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DEPARTMENTS 

It is the responsibility of the Principal to formulate the Departments for the degree 

program recognized by the University. The senior teacher shall be nominated as 

the Head of the Department. The faculties in the concerned subjects shall be the 

members of the Department.  

Departmental Functioning:     

1.  The Head of the department shall: 

a. Maintain the list and personal profile of each faculty in its department. 

b. Conduct at least two meetings of the Department in each academic year. 

c. Allocate the teaching workload to the faculties of the department 

d. Collect semester-wise teaching plans from all the faculty members of the 

department 

e. Monitor the adherence to the teaching plan and ensure the appropriate 

delivery of course syllabus from each member 

f. Prepare the plan of extra and co-curricular activities considering the 

Academic Calendar at the beginning of the year in consultation with the 

members of the department 

g. Maintain appropriate records of all the activities conducted throughout the 

year 

h. Submit the Annual report of the activities conducted by the department at 

the end of the year to IQAC after due endorsement from the College 

Principal. 

i. The departmental head and staff members shall review COs, POs, and PSOs 

while drafting teaching plans, and curriculum delivery and give appropriate 



weightage in CIE and Semester examinations. Further, the HOD shall be 

responsible for observing diversions and taking corrective actions. 

 

2. Departmental Working: 

a. Each department shall exclusively work for the academic and social 

upbringing of the students. 

b. All the faculties of the department shall adhere to the instructions of the 

HOD and work under the directives issued by the HOD in consultation 

with the College Principal.  

c. The timetable allotted to the individual departments for the lectures of all 

the classes shall be followed unscrupulously. 

d. The lectures of the absent faculty shall be engaged or adjusted by other 

faculties of the department and engagement of the students shall be utmost 

priority. 

e. The faculty who are nominated as in charge of any curricular, 

cocurricular, or extra-curricular activities shall prepare the Report in the 

prescribed format and submit the same to the HOD for onward 

acknowledgment from IQAC 

f. Each department shall maintain the files and records of all the prescribed 

documents as per the directives of the IQAC 

g. All the faculty members shall maintain the file of their profile in the 

Department 

h. Each department shall strengthen its activities by adding the number of 

Programs or Courses year after year for the benefit of the students.  

i. Each department in every academic year shall offer at least two add-on 

Certificate Courses of 30 hours each for imparting skill-oriented 

knowledge to the students. 

j. Each department shall in coordination with the Placement Cell organize 

workshops, Seminars, and Campus placement drives to offer Internships 

or employment to aspiring Students. 

k. The department shall maintain the records of its star alumni i.e. the 

records of the ex-students who are working in top positions in corporate 

or who have started their businesses and have become the well-known 

personalities in their vicinity.             

 


