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POLICY FOR MONITORING ACADEMICS 

 

 Principal/HODs will take daily rounds for monitoring lectures. 

 Random observations of on-going classes, monitor quality and suggest 

improvements if needed. 

 Responsibilities of the HODs 

 Update the department profiles (enrolment analysis, highlights). 

 Prepare departmental annual plans in consultation with faculties of the 

department. 

- Academic plan 

- Co curricular plan  

 Monitor punctuality and quality of lectures of faculties of the department. 

 Monitor mentoring / career counselling / Learner- Remedial, Learner -Advanced  

classes. 

 Monitor record keeping of faculties: 

- Teacher's diary  

- Attendance registers 

- Class Activity Reports 

 Conduct of departmental meetings. 

 Delegate the analysis of university results to faculties and discuss the results. 

 Maintain discipline amongst faculty and students.  
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ACADEMIC MONITORING POLICY FOR STUDENTS 
 

 Reference books should be referred as prescribed by the university. 

 Book bank books as well as books of the Knowledge resource centre should be 

handled with care. 

 NPTEL modules, SWAYAM courses should be a part of the learning process  

 All lectures and laboratory schedules should be strictly followed along with 

active participation. 

 Punctuality and preparedness for lectures is expected out of every student. 

 Refer study material, videos uploaded on College learning management system. 

 Perform experiments with care and complete record books on time which will be 

duly corrected by faculty in charge of practicals. 

 Submit assignments, tutorials, college magazine articles, departmental wall 

magazine write-ups, as and when asked for by the departments or college 

committees. 

 For competitive learning join the dedicated college group, attend the additional 

classes arranged by departments and visit the competitive learning library. 

 As per Dr. BAMU guidelines,75% attendance of students is compulsory. 

 Permission from faculty for leave is compulsory for all students. 

 Maintain discipline in the institution and campus. 

 Carry your ID card at all times and produce it if asked for by the discipline 

committee. 

 Use lab coats, wear gloves, glasses for wet lab procedures and handling of 

hazardous chemicals. 

 No mobile in class hours and restricted usage in campus - 
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ACADEMIC MONITORING POLICY FOR TIME TABLE PREPARATION 

 

 After admissions are completed, course list are prepared by the college office.  

 Meeting will be scheduled by the IQAC Coordinator for the “Academic 

committee - sub committee college calendar and time table” who will finalise 

the time tables under the guidance of the  Principal. 

 Timetable Committee will work out the maximum utilization of the 

infrastructure and keep the time table compact. 

 The Time table committee will prepare the following : 

- Lecture time table 

- Practical time table  

- LR and LA time table   

- SEC time table  

 Time tables after due signatures are displayed on college notice boards. 

 Department HODs after receiving the master time table will distribute work load 

and asks the faculties to prepare personal time table which will be submitted to 

the Principal„s office. 

 Time table will be displayed on departmental notice boards also. 

 All the available classes will be fully utilized for the purpose of teaching and 

learning. 

 

 

 



Maulana Azad College of Arts, Science and Commerce, 

Rouza Bagh, A’bad 

Monitoring of academic activities through HODS (Twice a year) 

YEAR:________________ 

NAME OF THE FACULTY:______________________ 

PAPERS TAUGHT:___________________________________ 

DEPARTMENT:______________________________________ 

 

Sr.No

. 
Check List for 

Departments 

SUBMITTE

D 

NOT 

SUBMITTE

D 

NOT 

APPLICABL

E 

REMARK

S 

1 LLE and conceptual 

teaching records 

    

2 CIE, major tests 

records   

    

3 Advances in 

respective fields of 

study"  (5 hrs module) 

    

4 Portion completion 

records   

    

5 Notes, NPTEL 

modules, MOOC 

floated 

    

6 Updated Question 

banks 

    

7 Model answer papers , 

scheme of marking  

    

8 Higher order test 

series /addressing 

advanced learners 

(LA) 

    

9 LR (methods 

followed) 

    



10 LMS             (specify 

with link) 

    

11 Result analysis       

12 Study tours arranged      

13 Contribution to 

departmental annual 

plans  

    

14 Preparing activity 

reports 

    

15  Arranging Alumni 

interactions 

    

16 Teaching plans 

(uploaded on LMS) 

    

17 Teaching diaries and 

attendance registers   

    

18 Mentee- mentor 

records 

    

19 Signed self-appraisal/ 

annual appraisals in 

hardcopies. 

(submission to  IQAC) 

    

20 List of seminars, 

workshops, 

conferences attended 

by faculty 

    

21 List of ICT tools  used     

22 List of ppts     

23 List of YouTube 

videos 

    

24 Online lectures 

conducted( on Google 

Meet, zoom etc.) 

    

25  PO, CO submissions     

26 CO mapping     

27  Certificate/ value 

added / bridge courses 

conducted by the 

faculty 

    

28 Field training /     



internship records. 

29 Quiz questions and 

analysis 

    

30 Compendium of 

departmental activities   

    

 Updated Bio data     

31 Involvement in Dept 

magazine/ wall 

papers/ student clubs 

    

32 Preparations of SOP 

and manuals of 

instruments   

    

33 Personal time table     

34 Conference/ Seminars 

/ Workshops  

    

35 Faculty personal file     

36 42. Research papers, 

books, book chapters 

compiled - at a glance. 

    

37 HODs  

Departmental meeting 

records with notices 

and ATR 

    

38 HODs 

Physical verification 

of laboratory 

instruments/chemicals  

    

39 HODs 

Purchases/maintenanc

e /repairs  

    

 

Signature of the faculty______________________________________ 

Signature of the HOD:______________________________________ 


