Proceedings of the Commissioner, Collegiate Education
Andhra Pradesh :: Vijavawada

Present : Dr. Pola Bhaskar, IAS

K. No. 003 Academie Cell/ AC-10072022 Date : iy 22

Sub: Collegiate Education <Implementation of Continuous Internal  Assessment (CIA) -
Standard Operating Procedure (SOP) 1o be followed by all collepes - Reg

Ref:l. Outcome of the workshop held on Implementation of Continuous Internal Assessment
(CIA) and Evaluation in Governmeni Degree Colleges ai SRRECVR Governmen
College (A), Vijuyvawada on 30.12.2021

LT

In general sense both Assessmemt and Evaluation are considered synomvmous. Hut
actually, both have different meanings. Assessment i the lfeedback from student 1o
teacher and Evaluation is feedback from tencher to stodent. 1 involves the wse of
empiricil data on student learning (o reline progrums and improve student leaming. 11's a
judgment on student’s performance. which includes both tungible and intangible aspects.
Assessment 15 the use of empirical data on student leaming o refine programs and improve
teaching and student learning. As learning sivles difTers from student 1o student, the teacher
needs 10 be more cautious while nssessing the students.

“eed for the Assessmont:

Conlinuous Assessment is a critical siep in the leaming process. It deiermines whether
learning objectives of the course/programme have been met. A leaming objective is the
expectation abouwt what students should know or be shle o do by the time o leson s
completed. Assessment affects many facets of education, including student  prodes
placement, and advancement a5 well as curmiculum, instructional needs, and funding. The
following points highlight the significance of assessment in the leaming process.

»  Capturing student’s time and attention

» Cienerating approprinte student leaming activity

» Providing imely feedback which students pay attention to

r  Helping students to internalize the disciplines standards and notion of equality,

» Cienerating marks or grades which distinguish between siudents or enable
paras (il decisions 1o be made.

» Providing evidence for others outside the course to enable 1o judge the
appropristeness of standards of the course.



Types of Assessment:

In the past only observation by the teacher was the main mode of assessment. In the
process of development of the system and skills, there occurred various types of sssessment.
Rroadly they can be ¢lassified as *‘Formative Assessment” and “Summative Assessmeni .
Formative Assessment:

Formative assessment is continuous and is conducted during the teaching-

learning process using a varlety of tools and strategies. The purpose of formative
assessment is (o monitor student learning and provide feedback during the teaching

learning process. Here, the main role will be plaved by a teacher or a group of people
through variows transparent methods. The responsibifity of evaluating the internul assessmien
is vested on the teacher's who teach/es the course. Assessment will be conducted through the
lollomving strutegies:

« Observation during closs

o [asks set for home learming
o [Projecis/presentations

»  Upen-ended tasks

» Performance lasks

The subject teacher prepares these nssessments. Furthermaone, it s continuouws and does
ned replace exams. It is a suitnble evalmation technique and tool. Also, they carry a fixed
partion of marks for the assessment. Most noteworthy, it gives feedback 1o teachers 4o that
they can improve their teaching. On the other hand, it gives students a chance w0 improve
their external asscssment grade by secing internal gssessment resulis, So, tha student can
mprove therr lenrming. For this, the imternal grade aowarded 1o the students in each course in a
semester shall be published on the notice board at least one week before the commencemeni
of end semester examination.

summualive Assessmeni:

The goal of summative assessment is (o evalwate stadent fewrming at the end of an
instructional unit by comparing it sgainst some standard or benchmark. There will be
University Examinstions al the end of each semester [or both Theory and Practical sessions.
Semester End Examinations for all theory papers shall be got set/prepared by the Controller
of Examinations as per existing norms and evaluation of all theory papers shall be
set/prepaned by the Controller of Examinations us per existing norms.

Existing system of Assessment in Govi. Degree Colleges: In the light of above discussion.
it 15 observied that the summative assessment in Gove, Degree Colleges in Andhry Pradesh is
found in Semester-end for 73/100 marks for each course. But in the case of formative
assessment. il has been found that there are a number of differences/deviations in



autonomous and nor-autonomous colleges due to differences from University to University
in awarding Internal marks to the students, The following tables show the existing system of
awarding internal marks in colleges under various university jurisdiction,
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e 1t is observed that, the CIA Pattern is followed in all Autonomous and Non- Autanomecs
Covernment Degree Colleges which are affiliated o 11 Universities in the State with the
pass mark being 8 out of 25 and 27 out of 75.

e [In sutonomous colleges, the intermal marks are being awarded in the range of 30 w0 S0
marks,

e In case of non-autonomous colleges it is differed from University to University, however,
miost of the Universities have opted for 75+25 External and Internad svstem respectively.,

* In 09 Swe Universities, the colleges are following 75425 patterm and 02 Cluster
Universities adopted 70430 pattern. But, the procedure of awarding internal marks dilTors
from Liniversity to University and College o College, with huge deviathons in awanding
eriieria withoul any commonality.

INTERNAL ASSESSMENT IN AUTONOMOE S COLLEGES
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In order to understand different criteria adopted by différent Colleges, 2 One day
workshop was conducted with RIDCESs, Principals (39 in number) and Subject Experts (40 i
number) to invite ideas from the Principals and Subject experts with an aim o formulae
uniformity in the assessment procedures in all the Government Degree Colleges in the Stae
of Andhra Pradesh.

The Commissioner, Collegiote Fducation invited the Principals ond Subject Fxperns

o present their existing awarding criteria in the workshop and after the submission of

Principals and Subject Expens, the CCE made the following remarks by sugpesting o
common paltern of Intermal and Fxdernal exams that needed 10 be followed in bl
Avtonomeus and nen-Autonomous colleges in the Sute of AP in 4 uniform manner. The
following Stundard Operuting Procedure (SOP) for Continuous Internal  Assessment s

I The following citations should be kept in view by all the faculty members with regand 10
Tenching, Leamning and Evalustion.

“When leaming and teaching continuously improves everything improves
Quality is never an sccident. It is always the result of intelligent eilon.
lgnorance is bliss until it hits vou on the face. The real education is the one
that will set vou frec™ - Nelson Mandela

“The comect analogy for the mind is not vessel thot needs filling: but woud

that needs igniting™. === Plutarch




i

While measuring the qualitative aspect of higher education, it is essentinl for everyone
invalved in the dssessment process to understand the concepls clearly. Unless the comrec
interpretations and benchmarking are understood by everyone, there will be ambiguity in
Judgments.

In # changing context, the needs and aspirations of the students have to be met through the
curriculum ond curmicular transactions to enable them to play an effective role i the
emplovment sectors, The thrust of the education is shifting 1o emplovability based on the

changing philosophy from idealism (o pragmatism.

Ome of the key insights into the knowledge issue is that what you know is less important
than how vou know it and how vou apply it Tt boils down o the dillerence between two
types of thinking. Low level concrete thinking. concerns simple observations, lacts and
figures and is the foundation of the next level of thinking-high level abstroct thinking
concerns and relationships. Both kinds of thinking are necessary.

. Examination reforms has been a prominent theme in the deliberations. in connection with

higher educationalists apparently had lintle impoct: examinations are universally nssocinted
with anxiety and stress both for students and others, There are various malproctices tha
reduce the dependability and credibility of the examination system.

The scademic guality ol actual examination has long been a major complaint, The
methodology in the system is the roof cowse that needs 10 be mekled on priority hasis. The
sizable weight for intemal assessment is a major step. The main problem s the incomplete
development and aniculation of relevant and systematic schemes for internal assessment
designed o suil the needs of differemt subjects and levels of the students.

In this regard. (bculty members have not been offered sufficiem support through clearh
spelis out SOPs specific 1o their subjects and effective orientation through mamels or
workshops, The absence of clarity is leading students to perceive internol assessmiend

lacking objectivity and tmnsparency.

Benjamin Bloom, an educational Psychologist devised o pyramid mode! that represenis
different ways of learming which is known as “Blooms Taxonomy™ and 15 described below
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A leamer is expected to progress from the lowest level of the pyramid to the highest
Le. from the Lower Order Thinking Skills (LOTS) to the Higher Order Thinking
Skills (HOTS)

4, There is every need for a change in focus in the internal assessmient from gquestion
paiterns that require simple memory recall 10 a judicious mix of guestions which
ARSCAS,

Knowledge acquired

Standard application of knowledge

Application of knowledge in new situations

Critical evaluation of knowledge

Ability 1o synthesize knowledge drawn from different sources

L S T

100, Therefore, the internal assessment should be aimed towands ensuring the deseripions
of the abilitics and other qualities & course seeks 0 develop in studems. In other
wards, from inert product 1o processes and capacities that poant 1o contimued lenrming.

1. The major principle for improving the quality of internal nssessment 15 that p variety
of means of assessmem should be used 10 match many dimensions of learming
objectives. The use of many such devices is possible only in the eollege seiting ol
internal assessment handled directly by the individual faculty member,

|2, Under the above circamsiances, the ClA has been divided imo four categories of
invenlory tasks and activities as detailed below:

| Type of Assessment "‘m
(i) | Assignments 5 1
i ] ‘
play Quizzes/Presentations
(iii) | Cleaning. Greening and Atiendance | 5
(i) Eﬁ&iiiﬁﬂmﬁmlw e 0+ 15
TOTAL | S0 -

3. Assignments: A writing assignment encompasses any writing task o teacher asks of
students that involves more and more thought processes including  analysis,
cvaluntion,  interpretation,  narrotion,  symtheses,  reflection,  clurification
sEmmarization, creative expression and application or demonstration of knowbedge or
learning. Every faculty member should determine the purpose of the assignment. und
the levels of students and sccordingly assignments should be given. There should be



al least one assignment for each univmodule as and when the syllabus (unitmodule)
iy completed. The weightape of marks, assigned for the nasignments should be
wwarded after completion of all the assignments in respect of all the units'modules
and it should be finished before conduct of 11 Mid examination.

14. In class activities: labormory/manipulative skill which include os described below
for different subjects should be organized by every faculty member in respect ol the
subjects being taught by himher

1 Subject Suggested Activity/Activities for CIA
- Chemistry | Peer leaching. Student seminars, quiz. warkshests on |
Physics subjects,. KWL (Know, Want-to-know, and  Leamed)
I Mathematics Group work, Work sheets on subject. Industrial visin
Electromics Individual and Group Projects
Field visit, Studemt projects. Studemnt seminrs, [lw.r!
Zoalogy., Botany, | teaching, filling gaps, Maching., guiz. worksheets on
1 | Geology, Geogruphy, | subjects, KWL, Hvdroponic gardening. live projecis
Computer Science Vormi compost Preparation, growing Nursery  plamis,
Agquarium maintenance, Fish farming
Micro  Riology, Bio | Industrial visit, Lab visit, Student seminars, qm.-'_!
chemistry. Food & |worksheets on  subjectss. KWL  Stodemt  projects.
Nuirition, Home Hydroponic  gardening. live projects, Vermi compssi
1 | Science. Horticuliure, | Preparation, growing Nursery  plants,  Aguanum
Agriculture, -maintenance, Fish farming. Mushroom  Cultivation,
Aquaculture,  Home | ODrganic farming
Science
4 History, Archeology, | seminars, peer teaching, guie, worksheets on subjects
Political Science, | KWL, Field visits, Mock Parlioment, Web assignmenis
! Public Administration | | |
] Comprehension paragraphs, Book review, Think-pair-
s |1 shiare actions, Sthudenl seminars, peer Im:hiug.. i'EIIhlg
B gaps, quiz. worksheets on subjects, KWL, Group
Discussion, LSRW activities .
Industry visits and wurs, group discussion. group projects. |
& Commerce andd | Student seminars, one-word answers, Multiple  choice
Manpgement questions, peer leaching, [illing gaps, Malching, yuie
worksheets on subjects, KWL, Socio eqqnmit sUrveys

15, Students should be encournged o participate in Activities Tike Clean & Green of the
campus’in the community ete. Pucea record should be maintained showing the
suthenticity of the participation and accordingly marks should he awarded 1o ench
student. There should not be any malpractices in this regand. Attendance should also
be tnken into account for swarding total marks of 5. The oward of marks Tor 1his
should be completed before conduct of 11 Mid examinations.




16. Testing of knowledge subject-wise Mid Examinations is 3 very fmportant outcoms
of learning. with a weightage 1o the extent of T0% ol the total internal assessment.

17, Sugpested 10 conduct Mid 1 Examination through three kinds of questions:

» Firstly, One out of Three Fssay lype questions carying § marks should be

given.

# Sccond, five out of seven shorl answer questions should be set carrying
Sx2=10 marks with weightage and

# Third, wen objective type guestions should be framed carrying 10555 marks
with weightage comprising multiple choice answers, fill in the blank
questions, matching answers questions, comprehension elc.,

» The duration of examination is 1 Hour per paper for o tolal of 20 Muorks,

18. Mid 11 examination is 1o be conducted after the completion of syllabus choosing two
kinds ol question, as explained above for a total of 15 Marks.

19, Two mid-term examinations as explained above should be conducted. 1 Mid alter
completion of 30 % syllabus and 11 Mid afler completion of {otal Svllabus with 35
murks for Mid Exam (Mid -1 for 20 Marks and Mid-2 for 15 Marks).

For Assignment, Seminar'QuizField trip’ Project work and Clean, Cireen and

Attendunce etc., for the three components, the marks to be allotted once in o senwster
hefore conduct of 11 Mid Examinations.

The marks obtained by o student for 5O marks ( Total of two Mid exams for 35,
Assignments 5, Classroom Activities 5, Clean, Cireen and Atendance 5) is 1o be
sciled down to 25 and this should be remed as the CIA score of the student i tha
subject.

In case of Autonomous collepes whatever the weighinge of imternal assessmen
is fixed, it should be scaled down accordingly.

20, Blended mode of internal assessmient should be fallowed. At lesst ane-mid should be
conducted through online and records of every siudent should be documented fiw
reference.

21 All the stafl members should maintain records/registers propetly in the prescribed
format. The details of the marks secured by the student subject-wise and compuonent -
wise should be uploaded by each faculty member in the SEMS App (Studenis
Evaluation Management System ) on renl time basis without foil.



22, The Principals should see that, 04 types of records are 1o be maintained in the college
which are 1o be submitted during inspection,

(i) Stwdent-wise and Semester-wise CIA Record is w be maintnined by the
concerned [aculty member as per STUDENT EVALUATION REPOKRI
(Proforma Enclosed)

(i} Subject-wise and Semester-wise UIA Record B8 e be maintained by the
concerned In-charge ol the department of all the students ol the subpect oy per
STUDENT EVALUATION REPORT prepared by concerned [aculiy

(iti) Program-wise and Semester-wise consolidated Cl1A Records of all students of
the college are 1o be maintained by the Principal of the College/Examination
e, Similar Registers are to be maintained for Life Skills, Skill Development
Courses etc, ns  per STUDENT EVALUATION REMORI
(CONSOLIDATED) {Proforma Enclosed)

(iv) Scmester wise PROGRESS REPORT genermied through SEMS (Stodenis
Evaluation Management System) App

Sd'- Dr Pola Bhaskar ias
Commissioner of Collegiate Education

Copy to
. Copy 1o the RIDCES

2, Principals of all Governmient Degre Colleges.

Annesure

I. Student Evalustion Report - Faculty Wise.

2. Student Evaluation Report (Consolidated) - College Wise.
1. Soudent Progress Report

7 Attesied//

Pt

Academic Cnndance OMTicer
Commissioner of Colleginte Fducation
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PROCEEDINGS OF THE COMMISSIONER OF COLLEGIATE EDUCATION
AP:VIIAYAWADA
Present: Dr. Pola Bhaskar, IAS.

Re.No:0MAead. Cell '/AC-772022 Date: 03-02-2022.

Sub; Collegiate Education - Standard Operating Procedures (SOP) for
NAAC submission of AQAR/SSR Records - Instructions - Reg.

Rel: Review Meetings with Principals of GDCs,

aaw

The Natonal Educational Policy 2020 (NEP-2020) emphasizes the need and
importance of accreditation as 0 means 1o ensure quality education. In this regurd,
the NEP-2020 recommended mandatory accreditation of all Higher Educational
Institutions (HEIs) in a time bound manner. The Govi. of Andhra Pradesh is
committed 1o provide quality education 1o all the students of the state and ordered
for mandatory accreditation of all the HEIs offering conventional, technical and
professional programmes within three years vide G.0O. RT. No. 13, Higher
Education (LLE) depariment, Dated. 02-02-2021.

In this connection the Commissionerate of Collegiate Education, AP has
conducted several review meetings with the Principals, Internal Quality Assurance
Cell (IQAC) Coordinators, Criterion in-charges of certmin Government Degree
Colleges 10 review their preparedness for assessment and acoreditation by NAAC.

In the review meetings it is noticed that some Government Degree Colleges
are not maintaining the records in the required format of Revised Accreditation
Framework (RAF) as desired by NAAC, It is also noticed further that some
colleges have not even submitted AQARs even though the timelines for
submission have expired and, in some cases, AQARs are submitted with *Nil
reports and certain records are not available in the departments / college level
HOALS,

In view of the above, all the Principals, IQAC Coordinators, Criterion in-
charges / members and in-charges of departments are informed 1o mamtain all the
records pertaining to NAAC Assessment and Accreditation in the Revised
Accreditation Framework (RAF) method and follow the guidelines mentioned
below scrupulously at college level:

APCCE - NAAC

SOP for Maintaining NAAC Records in Government Degree Colleges (GICs)
in AP

|, Vision and Mission

e Each GIXC shall prepare their own Fision and Mission statements as
part of their action planning process for achieving the desired goals of
the institution. Similarly, IQAC and each department in the institution
shall also prepare their Objectives in line with institution’s Fision and
Misxien,

e The Vision statement envisages the long-term goals of the institurion,
It is the big picture of what the leadership wanis the Institution to look
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like in the future. Therefore, a vision statement does not change from
vear o year uniil the completion of a cycle. It should be
comprehensive and holistic and should be presented in a single
senlence.

e The Mission explains how the vision of the institution gets translated
through various strategic plans. The vision represents the big picture
and the mission represents the necessary work that should be taken up
stage — wise constructively,

¢ Both the *vision® and *mission’ explain the goals and objectives and
the steps planned for achieving the outcomes.

o Al the end of the cycle. the institution shall present the vision
schievement of the stated Fision before the NAAC,

2. 1QAC Committee

Since quality enhancement is a continuous process, as per the mandate of
NAAC, the Intemal Quality Assurance Cell (IQAC) shall be established to
achieve the goals of quality enhancement and sustenance, The primary task
of the 1QAC is to develop a system for conscious, consistent and catalvtic
improverment in the overall performance of the institution. The success of
IQAC depends upon the sense of personalization and participative attitude
along with committed hard work and team spirit of all the stakeholders.

Composition of the 1QAC Committee:
The composition of the IQAC should be constituted according o the
guidelines prescribed in the NAAC Manual.

3. Functions of IQAC
The 1QAC has to ensure outcome-oriented quality work is taken up by
different departments of the HEl and the siakeholders in tune with the
“Vision" and *Mission’. In order to do this, the IQAC will have to first
establish procedures and modalities to collect data and information on
various aspects of the functioning of the institution. The IQAC Coordinator
has a major role in implementing these functions. The IQAC may derive
support from the already existing units and mechanism that contribute to the

functions:

Some of the functions expected of the 1QAC are:

a) Development and application of quality benchmarks / parameters for
various academic and administrative activities of the institution

b) Creation of a learner-centric environment conducive to quality education
and faculty knowledge / skill promotion to adopt the required knowledge
and technology for participatory teaching and leaming process

¢) Arrangement for feedback from students, parents, alumni and other
stakeholders on quality-related institutional processes
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d) Dissemination of information on various guality parameters of higher
education

¢) Organization of inter and intra institutional workshops, seminars,
conferences and symposia on quality related themes and promotion of
quality circles;

[} Documentation of the various programmes / activities leading to quality
improvement as per SOP

g) Acting as the nodal agency of the Institution for planning, monitoring and
coordinating quality-related activities, including adoption and
dissemination of best practices

h) Development and maintenance of institutional database related to SSR /
AQAR through MIS for the purpose of maintaining and enhancing the
institutional quality

i) Development of Quality Culture in the institution

j) Guiding the institution and members for prepamtion and tmely
submission of the Annual Quality Assurance Report (AQAR) and
preparing the Institutional Information for Quality Assessment ([1QA)
and Self Study Report (SSR) for Assessment and Accreditation as per
guidelines and parameters of NAAC

4. Role of the Principal
¢ The Prncipal, being the head of the institution, must be innovative,
creative and logical in steering the institution.
@ He / She must thoroughly be well versed with the NAAC

methodology and should be able to assess the needs of the institution
properly and should conduct the SWOC analysis.

® The Principal should be a visionary, critical and independent in
thinking, collaborative in achicvement, and unbiased in judgement.

o The Principal should start the re-assessment plan by studying the
recommendations made by the previous Peer Team of NAAC.

The Principal should

¢ go through the quality documents (AQAR / 55R) along with the SOP
and discuss with the [IQAC Coordinator and Crilenon In-charges
before planning the course ol action

¢ appoint the Criterion in-charges to procure data related to varnous
qualitative and quantitative metnics of the Institution across five vears
for assessment

¢ appoint two additional coordinators (1. Academic and 2. Technical) to
coordinate with 1QAC coordinator for procuring the necessary data
for metrics and o upload the finalized data on the College/™NAAC
website from time to time

¢ should convene periodical meetings, know about the progression and
monitor the whole process to achieve the stipulated vision for each
cycle
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¢ should strategically plan events and activities for the growth and
development of the institution with a focus on the seven critena of

NAAC
& should include the IQAC Coordinator in all decision-making
meetings, namely Staff Council etc.

5. Haole of the IQAC Coordinator

e The role of the coordinator of the IQAC is crucial in ensuring the
effective functioning of all the departiments. The coordinator of the
IQAC may be a senior lecturér with a positive attitude, knowledgeable
and should possess expertise with a good track record in guality
aspects.

® [ is preferable that the coordinator must have sound technical
knowledge to document the information periodically, the Agenda,
Minutes and Action Taken Reports along with the reports of various
activities and maimtain them electronically in a retrievable format.

The following are the expected roles and responsibilities of the 1QAC

{ oordinator:

® To visualize and prepare a qualitative ‘vision’ and ‘mission’
slalemenls

¢ To plan, monitor and coordinate varous quality initiatives in the
institution

¢ o examine, guide and coordinate the documentation of the various
activities leading to guality improvement collected by the Criterion in-
charges with the help of Additional Coordinators

e To coordinate with critenon-wise in-charges, department in-charges
and staff members

e To guide and coordinate in the preparation of the Annual Quality
Assurunce Report (AQAR) to be submitted to NAAC based on the
quality parameters by conducting timely review meetings

® To coordinate the timely and efficient execution of the decisions of
the QAL committee.

e To visit NAAC website at frequent intervals and inform the Institution
about updates and deadlines from time to time

6, Role of the Additional Coordinators:

a. Additional Coordinator {Academic):

The Additional Coordinator {(Academic) will monitor the
gualitative metrics prepared by the Criterion In-charges and in
association with the IQAC Coordinator will finulize them for upload. The
Additional Coordinator (Academic) shall be a committed teacher with a

positive antitude for the development of the college.
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b. Additional Coordinator { Technical):

The Additional Coordinator (Technical) will monitor the
Quantitative Metrics collected by the Criterion In-charges and in
association with the IQAC Coordinator will finalize them for upload.

The Addirional Coordingtor (Technical) shall be a commitred
teacher with a good attitude and innovation and shall have practical
experience in using technology. and should preferably be a Computer

Science faculty.

The 1OAC Coordinator should finalise the metrics — both the
Quantitative and Qualitative metrics after discussion with the Additional
Coordinators and the Principal and after personal verification of the data.

7. IQAC meetings

o The IQAC should conduct meetings periodically to plan and monitor
the IQAC Calendar for the development of the Institution,

o The TQAC should fix targets, timelines and discuss various
assignments allotted to the Crterion In-charges.

o The meectings should review, monitor and replan activities for
achieving target-oriented activities.

5. IQAC Chamber and Facilities:
As the IQAC functions like the brain of the college, the following
facilitics must be provided by the Principal:
¢ The IQAC must be provided with a well-ventilated chamber larpe
enough 1o conduct review meetings.
¢ It should have an uninterrupted intermet facility with a good
bandwidth and a functional Computer system with best configurntion.
¢ A UPS must be provided for saving the data in times of power
interruption.
¢ A functional scanner and printer, stationery and closed almirahs must
be provided to store the data under lock and key.
¢ A data processing person/ attendant is to be provided to upload data /
collect data from the departments from time to time.,

4. Role of the Website In charge:

® The website in-charge of the college must be dynamic, creative and
innovative to present the institutional website in a constructive way
with all visual appeal and academic dynamics.

e He / She should be able 10 work in collaboration with the IQAC teams
and should incorporate all the required documents as required by
NAAC from time to time.

¢ He / She should see that a dedicated functional and dynamic website
Is maintained up to date with necessary space for uploading various
scanned documents for a complete cyvele - ie |, five vears,
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® A list of items that should be displayed on the website is enclosed as
an appendix. ( Website Checklist)

[0 Maintenance of Records at 1QAC

The following records/documents are to be maintained by the 1QAC
College establishment GOs / UGC and affilisting University docs
Land related documents

Peer Team recommendations

Accreditation certificates

Strategic Plan Deplovment Documents ( 2{0) and 12(b) status
documents / Autonomous status / RUSA, AISHE and NIRF submitted
data and certificates, etc.,)

Yeuar wise Stafl and Students” Data

College Acuvities Register

QAL Circular Book

IOAC Minutes Book and Action Taken Reports

CPDC Minutes copy

Staft Council /Academic Council Minutes Copy

Svllabus documents

Result Analysis Reports

Month wise Activity Reports

Criterin wise reports with evidences in the NAAC report format with
proofs

¢ Monthly Newsletters

| 1.Role of the RIDCE, 1D College Principal and Zonal Resource Persons
The RIDCE, in consultation with the ID College Principal, and the
appointed Zonal Resource Persons should monitor the status and progress of
the district colleges from time to time. They should prepare a calendar for
personal visits to guide the colleges from time to time either vinually or
personally and submit a report to the in-charge concerned at the Academic
Cell.

|2 Handing Over charge / records during transfers / retiremenis

e All the records maintained by the in-charges of various Departments,
IQAC Coordinator, additional coordinators and members (Regular,
Contract and Guest) shall be handed over to the new incumbent in the
event of transfer or retirement of the incumbent in order to maintain
continuity in the assessment and accreditntion process.

e The Principal of the college shall give the LPC / relieving order 1o the
incumbent only afler verifying the handing over of the charge and
records lists 1o the new incumbent personally.

e [n case the Principal gets transierred or retired from service, he /she
shall submit the AQARs of the previous years during which he/she
worked in the mstitution to the next pnncipal as Chairman of the
AL,
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13. Disciplinary action for dereliction of duty

Disciplinary action will be initioted and the incumbent shall be punishable for
dereliction of duty in nccordance with the procedure laid down in the Andhra
Pradesh Civil Services (CCA) Rules, 1991,1f

a. Any Principal, IQAC coordinator or Criterion In-charge submits the
AQAR with “Nil" reports despite availability of data or

b. does not submil the AQAR within the stipulated time or

¢. does not maintain the records as per the instructions given above

d. does not submit the records to the next In Charge in case of transfer or
superannuation

14. NAAC Mandate
o All Government Degree Colleges (GDCs) in the state shall be aceredited

by NAAC within the time frames and any negligenceflapses in
submission of AQAR/SSR will be viewed seriously and liable for
disciplinary action.

e The GDCs also shall examine the necessity for “Provisional
Accreditation of Colleges™ (PAC) as prescribed by the NAAC and may
opt for PAC only after obtaining the due permission from the CCE

All the Principals of GIXCs shall bestow their personal attention on the
above SOP and submit their action plans pertaining to NAAC assessment to
this office promptly.

For further information Dr.K.Vijaya Babu, Coordinator, APCCE -
NAAC can be contacted on mobile number 8801 823244,

Sd/- Dr.Pola Bhaskar, IAS
Commissioner
Collegiate Education,
Government of Andhra Pradesh

ok
AL T
NN
lor Commissioner
Academic Guidance Officer

To

All the Principals of Gove, Degree Colleges in the State

All the RIDCEs in the state

ANLID College Principals in the siate

Copy to the AGO, (Ve CCE for information and all the Academic cell members shnll monitor
the activity for stnct complinnce

Copy to the 1D, (Vo CCE

Copry 1o the DD, Vo CCE

Annexure
1. Website Checklist
2. RO Visit Sheet

3, Proceedings of the CCE appointing Lonal Kesource Persons
4. Format for Report Preparation
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WEBSITE CHECKLIST

1. Home

2. AboutUs
2.1. History
2.2. Vision and Mission
2.3. Principal Message
2.4, List of Principals
2.5. NAAC Certificate
2.6. AISHE Certificate
2.7. 150 Certificate
2.8. NIRF Rank details
2.9. University Affiliation Certificate
2.10. UGC 2(f) & 12 (b)
2.11. CPE and Autonomy Certificates (Wherever Applicable)
2.12. Location and Campus Layout
2.12.1. Bullding Layout/details
3. Administration
3.1. College Staff
3.1.1. Teaching Staff
3.1.2. Nen-Teaching Staff
3.1.3. Cadre Strength Details

3.2, Statutory Bodies
3.2.1. Organogram

3.2.2. Governing Body
3.2.3. Academic Council

2.2.4. Finanop
3.3. Staff Council
3.4. CPDC

35. College Committees

3.6. Monthly News Letter

3.7. Alumni Association Meeting Reports
3.8. Alumni Association Activities Reparts

4. Academics

4.1. Academic Council

4.2. Academic Calendar

4.3. Exam Calendars

4.4. Academic Audit Reports

4.5. Programmes Offered
4.5.1. UG Programmes
4.5.2. PG Programmes

4.6. Certificate Courses



4.7. Admissions Category-wise
4.8. Curricular Transaction Plan
4.8.1. Master Timetabile
4.8.2. Program-wise Timetable
4.8.3. Lecturer-wise Timetable
49. Outcomes
4.9.1. COs
4.9.2. POs
4.9.3. PS0s
4.9.4. Attainment of COs
4.10. LMS / e-tools designed by Staff

5. Departments
5.1 Department of
5.1.1. English (Eg)

5.1.1.1. Vision & Mission

5.1.1.2. Semester Wise Time Tables

5.1.1.3. Courses/Programmes

5.1.1.3.1. Sem wise Syllabus

5.1.1.4, Strengths and Achievements of Department

5.1.1.5. Staff Details | CVs to be enclosed)

5.1.1.6. Student Admissions | Prog / Course wise)

5.1.1.7. Results

5.1.1.8. Publications, Patents & Awards

5.1.1.9. Dept meeting Minutes [ Year wise)

5.1.1.10. Best Practices

2.1.1.11. Continuous Internal Assessment Up to date Format
{ Course wise)

5.1.1.12. Student’s Progression to Higher Education (with
proofs)

5.1.1.13. Student’s Progression to Employment (with proofs)

6. Reports of Various Institutional and Departmental Activities
6.1 Reports related to Dept. activities (Seminars / Guest
Lectures/ Workshops, Extension Activities etc.,)

7. Research

7.1. Collaborations

7.2. Research Achievements

7.3. Research Publications

7.4. MOUs [ Links

7.5. Field Trips/Study Tours

7.6. Student Study / Field Projects

7.7. MRP

7.8. Incubation Centre Activities

2



8. Infrastructure (with Measurements and available facilities)
B.1. Class Rooms
B.2. Labs

8.3. Maintenance of Infrastructure
8.4. Virtual Class Rooms

B8.5. Digital Class Rooms

8.6. 5kill Development Centre
3.7. Library

B.7.1. e-Resources
9. Student Support (Brief Description, details, Calendar of Activities

and Reports in NAAC format)

9.1. IKC
9.2. NSS
9.3. NCC
9.4. WEC

9.5. Health Center

9.6. GYM and 5ports Center
9.7. RRC

9.8. DRC

9.9. Anti-Ragging

9.10. Cultural Club

9.11. Career Guidance Cell
9.12. MANATV

9.13. Grievance Reddrezzal Cell

9.14. Consumer Club
9.15. Scholarship

10. IQAC

10.1. About IQAC - Committee and Criterion In charge details
10.2. 1QAC Structure

10.3. VISION, MISSION and Core Values

10.4. AQARS

10.5. Accreditation Details

10.6. I0AC Meetings / Resolutions / Action taken Reports
10.7. Critenon wise data

11. Best Practices
11.1. Gender Sensitivity
11.2. Waste Management
11.3. Rain Water Harvesting
11.4. Green Practices

11.5. Differently-abled Friendliness
11.6. Code of Conduct Handbook

11.7. Best Practices of the Institution in NAAC format
11.8. National Symbaols



11.9. Fundamental Rights & Fundamental Duties
11.10.Professional Code of Govt of APEUGC
11.11.0ther Practices
12. Examination Cell
12.1. About Examination Cell
12.2. Programmes Offered
12.3. Notifications
12.4. Examinations Time Tables
12.5, Previous Question Papers
12.6. Results
12.6.1. Result Analysis
12.7. Evaluation Procedures and Reforms
12.8. Grievances Addressed

12.9, Circulars
13. RTI
14. Gallery

15. Contact Us



Name of the College

RJDCE VISIT SHEET

Name of the Principal
|Name of the IQAC

|Date of Expiry of Previous
{Cycle

Grade in the Previous Cycle

| B (W k]

' 6 |Status of AQARs
a. Submitted till 2020 - 21

b. Pending Number of AQARs

Documentation Details:

|Available

Remarks by RJDCE

|a. POS/PSOs/COs

b. College Activity Register

¢. Report of Activities as per
NAALC format

SSR Draft Copy Preparation
with Proofs

|Proposed Date of lIQA

Departmental Records

|a. Dept.Activity Registers

|b. Departmental Minutes

Available

|c, CPDC Register and Staff

Council Minutes

d. Library Automation Status

1

a. Infraatru::t_L_:rql Details Ht_am::r:l |

Alumni Engagement
a. Registration Number of
Alumni Association

b. Meeting Minutes register
¢. Donations by Alumni.

Result Analysis for 5

Student Activity Register

Student Support and
Progression

a Highar Education

15

b. Employability
Best Practices

| 16

Web site Functionality

17

Monthly News Letter

18
19

ICAC MINUTES BOOK
IQAC - ACTION TAKEN
REPORTS

20

Student Feedback Status

21

a. collected, analysed and displayed
lon websile

22

555 Is conducted every

cEemester

23

Principal's Monitoring is

average / good / satisfactory

Nate of Vieit

1|
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Procecdings of the Commissionar, Collegiale Education
Andhra Pradesh: Viayswada
Present: Dr.Pols Bhasker, |AS,,

Proc MNe: 001/ CCE = NAACY Acad. Cell | AC - T/ 2022 Date: 07.02.2022

Suly: Monirering and Guilding Callegas for Assessmanl and Accraditation by NAAC -
Nominafion of Resowrce Persons for Consuifancy - Reg.

With a view 10 sirengthen the qualy of Government Colleges in the siale. the
Acadesmoc Cell of APCCE has baen mondonng the quabiative and guaniitative aspects
of GDCs on the saven paramaters of NAAC,

NAAC asks the Higher Educalion Institutions to submit QA (Institutional
informatan for Cualtatve Assessment) in two windows thal open in March and
December respactvely. These colleges aisc have o submit Annual Quality
Assurance Report (AQAR) online as prescribed by NAAC, which qualifies the colleges
ko submad the Self-Study Report (SSR) after every five years.

As tha new mathodology s complax and requines guidance far comprehension of
different meétncs, along with monitaring and guidance from Acadamic Cell, the following
Principals | Senior lecturers are nominated lo guide and support the IQACS of the
colleges. Tha Princpals of NAAC gong colleges are insfructed 1o seek help / gudance
from the undar mentioned Resource Persons on phona dunng their free time:

S0 Mame of Resource Person Phone Number

1. Dr P Amil Kumar, Principsl, MR 441257827
Zone 1 Codlege, Vizianagaram

2. Dr. 5. Sobha Rani, Prncipal 8912541156

1. Dr. MR Cowtham , Lecturer G4416 52840
Zone 3 GDC(A), Rajahmundry

2 Dr A Annapurna , Lecturer, 89787 17858

__ GOLIA) . T

1. Dr. M. Ravi Kumar, Principal. 84402 21228
Zone 3 TRR GDC, Kandukur

1. Dr. K Padmaga . Lecturer,

I Dr. Jithendra Lechwer, Guninkal 84408 73638
Zona 4 2. Dr. Fareeda Bogum, Lechurer,

KVR GDCW), Kurnool ‘ BA632 BTOT2

The RIDCEs am also instructed 1o monitor the NAAC going colleges from time to
lsmé and submad the Visit Report io the office of the CCE
For any other information, Dr. K. V$aya Babu , Coordinator, APCCE -~ NAAC can
be comacted on mobie BB01823244
Sdi- Or. Pola Bhaskar, IAS.,
Commissioner of Coliegiate Education

if Attested i 1
AN
Acadomic Guidance Oficer



Format for Report Preparation

1. Minutes of the Meeling related to the activity underlining the
Objective

2. Circular
3. Brochure with all details
4. Detailed Report on the activity focusing on
a. OBJECTIVE
b. PROCEDURE
c. SUMMARY OF THE EVENT
d. FEEDBACK FROM PARTICIPANTS
e. ATTENDANCE SHEET WITH SIGNATURES
f. GEO-TAGGED PHOTOS OF THE EVENT
g. SCANNED COPIES OF THE CERTIFICATES ISSUED



PFROMEEMNGS OF THE COMMISSIONER OF COLLEGIATF EIMNUCATHON
APVEIAYAWADA
Present: Sri Pola Bhaskar, [AS,

ReNo:d /A cad.Cell-Pallcles/ AC-6/2022 Date: 17-05-2022

Sub: Commissionerate of Colleginte Education — Code of Professional Fthics,
Rirles and Responsibilities of Principals, Lecturers, Physical Directors, and
College Librarians working in Government Degree Colleges ~ Standard
Operating Procedure (SOP) o be followed- reg.

Rel: 1.0G.0 Ms.No. 14, Higher Education (L.E) Department dt.13-02-2019,
2. HandBook for College Principal, Commissionerate of Collegiate
FEducation, dated: Nil.
3AP.Civil Service (conduct) rules of 1964 issued in G.OMs No 468
(A (ser .C.) dept doted 17-04-1964.

I
The Government of Andhra Pradesh s committed to maintain standards in Higher
Education and preseribed the Code of Professional Ethics for College Teachers,
Principals. Physical [Directors and College Librariang vide relnol cied, which
emphasizes that whoever adopts teaching as a profession assumes the obligation to
conduet himsell / hersell in aceordance with the ideal of the profession. A teacher is
comstantly under the scrutiny of his students and the society ot large. Therefore, every
teacher should see that there is no incompatibility between his precepts and practice. The
national ideals of education which have already been set forth and which he'she should
seck 1o inculeate among students must be his‘her own ideals. The profession further
requires that the weacher should be calm, patient and communicative by tempernment and

amiable in disposition,

Fducational institution is o place where the future of the students is shaped and thereby the
destiny of the nation is corved. Hence it has a special place in the society and needs special
code of conduct. National Education Palicy (NEP) 2020 states that in order to ensure posilive
learning environments, the role expectations ol Principals and teachers will explicitly include
developing a caring and inclusive culture ot their mstitutions for effective leaming and the
benefit of all stnkeholders.

Along with general conduct rules prescribed by the Government and UGC, the Principals,
Lecturers. Physical Directors, and College Librarians working in Govermment Degree
Colleges shall follow the code of conduct and perform the following duties and
responsibilities.

I. General: (AP Civil Services Conduct Rules)

The employees working in the department of Collegiaie Education are governed by
AP Civil Service (conduct) rules of 1964 issued in G.OMs.No 468 G.A (ser .C.) dept
dated 17-04-1964,



The saliemt Testures of the conduct rules are:

I. Every Govi. employee shall be devoted to hisher duty and shall maintain
absolute integrity. discipline, impartiality and sense of propricty. He/ she shall not
join any organization or association, the objects of which are prejudicial to the
state,

B

The Govi. emplovees shall nol participate in any sirike or similar activity and
shall not participate in any demonstration, which is against the interest ol the
stale.

3. The Gowvi. emplovees or hisher family members shall not accept gifts of any sort
from any body.

4. The Govi. cmplovees shall not raise subscripion or any other pecuniary
assistance in pursuance of any objective what so ever.

5. The Govi, employees or hisher family members shall not lend or borrow or
deposit money or lend money Lo any person on interest,

6. The Govl employees or histher family members shall not acquire or dispose
movable or immovable property exceeding the monctary limits prescribed by the
Crovi excepl alter previous intimation o the govt.

7. The Govl employees shall not engage directly or indirectly in anv trade or
business,

§. The Govi. emplovees shall nol promole or manage companies in private capacity.

9. The Govt, emplovees shall not, except with previous sanction of Govt. negotiate
or undertake any employment or work other than that of his olficial duties,

10 Mo Govil. employee who has a wile hiving shall contract another marriage withoul
obtaining permission ol the Govt. No lemale Gove emplovees shall marry any
person who has o wife living without obtaining the permission from the Gove.

1. No Gov. emplovees shall. while on duty, be under the influence of liquor or
drugs, which render hum incapable of discharging his'her duty. No emplovee shall
appear in a public place in a stale of intoxication,

2. Ko Gove emplovees shall enticize the policy and action of the Govl, or any other
State Govi. or central Gowt,

13. No Govt. employees shall participate in politics or elections.

Any violation of conduct Rules attracts the provision of APCS (CCA) Rules, 1991 for
initiation of disciplinary sction against such emplovee,

1. Code of Conduct for the College Principal:

A College Principal is the hub around which the entire activity of the nstitution
revolves, The motive forees of activities in a College campus apparently are students,



scademicians and non-teaching stall” members. The Intent forces, which work on the
Principal, not felt by other, are the University, the Government and the Public at large.
The Principals of the past also had to fsce several challenges posed by their own times.
But the challenges laced by the present day Principals are far greater in their magnitude
arkd complexity.

In day to day functioning, a Principal is expected o find solutions o many a tricky
situations, He/she is cast in a multipurpose role. As a teacher, as an administrutor, he/she
15 expected o project & good image of hisher College. By hisher conduct and
behaviour, a principal is expected to be an example 10 others and provides inspiring
leadership.

He'she is accountable 1o the CCE, the University, the Governmeni, the Parenis, and the
Public and also no less 1o faculty and students. A Principal is expecied o be endowed
with such attributes as tact, patience, understanding and be ot the same time able (o
maintain strict discipline in the campus.

Principal should:

(a) Provide inspirational and motivational value-hased academic and exccutive
lendership to the college through policy formation, operational management,
optimization of human resources and concem for environment and sustainability;

(b) Conduct himsellhersell with transparency, faimess. honesty. highest degree of
cthics and decision making that is in the best interest ol the college;

(¢) Act ns steward of the College’s nssets in managing the resources responsibility,
optimally, elTectively and efficiently for providing a conducive working and
leaming envimnment;

{d) Promote the collaborative, shared and consultative work culture in the college,
paving way for innovative thinking and ideas;

(e) Endeavour 1o promote a work culture and ethics that brings about guality,
professionalism, satisfaction and service to the nation and society,

(N Adhere to a responsible pattern of conduct and demeanor expected of them by the
COMIMunity;

(g) Manage their private affairs in o manner consistent with the dignity of the
profession;

(h) Discourage and not indulge in plagiarism and other pon ethical behaviour in
teaching and research;

(1) Participate in extension, co-curricular and extra-curmicular activities, including the

COMMuRnIty service.



(i) Refrain from allowing considerations of caste, creed, religion, race, gender or sex
in their professional endeavour.

(k) Conduct himselhersell in such a way that both the staff and the students look
uplo him/her for guidance

(1) Be impartial, sccular. dignified and punctual in dischorging his duties.

(m) Be present in the college at least half~an-hour before the commencement of the
college timings and leave the college after the day's work is over.,

(n) Be a pace setter in dress, demeanor, attendance, punctuality ete.

(0] Handle the minimum number ol classes prescribed in the rules and should
endeavor to be an example as the first teacher in the college.

(p) The Principal should be in constant touch with siudents and residents
of the hostel (wherever hostel s attached) which will greatly solve the
problem of indiscipline and discontent in the college and on the campus.

(q) The Principal should be a troe academic and administrative leader
and assume Tull responsibility Tor discipling in the college.

(ry The Principal should exhibit qualities of c¢ffective leadership in all

academic and administrative activities of the college.

lIL Duties and Responsibilities of the College Principal:

(0} As an administrator, he/she is supposed to administer the College in such a manner
that the stakcholders viz., students, academicians, non-lcaching stall function
prompily.

(b} Should oversee the conduct of classes and other academic activities such as
Cumicular, Co-curnicular and  extra-curricular  activities given by CCE  and
umiversities and mmplement acadeimie mnovations given by apex bodics from time
Loy Lime.

(c) To Implement Continuous Internal Assessment (CIA) as per the Standard
Operating Procedure (SOP) issued by the CCE.

(e} To take classes as per the teaching workload norms in voguee lor college
principals

{e) To maintain the college Website as per the SOP 1ssued by the CCE.

(1) To prepare the Monthly News Letters and upload i College Website and CCE
wehsite.

(g) To organize the placement drives at college level in order to explore and promote
better employment opportunitics for students.

(h) To mobilize resources for the development of the college through CSE/Alumniy
Philanthropic contributions



(i} Maintain records, liles, note files  of academic, administrative and financial
activities

(i} Should make sure that each staff member handover the records of that particulir
scademic vear (ASAR with evidences, Lecturer wise Academic Aundit (orms with
evidences, Departmental NAAC records os per NAAC SOP) before the summer
vacation

(K} Should take measures 1o utilize the available resources in the college, Virtual
Class, Digital Class, ELL, Library, Laboratories, Spors facilities etc.,

(1} To take measures for improving college admissions

(m) mainienance of stock regisiers and Stock verification in March/April every
vear

(n) To maintain the Service Registers of all teaching and non-teaching stail

{0} Should implement ¢ —olTice and other digital initiatives such as biometric and TLP

(p) To prepare Annual Confidentiol Reports (ACRs) of the teaching stafT and non
teaching stafl (Superintendents and Administrative Officers),

() To maintain stall sttendance registers and Movemenl register.

(r) Tosupport for research

(s} To prepare the college lor assessment and rankings

(1} To update the data from time o lime

{u) To implemeni green iniliatives and best practices

IV, Code of Conduet for Lecturers:

Lecturer should:

() Respect the rights and dignity of the student in expressing his'her opinion:

(b) Deal justly and impartially with siudents regardless of their religion, caste,
gender, political. economic. social and physical characteristics; Recognise the
difference in aptitude and capabilitics omong students and strive to meet their
inddividual needs;

(¢) Encourage students to improve their sttainments, develop their personalities and ol
the same tlimecontribute to community welfare;

(d) Inculente among  studemts scientilic temper, spirit of inguiry and ideals of
democracy, patriotiso. soctal justice, environmental protection and peace:

(e} Treat the students with dignity and not behave in a vindictive manner towards
any of thein for any reasor;

(£ Pay anention to only the mttainment of the student in the assessment of ment;

(2) Make themselves available 1o the students even bevond their class hours and
help and guide studemtswithoutl any remuneration or reward;



() Aid students 1o develop an understanding of our national heritage and national
goals; and
(i) Refrain  from inciting stodents  against  other  students,  colleagues  or

sdministration.

(i) Treat other members of the profession in the some muanner as they themselves
wish to be treated;

(k) Speak respectfully of other teachers and render assistance for professional
betterment,

(1) Refrnin from moking unsubstantioted allegations  against colleagues o higher
authoritics: and

(m) Refrain from allowing considerations of caste, creed, religion, rmee or scx
in their professional endeavour,

(n) Dnscharge their professional responsibilities according 1o the existing rules and
adhere (o procedures and methods consistent with their profession in initisting
steps through their own institutional bodics and / or professional organisations
lor change of any such rule detrimental to the professional interest;

{0) Refrain from undertaking any other employment and commitment, including
privale tuitlons and coaching classes which are likely 1o interfere with their
professional responsibilities:

(p) Co-operate in the fommulation of policies of the institution by sccepling various
offices and discharge responsibilitics which such offices may demand;

(4} Co-operale through their organisations in the formulation of policies of the other
institutions and accept oftices:

(r} Co-operate with the authontes lor the betlerment ol the nstitubions Keeping in
view the mterest and in conformity with the dignity of the profession;

(s) Adhere 1o the terms of contract:
(1) Giive and expect doe notice belore 4 change ol position takes place: and

(u) Refrain from availing themselves of leave except on unavoidable grounds and
as lar as practicable with prior intimation, keeping in view their particular
responsibility for completion of academic schedule.

(v) Treal the non-ieaching stall as colleagues and equal pariners in a cooperalive
undertaking. within every educational institution;

{w) Help in ithe Tunctioning of joint-staff councils covering both the teachers and the
non-teaching stail.

{%) Recognise that education is o public service and strive 1o keep the public informed



al the educational programmes which are being provided:

(¥) Work 1o improve education in the community and strengthen the community's
moral and intellectual lile ;

() Be aware of socinl problems and take part in such activities as would be conducive
10 the progress of society and hence the country as a whole;

(aa) Perform the duties of citizenship, participate in community activities and
shoulder responsibilities of public offices:

(bb) Refrain from taking part in or subscribing to or assisting in any way activities,
which tend to promote feeling of hatred or enmity among different communitics,
religions or linguistic groups but actively work for national integration.

V. Duties and Responsibilities of a Lecturer:

The Lecturer is the main pillar on which the system of Collegiate Education rests.
Teaching 15 the mosi imporiant function of the leciurer which should be underiaken

with uimost dedication and sincerity. The duties and responsibilities of lecturers are
detailed below.

(#) The lecturer has the primary duty 1o disseminate the knowledge in his/ her subject
e all the studenis.

(b) At the beginning of the ascademic vear, the lecturer in-charge of the
depariment should disiribute syllabus 1o the members of ihe
department. by convening the meeting of all staff members in the
department.

{c] Taking into considerntion the number of working days and periods
available for cach subject, the month-wise annual plan should be prepared
for cach lecturer in the department. Provision should be made for revision of the
syllabus before the end of the academic year.

(d) The lecturer should follow the month-wise annual plan and complete the
syllobus allotted to him/her. In case of any dislocation in working days, cither
due 1o disturbances or due 10 his'her own absence in the college, the syllabus
should be completed by taking extra classes.

(e} The lecturer should inform the studems regarding the schedule of coverage
of syllabus.

() The lecturer-in-charge of the department should review the progress ol
coverage ol syllabus st the end of every month and inform the Principal, If
the schedule 15 not completed, he/she should discuss with the concerned
lecturer and plan for the completion of the backlog in the succeeding month.

(g) The lecturer concerned should also plan the seminars, tuwlorml and

assignments and such other neademic activitics.



(h) Along with the lecture method, the lecturer should also motivate the students
and enliven the process ol leaming by adopting student centric methods

(i} To achieve the best results. it is necessary for the lecturer (o give regular
assignments to the students, preferably every lortnight.

(i) The lecturer should compulsorily take the help of andio-visual methods of
teaching by using over-head projector, slide projector, charts, efc.

(k)He should also organise screening of educational films where-ever
possible.

(I} The lecturer should maintain the leaching diary in the given proforma. This
should be submitied 1o the Principal, through In-charge of depariment
every month.

(m] T'he lecturer should maintain synopsis of each lesson prepared by him her.
As far as possible, a copy of the synopsis should be provided (o the students.
The record ol synopsis maintnined by the lecturer will be checked by the
Principal every month.

{n) The lecturer should conduct periodic tests in the subject and motivale the slow-
learners (o0 bring them on par with other studenis in the class. A record of
internal tests should be maintained in the department. Incentives in the Torm of
prizes may be provided 1o those who gel higher ranks. The progress of the
students should be submitted to the Principal through in-churge lecturer. so that o
consolidated progress report can be sent to the parents.

(0) Remedial coaching should be arranged for academically backward students,
outside the college hours.

(p) The lecturer should participate in Students Counselling/mentoring Programmes
orgamized by the Principal. Hefshe should give necessary counselling
to 20 to 30 students allotted to him/er. As a Counsellor. the lecturer should
act as a linison between college administration and his wards. He/she should
enlighlen the wards aboul the facilities available in library, games eic., and orient
them to the traditions, rules and regulations of the college.

{g) The lecturer working in Science subjects should see that practical
classes are conducled immediately after the theory class of a  poarticular
iopic is completed. There should be a perfect co-ordination of theory
and practical classes. In  practical classes, the lecturer should bestow
personal attention on every student and wvenfy histher work., The

practical class should be continued (il the end of the specified perind.
(r) The lecturer should co-opernte and participate in all co-curricular and
extra-curricular activitics in the college.



{s) He/she should accept the membership of the Committee to which he/
she is nominated by the Principal and discharge the duties with
commitment.

(1) The lecturer should attend to all examination duties without fail.

(u) The lecturer should assist the Principal in the maintenance of the
discipline in the college.

(viHe/she should remain in the college premises during the college
working hours and even bevond the working hours, if required.

(w) The lecturer should alse conduct seminars, expert talks,
commemoration days, etc., involving local experts, and the users for the
benefit of the students and community. The lecturer of the subject concerned
can acl as moderator,

(x) The lecturers should attend to any duty assigned 1o him'her by the
Principal or any other higher authority,

(viAs per the orders of the Government and the concerned University
from time to time, the lecturgrs have (o adhere to the work load
prescribed.

(#) The lecturer is accountable to the Principal of the College.

(an) The lecturers shall attend the college during the working hours on all working
days. The staff is required to sign in the Attendance Register as soon as they come
o college. For every three late attendances, one casual leave will be forfeited.

(bb) One hour permission can be g.i'ﬁ:n o the stafl w attend office / o leave office
with valid reasons, occasionally and it is purely at the discretion of the Principal /
Administrative Officer.  Similarly, members of staff should not leave college
during working hours without prior permission, save for valid reasons as in the
case of late nitendance. The period of absence in this case also should not exceed
one hour. The members of the stafT should obtain specific written permission for
leaving the college and such permissions shall be recorded in a register
{(Movement Register)

(ee) Lecturer shall maintain personal and departmental records for NAAC, Academic
Audit, ASAR and update all the records monthly and submit 1o the Principal for
verification.

(dd) Lecturer shall make use of active blended leaming pedngogical approach in
order o make leamning more experiential and activity-based.

V1. Code of Conduct for College Physical Director & College Librarian:

(a) Adhere to a responsible pattern of conduct and demeanor expected of them by the
COmIMmumity

(b)Manage their private affairs in o manner consistent with the dignity of the



profession
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tenching and research

(d) Participate in extension, co-curricular and extra-curricular activities, including
the communily service.

(¢) Refrain from allowing considerations of caste, creed, religion, race, gender or sex
in their professional endeavour

VIL  Duties and Responsibilities of a College Physical Director

(a) Ensures the regular functioning of the department by organizing games and sports
in college.

(b) Organise the practice of nll games available in the college in consultation
with the games commitiee of the college and the Principal.

(c) As the convener of the Games and Sports committee of the college and organizes
the meetings of the games committee at the beginning of every vear to plan the
Physical Education Programmes for the vear (Semesier Wise), which is o be
reviewed every month.

(d) To provide coaching to the students, with the correct techniques of various
games und sports.  Top players shall be encouraged to participate in District
Level and University Level events.

(€} To plan and invite experts in various games and sports to enable the students to
learn correct techniques of various games,

(f) To prepare the lists of games material, to be purchased every vear, keeping
in view the stocks available in the college and stocks required for the current
year. The lists are to be placed before the games commiiiee for approval.

(g) To prepare the annual budget requirements for pames and sports events and
equipment

(h) To conduct coaching camps in the college to train students in various games
und sports.

(1) To inculcate general discipline among the players in particular and students of
the college in gencral.

(i} To encourage the students to develop sportsman spirit,

(k) For making purchases of games and sports material the Physical Director
should follow the purchase procedures preseribed by the Government from time
to time. He should verify the samples before placing the orders, for the
supply of material.

(I The Physical Director should follow the prescribed procedures while fixing the
conveyance charges, training allowances, refreshments to the students aking pan
in games and sports compétitions conducted outside the college,



{m) The Physical Director, being the in-charge of the department of
should maintain all records pertaining to the stocks, purchases and accounts
of the department. The stock registers of consumable and non-
consumable material should be mamiamed separately and the stock registers
should be submitted to the Principal for verification once in every term.

(n) Should help the annual stock verification of department of Physical
Education conducted by the Commitiee appointed for the purpose by the Principal.
(0) Physical Director should conduct annual games and sports of the

college as per the Annual Institutional Plan.

(p) The Physical Director is accountable to the Principal of the College.

(q) While sending the teams to participate in tournaments, the Physical Director has
to take care of the following.

¢ The well-trmined teams will be sent to participate in the Inter-College
LOsErTiAmEnis,

e The participating teams / players should be provided proper uniforms,
plaving muterial (sports Kit), refreshment amount and conveyance charges.
e The teams are instructed to maintain dignity, decency and decorum, at the
venue of the toumaments,
¢ They should participate with a *will to win", respecting the rules and
regulations,
(r} To improve General Knowledge on Sports and Games a Sports Quiz may be
conducted in the college and prizes will be awarded at the Annual Day Function.
(%) Sports Persons of high caliber shall be invited for Sports Day fimctions to inspire
the students.
(v) Annual stock verification report, submission of all records, and accounts of that

particular acodemic year shall be submitted to the principal before the summer
vacation

VIII.  Duties and Responsibilities of a College Librarian

(@) The Librarian is the convenor of the college Library Committee
nominated by the Principal of the college.

(b)He is responsible for properly administering the library grants in
consultation with the Librarv Commitiee. The Committee shall allo
funds to the various subject departments of the college.

(c) The Librarian will ensure that an amount not cxceeding 20% of the
grant is normally utilized for purchase of reference books.

(d) The Librarinn will take necessary steps for the purchase of books as
per the orders of the Principal. Books can be purchased directly from



the publishers and their sole distributors by taking usual discount or
the books can be purchased from reputed and outstanding firms in the
book trade afler calling for quotations for terms of supply and the
discount they olfer.

() The Librarian shall maintain an Accession Register.

(fy The Librarian shall adopt the scientific system of classification and
catalopuing of books in the Library and library shall be fully automated

(g) The Librarian shall maintain a catalogue of the books available in the hbrary.

(h) The library fee collected under special fee funds can be utilized for the purpose
with the prior approval of the Commissioner/Director of Collegiate Education.

(i) The Librarian shall frame the rules (Library Policy) and get the approval of the
Principal regarding the issue of books, time limit for return of books and number
of books to be issued to the students and the stafl.

(j) The Librarian should fully co-operste with the annual stock verification
commitiee appoinied by the Principal.

(k}As per the report of the annual stock verification committee, the
Librarian should prepare the list of books lost and books damaged
after annual stock venfication and submit the same for condemnation
to the Principal, who will take appropriate action as per existing rules’waste
management policy.

(1) The Librarian is responsible for maintaining all records pertaining to
the hbrary like records relating 1o catalogues, accession regisiers issue
registers, stock registers, cte,

{m) The Librarian should see that the annual stock verification of books in
the library is done before the end of each academic yeur (Before summer
vacation). For the purpose of the stock verification, it should be seen that all
stafT and studems return all the books borrowed by them 1o the library before
the stock venification commences.

(n) Fine for late retun of copies, Cost of book for loss to be decided and collected by the
Librarian as per the Library Policy of the College.

(0] Librarian shall prepare the List of joumnals and newspapers subscribed for
library {including e-books, e- journals etc.,)

(p) Disposal of old magazines is to be done by the Librarian in accordance with the
existing rules Library Policy of the College.

(q) The Librarian is accountable to the Principal of the college.

{r} The library shall be kept open at least one hour before and one hour after the
regular College timings lor the benefit of students,

(s) Librarinn shall take initistive 1o digitalize the library



(t) Librarion should encournge the students 1o make use of digital resources such as
NLIST. INFLIBNET, e-sho dhsindhu, e-shodhganga etc.,

Sdf- Pola Bhaskar 1AS
Commissioner of Collegiate Education
To
The Principals of all Govt Degree Colleges
Identified College Principals
RIDCEs of Rajahmundry, Guntur and Kadapa.

WATTESTEDY/
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Academic Guidance Officer



FPROCEEINGS OF THE COMMISSIONER, COLLEGIATE EDUCATION
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Proc. No, 001/ Academic Cell/RDC - Reseurch & Innovation/ AC-112022 Date : 10,05.2022

Sub: - Establishment of RDCs in GINCs & SOP for Research & Innovation - Reg.
==ty

The National Fduention Policy 2020 (NEP 2020) emphasizes on the need for development
in research in higher educational institutes (HEIs) in India in Chapler 17 of the policy, saying “A
robusl ceosystem of research is perhaps more important than ever with the rapid changes ocourring
in the world 1oday, c.g., in the realm of climate change, population dynamics and manasgement,
biotechnology, an expanding digital marketplace, and the rise of machine learming and artificil
intelligence. 1l India is 0 become o leader in these disparate areas, and truly aclieve the potentinl
of its vast tulent pool 1o again become o Jeading knowledge society in the coming vears and
decndes, the nation will require o significant expansion of its rescarch capabilities and outpa
across disciplines. Today, the criticality of research is more than ever belore, for the cconomic,
intellectual, socketal, environmental, and iechnological health and progress of o nation”.

It hars wrisen g eriticnl necessity for Government Degree Colleges (GDCs) in the stme of
Andhra Pradesh to chase such challenging future goals while playving the prvaial role of HEL,
particularly i werms of research, mnovation, and incubation. There must be an effective
implementation plan 10 maich the expeciations of the NEP. The UGC, has released puidelines
(enclosed) 1o establish Research and Development Cell (RIDC) in Higher Edocational |nstitutes
(I1Els) in March 2022, The guidelines included a clesr Vision, Mission, and Objectives of
establishing RIXNs in HEls. Most imponantly, National Assessment and Accreditation Council
(NAAC) assesses Research, Innovation and Extension as o onilerion {or acereditation; so also
“Research and Professional Practice”™ ix o magor infMuential pammeter in National Instinute Ranking
Framework (NITRF) mnking.

Research may be envisaged a8 o means ol acquisition and use of expert skills for the
professional development of students, facully and the HEIs. Innovation is the essentinl need 1o

inculcate and develop novel skills 1w match the ever-evolving job marketindustry requirement.
The lollowing activities nre proposed (o be undertaken in GIDCs as a Standard Operating Procedure
(SCH'Y, In this context, the CCE is coming up with this SOP.

In this eomtext, All GDCs are advised to scrupulously go through, sdopt, and adbere (o the
procedures mentioned hereunder. Failing in which shall result in low/nil progression of resesarch-
hased activities ai the HEls which could have a negative impact on the performance indicators of
the FlEls with respect o recognition, accreditation, runking etc., On the other hand, most

importantly, the absolute purpose of HEIs as human resource development centres cannol be
fulfilled.
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L ESTABLISHMENT OF RESEARCH AND DEVELOPMENT CELI

The UGC lmunched an initistive to establish a RDC in cach HEl with the mandate for
promoling gquality research thal contributes meaningfully towards the goal of a self=relinnt India
(" Atma-Nirbhar Bharat" ), aligned with the provisions of NEP-2020. The UGC issued guidelines
lor the establishment of RDCs are extructed and reiterated hereunder to frame within the scope of
GDCs

Visi

“To put i pluce a robust mechanism for developing and strengthening the rescarch ecosystem
within HEls, aligned with the provisions of NEP-2020."

Missi
@ o create n conducive envimomment [or enhanced reseamrch productivity,
¢ Toencourage collaborntion across indusiry, government, community- based organizations,

and agencies af the local, nalional, and international levels.
% To facilnate grenter aceess o research through mobilization of resources and lunding,

Obieci

. To create an organizational structure with role-basad functions of RDC, lTommulate Research
Poblicy for the HELs, identily thrust areas of research, and form related cluster groups/frontline
teams/consartia of researchers.

2. To create enabling provisions in Research Policies for recruitment of research personnel,

procurement of equipment, and financial mansgement with adequate avtonomy to the Principal
Investigaton s) and disseminate research outcomes 1o stukeholders and the public ot large.

3. To establish a special purpose vehicle to promote researchers and innovators, identify
potential collabormtors from industry, research organizations. scademic instilutions & other

stukeholders lor cooperation and synergistic partnerships.

4. To act as a liaison between researchers & relevant research funding agencies, extend

guidance in preparation & submission of project proposals and post-sanctioning of the grants
1o oversee adherence 1w timelines.

%, To have better coordination among other cells/centres dealing wiith Uiniversity-Industry Inter
Linkage, Incubation, lnpovation and Entreprencurship Development and Intellectual Property
Rights (1PR).

t, To develop an Institutional Research Information System [or sharing the status of ongoing/
completed research projects/Progmmmes, expertise & resources, eie., making effective wse of
Information & Communication Technology (1CT) for peeparing the datnbase of in-house
cxperts o provide industrial consultancy and services,
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7. To engage & utilize the services of superannuated setive facully/scientists in research
capacity building of tlented young minds and promete mobility of researchers aonss
institutions and R&LD Labs.

& To serve as nodal centre for fdeation and conceplualization of research topics/themes by
orpanizing workshops and training programs and ensuring the integrity and ethical practices in
research activities including clesrance ol bioethical committee wherever required.

ORGANIZATIONAL STRUCTURE & FUNCTIONS
I. Govgmance

A Research Advisory Council (RAC) is 1o be constituted with the following composition
W funciion as R,

1. Principal as the CHAIRMAN

A senior faculty {research experience is preforable but not compulsory ) shall be nominated
o act as CONVENER, &  Commitiees, with two to three nominated faculty members
anid student representatives, o function as

1. Finance and Infrastructure Commitice

d. Research Program Policy Development Commitice

5. Collabarations and Community Commitiee

6. Product Development Monttoring and Communication Commitiee

7. 1PR. Legal, & Ethical Matters Committee

R

The RAC shall look after all the research activities of the HED wath elear allocation of functions
o respective committees and work as o Single-Window Operating System  for  effective
functicning.
2. Administration

Manning, implementation, and monitoring of research activities in HE s, formulating rules,
regulations, and palicy frameworks for wtilization of facilinies and resources st HELS. The activities
of RDC will be mentored and monitored by above commitiees for devising research models,
technology, appraisal, foresight & review lunctions, mediating sectoral R&D progress, and IPR
protection. RDC should keep o close contact with the Ministry Innovation Cell 1o make wse of
vanous mnovative plans for Incilitating the rescarchers.

3. Research Ecosystemy§ ollaboraticn

Hutlding a "Research FEcosystem” which is sustminable and leading to consistent quality
research cutcomes and enhanced productivity does encourage the students and faculty 1o take up
research-hased activities. The HEIs that are relatively new or not so well established shouwld
develop a connection with RDCs of already well-known/established HEL Facilitating all the
networking requirements, funding opportunities, beulty/student exchange, academic & indusiry
collabormtions, Mol opportunitics, conducting FDPs or provision of such opportunities eic., under
a single window functioning system helps in bringing up the research prospective of the HEL
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which is otherwise neglected due o existing guideless condition, or the hardships faced by
individuals in the due course of taking up research and innovative sctivities.

To establish such an ecosystem s discussed above, o Rescarch Information Management
System (RIMS) is essentinl. RIMS shall muintain rescarch-otiented information related o research
databases, publications, research projects, fellowships, collaborations, patents, thrust research
arcas, mnovatons, conferences, workshops, publishing bouses & publications etc. aligned with
the institution’s rescarch policies. Also, it shall gather the information pertaining 1o subject expens,
stalc-of-art rescarch lnboratories and sophisticated instrumentation [acilities, digital libraries,
itellectunl property facilitution. quantitative methods, duts analysis, analytical and consultancy
services ele.,

Each HEI needs to create a blog or portal for Institutional Research Information and

Institutional Repository and sign an Moll with UGC- INFLIBNET 1o secess and upload the
rescarch information through Shodh Ganga, Shodh Gangotri, Shodh Sindhu, Shodh Shuddhi, and
Shodh Chakm,

Procurement of Human Resowrces by collaborating and inviting Visiting  faculty,
Supernnnuiled facully, Expert Alumm, Scientists, Industry Experis wied Emenius Professors
would feich the HED ccosystem an expent guidance and mentorship withowt much financial
burden/no linancial commitment.

&, Reseurch Prometion

Promotion of resegrch ond innovation related sctivitics by encoursging the stall and
students by providing awareness of Research Thrust and Clustered Areas, Research Incentives and
Recognition Opporiunities like various Awards, providing Technology Development and Business
Centred Facility to support the conceptualization of stan-up idens, pre-incubation, and guidance
to establish start-ups and procure Mnuncial gronts for such sctivitics and scaling-up of the same.

7. Integrity_and Ethics

Sensitizing of and ensuring the implementation of fair research practices like plagiarism
check using standard software, fair publishing practices. ensuring that the research work gels
published only in peer reviewed journals ¢.g., UGC-CARE listed journals,

Building the capacity of faculty and students 10 undertake research problems in line with
the latest advances in diverse disciplines 1o push the boundanes of knowledge through publhications
and contribute to technological developments relevant 1o socicial necds. i would also pave the
way for HEI to attract more research grimts under norm-based {unding. improve its accreditation
ranking and enhance its brand image. Regular events such as refresher courses, workshops,
tradning/intemships, group discussions and seminars'conferences may be organized for capacity
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batlding. RIDC would play a pivotal role in creating central R&D Bacilities with the provisioning
ol associated traininginternship thereon.
¥, Research Montionng

The current policy environment in Indin encournges HEIS o be responsible  amd
accoumiable for research development and innovation activities  through the creaticn of
inlrastreciune. generation of resources, promotion of business, and ficilitation of policy frimework
1 nurtare the culiure of guality research by adhering 10 ethical practices. Among the standord
functions, the RDEC in an HED needs 1o monitor and oversee research progress, coordinale progmum,
manige and facilitate optimizing resources, and imely review ol research activitics for completion
of the projects ds per schedule. HELs peed 1o lormulnte and adhere 1o specific quality benchmarks
for research to meet the global’ international standards. The proposed RIDC should conduct a
quality review (SWOC Analysis) or internal evaluation of the research papers and sugpest Scopus
Indexed, Web of Science ( WoS), or UGC-CARE recognized journals for appropriate publications.
R&D Cell off HElIs must ensure that all the Research Labs in the institution fulfil the norms of
Good Laboriatory Practices (GLP) and Safety (Bio and Chemical) measures. Gelting recognition
as a QP centre would be an added sdvantage to the HEL

Some impartant Research and Innovastion based activities to be taken up by RDC's, their
standard opersting  procedures, outcome, mole of RDC, students, faculty, HELVPrncipal are
dizcussed hereunder, Activities that are sugpgested 1o be implemented at the level of studems must
he monitored by concermned mentor/faculty & RDC, likewtse, activities o be implemented o the
level of faculivHE]D must be monitored and taken care of by RDC ond Principal. Apart from the

ottcomes discussed, a better score in NAAU evaluation, NIRF, 150 certification ete waild resull.
Though the terms used in this document sound sophisticated. the very nature of their functioning
15 as basic ay gathering all the necessary information and disseminating it w the needy stall or
students. encournging them 1o apply/participate, follow up & maintaining records of the activinies
for uplilting of the research ecosysiem in the college, which eventually help the institution in
sccomplishing the vision statement. Some web links are also provided 10 help in better
widerstanding amd adopting the activities discussed. HEls (GIXs) shall strive sincerely 1o
implement the maximum, but not limited 1o, the activities disussed in the document. Although
the rales of student faculty in-charges of the departments/Principal are suggested in the document,
codlective effort of all the stakcholders is required 1o implement the guidelines. Most important 1o
nole is that funding required for any sctivity may be met from internal resources or external grants.

Sd/- Dr. Pola Bhaskar, 1AS.
Commissioner of Colleginte Education
Copy 1o RIDCEs. Principals of All GDCs, AP,

ANNEXURE: Important activities o be implemented & monitored by RDCs in GICs

FATTESTEDYY
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. IMPORTANT ACTIVITIES TO BE IMPLEMENTED & MONITORED BY RDCs IN GDCs |

Standard Operating Procedure (SOF)

| Level of
N Activity | Implementation Description Possible Oteome | Kole of RDOC
1. RDC shall colleet and keep
the list of wpics in each
subject/course in rescarch thrust
areds.
Implementing : { 2. Design | Approve convenient
Regular SSPs | Chpenencein mming | o for Project-log and SSP
ensurng that i E.'ﬂnﬂ Iypothesgs, register,
every swdent | MU 18 w 3. Design / Adapt Evaluation
| Student Stugdy G underiakes al least *'m“lum Weightages for S5Ps. E.g..
Projects (S5Ps) one (1) HEF_in all | F""'I ' | I]ng:i: Wurllnhlqlﬂ for ijm Loy,
ﬂ-:;um stusd oonchmlons, sod I?hl"'::'r_l;il [mpln. Fm:r:ﬁim el
' n:pﬂri:u POEY | writing research 4 Pkl & atubie: o il the
l disseriation. i S5 and their oulcomes
5, Encournge the concerned
nﬂn-!ld.m"ml;km to publish,
;ntm and scale-up the projec
oulcome.

1. E'lw.l} mentor with subject expertise must be |
pssigned 1o each student. so tl:un!t an SS5P will be
a "One on One' project
2. Every student must select o unique topic
related to the course/program, and chalk-ouwt |
timeframe, requirements, and methodelogy
with the help of the mentor.
3. Project-log must be maintuined By every
student in a convenient lormat. in consultation
with the mentor. It should contain a list of
project activities, methodologhes wsed, results
obtained/dots gathered, documentation done,
on a daily basis like a dary.
4. At the end of SSP, students must submit o
Dissertution along with the Project log for
evaluation: Also, a Presentation or Viva-voce
may be conducted according 10 the S5P |
m register with all the details of cach
S5P, m-r:lud],ng awarded scone/grade must be
maintained by the mentors, semester/year-wise
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IL IMPORTANT ACTIVITI

ES TO BE IMPLEMENTED & MONITORED BY RDOs IN GDCs

various indusinies.

S Aetivity implementation | Description | Possible Outcome Rale of RDC Standard Operating Procedure (SOP)
| i [ RDC. as part of its RIMS, shall
U 5 muintain a daabase of available | As pant of Intemship programs intended for
-y “ﬂm Fulfi [ recogmized Research Institutes | LIG/POG courses as preseribed by APSCHE
‘“""E “ﬂlg md;“‘"mm“ PIOBTAM | o R&D departments of various | Revised CHCS framework, Students must be
- . j : industries that ofTer accept encouraged (o ke up inmtermships ol recognized
o e ekt o bl e Imﬂw ' | intemships, and make Mols | Research Institutes or RitD departments of
of T TN with them. Dutabase must vanous industries, duly following the
aEp mﬂﬂmm " ' inelude | procedures prescribed by APSCHE for
: Regional/National Tmemational | Internships.
ol . 1. Introcluction of Skill-embedded UGTPG
. RDC, as part of its RIMS, courses by obtaining MoUs with recognized
kitrodiset shall maintain & database of the | research institules or R&ED depariments of
A : Mhip courses ofTered by skill sector various industries. duly following the
. FPERIEes : councils, a database of available | procedures.
?ﬂfmﬁm or | Incressed SAmISSIOns I8 | rocognized Rescarch nstitutes | 2, Advertise/Popularize the program and it
i ' . - o : or R&D departments of various | benelits through admission campaigning,
e N il :m:ﬁ: Lo | industries that offer detailed brochure on the program with progesm
from R&D £ n:.; | apprenticeships. and make Coutcomes and attract students.
s of : MoUs with them. 3. Maintain a record of "Research and

2. RIDCs of autonomous colleges

may try Lo start at least one of
these courses from AY 2022-23.

Innovation Based Apprenticeships’, separately,
{or each skill embedded course, student-wise
with all the details including the stipend

| pewrticulars, N
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IL_IMPORTANT ACTIVITIES TO BE IMPLEMENTED & MONITORED BY RDCs IN GDCs

Activity

Level of
. Implementation

Inclusive activities

Smident

Standard Operating Procedure (SOFP)

Description Possible Outcome Role of RIMC
. RIXC shall identify the
Introduction ol inclusive programs like CUBE
research learming and Chai & Why and send the
platforms like information w all the
CUBE, Chu & departments.
Why (reflerences | Development of 2. RIXC shall track and keep a
given below) and | curiosity for resenrch, | record of the activitics
such outreach Understanding of undenaken and try 1o adopt such
progroms offered | sclence concepts programs as part of the college
by prestigious outreach programs.
rescarch . Based on the feedback, RDC
institutions to shall bring any changes in the
students. implementation of the inclusive
activities,

1. Students shall be sensitizmed of such
programs and be formed into groups as per
their interest, from cach depariment.
2, Each group shall choose a supporing
Mentor fram faculty.
3. With the help of RDC, a scheduile for

ing in these programs shall be
prepared and informed to all the panticipating
studemts. It is preferable that the schedule is
planned beyond teaching hours or on holidays.
4. Mentors must provide links 10 these
inclusive programs as per the schedule and
encourage them 1o participaie.
5. After participation, feedback may be
received from participated students and record
the outcome of participation,
6. With due popularization of these programs
tn the campus, other students may also gel
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=1 F IMPORTANT hm'llTl‘IF.ETﬂ BE IMPLEMENTED & MONITORED BY RDCs IN GDHCs

10

h_ﬂhﬂ;!r | tmplem l"“::::m‘ Description | Possible Outeome B Rale of RO *__Etlldl'rﬂ Operating Procedure (SOP)
' . Mmmnh&mmﬂluym
exchange and prepare a list of students who ure
| il:l.:hl:fﬂlﬁl.
RDCs shall identify the 2. A detailed SE schedule must be prepared and
Exchange of | Expasure to new research-infrastructure gaps in - | communicated in advance 1o the partner HEL
studenis within rescarch and academic | the college and make Molls 3. Ammangements must be made for travel &
Student Exchange g GDCs nearby or | environment and with member DRC colleges, hostel secommodation of students as per the
Programs with HEIs under | acquisition of new other Academic instilutions with | Mol
collnboration for o | skills and scademic such facilities and plan for short | 4. After completion of the program as per the
shor span. coniacts lerm student exchange programs | schedule, feedback must be obtained. and
for research training. uction may be taken accordingly.
5. All records ghall be maintained by the
department'/mentor who sends'hosts the
1 p students for exchange.
! . All departments shall encourage students to
participate in research-oriented competitions as
A planned by RDC,
Conduct of Ak et s Plan various academic 2, Organize the competitions like Science
rescarch : competitions in o Research- :
| Research competitions like #Ih"udwm oriented way, i.¢., Topics for m”mmﬂﬂﬂmfwu
b ~ Student with other similar P depariment/college level. Notfications shall be
Competitions Quiz, Article : competitions may be chosen
et T minded students and From i given in advance which allows the students to
Choniieh. gels incentivized. identified by the RDC prepare for the competitions imnovatively.

3. Records of list of participants, evidences of
ion, soore sheets and avward list miost
be preserved for venlication.
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Level of

1L IMPORTANT ACTIVITIES TO BE IMPLEMENTED & MONITORED BY RDCs IN GIMCs

Standard Operating Procedure (SOF)

motivited 1o take up research activities, | also
motivates them in setting thelr career goals in

2. Same procedures followed for field inps are
ta be followed and recards shall be maintained.

Snia M Gl Lo B we—

Languages and Commerce departmenis shall

timely completion of the courses and records
4. Imterested faculty 'departments shall conduct

Activity hisplemantaiton Deseription Passible Outcome Role of RIM
Ensure that some of the field
Plaiiig io visi trips are conducted in a 1. Convert the regular subject field trips to
science museums, | Introduction 1o the new Tr; “':'rh"r"‘ roscarch-orienting trips, S0 thal stusents an:
Trips to Research ! | research centres horlrons, & scope of rips 1o nearby resear: m
sl Student | and R&D departments or nearby
I interaction research and o means of Universi it b
with scientists ot | inspiration. N g, g
the plice of visit, hvr:mdpm:mﬂlnm
RIMS maintained by RIDC is
I I J | useful for | .
| I. There are many Academic |. All departments, particularly, Ans,
Encournging and writing courses avallable online
ensuring tha the like Coursern, Udemy, edX etc. | motivate the students 1o take up Academic
students and studf Skills in ‘writi Identify, maintain, and circulate | writing coumes either Online or Ofhine (if
domkeuplory | ae | Such details among the students. | offered by the HEI)
Implementation of | 70 pir 2, With the help of interested | 2. List of studens/faculty who take up the
Academic wniting Student/Faculty | - Acndemic chapters, books fculty, Add-on courses must be | sctivity shall be maintained.
wriling programs " i I : planned in coordination with 3. Follow-up shall be done with respect 1o
gither offline in i QAL
I the institute or * 3, Faculty must be encouraged | shall be maintained.
online via 1o take up the online courses, so
MOCK s, thut they can conduct add-on Add-on courses by following the due
courses in the HEL

 procedures for the conduct of Add-on courses.

11
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IL_IMPORTANT ACT WlTlEﬁ TO BE HII"LI.HEHTEII & MONITORED § ﬂ"l" RDCs IN GDCs

Level of

Research Projects

Implementation |

Faculty

Deseription Possible Ouatcome Hole of RIMC Standard Operating Procedure (SO0)
1. In-charges of all departments shall identify
1. RIMS shall include the the scope for the conduct of research with the
lunding programs of varous help of the fuculty.
funding agencies like LIGC, 2. Research topics in thrust areas as identified
DST, DBT, CSIR. ICMR ete., by the RDC must be discussed among the stafl
Encournging & 2. Regulnr meetings shall be members during departmental meetings and
ensuring that 1. MabilEmtion of conducted to identify and identify the topics that match the scope of the
maxinmum stafl h grants maotivate the faculty with department.
members do write 2 - of rescarch interests. J.Rmm:hmupmlsmush:mmdhﬂ::
for project grants f | fm:lilitlﬂ.l - 1. Research proposals from the | format of the funding agency 1o which
( Minor/Mujor " THEW staff shall be mvited regardless | proposals are inténded for and kept ready lor
Research 3 fir Iﬂ:,nh of the funding opportunities; so | submission through RIDC,
Projects) offered il;'l[ﬂ:*ti - publications that these proposals can be 4. Once sanctioned, Principal investigntor mist
by varous 4 it i‘mﬁ readily submitted when funding | ensure thit all due procedures are followed
funding agencies !I.: IHII Ilurlllﬁl:i'pllt windows are open. while utilizing the grants as per the sanction
like UGC, DST, | cod research | 3+ RPC must manitor the lmdrllnﬂmd submit *utilizntion certificates’
DT, CSIR, elc., 'Fﬂ'“'“ advertisements [ notifications in the prescribed lformaots with proper anditing.
This can be ﬁiﬁm recognition | 135ued by the funding agencies. | . Involve faculty/students of the department in |
achieved with the l'ét the HEL timelines ns sdvertised by the rescarch projects sanctioned wherever possible,
help of RIXC of ] agencies must be circulnted which helps to create an active research
the HEL amang the staff well in advance. | ecosvstem in the department.
5. Any help required. may be 6. Pl shall submit project reports within the
extended 1o the faculty who timeframe of the project.

apply for funding. e.g.. drafting
of the proposals.

communicate for publications.

7. P shall write research erticles with the
rescarch duts obtmined in the project and

12
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IL IMPORTANT ACTIVITIES TO BE IMPLEMENTED & MONITORED BY RDOCs IN GICs

Activity - pﬁiﬂllﬂn Description | Passible Outcome 1 Rale of RIXC Standard Operating Procedure (SOF)
1. RIMS includes the datnbase
of all the journals that are
indexed in Scopus, Web of
science, UGU-CARE. Also, a
g e list of potential Publishers (who | 1. All Pls shall invariahly publish theis funded- |
their it h publish books with ISBN/JSSN | research work in the journals that are indexed
L, ks no. ) and thetr contoct details, in Scopus, Web of Science, UGC-CARE.
Mnﬁ'iiml Incredse in b index of | = s list must be circulated 2. Faculty who did not have rescarch projects
_ e the faculty/HEL among all the departments. can publish review articles, book chapters,
- Publishing Facult eticlastoviow gitiial 3. RDC shall also identify the letiers etc., in coordinution with RIDC.
Books/Articles selesictiersicor | Mas ﬂim ernationa] | Joumalsboak publishers who 3. Taking Academic Writing muﬂnﬁig h:!f in
respondenc ini publish research papersbook | writing good anticles/chapters with
I '::I“ Ko, chapiers with no or minimum acceplablity,
prs e | fee and encourage the staff 1o 4. Having collaborations with experienced and
it iie iened 0 publish their rescarch articles in | already published scholars helps improve the
UGC-CARE. these journals, chances of publications getting accepted.

4. Drafting/Editing help may be
provided for the purpose by the
RN with coordination with

| I .ﬁ.{'.'}

13
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1L IMPORTANT .li.l:"ﬂ\"'lTlEE TO BE IMPLEMENTED & MONITORED BY H.Elll:i INGDCs

hﬂi‘l z Description Pussible Outcome | Role of RDC Standard Operating Procedure (SOP)
|, RIMS shall include the
calendar of
Nationnl/ Intermnational
Symposia/Seminars’Webinars
Aok tha ele., Since this is dynamic, l. With the help of RDC, Pls, interested stafl
m' earch vork of | ITCRse in ‘b index of | regular updating is cssential. | and students shall plan vo apply for paper and
wifsiudents in | e presenter or HEL | 2. RDC shall circulate the poster presentations. 1t is advisable 10 keep the
PR National/International | schedules well in advance, so work prepared and apply as soon as an
i e T recognition. Exposure | that the students and faculty appenling opportunity anses.
Faculty/Students | 1o the concurrent would not miss deadlines, 2. Students in growps, with the help of mentors,
Nationgll ;| scicntific community |3 RIC shall follow up the musi work on poster presentations, initially, 1o
e '“'"'"' and explotation of faculty/students who are nurture their research abilities.
Pancrs/Posters/ Al | F5earch domuins and | engaged in the active rescarch o | 3. Stafl7Students must try to collaborute with
I e research opportunities. | participate in paper poster experienced researchers 1o increase the chances
preseniations | of successful participation,
4. Seminars " Webinars that
| publish their proceedings with
ISBN/ISSN numbers must be
| encournged 1o apply lor.

14
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SH Activity hM“I lll
Organizing

12 | NatonalIntemationa | Facultv/Institute
| SeminarsWebinars

IL IMPORTANT .uthﬁ"lTl!'.ji TO BE IMPLEMENTED & MONITORED BY RDCs IN GIM's |

Description Possible Outcome Hole of RIN Standard Operating Procedure (SOF)
1. Pls, imterested staff shall apply for grants
with the help of RDC.
1. RID)C shall identify the 2. Once sanctioned. Conveners/Co-
agencies that offer funding for | conveners/Organting members must ensure
Applying for seminars/workshops/webinars | that all due procedures are followed while
seminar grants & | Natonal/Intemational | ete. and circulate the list among | wtilizing the grants as per the sanction
conduct of recognition. Institetion- | the faculty, guidelines and submil “utilization certificates’
scminary’ wise exposure 1o the 2. SuafT shall be motivated 1o in the prescribed formats with proper suditing.
webinars/ concurrent scientific apply for the grants, which 3. Draft and Communicate the
workshops at cammunity and enables the HED 1o conduct the Brochure Tnvitation for Lectures/Papers Posters
National & exploration of research | activity, which is otherwise a well in advance and scrutinize the applications.
International domain and research financinl burden o the HEL 4, Communicate the accepted works well in
level. (a1 least one | opportunities. 3. RDC shall also devise a plan | advance.
on PR} for utilizing District Resource 5. Involve faculty/sudents of the
Centre {DRC) funds, when departmentcollege in organizing, which helps

nllocated for the purpose.

lo create/nurture an active research ecosystem.
6. Publish the proceedings with I[SBN/ISSN
numbers.
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1L IMPORTANT ACTIVITIES TO BE IMPLEMENTED & MONITORED BY RDCs IN GDCs

sH Activity lmp::;:fnu Description Passible Outcome Role of RDC Standard Operating Procedure (SOP)
1. RIMS shall include the details G Bkt
Readily availahle of successful Mol s and ﬂi'!"::ﬂlh‘t! ﬂmcr:ﬂmh granits,
Obtsining valig | Platiorms far research | poteatial co} abaratons from the | cepmance of publications, etc. It also
Mol 's'Collaborati pnd i e e Tt 8 T enhances the research abilities of the beginners,
ons from various | S Cnange, il “’;"‘;I’“"h T | 2. Therefore, All the facully are advised to find
research w “ﬂfﬁm”m wmﬂ:::“:mff c | Il:lil.l]'.llr: ::-n'EIuhnnlm. communicate with them.
13 | Collaborations Faculy/lnstitate | S8 2800 | soudents to undergo | 2. Making as many ViRit thele warkplaces. s prupedts for
depurtments | | hio and MOUs/collaborations as c-ulhhurulmn_m"h-'lnl{u- 1.:-h:m1r possible,
for specific E:I-:' i 4 ; il 3. Collaborstions within GDCs may be more
periods ibility for the Pl:l'!iIIHF within H:-l:l-r:lj!p: of the PRSI
particularly with | nroduction of HEL with the help of individusl | ‘o collaboration/Moll is ackieved, stric
rescarch-goals "FF'“““‘”'“""’““‘ mﬂ‘ ; : sdherence t the Mol! or collaboration
skill embedded 3. h:n'mul'mu:!tﬂcd retired gidelines must be done; fiiling W which,
| Programs. 3“’1 Ir_nr mlmh: Wilizad &i'h | progpects of collaborstions are affected.
isition of 1. In consulimtion with [QAL,
Filing for grant of ‘”“'*““"‘Fm“l RDCs must conduct workshops | 1. All the staff members must soquaint
the patent for "”“‘""“f y acalable | o ipR in collaboration with themselves with PR procedures and participate
discoveries/invent | PSS ﬂm“ﬁ: National Intellectual Property | in the IPR workshops conducted by the HEL
14 | Putenting Faculty/Institute | jons made by “"”“’“ml st Awareness Mission (NIPAM). | 2. PVHEI shall obtain the patent rights for
faculty/students of ’ m 2. Patenting mamuanls, | novel discoveries’ inventions made as partof |
the HEI in the mfiﬂlmﬂﬂﬂlll bt e procedures must be kept the research projects duly following the
HEL. the HET gt available in the RDC for procedures. Help may be sought from RIDC.
; reference use of the staff. .:

16



Estabiivkmens of KOOy in GINy, & SOF for Reoennch & Tevevarion | AU

L IMPORTANT ACTIVITIES TO BE IMPLEMENTED & MONITORED BY RDCs IN GDC's

_5|I_= Activity . lnﬂ:ﬂﬁﬂ [ Description Possible Outcome Role of RDU Standard Operating Procedure (SOF)
J Establishment of 1. Principal shall encournge the departments to
é CIF by pooling contribute for the CIF, provide facilities and
| instruments from manpower (maintenance, preferably a lab
Bebontind assistant} for CIF
| in the |. RDC shall invite the 2. All contributions must be recorded and
ﬂE:;;"ﬂh;hE;? m“”““’“"dw::nfm“wm”“ of all approved by the RDC, avoiding the cusiody
department as a estublishing a CIF. ambiguity of the equipment.
central fucility 2. Contribution can be inthe | - All departments can freely use any of the
A —" Universal access 1o form of equipment. . equipment available with the CIF with prior
Central Institute maintenance and | TCocareh ol within 1 cumables, chemicals ete, | booking in the booking register and entering
15 | Instrumentation { Autonomous mandatory e AL A0 3. RDC in consultation with | - the usage in the logbooks (1o be maintained at
Facility (CTF) Colleges) reconding the ccah IQAC and the Principal, shall | the facility for each instrument)
usage in services can be offered. | TTHNEE for o convenient facility | 4. Dcpurtmc:n:i comtributed must ensure that
logbooks, to establish the CIF. the instrument is properly maintained and used.
Consumables 4. RDC shall chalk out the 5. Proper credits must be given to the facility in
m‘“”’-‘ Edl'l}' "‘lhf be ﬁ“‘h;mwﬂmwﬂ “flh“L all the publications which resulied out of using
TLH T s g an L'e wa | the CIF.
I permission from the Principal. | ¢ 47 AUTONOMOUS HEISs are requested
sttenduns(s) be 1o invariably establish the facility by lollowing
after the fmcility,

17
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1L IMPORTANT ACTIVITIES TO BE IMPLEMENTED & MONITORED BY RDCs IN GDNCs

| _Atﬂ!'ﬂ!________ _[FJE;;'EW. . Deseription Pussible Outcome Hule ifHJ]l['__ _o j Standard Operating Procedure (S0F)
Providing
consultancy
services (research
or technical ) I. RDC shall identify the
either through CIF departments that can offer
or department- consultancy work with respect | 1. All department In-charges shall identify
wise for to research services and publish | whether their can offer
Pubbic/Private it on the college website, social | consultancy and communicaie the same to the
sectors by media. local media, und RDC,
establishing o Helpful in good peer popularize them. 1. Stnff Depariments shall devise a plan for
Cotmiliinsy bttt consultancy perception and L. Charges for each service may | offering such services in terms of time frames,

' division in the inclusivity. Hevenue be fixed in consultation with the | expenses, charges elc., and commumicate the
HEL enlisting all | generation, Principal, Department L' and same o RDC,
the services the IQALC. 3, Maintsining proper record for cach service
HEI can provide. 3. A special account for such reguest, approval, detalls of service provided,
Proper funds generated may be reports, income receipts, cashbook must be
maintenance ol muaintained for utilizstion of the | maintnined by the department.
records of such funds with prior approval from
services, records the principal, stafl council.
Of INCoMme
generated and
auditing. : - —|
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Level of

AL IMPORTANT ACTIVITIES TO BE IMPLEMENTED & MONITORED BY RDCs IN GIMCs

Standard Operating Procedure (SOF)

depariments do participate in the
| open-day exhibiting all their

research-works and facilities.

19

S# | Activity Implementation Description F:uﬂ:llu Outeome - Rale of Hﬂ_l'.";
| | RDC shall identify the |
important rescarch octivities that
are being undertaken ot the
institute. particularly, that are
conducted in public intcrest. 1. Principal, shall arrange for the outreach
2. Event calendar must be sctivities well in advance, with respect to
Bl Helpful in good peer prepared with outreach pctivities | ndministrative approvals, funding required etc.,
17| Outreact i P TS o perception, reputation | like visiting the nearby Jr
tarpet the Public and increase in Colleges, Schools, Hostels, 2. Such activities must be incorporated in the
| ndmissions, Colonies and Organizing a day | Collepe calendar and better be consistently
or half-a-day camp to explain organized on the same dates in each year for
the target audience about the hetter outreach.
conducted by the HEL
3. Records of these activities
=———'F B must be maintained by the RDC, |
|. RDC in consuliation with the
IQAC and principal shall
ﬁm mmﬁIh o 1. Principal shall arrange for the Open dm
1 eighbourhond m:llqin S — well in advance, with respect 1o administrative
Kecpingthe | Helpfulin good post | o orniunce i on the website, | "PPOVAls: unding required et.
mstiute open pereeplhion, reputil .
181 Open day Hit_e the public visit for. | and increase in social shedia and in local media. | 5 Such activities must be incorporated in the
aday inayear | admissions. 5 R College calendar and better be consistently
it Tosicid oreanized on the same dates in each vear for

betier outreach.

e
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3, Involve faculty/students of the department in

- — 1L IMPORTANT ACTIVITIES T0 BE MpLEvEcrin 3= .
iy - Implementation | DCription | Possible Outcome Role of RDC Standard Operating Procedure (SOP)
I | 1. RDC Whall frame the I . =
\ HEI Funding Policy™ Bt |. Faculty who wish to start their research
Application proforma, Award | Ok« Who wish to do pilot research projects,
| criteria ete.. who have little departmental funds and need
| 2. RDC shall invite research funds for research ele., may apply (o the
1 Internul funding in the prescribed proforma as
| proposals from the faculty for devised by RDC
Internal funding, ideally, ’ :
| ' | proposals should ndd:tipr: 2. Onee sanctioned, Principal investigator must
| rescarch thrust areas identified | SPoure that all due procedures are followed
Pooling/ ) |H|:Ip-fu1mmnm by the RDC and span for | vear. “ﬁikrﬂliﬁﬂﬁum?mrﬂwm?:nm‘
I ‘EHFEIIIIEIP g wirk by the bl'."u]mm' 3. After examination ol the puidelines : " 1 "l !:.;‘Il.'lnn certl I:?I.H
- o ke helpful for the pilot | proposals by the RDC, the in the preseribed formats with proper nuditing.
19 | Internal Fund v the purpose nrm Piyoces sed Helplutdn | Priacipal may finalize and -
| iny . Ltl;t:‘nnmm b by the mmﬂ i allocate the grant with help of research projects sanctioned wherever possible,
| st gty | rescarch the staff council’s resoluti which helps 10 create an active rescarch
preferably. those | et Also.the | 4 B dhall maintain arecord | “S05YStem in the department.
' : SRPATIENCR ACQUINGE - | el .| 4. P shall submit project reports within the
starting the | helps to get external proposal, comments o A
| rescarch work. el RDC on them, pward list, teneteanse 0f the projent.
I duly follawing all the | research data oblained in the project and
procedures stipulated I commumicaie for publication.
| expenditure. - " 6, Based on this experience, PI may write {or
3. RDXC shall also devise ways o MRPs and Major grunts,
| | allocate funds for supporting | 1+ M-l AUTONOMOUS HEIs are requested
. research publications, presenting | examine the scope of internal funding
papers in high-impact journals | **Neme ind implement.

I _J and semindrs.

20
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i Implementation | Description Pussible Outcnme Role of RDC
|
I. Every year. RDC shall
Procurement and identify the Virtual lab software
use of Virtual lab packages facilities which are
technalogy available on OER platforms or
e - 2, Upon consultation with all the
onal Demonstration or hands | BDC shall finalize
resources (OER) | an virtual md“ th:m epshene S Faeceakety
Uisc of Virual Labs | Institution m o THR——.c Virtual lab technology with the
. Govi. of | more expensive state of ‘
| India, for | the art technigues help of intemal resources.
trnsferring without financial 3. RDC shall provade initial
experimental burden 1o the HEL training on the usage of VL
knowledge technology
| without 4. RDC shall tuke feedback from
sophisticated set students on usage and the results
up of actual of such technology and update

Enrablivihment af 8IN 0 bn GDCs, & SOF for Resvarch A Innovanen APRCLE

1 1. In-charges of all departments shall identify

Standard Operating Procedure (SOF)

the VL facilities required for the department in
eonsultation with stuff and students, the same
may be communicated o RDC or seek help
from RDC on the availability and usage of VL
lechnology. |
2. Procurement of virtual lab software packages |
and installing/using them on ICT facilities like
DC/VC or a PC with appropriate configuration.
3. Design a timetable for the use of VL

facilities and popularize among students.

4. Ensure that every student of respective
programs use the technology and assess the
skills acquired by them regularly.

5. Collect feedback from the students and
faculty to renew/upgrade/change the VIL
packages accordingly.,

6. Separate records may be maintained besides
regular lnboratory records for the use of VL.
However, both shall be considered the same
while evaluating the performance of students or
departments. In fact, using VL adds evaluation
credits 1o the HEls under ICT enabled teaching
and as one of the best practices.

1
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Extabiiskmenl of ROCs in GOCs, & SOF fve Research & Irawvation | A1)

L VGO guidelines 1o establish Hescarch and Development Cell in HEIs -
hinges v nge e and pld inew s O TTHY RIW -Gomideline pad !

2 VGO guidelines on ﬂﬂd:mir Integrity and Research Quality
Dot puss i v, ' i . mad a2 Resenrch 20 Bouk W ER. pdl

3. Incubation Support Page - ‘Startopindia’
Bt e starto pind i govin/content/sib/en'compenidiim_of_good_preactices/ineahation
stigepriect il

4. APSCHE I-lr_rnhip guidelines -

Baldpase /)

5. Bector Skill Councils wehsite
Wt g msileiml borg seclor-skill-councils

. AICTE Internship Portal -
Brips:imternship, o te- i, org/

7. Research funding agencies in Indis with weblinks -

i - P § - - %
N, H:!mnﬂ lmrﬂ:ﬂml Frl;qmrt}' Awareness Mission (NIPAM) -
z (L i
9 1'R events -

vk gs - agnima s sery bees o ey enfs-ipr e loome

10, CURE - a platform affered by TIFR for better understanding of hiology for
undergrnduntes
Bbnges s n ibese e ces i researeb-dey elopament/colbnbaorativ ely <anders tand img- binlages -

colucnlion-cuhe
11. Chai and Why - a platform offered by TIFR for outreach and understanding of scicnce.
hnpes:fwww ifcresinf-ontreachichai_awmd_wihyhitml

12. List of instituies funded by the government of India
Dt pss Hem wiliipredin orgewikil st of institotes funded by e govermnsent of Do

13. Academic Writing Courses on Coursera
st/ : ; Tullwriting

4. VGO-CARE list of jowrnals
htps:fugccareanipuncacan/apps Lhome/index

15. Collaborative research in modern ern: Need and challenges
BtgesSoow e n b ot gon pasefacticlo PO G644 188/

16, Virtual lab facilities provided by MHRD
Dot gesswowew o b e ing

F ¥



PROCEEDINGS OF THE COMMISSIONER OF COLLEGIATE EDUCATION
APVIJAYAWADA
Present: Sri Pola Bhaskar, IAS.

ReNo. Y CCE-Acad.Cell-Policies/ AC-6/2022 Dit: I‘-'IB-IEIII

Sub: Revised Choice Based Credit System- 3/4 year conventional degree
Programmes — Commumity Service Project /internship/ Apprenticeship
/On the Job Training - Standard Operating Procedure (SOP) to be
followed- reg.

Ref: 1. G.O M5.No.9, Higher Education {(EC) Dept. dt:11/03/2022
2. Guidelines for the Community Service Project, issued by APSCHE
3. APSCHE-Revision of syllabus under CBCS with effect from
2020-21-Guidelines -Corrigendum issued vide Le.No.APSCHE /AC
/CBCS-2019-20/Review/22 D, 25.03.2022

#r -

As per the orders of the Government cited in the 17 reference, there shall be
mandatory internship for all UG programmes for 10 months = 1st Internship
(Community Service Project) after the end of 2nd semester examinations, 2nd
Apprenticeship/ Internship / On the Job Training afler the end of 4th semester
examinations and the 3rd and final Apprenticeship / Intemship / On the Job
Training in 3" or 6" semester 1o ensure that the students develop hands on
technical skills which will be of great help in facing the world of work along with
developing social consciousness and compassionate commitment towards the
neighbourhood.

Community Service Project is an experiential leaming strategy that
integrates meaningful community service with instruction, participation, leaming
and community development. Community Service Project involves students in
community development and service activities and applies the experience to
personal and academic development. Community Service Project is meant to link
the community with the college for mutual benefit. The community will be
benefited with the focused contribution of the college students for the village/ local
development. The college finds an opportunity to develop social sensibility and
responsibility among students and also emerge as a socially responsible institution.

The following Standard Operating Procedure shall be followed for the
implementation of Community Service Project (1™ Internship) in all Government

Degree Colleges in the state duly following the Guidelines given by APSCHE vide
reference no.2 cited.



Standard Operating Procedure (SOP)for Community Service Project
(1" Internship)

I Duration:
The Community Service Project shall be held after the completion of 2nd semester
examinations, i.c during intervening summer of 2" semester and 3" semester for
the duration of 4 weeks (100 Hours). For the students who are admitted in first
year for the academic year 2021-22, the Community Service Project can be done
anvtime during 111 to VI semesters, including on weekends or holidays, completing
the mandatory 4 weeks as per the APSCHE Guideline — Corrigendum cited vide
reference no.3.
11 Schedule:

& Socio-Economic Survey of the Village/Habitation (One weeks)

% Communily awareness campaign (One week)

< Main Project Implementation (One week)

% Project Report writing (One week)

11 Implementation of the CSP:

« A group of students or even a single student could be assigned for a
particular habitation or village or municipal ward, as far as possible, in the
near vicinity of their place of stay, so as to enable them o commute from
their residence and return back by evening or so.

e Each faculty member is to be assigned with a class/ section/ group of 10
tol5 students depending upon availability of the faculty members. The
faculty member will act as a faculty-mentor for the group and is in-charge
for the learning activities of the students and also for the comprehensive and

continuous assessment of the students.

o  All the Regular, Contract, Guest faulty shall be involved in CSP as faculty -
mentor for a group of students.

e The Community Service Project should be different from the regular
programmes of NSSNCC/Green Corps/Red Ribbon Club, etc in an adopted
village. Students shall be given choice to take up CSP in the habitation or
village or municipal ward of their own choice/convenience.

¢ The Community Service Project is a twofold one -

< First, the students could conduct a survey of the habitation, if

necessary, in terms of their own domain or subject area. For ex., a



student of Arts will focus on socio-economic conditions, social survey
and about the Government’s social security schemes. A student of
Sciences could take up a survey on the health and hygiene conditions
of that habitation, similarly, with other subject areas too. Or it can
even be a general survey, incorporating all the different areas. A
common survey format could be designed. This should not be viewed
a5 a duplication of work by the Village or Ward volunteers; rather, it
could be another primary source of data.

% Secondly, the student/s could take up & project work related o their

domain or subject area.

1V Role of the TeacherMentor:

a)

b)

d}

€)

gl

The faculty mentor shall provide necessary orientation and training for
the students on methodology for survey, preparation of questionnaire,
maintenance of Log Book, Project report and writing etc.,

To assign o village! habitation/ municipal ward to each student as per the
choice of the student/convenience.

To guide the students in conducting socio economic Survey in the
assigned village/ habitation/ municipal ward.

To guide the swdents o take wp Community awareness
campaign/special camps and to act as resource person when required,

To verify and countersign the Log Book of each student

To puide the students in implementation of the project and Project
report,

To evaluate the project and award the grade based on the active
participation of the student as per the assessment methodology

V Procedure:

1.

Socio-Economic Survey of the Village/Habitation — log book

A group of students under the guidance of faculty mentors conduct a
Sociogconomic Survey of the Villagethabitation. They will interact with
people to acquire basic knowledge on the project chosen for study and
conduct the survey using a structured questionnaire.

Community awareness campaign

The students group takes up community awnreness campaigns based on
the above survey conducted by identifying the problems or vulnerable



issues. They may also conduct house to house campaign on socially
relevant theme. Ex: Government welfare programs, health care,
consumer protection, food adulteration, digital transactions, information
sources, ctc.

3. Project Implementation

A group of students choose a topic related to their subject area and

conduct a Project which includes, Data collection, interviews, intermnship

in any select unit or depariment.

4. Project Report

The student should submit a project report duly signed by the mentor.
V1 Assessment Methodology:

< There will be only internal evaluation for CSP intemnship.
< The faculty member will act as a faculty-mentor for the group and is
in-charge for the learning activities of the students and also for the

comprehensive and continuous assessment of the students.

< The assessment is 1o be conducted for 100 marks.

& 4 Credits to be allocated for Community Service Project within the
Choice Based Credit System (CBCS).
% Assessment Components:

S.No | Assessment Component Max Marks
T [T | 1 —
-T[meﬂ_-lnﬁ';mmtaﬁnn 30
3. | Project Report 25
4. | Project Presentation 25
l 100

Total;

V11 Internal viva commitice;

An internal Viva shall be conducted by a committee constituted by the

principal of the college. The committee shall consist of the following
members;

. Mentor/ faculty in-charge of CSP



2. One faculty member from other departments within the same
course combination

3. One faculty member from Languages/ other courses

All the Principals of GDCs shall bestow their personal attention on the
above SOP and implement Community Service Project (1™ Internship) as per the
sthedule without fail,

Encl: As above

Sd/- Pola Bhaskar IAS

Commissioner of Collegiate Education
To
The Principals of all Govt Degree Colleges
Identified College Principals

RIDCEs of Rajahmundry, Guntur and Kadapa.

UATTESTED/

% »
Academic Guidance Officer



GOVERNMENT OF ANDHRA PRADESH
ABSTRACT

Higher Education — Revisad Choice Based Credit System — Conventicnal Degrea

and Engineering Programmes - Community Service Project -
Internship | Apprenticeship / On the Job Training — Certain guidelines — Orders -
Issuad.

HIGHER EDUCATION (EC) DEPARTMENT

G.0.MS.No. 5. Dato: 110312022
Read the following:-

1) G.O. Ms.No.48, Higher Education (CE) Dept., dated 22.12.2020.
2) From the Secretary, A.P. State Council of Higher Education,
Mangalagir, Guntur District, e-file bearing Computer No. 1473388,

230
QRDER-

In the G.O. 1" read above, permission was accorded to the State funded
Universities in the State of Andhra Pradesh for introduction of four (4) year
Honours Programmaes with ten (10) months of mandatory inlernship.

2 In the e-file 2" read above, the Secretary, A.P. State Council of Higher
Education has submitted thal the AP State Councdl of Highar Education
constituted Commitiees to redesign the curiculum framework of all UG
Conventional and Professional (Enginearing) Programmes and based on the
recommendations of the Committees and the vision of the Hondle Chief Minister,
a thoroughly revised curriculum with Life Skill Courses, Skil Development
Courses and Skill Enhancement Courses in conventional degree programmes
and skill coursas in major and minor electives and skill enhanceamant alectives in
Enginearing programmes was introduced from the Academic Year 2020-21. The
unique feature of the revised curriculum is a 10 month mandatory
internship/apprenticeshipfon the job training, of which @ 2 month Community
Service Project was an integral part

3. The mandatory 10 manth internship is doné in three phases. In the first
phase, the 2-month Community Service Project shall be mandatorily done by all
students during the intervening summer vacation betwesn the first and second
years of study and in the second phase a 2-monih internship/apprenticeshipion
the job training shall be mandatorily dons by aill the students curing the
intervaning summer vacation betwean the second and third years of study. In the
final and third phase a 8-month (one full semester) internship/apprenticeship/on
the job training shall be done mandatorily either In the 5h Semester or Gth
Semaster of all 3/4 year conventional degree programmes and 5-year integrated

PG programmes

In casa of 4-year Professional Degree Programmaes, in the first phase, the
mandatory 2-month Community Service Project shall be done by all
students during the intervening summear vacation between the second
and third years of study and in the sacond phase a mandatory 2-month
internship/ apprenticeship/on the job ftraining shall be done by
all the students during the inlervening summer vacation batwean the
third and fourth years of study. In the final and third phase a G-month
(one full semester) internship/apprenticashipion the job ftraining
shall be dones mandatorily either in tha Tth Semester or 8th Semesier

Contd...2
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In this background, Government after examination of the mafter hereby

issue the following guidelines for the 10 month mandatory internshipd
appranticeshipion the job training for all the 3'4 year Conventional Degree
Programmas, S-yaar Integraled PG programmes and to the &-year
Professional programmes from the Acadamic Year 2020-21:-

1. Community Service Project:

Tha Community Service Froject 18 an expenential leaming strategy thal
integrates meaningful community service with instruction, participation,
leamning and community developmenl. Community Service
Project involves students in communily development and service
activitiee and appiies the experience 1o personal and academic
development. Community Service Project is meant 1o link the community
with the college for mutual benefil. The community will be benefited with
the focused contribution of the college students for the village/ local
developmant. The coliege finds an opporfunity lo develop social
sensioiity and responsibilty among students and also amame as a
socially responsible institution. The community service project has lo be
undartaken as per the guidelines of AP. Stale Council of Higher
Education and with the approvel of respective Universities

2. Internship/Apprenticeship/On the Job Training

Developing an internship policy is an impactful stratagy for creating a
future talant pool for the Industry. The Internship program not only halps
frash pass-ouls in gaining professional know-how but also benefils the
employers on fresh perspectives on business [ssues and even
discovering potantial future business leaders. The main aim of this
initiative s enhancement of the employability skills of the students
passing out from Higher Educational Institutions. The A.P. State Council
of Higher Education has prepared a revised CBCS curriculum with the
heip of prominent acadamicians so that the State of Andhra Pradesh may
produce competent employable graduates as per the needs of the
industries. The objectives, procedures and evaluation system ane defined
in the regulations of tha revised CBCS curmculum as approved by the
respective Universities

3. The 10-month mandatory community servce /[ intemnship /
apprenticeshipion the job tramning is an initiative which is unique n
the country and also highly challenging. The communily service |
internship / apprenticeship / on the job training opportunity has to be
provided to all the students of highar education at differant phases of their
study as per the regulations. To faciltate intemships and also to
implament them affectively an administrative mechanism s nacassary at
each district level

In order to ensure affective implementation of the mandalory 10-month
nternship for the students of Colleges and Universities, and on the
recommendation of the AP. State Councll of Higher Education, the
Government of Andhra Pradesh consiitutes State Level and district level
ntarnship coordination committees in each of the districts of Andhra
Pradesh with Immediate effect. The composition, roles and
responsibilities of the commitieas are as cescribad hareunder:

Contd...3
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3.1 Committees at the State Level and also at the District Lavels
shall be constituted with the following composition.

State Level Committee:

State Council for Higher Education
missioner for Collegiate Education

S pecial Chief Secretary (Agn, Seri SHorli)
| Chief Secretary (Industries &Commerce Member
Spec mammmﬁm es) e mber
p&dﬂﬂhmﬁmlﬂwurﬂmpdawnn & Urban I:hr'-r]l -
pﬁnﬂ n:mmr Secretary (Gram Secretanials/ Ward '

l-- nﬂlﬂmﬂp’_flm

D. Andhra Pradesh Industrial Infrastructure Member
'._l.'_!Jlll 10 = I'{: !
Secretary (Public Enterprises) _F Member |
- : H-. * Mlnw
rincipal Secre (Panchayat Raj & Rural L W

' rm-:l al Secre Skills Development &Training) - Mamber

naging Director, APSSDC - Member

rincipal Secretary Health, Madical & Family Welfare L Member
tate laval Industrias, deﬂ Associations{one from mach - Members
be nominated by Chief Secratary)

ICEDs of the companiss 1o be nominated by e Chisf Secretar). |3 Members |

4.2. District lavel Committes

| LA _ = | Chalrman

Vice Chancellors — - | Members

Collector (Village & Ward | = | Mambar - Secretary
Secretariat and Development) | |
Registrar of the University - | Addl, Secretery (If there are two Registrars |
in @ district thera shall two Addl
1 | Secratanes)

5 | Manager — District Industries Centar | - | Mamber = |
& | Principal of an Autonomous Coflege | - | Member '
s _ (1o be nominated by the chairman) _
7 | Principal of @ Conventional Afflliated | - | Membar | _[

{l_.l_}hammlnitﬂd the chairman -
- | Member
| | {to ba nominatad by the chairman
= | Member

__{unhanmhmm Eﬂi‘ﬂ chairman)
AMambar

| (Znos) | |{to be nominated by the chairman
111 | GM, DIC - | Member IR
12 |:'-"Ili'tl'|¢'|: Level officars of APIIC = | Member

| . |(to bencminated by Chairman)
13 | 2 CEQ's of companies having strong | - | Member |

- _Jﬂ'ﬁﬂﬂﬂlnmﬂl’llplﬂ!hfldllh'ﬁt (io be nominated by Chairman}
14 | Local chapters of industry and trade | - | 3 Members
associations 4 lone from each to be nominated by
Chairman)

15 | Prominent Alumni belonging to the | - | Members
district (one person to be nominated by Vice-
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3.3, Tenura of the mambers

Thea tenure of the nominated membars shall be for & period of threa years
from the date of nomination.

3.4 Role and responsibilities of the District Level Committees:

3 4.1 Conducting mestings of the committea for a menimum of two timas
in & year. Once befare the start of the academic year

342 Conducting mestings with the local industriabsts, service
organisations, Government depariments, agencies and other

professionals, to explore the pessibilities of the internship/ apprenticeship
fon the job training in the respective organizations and establishments,

3.4.3 Explore the possibilities of vacancies for internship / apprenticeship
fon the job fraining I wvarous organizations and Indusiries/
astablishments, both in public and private and in Central and Stale
Government Departments and empanel professionals’small business
establishments and other agencias which can offer internships

344 To ensure f[he implementation of the provisions of
Apprenticeship Act wherever applicable

345 To review periodically the effectiveness of internship
programme In consultation with all the stakeholders. To ensure that all

the students are provided with internships preferably as per their interests
and domain of study.

1.5. Roles and Responsibilities of the Registrars of the Universities:

3.5.1. Ligison batween the colleges under the jurisdiction of the University
concernad and the District Coordination Commities

3152 To finalize the guidelines for the allotment of sludents to various
arganizations.

4.5.3. To submit the damand for inlemnships in different fields of study to
the commiites as and when required-

354, To prepare the lists of students participating in tha
internship/apprenticeship/on the job training, inciuding In the community
sarvice project.

3.5.5. To prepare the student-damand analysis.

3.5.6. To prepare a kst of students who are prepared to do the internship
outsida the district and 1o find suitable organizations and establishments.

3157 To map the students and the intemship offering establishments and
organizabons

3.5.8. To provide data and information to the committee as required by
the committee

5. The Registrars of the Universities in the State of Andhra Pradesh shall
adopt the above orders with the approval of thelr respective Statutory Boards for
s Impiemantation of the aforesald orders in &l the Unlversities, Colleges and its
affiiated colleges under their jurisdiction from the Academic Year 2020-21.
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B The Collectors and District Magistrates shall take further action in the matter
accordingly.

(BY ORDER AND IN THE NAME OF THE GOVERNOR OF ANDHRA PRADESH)

SYAMALA RAD JAMJAM,
PRINCIPAL SECRETARY TO GOWVT

To

All the Collectors and District Magistrates in the Stale

All ine Vice-Chancellors of Universitias in the State

All tha Registrars of Universities in the State

The Secretary, A P. State Council of Higher Education, Mangalagin
The Commissioner of Technica!l Education, A.P., Vijayawada

The Commissioner of Collegiate Education, AP, Vijayawada

The Mamber-Secretary, APHERMC, Tadepall, Guntur District

Copy 19:-

The P.S. to Secretary to C.M.

The CSD to Minister (Education)

The PS to the Chief Secretary to Government of AP

The P.S. to Principal Secretary to Govt , Highar Education Department

To All Special Chief Secretaries/Prl. Secretaries concemed and other members
of the State Level Commities

To All members of the District Lave! Commitiee

IFORWARDED BY ORDERY

DI
TION OFFI
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COMMUNITY SERVICE PROJECT
oo Experiential learning through community engagement

1. INTRODUCTION
Community Service Project 18 an experiential learming  strategy  that
integrates meaningful community service with instruction, participation,
learning and community development
Commumity Service Proggect mvolves students m community development
and service activities and applies the experience to personal and academic

development.
Community Service Project 18 meant to link the community with the college
for mutual benefit, The community will be benefited with the focused

contribution of the college students for the village/ local development. The
college finds an opportunity to develop social sensibiiity and responsibility
amang students and also emerge as a socially responsible institution,

2. OBJECTIVES

Community Service Project should be an integral part of the curriculum, as a
part of the 2 months of Summer Internships / Apprenticeships / On the Job
Training, whenever there 18 an exigency when siudents cannot pursue their

summer internahips, The specific objectives are;

To sensitize the students to the hiving conditions of the people who are
around them,

To help students to realize the stark realities of the society.

To bring about an attitudinal change in the students and help them to
develop societal consciousness, sensibility, responsibility and accountability
To make students aware of their mner strength and help them to find new
fout of box solutions to the social problems.

To make students socially responsible citizens who are sensitve to the
needs of the disadvantaged sections.

To help students to initiate developmental activines in the community in
coordination with public and government authoritics.

To develop a holistic life perspective among the students by making them

study culture, traditons, habits, lifestyles, resource utillization, wastages
and its management, social problems, public admimmistration system and the

roles and responsibilines of different persons across different social
syslems.



3. IMPLEMENTATION OF COMMUNITY SERVICE PROJECT

Every student should put in a minimum of 180 hours for the Community
Service Project during the summer vacation.
Each class/section should be assigned with a mentor.

The mentor should be a faculty member. Incentive could be given to the
faculty mentors in terms of Acadermue Performance Indicators (APl scoares.

Or could even be made a compulsory in the service canditions laid down at
the time of appointment.

4 Credits to be allocated for Community Service Project within the Choice
Based Credit System [CBCS].

The 180 hours of Community Service Project could be done in different
Areas.

Specific Departments could concentrate on their major areas of concern.
For example, Dept. of Computer Science can take up activities related to

Computer Literacy to different sections of people like - youth, women,
house-wives, etc,,, Dept. of Zoology or other life sciences depariments could

concentrate on health awareness, blood groupmgs, awareness on blood
donation or argan donation, etc. Dept, of Mathematics and Statistics could

dwell upon empowering the youth with analytical skills, Dept. of Commerce

could create awareness on G3T or Income Tax Heturns or other taxes or
CONSUIMETISII.

Sky will be the limit for organizing different programmes, provided the
faculties are sufficiently motivated.

A log book has to be maintained by each of the student, where the activities
undertaken /involved to be recorded,

The log book has to be countersigned by the concerned mentor/faculty
incharge.

Evaluation to be done based on the active participation of the student and
grade could be awarded by the mentor/laculty member.

The final evaluation to be reflected in the grade memo of the student.

The Community Service Project should be different from the regular
programmes af NS5 /NCC /Green Corps/Red Ribbon Club, ete.

Minor project report should be submitted by each student. An internal Viva
shall also be conducted by a committee constituted by the principal of the
college.



o Award of marks shall be made &8s per the guidelines of
Internshup/apprentice/ an the job traming

4. PROCEDURE

o A group of students or even a single student could be assigned for a
particular habitation or village or mumcipal ward, as [ar as possible, in the
near vicinity of their place of stay, 80 as to enable them to commute from
their residence and return back by evening or so.

e The Community Service Project is a twolold one -

L+

=

First, the student/s could conduct a survey of the habitation, if
necessary, 10 terms of their own domain or subject area. For ex., a
student of Arts will focus on socio-economic conditions, social survey
and about the Government's socigl secunity schemes, A student of
Sciences could take up a survey on the health and hygiene conditions
of that habitation, similarly, with ather subject areas too. Or it can
even be a general survey, mcorporating all the different areas. A
common survey format could be designed. This should not be viewed
as a duplication of work by the Village or Ward volunteers; rather, it
could be another primary source of data.

Secondly, the student/s could take up a project work related to their
domain or subject area.

e The different areas, could be like -

o

@ o 0 O O O 0 Q0 0 QO Q O O

Agriculture

Health

Marketing and Cooperation
Animal Husbandry
Horticulture

Fisheries

Sericulture

Revenue and Survey
Natural Disaster Management
Irrigation

Law & Order

Excise and Prohibition
Mines and Geology

Energy



A specilic example,

A student of B.Sc [BEC) will first conduct a survey of his/her habitation
which could be related to a specific area or in a comprehensive way of socio-
cconomic conditions, covering all the areas listed above,

ar

Could conduct an awareness programme on Health and Hygiene or in
Organic Farming or in Fishernes or in advocating prohibation of liguor ar
about renewable energy, or any other activity in an area as per hisfher
aptitude and the problems dentified i the socioeconomic survey
conducted.

A project work shall be done on a particular topic related to his/her domain
subject area.



5. EXPECTED OUTCOMES

BENEFITS OF COMMUNITY SERVICE PROJECT TO STUDENTS
Learning Outcomes

« Posmitive impact on students’ academic learning

e [mproves students’ ability to apply what they have learned mm “the real
world”

« Positive impact on academic outcomes such as demonstrated complexity of
understanding, problem analysis, problem-solving, crtical thinking, and
cognitive development

« [Improved ability to understand complexity and ambiguity

Personal Outcomes

o Greater sense of personal efficacy, personal dentity, spritual growth, and
moral development

e (reater interpersonal development, particularly the ability to work well with

others, and build leadership and communication skills
Social Outcomes
o Reduced stereotypes and greater inter-cultural understanding

o Improved sooal responsibility and catizenship skills

 Greater involvement in commumty service after graduation

Career Development

 Connections with professionals and community members for learning and

carecr oppartunities
o (reater academic learning, leadership skills, and personal eflicacy can lead
1o greater opportunity

Relationship with the Institution
e Stronger relationships with faculty

o (reater satisfaction with college
o [mproved graduation rates

BENEFITS OF COMMUNITY SERVICE PROJECT TO FACULTY MEMBERS
o Sansfaction with the quality of student learming

o New avenues for research and pubbication wia new relationships between
faculty and community

« Providing networking opportunities with engaged faculty in other disciplines
or institutions

* A stronger commitment (o one's research



BENEFITS OF COMMUNITY SERVICE PROJECT TO COLLEGES AND
UNIVERSITIES

Improved insttutonal commitment

Improved student retention
Enhanced community relations

BENEFITS OF COMMUNITY SERVICE PROJECT TO COMMUNITY

Satisfaction with student participation
Valuable human resources needed to achieve community goals
New energy, enthusiasm and perspectives applied to community work

Enhanced community-university relations.

ROLE OF STUDENTS:

Students may not have the expertise to conduct all the programmes on their
own. The students then can play a facilitator role and conduct the
programmes involving Governmental agencies, Non-Governmental agencies
ar faculties of their caollege, etc.

Far conducting special camps like Health related, they will be coordinating
with the Governmental agencies.

Aa and when required the College faculty themselves act as Resource
Persons.

Students can work in  close association with Non-Governmental
Organizations like Lions Club, Rotary Club, etc or with any NGO actively
working in that habitation.

And also with the Governmental Departments. If the programme 15 rolled
out, the Mhstrict Administration could be roped n for the successful
deployment of the programme.

An in-house traming and induction programme could be arranged for the
faculty and participating students, to expose them to the methodology of
Service Learming.



6. TIME FRAME FOR THE COMMUNITY SERVICE PROJECT

Duration: 8 weeks

Schedule:

Socio-Economic Survey of the Village /Habitation (Two weeks): A group of
students under the guidance of faculty mentors conduct 8 Socioecconomic
Survey of the Village /habitation. They will interact with people to acquire basic
knowledge on the project chosen for study and conduct the survey using a

structured questionnaire.

Community awareness campaign (one week): The students group takes up
communily awareness campaigns based on the above survey conducted by
identifying the problems or vulnerable issues. They may also conduct house to

house campaign on socially relevant theme. Ex: Government welfare programs,
health care, consumer protection, {pod adulteration, digital transactions,
information sources, e1c.

Main Project |4 weeks): A group of students choose a topic related to their
subject ared and conduct a Progect which includes, Data collection, interviews,
internship in any select unit or department.

Report preparation |(one week|: The student should submit a project report

duly signed by the mentor.

7. ASSESSMENT METHODOLOGY FOR COMMUNITY SERVICE PROJECT

Lﬂu'ni.ni outcomes:
To [acilitate an understanding of the 1ssues that confronts the vulnerable [
marginahized sections of the society.

 Tomitiate team processes with the student groups for societal change.

e To provide students an opportunity to familiarize themselves with urban /
rural community they live in.

« To enable students to engage 1n the development of the community.

¢« To plan activitics based on the focused groups.

e To know the ways of transforming the society through systematic
programme implementation,

The following is the evaluation methodology for awarding marks/grades.

There will be only internal evaluaton for this internship. Each faculty member
15 to be assigned with 10 t0 15 students depending upon avallability of the



faculty members. The faculty member will act as a faculty-mentar for the group
and is in-charge for the learmning activiies of the students and also for the
comprehensive and continuous assessment of the students.

The assessment 15 (o be conducted for 100 marks. The number af credits

assigned is 4. Later as per the present practice the marks are converted into
grades and grade points to include finally in the SGPA and CGPA.

The weightings shall be:

Project Log 20%
Project Implementation 0%
Project report 25%,
Presentation 29%0

Each student is required to maintain an individual logbook, where he/she is
supposed to record day to day activities. The project log is assessed on an
individual basis, thus allowing for mmdividual members within groups to be
assessed this way, The assessment will take into consideration the individual
student’s involvement in the assigned work.

While grading the student’s performance, using the student’s project log, the
following should be taken into account -

a. The individual student’s effort and commitment,

b, The ongnality and quality of the work produced by the individual student.

c. The student's integration and co-operation with the work assigned.

d, The completeness ol the logbook.

The assessment for the Community Service Project implementation shall
include the following components and based on the entries of Project Log and
Project Report:

a. Onentation to the community development

b. Conducting a baseline assessment of development needs

c. Number and Qualty of Awareness Programmes organised on beneficiary
programmes and improvement in quality of life, environment and social
consciousness, motivation and leadership, personality development, ete,

d, Number and Quality of Intervention Programmes (Prevention or promotion
programs that aim to promote behavioural change in defined community
contexis to address social problems) organised.

e. Follow-up Programmes suggested [Referral Services, Bringing Community
Participation|



{. Developing short and mid-term action plans in consultation with local
leadership and local government oflicers.

The Project Report shall be prepared as per the guidelines given in the Model
Project Report.

The Project Presentation is to be made by the student after he/she reports
back to the College. The components [or assessment are -

a. assessing the involvement in the project
b. presentation skills
. final outcome of the project as evinced by the student,
Example:
Name of the Student: | X. YY ZZZ
Class & Year of Study | 11 B.A. 2021 - 2022
Registered Number | D00000
Cmstponst [Marks | Securol
1. Project Log |20 15
2. Project | 30 20
Implementation !
3. Project Report |25 20
4. Presentation 25 20
“TOTAL OUT OF 100 | 100 75
Letter grade Grade Point Credits Credit Point
O (outstanding] 10 2 20
A+ (Excellent) ) 2 18
A (Very Good) = 2 16
B+ (Good] 7 2 14
B (Above average| 6 2 12
C |Average] 5 2 10
D (Pass) &) 2 8
F (Faill () 2 0
Ab [Absent) () 2 0

In the above example, 75 marks are converted to letter grade / grade point.
Letter grade Grade Point Credits Credit Point
B+ (Good! 7 2 14



8. MODEL OF THE PROJECT REPORT
PART - A

1. Intreduction:

A. About the Village / Habitation.
2. Socio-Economic Survey of the Village / Habitation.

A. Data collection using prescribed formats,
J. Problems identilied and Analyses of the problems.
4. Short-term and long term action plan for possible solutions for the
problems dentified and that could be recommended to the concerned
authorties for implementation.
5. Community awareness programmes conducted w.r.t the problems and their
autcomes.

PART - B
1. A mimi-project work in the related subject w.r.t the habitation /village.

|Far ex., a student of Botany may do a progect on Organic Farming or
Horticulture or usage of biolertilisers or biopesticides or effect of the inorganic
pesticides, etc. A student of Zoology may do a project on Aquaculture practices
or animal husbandry or poultry or health and hygiene or Blood group analysis

ar survey on the Hypertension or survey on the prevalence of diabetes, etc.

PART - C
1. Recommendations and conclusions.
2. Relerences



9. SUGGESTIVE LIST OF PROGRAMMES UNDER COMMUNRNITY SERVICE
PROJECT

The following the recommended list of projects for BA, B.Com, and B.Sc

programmes. The hsts are not exhaustive and open for additions, deletions and
modifications. Colleges are expected to focus on specific local issues for this

kind of projects. The students are expected to carry out these projects with
invalvemnment, commitment, regsponsibility and accountability, The mentors of a
group of siudents should take the responsibility of motivating, facilitating, and
guiding the students. They have to interact with local leadership and people

and appraise the objectives and benefits of this kind of projects. The project
reparts shall be placed in the college website for reference. Systematic, Factual,
methodical and honest reporting shall be ensured.

For Arts Students

Village demography

Healthcare programmes and their implementation
sSchool educabon

Youth engagement

Women empowerment

Women education

: Domestc violence

Culture, traditions, values and ethics

Employment of different sections

Status of socially deprived sections
Implementation of state development programmes
Implementation and impact of welfare schemes
Public distribution system

Social inclusiveness

Village governance

. Health care system and its ellectiveness
Information sources and their effectivencss
Entertainment media and habits

Social problems

Family and marriage systems across diflerent social groups
Religon profile and their role in social development
Communal harmony

Innovative methods and practices

Village industry

Safety and security

. Migration for employment

. Infrastructure development

Facilities for quality life across different social groups
Leadership in family, commumity and social groups
Implementation of central schemes

Village development plans
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32. Child labour

33. Sex education

34. Atrocities against women

35, Awareness of central government schemes and the level of partcipation
J6,  Community engagement programmes and their impact
37. Career onentation of youth

38. Skill development programmes and their impact

J9. Alcohol and smoking halnts and their impact on families and society
40. Crime rate, law and order and safety needs

41. Quality of Elementary education and accessibility
42, Factors considered for electing public representatives
43. Environment protection

44, Inter relipous harmony

45. Treatment of aged persons

46. Sanmitanhon systems

47. Tribal studies

48. Telugu literature and mondalics

49, Awareness of epics among vouth and children

50, Anthropological survey

al. Music and dance

52. Performing arts

53. Social evils

For Commerce Students

1. Entreprenuership

4, Agricultural products and marketing

3. Poultry business

q. Dairy business

a2 Agquaculture

6. Wage system and Labour Welfare

T. Village industry products and marketing

8. Income and wealth distnibution among different sections of the society
" Entertamment services

10, Communication services

11. Banking services and habits

12. Insurance services and habits

13. Public distribution system

14, Vegetable marketing

15. Savings and Investments

16. Online purchases

17, Digital transactions

18. Use of electrical home appliances

19. Use of electronic home appliances

20, Personal transport

21, Consumer movement

22,  Unfair trade practices



23. Food habits

24,  Income distribution

25. Wealth distribution

26, Expenditure pattern on different product categoriea
27, Buying motives

28, Consumer behavior

29, Impact of celebrity advertising
30. [Impact of TV an product choices
31. Usage of cell phones

32. Self employed professionals

33. Construction

J4. Leisure time management

35. Tounsm

36. Leadership

J7. Human resource development
38. Local administration

39,  Office management in local governing bodies

40. Exporis
41. Handicrafis

42. Handlooms

43. Public transport

44, Private transport

45. Cooperative societies

46, Shafts in occupations

47, Debt burden of different sections of the society
48, Time management

49, Dispute resolution systems

20, Commercial crops

For Science Students

Water facilities and drinking water availability

1

2 Health and hygiene

3 Stress levels and coping mechanisms
4. Health intervention programmes
5. Haorticulture

6 Herbal plants

T Botanical survey

8 Zoological survey

g, Marine products

10,  Aqua culture

11. Inland fisheries

12, Animals and species

13. Nutrition

14, Tradinonal health care methods
15, Food habits



16,
17.
18.
19,
20.
21,
22,
23.
24.
23,
26,
27.
3B,

24,
30.
J1.
33,
33.
34.
32.
36.

Air pollution

Water pollution

Hlantation

Soil protection

Renewable energy

Plant discases

Yopa awareness and practice

Health care awareness programmes and their impact
Use of chemicals on fruits and vegetables
Organic farming

Crop rotation

Floericulture

Access to safe drninking water
Geographical survey

Geological survey

Sericulture

Study of species

Food adulteration

Incidence of Diabetes and other chronic diseases
Human genectics

Blood groups and blood picture

10. COMPLIMENTING THE COMMUNITY SERVICE PROJECT THE
STUDENTS MAY BE INVOLVED TO TAKE UP SOME AWARENESS

CAMPAIGNS ON SOCIAL ISSUES /SPECIAL GROUPS.

The suggested list of programmes are -

Programmes for School Children

i i LS o o iy

Reading Skill Programme (Reading Competition|

Preparation of Study Materials for the next class.

Personality / Leadership Development

Career Ouidance for X class students

Screening Documentary and other educational fiilms

Awareness Programme on Good Touch and Bad Touch [Sexual abuse|
Awareness Programme on Socially relevant themes.

Programmes for Women Empowerment

(7 L 8D

Government Guidelines and Policy Guidelines
Womens' Rights

Domestic Violence

Prevention and Control of Cancer

Promotion of Social Entrepreneurshap



General Camps

General Medical camps

Evye Camps

Dental Camps

Importance of protected drinking water
ODF awareness camp

Swatch Bharath

AIDS awarenecss camp

Anti Plastic Awareness

Programmes on Environment

Health and Hygiene

Hand wash programmes
Commemoration and Celebration of important davs
Hup'l:lmu for Youth Empowerment

l. Leadership

2. Anti-alcoholism and Drug addiction
3. Ant-tobacco
4
o,
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. Awareness on Competitive Examinations
Personality Development

Common Programmes
Awareness on RTI

|

2. Health intervention programmes

d. Yoga

4. Tree plantation

i P'rngrﬂmn:mﬂ in consonance with the Govt. Departments ke -

1.  Agriculture
1. Health
ii. Marketing and Cooperation
iv. Animal Husbandry
v. Horticulture
vi. Fisheries
vil. Sericulture
vini Revenue and Survey
1x. Natural Disaster Management
x. Ilrrigation
xi. Law & Order
xii. Excise and Prohibition
xiti, Mines and Geology
xiv. Energy



ANDHRA PRADESH STATE COUNCIL OF HIGHER EDUCATION
(A Statutory Body of the Governmant of AP

i, IV & V Floors, Nealadri Towers, Sri Ram le.
5" Battalion Road, Atrnakur {V), Mangalagirl {M)
Guintur = §22 503, Andhra Pradesh

Web: wew apsche.org, Email: acadomiccal @apsche org

PROF.B.SUDHEER PREM KUMAR

SECRETARY

Lr No APSCHEIAC/CBCS-2019-20/Review2Z Dt 2503 2022
To

The Registrars of

Andhra Unnversity Acharya Naganuna Universiy _5rl Venkateswara Liniversily
Frishaup Linhagrsily Vikrama Simhagun Linvarsity _Adikavl Nannayya University ]

Yogl Viemans Lnbeersity Sri Knshnagevaraya University  Rayaiasssma University
O B R Ambedkarl University !_

SirfMadam
Sub: APSCHE-AC-Rewssion of syitabus under CBCS with affect from 2020-21-Guwdelings

-Comgendum issued — Rog
Ref G0 MsNo4b HE (CE) Dept. D 22 12 2020
-000-

| am directed to inform that as the Uneversities are aware, the AP State Council of
Higher Education has revised ihe syllabus of 4 year Ganaral UG Honowrs Programmes 1o be
in affect from 2020-21 under Choice Based Credit System. These programmes. in
accordance with the G O under reference have an exil opton al the end of three years The
syllabus of semesters | o V of ihe 4 year General UG Honours programmes prepared by the
APSCHE along with the guidelines and the curricular structure is placed in the website of the
Coundll

| am 1o further inform thal, as per the guidelines placed in the websile of the Council,
there shall be mandatory inlemship for all UG programmes for 10 months = 1% Inlernship
(Community Service Project) afler the end of 2* semesier examinations, 2™ Apprentceship
/ imernship | On the Job Tramning afler the end of 4™ semestar examinations and the 3 and
final Apprenticeship ! Internship / On the Job Training in semesier & to ensure thal the
siudents develop hands on technical skills which will be of greal help in tacing the warld of

work along with developing social consciousness and compassionate commiément towards
the neighbourhood

In order o ensure presence of work force o lirms/compamsesionganisations el1c.
throughowt the year and {0 balance the work load in Degree Colleges. only 50% of siudenis
in a class shall be allotled Internship in V Semesier and the remaining 50% shall attend

cdasses on Skil Enhancement Courses (SECs). The 50% of studenis who attended
tamiship in V semester shall attend classes for SECs in VI Semester and the 50% students

who allend classes for SECs in Semester V shall go inlemship In V1 Semester. In either
Semester V ar V1 only 50% of students in a class will be in Internship or attend classes for



SECs. The students may be given a choice to opl for intemship either in samester-V' or
semester-yi

Accorgingly, the 10 month mandalory Apprenticeship / Intermship / On the Job
Training for LG programmeas as per the revised CBCS curriculum wath effect from 2020-21 is
{o be held as follows:

Internship | Appranticeship [ Duration To be hald Hours Credits
Mumbar Internship | On the
Job Training
1 Communily Service | 4 weeks | Afier the end of 2 semester | 100 A
mlemnship | Project axaminations. |8 during
inbervening  summer ol
| semesiers 2 and 3
e | Apprenticeship | | 4 wesks | Afler the end of 37 semester | 100 @ 4
miegmship | Inbemnship / On fhe examinations. e during
Job Training | Intervening  summer  of
 semesiers 4 and 5
3"  and | Apprenbceship /| One | 57 of 6° samester - 50% of | 200 | 12
final Internship / On the | semesier | siudenls 1o undergo In 5%
miemahip | Job Training | semesier while the rest 50%
| fo undergo in §* semesler

Faor the sltudents who are admitted in first year for the academic year 2021-22, the

Community Service Project can be done anytime during Il 1o VI semesters, including on
weekends or holidays. completing the mandatory 4 weeks

The Universities are therelore requested 1o nole the change In execution of the final
internship and communicale it 1o ail the Degree colieges afflialed to the University

Yours faiivfully,
.i_ -
SECRETARY
Copy o
The Yice Chancallors of tha affiliabng Universities
The Deans, Academic AMairs of the affikaling Universities
Ponopals of all Autonomoss Cofeges in the Siale of AP



COMMISSIONERATE OF COLLEGIATE EDUCATION
GOVERNMENT OF ANDHRA PRADESH

CIRCULAR
CircularfAPCCE/Academic Cell/AC-10/2022 304 aa

Sab: Commussionerate of Collegiaie Education - Maintenance of College Website as per S0P
issued on 3™ February 2022,

The Commissionerate of Colleginie Edvcation issued Standard Operational Procedure
(SOP) on 3™ February 2022 regarding NAAC and Maintenance of College Website, Hence all
the Principals are informed 1o the maintain their college website as per the SOP issued. There
will be state level review meeting for all Government Degree Colleges during the first week of
Mav 2022 on collepe websites

The website should be dynamic, creative, and innovative to preseni the institutional
vision, missions and other activities. Should incorporate all the required documents as required
by NAAC from time w time, Wehsite is 1o be updated frequently and maintained up 1o date by
uploading vanous scanned documents.

The website should be maintained with Main tabs and Sub tabs a5 mentioned below

i Home
r N About Us
a History
b. Vision and Mission
c Principal Message
d. List of Principals
c. NAAC Centificate
l. AISHE Cenificate
g IS0 Certificate
h. NIRF Rank details
L University Affiliation Cenificale
Jr UGC 20y & 12(b)
k. CPE and Autonomy Certificates (Wherever Applicable)
I

Location and Campuas Layout
Building Layout/details

3



~EFE®e Se RD TP

-I—!-?-'

P P 8

CrPDC

College Commitiees

Monthly Mews Lener

Alumni Association Mecting Reports
Alumni Association Activities Reports

E

P 7P

Academic Council
Academic Calendar
Exam Calendars
Academic Audit Reports
Programmes Offered
A UG Progrmmmes
ii. PG Programmes
Certificate Courses
Admissions Categony-wisce
Curricular Transsction Plan
I Master Timetable
ii. Program-wise Timetable
. Lecturer-wise Timetable

I Cos
il. P




3.

1. PSOs
Iv. Attninment of C0s

i LMS / e-tools designed by Stafl

Departments
a Department of English (Eg)
. Vision & Mission
1. Semesler Wise Time Tahles
1. Courses/Programmes
iv. Sem wise Syllabus
V. Strengths and Achicvements of Department
vi, StalT Details (CVs to be enclosed)
vii. Student Admussions (Prog / Course wisc)
viii. Results
IX. Publications, Paienis & Awards
. Dept. meeting Minutes | Year wise)
X1, Best Practices
xii. Continuous Internal Assessment Llp to date Format (Course wise)
Xiii. Student’s Progression 1o Higher Education (with proofs)
Xiv. Student’s Progression to Employment { with proofs)
Heports of Various institutional and Departmental Activities
o Reports related to Dept. activities (Seminars [ Guest Lectures! Workshops,
Extension Activities elc.,)
Research

i, Collaborations
b, Research Achievements

C. Rescarch Publications

d. MOUs / Links

e Field TripaSwudy Tours

I. Student Study | Ficld Projects
g MRP

h. Incubation Centre Activities

Infrastructure (with Measurements and available Mcilities)
n. Cluss Rooms



¥

c. Muintenance of Infrastructure

d. Virtual Class Hooms

e Digital Class Rooms

f. Skill Development Centre

8 Library

h. e-Resources

Student Support (Briel Description, details, Calendar of Activities and Reports in
NAAC format)

i@ JKC

b. NaS

c. NCC

d. WEC

e Health Centre

L. (i'Y'M and Sporis Centre

£ RRC

h DRC

I Anti-Ragging

i Cultural Club

k. Career Guidance Cell

L MANATY

™, Grievance Redressal Cell

fi. Consumer Club

o, Scholarship

IQAC

a. About [QAC - Committee and Criterion In charpe details
h. IQAC Structure

c VISION, MISSION and Core Values
d AQARS

e Accreditation Details

f QAL Meetings / Resalutions / Action taken Reports
B Criterion wise data

Hest Practices
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13,
14.

5.
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Ciender Sensitivity

Waste Management

Hain Water Harvesting

Cireen Practices

Differemtly-abled Friendliness

Code of Conduct Handbook

Best Practices of the Institution in NAAC format
Mational Symbaols

Fundamental Rights & Fundamental Duties
Professional Code of Govi of APELUGC
Other Practices

Examination Cell

a.
b.
&
d
£

T om

For any queries relating to maintenance of website plesse contact Sri E Vara Prasad,

About Examination Cell

Programmes Offered

MNotifications

Examinations Time [ables
Previous Question Papers

Resulis

L Result Analysis

Evaluation Procedures and Reforms

Lecturer m Academic Cell Ovio CCE Ph No: 9440231336,

..--"{.'J %\u\\?"

Academic Gmdance Offficer



