperson of IQAC). The IQAC will report the findings to the Governing body. With thorough analysis of outcomes and based on IQAC report, the Governing body will recommend the corrective actions, need of refinement of processes and deployment of resources. 
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The Various stages of assessment of academic activities following in the Departments are detailed below.
4.1 Course Planning
i. After the academic schedule is provided by Anna University, Chennai, the IQAC will distribute the semester's academic calendar with the principal's consent in accordance with the approved format. Departments shall take into consideration all departmental activities when creating their academic calendars, which will be based on the Institute calendar.
ii. Based on the scheme of instructions and curriculum provided by the University, HoDs may collect the choices for the elective courses from the students.  Once the elective list has been confirmed, Head of the Department shall notify the program(s) and courses being offered in the Forth coming semester and seek the choice(s) of course(s) the faculty members are interested to teach.
iii. All the Faculty Members have to offer minimum of 3 choices of the courses in U.G., 2 in P.G. (preferably one in each programme) & 3 Laboratory Courses in order of preference based on their expertise, experience and interest, from among the list of courses provided by the Head of the Department and submit to the IQAC with Principal approval within the deadline specified by the IQAC.
iv. The Head of the Department shall call for the meeting of all the faculty members and discuss various possibilities and finalize the course allotment process within 3 days with the faculty members’ concurrence and the course file formats to all the faculty members considering the following points:
· As far as possible all faculty Members are allotted the courses of their choice. In case of any faculty member not in a position of being allotted of his/her choice on priority, the Head of the Department discuss the alternatives and resolves the issue of allocation of courses taking all the faculty members into confidence.
· Faculty Members are to be encouraged to offer the same courses at least for three to four times consecutively so that they gain expertise in that course.
· Avoid allotting some critical courses to the inexperienced faculty members.
· University Guidelines issued time to time shall be followed for the workload of various category faculty Members.
· A course coordinator shall be identified (based on the experience and expertise) by the Head of the Department for the common courses, and he/she shall be responsible for coordinating with all the faculty members who are offering same courses for planning, monitoring & Evaluation.
· Any training program / orientation required for the faculty members to effectively plan and deliver the allotted course.
· Any other matter related to the course planning / delivery / evaluation.
· Immediately after the course allotment process is completed, HoD shall initiate actions for the formation of the Timetable with the help of Department Timetable coordinator as per the guidelines/instructions received from the Principal and the same is to be completed within one week of course allotment and shall be displayed for students and Faculty members.
· All the faculty members shall prepare the Course planning documents in the prescribed format and entire processes relevant to the course planning process shall be monitored by the Head of the Department at all the levels for proper compliance and document. These documents will be verified during the IQAC internal audit process.

4.2 Course Delivery
       Though the course delivery is an individual style and methodology cannot be generalized, a few guidelines are provided. However, guidelines related to the documentation shall be strictly adhered to.
i) Faculty Members shall display/distribute the following documents from the course file on the first day of the course:
o Course content
o Course Timetable
o Course plan
o Course outcomes
o Course schedule
ii) Faculty Member shall explain the importance of the course its application and the expected learning outcomes of the students from the course in the first few classes.
iii) Faculty Member shall be in the class venue at least 5 minutes before the scheduled time of the class.
iv) Faculty Member shall always carry the Logbook (topics covered should be noted in logbook once the session is over) to the class. They shall not carry the textbook to the class unless it is very essential.
v) Course Delivery shall start with a review of the previous related topic and an introduction to the current topic. (Essentially it should take about 5 to 7 minutes).
vi) Lesson outcomes shall be declared after the introduction.
vii) Lecture shall be developed topic by topic as listed in the lesson plan and an appropriate explanation with necessary illustration using aids shall be given.
viii) Provide a pause of 2 minutes between each topic and use this time to ask a few memory recall questions or provide some general information or engage them with some light activity.
ix) Faculty shall maintain a two-way communication during delivery to draw the full attention of the student.
x) Faculty shall have the complete control on the class and shall see that all students are attentive, check the same through posing some abrupt questions.

4.3. Course Monitoring
Course monitoring shall be carried out basically to ascertain that the course is being conducted as per the course plan and enabling students to attain the declared Course Outcomes and in turn help in achieving the Programme Outcomes. This monitoring is carried out by Faculty member himself/herself, Mentors, Head of the Department, IQAC and by the Principal at appropriate intervals.
i) Faculty Member shall strictly adhere to the course plan approved by the Head of the Department and in case of any deviations envisaged during the course progress the same needs to be ratified by the Head of the Department and to be documented in the course plan document.
ii) Generally, the faculty member shall not apply any kind of leave during the course period and in case of exigency appropriate alternative arrangements are to be made and get it approved by their Head of the Department and Principal.
iii) Head of the Department or/and group of Senior Faculty Members in the department shall monitor the daily classes for its proper conduct at least 3 times in a day and any deviation is observed the same needs to be corrected and actions shall be taken to avoid its reoccurrence.
iv) Head of the Department shall meet the concerned faculty members at least once in a fortnight and monitor the progress through discussion and document verification. In case of any major deviation the same shall be corrected.
v) Faculty member shall take the feedback from the students at least twice in the semester apart from the course completion feedback and shall adapt changes in his/her delivery wherever essential and if required in consultation with the Head of the Department and record the same in the course file.
vi) Each class shall have quality circle consisting of the regular students in the class, all the faculty members teaching in that class and the Class Teacher. The Class Teacher (is one among the teachers teaching in that class) shall call for Quality Circle (QCM) Meeting at least once in a fortnight and discuss ways and means of better input, improving course delivery, value additions and such other issues that help to improve the quality of teaching and learning.
vii) In case of any major concerns in the Q.C.M. the Head of the Department shall have separate meetings with the faculty members and the same will be conveyed to IQAC. IQAC find the way to resolve the issue for better quality output.
viii) Teachers shall be given adequate opportunity to come out with newer ideas, tools & techniques that help better delivery of the course, quicker assimilation by the students and motivate them to be creative & analytical in their thinking/ learning process.
ix) Students shall also be given adequate opportunity to come out with newer ideas and such other means that add to the quality of teaching-learning process.
x) Students attendance monitoring is the major process in the course monitoring and hence following guidelines shall be followed for the attendance monitoring and initiating corrective measures:
· The entire faculty members shall take the attendance in every class/laboratory/project work/field visits/expert lectures/functions etc.
· If any student is found to be absent for three continuous days, the same shall be brought to the notice of the student’s mentor and he / she in turn shall bring to the notice of the parents/guardians and interact with them and find ways of counselling student not to repeat the same in future. Also record the same in the mentor dairy.
· Once in a week all the mentors shall prepare the status of attendance and list of such students who are absentees and shall inform to the Head of the Department.
· The Head of the Department shall bring this to the notice of the Principal for necessary interaction with the parents.
· The faculty members shall display the monthly attendance details every month on or before 7th of the subsequent month. The class teacher is responsible in collecting & displaying the data with the approval from Head of the Department.
· The Head of the Department shall counsel the absentee students at regular interval so that they maintain requisite attendance.
· At the end of the semester, the Head of the Department shall recommend the names of students with 100% attendance for a reward/appreciation certificate to the Principal. The class teachers shall send the monthly attendance report to the parents.

4.4 Course Evaluation
      The course evaluation shall have following two major components:
i) Evaluation of the students for their achievement in Course Outcomes and Programme Outcomes.
ii) Evaluation of faculty performance in achieving the set target of Course Outcomes.
A) Students Achievements:
     The student’s achievements shall be measured by the faculty members through following modes:
i) Formal modes: continuous assessment through assignments and such other assessment pattern at Internal Assessment Test1, Model Examination & through Semester End Examination.
ii) Informal modes: Surprise Tests, short notice tests, quiz, group discussions, daily class performance, regularity to the class and submission of assignments, evaluation from Industry experts/professional society members / mentors.
iii) At the end of the semester the faculty member shall submit the detailed evaluation of all the students to the Head of the Department for analysis and approval within 5 days of completion of the evaluation.
iv) The faculty shall maintain the transparency in assessment/evaluation and subject it to the scrutiny of the students before submission.
v) At each stage of assessment/evaluation, the mentor, class teacher, Head of the Department shall keep the parents/guardians informed about the performance of their wards and take them into confidence to join hands in taking any initiative for further improvement in their ward’s performance.
vi) The faculty shall take the feedback from the students at the end of the course about the whole process of Teaching-Learning, student’s ability to achieve the target.

B) Faculty Performance Evaluation
i) Faculty member himself / herself shall evaluate the self-performance through discussion with the students and based on their learning of the course.
ii) The Head of the Department /Principal shall identify the peer’s pair and such pairs shall sit through the others class at least Five times each in the semester and evaluate the faculty objectively & constructively.
iii) The Head of the Department shall evaluate the faculty member’s performance through observing the course delivery and discussing with the student informally & through QCM.
iv) At the end of the course comprehensive Feedback shall be obtained by the IQAC and shall submit to the Head of the Department for further discussion with the faculty member.
v) The Head shall carryout the final result analysis, CO’s attainment, POs attainment at the end of the course.
vi) All the above listed components shall be comprehensively considered to evaluate the course.
4.5. Course Quality Enhancement
i) All the faculty members shall prepare a COs attainment sheet as prescribed by the IQAC after the release of End Semester Examination results by the Anna University. The attainment level of COs will be verified for all the courses, and it will be subjected to the discussion.
ii) The Head of the Department shall call for the meeting of all the faculty members within a week after the receipt of the summary sheet and discuss comprehensively the measures to be taken to enhance the overall quality of the academic process in the school and submit recommendations to the IQAC.
iii) The Director/IQAC shall forward his/her remarks on the summary sheet to the Principal. Principal will conduct the meeting with individual Department faculty members along with the respective Head of the Department. Corrective actions to be taken care will be discussed in the meeting and it will be followed-up further by the Head of the Department and monitored by the IQAC.
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Quality assurance refers to the assessment and evaluation of ongoing processes, it monitors whether the system is properly working or not and keeps the system on right track. Evaluation and assessment forms the basis of decisions to guide the quality assurance mechanism towards the achievement of objectives and mission. The Institute has systematic and comprehensive approach towards monitoring and enhancing quality of teaching learning process. The major focus of academic audit is to bring quality in major academic processes through structured approach. The academic audit process assesses how departments and faculty members organize their activities, utilize the available resources and coordinate the teamwork to provide best learning experience to the students. Conducting an audit usually comprises three stages, namely, pre-audit planning, conducting the audit and post-audit. 
5.1 Pre-Audit Planning
Planning for an audit is crucial to ensure that it is effectively carried out. IQAC’s plan for an audit will include:
· IQAC shall prepare proposal for an audit/review of faculty members.
· Timeline for the audit exercise from pre-audit planning to the submission of the final report
· Select Members of the audit panel and terms of reference.
· Issue appointment letters to members of the audit panel with the terms of reference
· Conduct an audit briefing for panel members.
· Notifying the faculty or department to be audited:


IQAC shall inform the faculty/department/entity to be audited to take the necessary actions to make all required documents available for the audit as well as make other arrangements as required.
· The faculty/Department/program offering entity shall update all documents such as course files using prescribed guidelines.
· Collect all relevant documents – student files and records, assignments, practical notebooks, question papers, sample answer scripts and such other documents related to the audit or as applicable.
· Documents shall be verified for both U.G. and P.G. programmes of the Department.

· Faculty members’ enrichment activities, their contribution towards research like proposal submission, patents, books/chapters etc. shall be verified during the audit.
· Students’ co-curricular and extra-curricular activities shall be verified during the audit.
· Arrange classroom teaching observation by the panel using a standard observation schedule.

5.2 Conducting the Audit

Members of the audit panel shall visit the concerned faculty/entity to conduct the audit exercise according to the schedule. The audit at site enables panel members to locate and review evidence. The audit at site will be an opportunity for the panel members to view additional evidence that was not available earlier. During the on-site audit, the panel shall attend a meeting before the review of documents commences and the exit meeting when the panel presents its draft report to the faculty at the end of the audit visit. The exit report represents the findings made by the panel members and will constitute the basis of the final report as the format prescribed by the IQAC.
5.3 Post-Audit

Following the audit, panel members are required to prepare the final report. This report will be submitted to the IQAC.
a) Members of the panel meet to finalize the report;
b) Discuss audit outcomes for inclusion in the report and preparing the draft report for the exit meeting;
c) Finalize the report;
d) Submission of the final report.

5.4 Reporting
Reporting is an integral part of the Quality Assurance mechanism and is designed to help the Institute to manage and achieve the objectives in a controlled manner. Reporting helps to identify areas of weakness, potential problems and developing strategic plan to resolve those problems.
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[bookmark: _Hlk202186608]6.1 ROLES AND RESPONSIBILITIES
Head of the Department 
    The following are the roles and responsibilities of a Head of the Department:
· Affiliating the activities of faculty and the supporting staff in the department towards achieving the institutional goals and department objectives
· Prepare Department Calendar based on the Institute Academic Calendar provided
· Set Departmental Goals for each semester in discussion with the faculty members of the department
· Collect feedback from stakeholders on curriculum and syllabus
· Consolidate stake-holders feedback
· Conduct brainstorming sessions with faculty members of the department on framing curriculum and syllabus
· Allocate courses to faculty members and issue IOM to other departments for syllabus framing
· Conduct Pre-BoS meeting, BoS Meeting PAC meeting and DAC meeting before the commencement every semester
· Calculate faculty requirement for each semester
· Collect options from students on elective subjects and submit final list to Director/IQAC
· Issue IOM notices to request service from other departments, if needed
· Prepare list of courses to be handled for the current semester 
· Get options from faculty for subject allocation
· Allocate the subjects to the faculty members primarily based on their expertise.
· Prepare Timetable for each class based on the guidelines provided
· Ensure that laboratories are upgraded and maintained regularly
· Provide instructions to faculty members on preparing course plan, assignment / tutorial questions, lab manual and course material etc.
· Ensure the preparedness of faculty members for taking classes before the commencement of classes by verifying log book, course plan etc.
·  Interact with students during HoD/Mentor hour to identify the issues faced by the students.
· Verify the student attendance regularly and ask the class advisor to follow it properly.
· Observe the dress code among students and instruct the respective class advisors to implement the dress code properly.
· Convene departmental faculty meeting once in a week on the day allotted and record the minutes of the meeting.
· Collect the student feedback about the faculty member’s subject wise and communicate the feedback to the concerned faculty members.
· Motivate the faculty members to improve their performance based on the feedback and also monitor their progress.
· Instruct the class Advisors to prepare monthly attendance report and internal marks analysis 
· Communicate the attendance particulars and internal marks of students to the concerned parents from time to time with the help of class advisors.
· Identify and counsel the students who are absent for the internal test or irregular to the class work.
· Form the student batches and allot the project guides as per guidelines given
· Allocate students from all years to each faculty member for mentoring in the beginning of the academic year.
·  Plan for Remedial coaching for slow learners
· Ensure syllabus completion in both theory and laboratory classes
· Verify and sign log books of faculty members every week
· Ensure that all faculty members are maintaining their documents properly
· Ensure that academics meeting like CCM, ARM are conducted in time and take actions based on the feedback given by the students.
·  Maintain and update the department files time to time

Mentor / Class Advisor
There shall be three mentors for each class. At least one mentor will be one among the course-instructors of the class. He / She will be appointed by the HoD of the department concerned.  

	Role
	Responsibilities

	Class Advisor

	· Instructing all the students to attend the classes regularly and to follow the dress code.
· Monitoring the Late comers of the class
· Monitoring the cleanliness of the classroom
· Approval of student leave and permission
· Collecting the list of absentee students from mentors and submit it to the HOD daily.
· Interacting with mentors regularly to improve the performance of students.
· Preparing monthly attendance, the list of students who have got less than 75% of attendance in aggregate and intimate it to parents accordingly.
· Maintaining Internal Assessment and University Result analysis files
· Maintaining the consolidated mentor file.

	All Mentors

	· Categorization of students based on their performance.
· Scheduling classes for slow learners 
· To keep in record of the books / Laboratory records issued to the students 
· Monitoring the students performance, progress and grievances of the class
· Coordinating parents meeting
· Maintaining Student record and Student Database 
· Maintaining all exam related files.
· Coordinating all exam related activities like hall ticket issue, no dues etc.
· University Exam fees collection
· Sending the internal assessment / university marks on time to parents.
· Preparing Internal Assessment analysis and submission 
· Preparing University Result analysis and submission
· Maintaining arrear and absentees list and consolidating for the batch
· Maintaining Grade sheet note



                Professor/ Associate Professor/ Assistant Professor
· All the Faculty Members are expected to follow the rules and regulations of the institution as prevalent from time to time.
· Faculty members have to co-ordinate with the head of the department in all academic and non- academic activities.
· They should be ready to undertake specific and special tasks assigned by the head of the department.
· The Faculty Member should be available in the class in time and should leave the class after the arrival of next period faculty member
· Faculty members have to endure completion of Syllabus in time, close follow up of absenteeism etc.
· They should follow Answer script valuation and Mark statement submission as mentioned in the procedure.
· They have to act as invigilators and examiners during the conduct of examinations.
· Faculty Members should take additional responsibilities at department level like timetable coordinator, class advisor, R&D Coordinator, III Cell Coordinator etc.
· Faculty Members should take additional responsibilities at institute level like club coordinator, admission coordinator etc.
· Attending FDP/workshop/Seminar etc. to ensure that their knowledge level is enhanced continuously.
· Maintaining the course file with the prescribed contents.
· Ensure that all Laboratory programs, projects are planned and completed well in time.
· Submit and get sign in log books from HoD every week
· Ensure that all the periodical tests and model examinations for theory and practical are held as mentioned in the institute academic calendar.
· Ensure that the students maintain their notebooks records etc. for the subjects systematically by making periodical random checks.
· Ensure that the course delivery is carried out efficiently and effectively preferably with the support of teaching aids and ICT tools.
· Ensure that teaching is done with maximum possible reference books in addition to the text book prescribed.
· Prepare assignment /tutorial questions from reference book for providing individual assignment questions to the students
· Encourage students to participate in seminars, competitions, projects etc.
· Conduct remedial classes for slow learners.
· Whenever a Faculty Member intends to take leave, then he/she 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.
· Faculty Members are expected to update their knowledge by attending seminars/workshops/conference, after obtaining necessary permission from the Principal/Management,
· Faculty Members should publish text books, research papers in reputed International / Indian Journals / Conferences.

[bookmark: _Hlk202186629]6.2 INSTRUCTIONS TO FACULTY MEMBERS

Handling Theory Courses
A. Preparation of Course Materials
Course Plan
Course plan must be prepared after going through the syllabus thoroughly. The faculty can decide the mode of teaching for each and every topic. The teaching modes shall be chalk and talk, power point presentation, OHP, short seminar, flipped classroom, case studies, self-study and discussion etc. Faculty shall reserve hours for assessing each unit. The assessment methods can be discussion, quiz, and question and answer session etc. 

Faulty shall adhere to the schedule as per course plan while taking the class and shall complete the portions within the planned time. If the hours are not sufficient, faculty can have special classes either during holidays or evening hours. In addition to text books prescribed for the subject more reference books shall be referred for preparing class notes.

Log Book

Lesson plan and students name list must be written in the log book and must be signed by the HoD. Attendance details of each lecture or practical or project work class must be maintained by the faculty. It should be updated every day and the faculty must get sign from HoD every week. Continuous Assessment marks and assignment marks must be updated in log book in time. Identify at least two contemporary topics which are not given in syllabus as Content Beyond Syllabus for every subject. Specify it in the log book and prepare materials for that topic and keep it in course file.

Class Notes 

The faculty has to prepare class notes for all the five units before the commencement of classes. Brief legible handwritten notes must be prepared for the entire syllabus by each faculty. A detailed soft copy of the notes with more examples must also be prepared for all the units which is to be shared to all the students through google classroom / ERP.

Record evidence for modes of different content delivery methods shall be maintained. Faculty members have to collect and disseminate NPTEL videos, animated videos related to the subject. Prepare a video content for at least two important topics per unit and share it in social media

Question Bank 

Two marks questions with answers and big questions for each unit must be prepared and shared to all the students through Google classroom / ERP. Faculty members must prepare questions based on Bloom’s Taxonomy level defined for the respective Course Outcomes.

	Blooms Taxonomy Order
	Knowledge Level (KL)

	Lower order 
	K1 - Remembering

	Intermediate order
	K2 - Understanding

	Higher order
	K3 - Applying

	
	K4 - Analyzing
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               B. Quality of Classroom Teaching

· The classrooms are equipped with projectors, blackboard and well lighted with good ventilation
· Smart classrooms, equipped with audio and video facilities are available for the conduction of guest lectures, flipped classroom teaching and blended learning.
· Faculty Development Programs must be conducted on teaching pedagogical methods and OBE for newly recruited faculty members every year.
· The faculty members are encouraged to participate in various FDP, seminars, conferences, workshops in reputed institutions to improve their knowledge in the latest techniques and teaching
· The Quality of classroom teaching shall be improved by active learning methodologies like,Lecture with discussion, Demonstrations, Interactive Teaching method using ICT tools, Video lecturing, Smart board teaching etc.
· The following methodologies shall be used to implement the teaching learning process:
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· Faculty members must also be aware of the following online resources and must use to improve their knowledge and teaching : 

	SWAYAM / NPTEL
	e-PG Pathshala

	Coursera
	Khan Academy

	EdX
	DELNET (Developing Library Network)

	NDL(National Development Library)
	MOOC

	IEEE Explore
	Etc.




C. Remedial Coaching

· Slow learners have to be identified in each class.
· They are mentored and supported in academics/non academic issues.
· Slow learners shall be grouped with the bright students to get assistance in their academics.
· Remedial classes have to be conducted to improve their performance.
· The faculty members also go a step ahead and have periodic interaction with the parents about the performance of slow learners.
· Simplified study material and question banks shall be prepared based on students’ needs and distributed to them.


D. Encouraging Bright Students

· Bright Students shall be encouraged to take part in value additions, National level events like Hackathons/workshops at various institutions. 
· They shall be encouraged to do more assignments/mini-projects etc. to improve their knowledge.
· They shall be trained to get placement with higher packages.
· They shall be motivated and guided for participating in competitive exams like GATE, TANCET, etc. They shall be encouraged to do their higher studies.
· Bright students shall be encouraged to assist weak students through peer learning.
· Awards and appreciations for achievers, is done to encourage the good performer.
· The toppers from each class are awarded with prize for their academic achievements in during annual day and association functions.


Conduction of Tutorial Classes
· Minimum 2 faculty members must be available for conduction of Tutorial Classes.
· Class should be divided into 2 batches and each batch should be handled by one faculty.
· Question paper should be prepared for 25 marks and given to the students one day in advance.
· Question paper and answer key should be prepared and given to assisting faculty one day before.
· Faculty in-charge and assisting faculty should be fully prepared to handle tutorial classes.
· A Minimum of 5 tutorial classes per semester has to be conducted. 
· The faculty in-charge has to prepare a schedule based on the academic calendar and timetable.
· Exercise problems from text or reference books should be asked in the tutorial.
· Faculty has to maintain the attendance and marks obtained by the students in the tutorial classes in their logbooks separately.


Conduction of Laboratory Courses
Procedure for Laboratory Conduction
· Faculty members of respective laboratory in-charges have to prepare a laboratory manual based on syllabus, course outcomes, hardware and software requirements before the commencement of semester. 
· All the exercises shall be validated by performing the experiments and have to be kept ready for verification. The manual shall be reviewed by subject experts / HoD of the respective departments. 
· The required software’s shall be installed and verified before commencement of semester. Prepare video content of laboratory conduction for each experiment and share the same to students in google classroom / ERP.Lab conduction videos must be posted on department video channel.
· Laboratory syllabus, course objectives, course outcomes and grading methods shall be instructed to the students at the beginning of the laboratory class. Instructions shall be given to the students regarding the safety policies, rules and regulations to be followed in the laboratory.
· The main concept of each exercise shall be explained to the students prior to their laboratory classes.
· Students must come to the laboratory class with preparation for the exercises to be done.They shall be asked to write programs / circuit diagrams in their observation note book. The pre-lab test (oral) shall be conducted to assess their preparation for the lab class.
· After completion of exercise, they shall be assessed by post-lab test (oral) which includes viva questions and related applications.
· Based on their performance in the pre-lab test, exercise completion and post-lab test, the marks shall be awarded for each exercise. Bright students shall be provided with some additional exercises related to exercise for improving their practical knowledge.
· Two model examinations must be conducted by covering first 50% of experiments in model examination-I and remaining 50% of experiments in model examination-II. 
· Model examination must be conducted as like end semester University examination.


[bookmark: _Hlk202186680]6.3 MENTORING SYSTEM
To help the students in planning their courses of study and for general advice on the academic programme, the Head of the Department of the students will attach a certain number of students to a faculty of the Department, who shall function as Mentor for those students throughout their period of study. If necessary, the Mentor may also discuss with or inform the parents about the progress / performance of the students concerned. The number of students assigned to a mentor will be decided by the Head of the Department. However, it shall not exceed 20 per mentor.

The responsibilities of Faculty Mentor shall be:: 
· To educate pupils on their rights and responsibilities while interpreting regulations. 
· To inform on college code of behaviour and disciplinary measures. 
· To inform students about available facilities and activities to better their academic and extracurricular activity. 
· To guide students through course enrolment and registration. 
· To monitor students' academic and general performance, including attendance, and provide appropriate counselling. 
· To maintain academic and co-curricular records by encouraging student involvement in activities such as paper presentations, project contests, and Hackathons at reputable institutions. 
· To encourage students to pursue skill development / certification courses and NPTEL/SWAYAM courses 
· To collect student feedback on course and instructor, as well as course and programme exit surveys. 

The Faculty Mentor is expected to keep his / her own counselling file (student record) with all the information’s and correspondence to efficiently implement and monitor the effectiveness of counselling in achieving overall improvement of student performance and development.

            HOD / Mentor Hour
· One hour is allotted for all class in the regular timetable and HOD/Mentor interacts with the students every week.
· During this hour the mentors interact with students and counsel them based on their difficulties.

[bookmark: _Hlk202186668]           6.4 CLASS COMMITTEE MEETING
Every class shall have a class committee consisting of teachers of the class concerned, student representatives and a chairperson, who is not teaching the class. The overall goal is to improve the teaching- learning process. 

The first meeting of the class committee shall be held within two weeks from the date of            commencement of the semester, in order to inform the students about the nature and            weightage of assessments within the framework of the Regulations. Two or three            subsequent meetings may be held in a semester at suitable intervals.  

The class committee shall be constituted within the first two weeks of each semester. Six students from a class are called for the meeting. The students group consists of best, average and poor performers in academics from regular and lateral covering all the elective courses.  It also has representatives from hostel and a day scholar representing both male and female students

A senior faculty not belonging to the class acts as Chairperson. The Chairperson of the class committee may invite the class advisor and the Head of the Department to the class committee meeting. 

The chairperson is required to prepare the minutes of every meeting, submit the same to the Director/IQAC and Head of the Institution within two days of the meeting and arrange to circulate it among the students and teachers concerned. If there are some points in the minutes requiring action by the management, the same shall be brought to the notice of the Management by the Head of the Institution.

The functions of the class committee include:
· Solving problems experienced by students in the classroom and in the laboratories.
· Informing the student representatives, the academic schedule including the dates of assessments and the syllabus coverage for each assessment.
· Analyzing the performance of the students of the class after each test and finding the ways and means of solving problems.
· Identifying the slow-learners and requesting the teachers concerned to provide some additional help or guidance or coaching to such students.
· Informing the student representatives the details of Regulations regarding weightage used for each assessment. In the case of practical courses (laboratory / drawing / project work / seminar etc.) the breakup of marks for each experiment / exercise / module of work, should be clearly discussed in the class committee meeting and informed to the students.
During these meetings the student members representing the entire class, shall meaningfully interact and express the opinions and suggestions of the other students of the class in order to improve the effectiveness of the teaching-learning process. 

Course Committee for Common Courses
Each common theory course offered to more than one discipline or group, shall have a “Course Committee” comprising all the teachers teaching the common course with one of them nominated as the course coordinator. The nomination of the course coordinator shall be given by the Head of the Department / Head of the Institution depending upon whether all the teachers teaching the common course belong to a single department or to several departments. The ‘Course Committee’ shall meet to arrive at a common scheme of evaluation for the test and shall ensure a uniform evaluation of the tests. Wherever feasible, the Course Committee may also prepare a common question paper for the internal assessment tests.

End Semester Online Feedback 
End semester feedback is obtained from every student online at the end of the semester. The students’ feedback evaluation is done with the following parameters
1. Punctuality of faculty member
2. Has the faculty member covered entire syllabus as prescribed by college?
3. Has the faculty member convered relevant topics beyond syllabus
4. Technical content/course content delivered by faculty member
5. Communication skills of faculty member
6. Use of teaching aids/ICT tools
7. Encouragement by faculty member to students in learning recent trends
8. Guidance for the development of students skill through practical demonstration / Hands on training
9. Mentoring / Support given on students progress by faculty member
10. Readiness to offer help and advice to students

                    The final result for online feedback is generated based on the following scale:

	Consolidated Score
	Grading

	9.0 and above
	Excellent

	7.5 and above and below 9.0
	Very Good

	6.0 and above and below  7.5
	Good

	5.5 and above and below 6.0
	Satisfactory

	Below 5.5
	Poor



Based on the feedback and the online scores the following actions are taken by the HoD / Director / Head of the Institution
· Faculty members who got excellent feedback (above 9 points) are identified and a letter of appreciation is given by the Head of the Institution.
· Lecture classes are monitored by senior Professors and the HoD of the Department. They give constructive comments to improve the quality of the teaching- learning process. 
· Counseling by the respective HoD for those faculty members who have secured low scores and negative comments in the feedback. This motivates them to improve their skills and abilities. 
· Training / orientation programmes are conducted by professional experts to master the skills of the faculty members in the nuances of teaching, thus improving the efficiency of teaching-learning process. 

                















image4.jpeg
W N i
i R A

W W
W W





image5.png
Seminar presentation

Role Play

Symposium Participation
Professional Bodies events

Google Classroom

Peer assisted learning Assignments

Experiential Learning

Industrial Visits
‘Workshops
Training Programs
Internships

Lab work

Studio work
NPTEL video
Material Museum
Model Making

Self Directed Learning

Value Added Courses
Open Competition
‘Web References

Problem Based
Learning

Project work & Documentation
Case Studies

Hackathon

Tutorials





image6.png




image7.png
B
E=3

‘: =





image8.png
Applying the facts, rules,
concepts, and ideas

Understanding what - Apply

\_——'/.
the facts mean

Recognizing and
recalling facts

Understand




image9.png
Bloom's
Taxonomy




image10.png
Experiential Problem Based Participative Activity Based
arning Learning Learnil Learning

Lab Practice

Case Study Role Play

Group Discussion

Project /

Mini Project Industrial Project

Brainstorming. Puzzle / Quiz

In-Plant Training Tutorial Think-Pair-Share

Flipped Classroom

Justa Miniute /

Internship Seminar

Coding Contest

Club Activities

Organise Seminars
&Workshops

Industrial Visit Hackathon Random Pick





image1.png
MEENAKS|





image2.png




image3.png




