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 ORGANIZATION CHART FOR THE DEPARTMENTS 

Under the guidance of Chairman, the Principal  issue necessary guidelines to the Head of Departments.

General Administration:

The Administrative Officer looks after the administration of office and the Personal Assistant to Principal makes correspondence to AICTE, AU and other agencies in consultation with the Principal. Adminstrative Staff carry out the task assigned to them and maintain records and renders necessary assistance to the Principal  in the day-to-day affairs .  

Maintenance staff attend the day-to-day works assigned to them and maintain cleanliness.

Teaching Learning  Process       

The teaching process is well defined with the following processes.

 Syllabus

The syllabus given by the Anna University is approved by the Principal/ HOD. The copy is given to the faculty members for further preparations. A copy of the syllabus is made available to the students in the beginning of the semester. The time frame for each unit under every course is indicated in the Syllabus. Recommended textbooks along with reference books are also indicated in the Syllabus.

Subject Allocation

The subject preference from individual faculty members is received as per their interest. Then it is discussed in the Department meeting along with the Head of the department.  Subject is allocated by considering 

· The interest of the faculty to handle the subject 

· The result produced by the faculty in the previous year 

· Specialization in a particular field so that the faculty  can handle the subject effectively. 

· Junior Faculty member is given preference 

After subject allocation, the HOD, co-ordinator & the Principal, approves it.

Course Delivery Record

Course Delivery Record is maintained in all Departments and it is updated properly with the approval of HODs.

Lecture Schedule

The Lecture schedule is designed by the faculty and approved by the HOD. This is distributed to every student for every subject in the particular semester. This Lecture schedule will have details about the topic and the tentative number of hours it will consume and the books to be referred. This will give a clear idea about the delivery of the lecture, enabling the student to prepare in advance. 

 Course File

Each faculty member will prepare & maintain a course file for each subject to be handled by him / her at the beginning of the semester. The contents of the course file are

· Approved syllabus for the subject 

· Time Table

· Approved Lecture Schedule

· Approved list of students of the class 

· Subject Notes

· Library Books availability to be checked before giving the Lecture Schedule

· Tutorial / Assignment for each unit

Tutorial 
: 15 – 25  Two  Mark Questions

Assignment 
:  8 – 15 Problems / Big Questions 

· OHP Slides if necessary

· Floppies  / CD’s if necessary

· Counselling details for the weaker students

· Students performance in class test / Internal Assessment test & Model Exam Test

· Details of Visiting Faculty if necessary

· Internal Test Question Paper

· University Question Paper

The course file along with attendance and progress register will be submitted to the Head of the Department at regular intervals say first week of every month – for his review and approval. The attendance and progress register will be submitted to the Principal for his review and approval.  At the end of the semester this course file will be kept as reference in the Department library. If the same faculty is going to handle the course, then he / she make necessary improvements in his / her course file.  A new faculty handling a course makes use of this course file as a reference & design the strategy of teaching. Course file is the property of the Department & Faculty members are responsible for it. 

Evaluation of staff by students

Students are given an opportunity to evaluate the staff with regard to teaching traits, attitude of staff, syllabus and course coverage. This is obtained at the end of each semester and necessary corrective actions are initiated by the HOD/Principal. All the students are allowed to evaluate their faculty members in a prescribed form on a grade scale ranging from 1 to 5. The feedback from the students is analyzed by the HOD and necessary corrective action is initiated in consultation with the Principal. This feedback is strictly used only to improve the quality of the system.

Guest Lectures & Feedback by students on Guest Lectures

Invite people form relevant industries and other higher technological institutions like IIT, IISc. Feedback obtained from students regarding the lecture delivered by experts helps the college in arranging lectures to meet the needs of the customers.

Conducting National Level Symposium

All the departments shall organize National level Symposium every year, in which student from other colleges participated and present papers.

Course Delivery Record

Course Delivery Record is maintained in all Departments and it is updated properly with the approval of HODs.

Suggestion scheme

A suggestion scheme has been introduced and the students and staff members can register their suggestion. Suggestion box is kept in a prominent place near the entrance of main building. The suggestion box is opened every month and all the suggestions are entered in a register. The Principal evaluates the suggestions and initiates action. If any action is beyond the authority of the Principal, then it is sent to the Chairman for his advice. Actions taken on the suggestions are intimated to the staff/students through the notice board .
Nature and Extent of Involvement of Faculty  and students in  academic affairs /improvements

The Faculty  members are sent for training whenever a suitable opportunity arises for training. The training may include workshops, seminars and short-term courses and QIP programmes. ISTE regularly conducts Winter School, Summer School, and Refresher Courses for teaching staff and the Institute encourages the Faculty to attend such courses. In-house training is also organized and conducted. The Faculty are made to understand the importance of training, which should result in achievement of the quality objective.

       Incentive and awards are instituted for achieving academic excellence by faculty and students.

            In addition to the normal learning process, students get exposure in the practical world through industrial  visits, guest lectures, etc.

 Current concepts and practices are introduced to students by way of value added courses.

   Professional communication courses are conducted regularly to improve the communication skill.

  Weak students are identified and suitable action to improve their performance is taken periodically.

  Special coaching classes and re-tests are conducted to weak students.

   Misbehaved students are identified and counseled.

    Staff Members  who have taken  placement training in INFOSYS, give training to staff and students due to which  remarkable achievements  in Placement of many                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                   students  in MNCs.  Programmes.
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