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“STANDARD OPE RATING PROTOCOLS ARE
THE FOUNDATION UPON WHICH
EXCEPTIONAL EXPERIENCES ARE BUILT.”

A Standard Operating Protocol (SOP) is a document tha describes the
regularly recurring operations to ensure that the operations are carried out
correcily (quality) and always in the same manner fconsistency).
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PREFACE

Al Harmal Panchakroshi Shikshan Mandal’s Ganpat Parsekar College of
Education, Harmal, we are committed to excellence in teacher educat ion through
structured, transparent, snd efficient administrative practices. In a dynamic
academic environment where quality and accountability are paramount, Sta ndard
Operating Protocols (S0Ps) offer a systematic and professional framework to
ensure consistency, clarity, and coherence in all institutional operations,

This SOP manual has been carefully curated to support the smooth execution of
various duties undertaken by our faculty, staff, and administrative personnel.
Whether related to admissions, various commitiees and cells, examinations,
maintenance of records, student support services, or coordination of curricular
and co-curricular activities, these SOPs act as a guiding compass that aligns our
daily functions with the vision and mission of the college.

The manual provides detailed protocols and procedural guidelines to strengthen
internal systems and uphold institutional values such as transparency, integrity,
and excellence in service delivery. It promotes shared responsibility and fosters
a professional work culture by clearly defining roles, timelines, and
documentation requircments,

Recognizing the evolving demands of the higher education landscape and
regulatory frameworks, this SOP manual is designed to be a living document—
flexible and responsive to change. It will be periodically reviewed and updated to
incorporate feedback from all stakeholders including faculty, administrative staff,

students, and governing bodies.

Through this structured approach, we aspire to ensure that HPSM’s Ganpat
Parsekar College of Education not only meets but exceeds expectations in
academic governance, student services, and institutional development. It 15 our
hope that these SOPs will serve as a comerstone in our collective pursuit of
quality teacher education and continuous institutional improvement.

Vs Sankul, Bhom Plitase,

Horred, Pamtm-Gon, 403524
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» Maintain proper records of the yearly plan and prepare

% Introduce new ideas and initiatives that foster academic €

Colleet
: nputs fr T8
i ficulty, departments, and commitiees (o ensure an

nclusive and comprehensive plan.
Align the plan wi TE. Uni

- plan with NCTE, University, NAAC, and NEP 2020
Euidelines and institutional prioritics.
Maonitor the execution of planned activities and offer necessary support
1o ensure timely completion.
Evaluate the progress of the annual plan and recommend any necessary
course correclions.

a year-end

report for submission to the IQAC and Principal.
xcellence and

holistic student development.

1. ADMINISTRATIVE AUDIT COMMITTEE

% To ensure that all the Non-

To ensure the smooth functioning of the college office.

To ensure the staff are punctual in their work and abide by the conduct

rules.
In collaboration with IQAC, coardinate with suitable agencles 10
conduct annual “Academic enrichment programs.”

To ensure the office maintains all documents using the appropriate filing

syslem.
To inspect whether the Office Staff maintains records about timings,

leaves, service books, syllabus, enrolment, examination and other

matters related to the college.
Teaching Staff maintain a Log ~Book

Ta see whether an annual financial audit has been done and records are

maintained

Ensure the APAR of each adou 15
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4. STUDENTS INDUCTION COMMITTEE \.

¥ Design and implement a comprehensive Student Induction Programme C
per guidelines issued by UGC Decksharambh,
Prepare the induction schedule. including sessions on  academic

H I
orientation, campus tour, introduction to taculty, and co-curricular
activilies,

# Coordinate with other college committees such as IQAC, Discipline

Committee, and Cyltyr] Committee for smooth execution,

Assign mentors or buddy systems for small groups of students to ensure

Personalized guidance ang manitoring during the induction period,

» Provide information o library  resources, grievance  redressal

mechanism, anti-ragging measures, and counselling services,
Amange talks on fender Sensmivity, inclusi

'Qt:.i

Ve education, mental well-
being, envi ronmental awareness, and professional ethics.

Collect feedback from students and faculty on the effectiveness of the
induction programme,

# Prepare a report on

the induction Programme with suggestions for future
IMprovements.

# Submit the report to the Principal and [QAC for

documentation and
quality enhancement,

5. ALUMNI COMMITTEE

# Maintain an up-to-date database of all alumni with contact
professional detail

and

= Crpanize annual alumni meet and [acilitate interaction between alumni
and current studenis

* Encourage alumni to contribute 1o mstitutional development through

mentorship, guest lec




- Coordinate with (he Place

; _ Ment and Carcer Guidance Cell to involve
diumnj

m e C st
. AICEr SUpporl activities, such as campus placement,
iTET/ICTET Euidance,

Collect
feedback fram alumnj on curriculum relevance and institutional
Progress

Promote alumni achievements through college newsletters, website,
and social media

Facilitate formation of an official alumni association when the tenure
gets over,

Plan mitiatives to involve alumni in community outreach and college
events.

Manage and monitor the official alumni WhatsApp group to share
important updates on career opportunities, recruitment, and college
events,

Prepare an annual report of alumni activities for submission 1o the

Principal and IQAC

6. ACADEMIC AUDIT COMMITTEE

% Plan and conduct intemnal academic audits annually as per institutional

and regulatory guidelines.

Review teaching-learning processes, curriculum implementation, and
attainment of leaming outcomes.

Interact with faculty to assess the use of innovative teaching methods
and ICT tools.

Evaluate compliance with academic calendars, imetables, and course
completion.

Submit a detailed audit report with observations, commendations, and

actionable recommend
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# Coordinate with 1QAC for follow-up actions and continuous acadeny;,

Improvement

7. CAREER GUIDANCE & PLACEMENT CELL
# Organise career awareness sessions, seminars, and workshops for
Students.

» Guide teaching and non-teaching career apportunities in education and
related fields.

Conduct trainin £ n resume writing, interview skills, and communication
techniques,

# Facilitate tampus recruitment drives and coordinate with schools and
institutions for placement,

't-_'l'

Assist students in preparation for GTET, CTET, and GU-ART through
orientation sessions, mock tests, and study resources,

# Maintain a database of student profiles and placement records,

# Invite alumni and professionals to share career insights and mentoring
support.

# Collaborate with faculty and external agencies to offer career

counsclling and skill development programs

8. COLLEGE UNFAIR MEANS INQUIRY COMMITTEE (CUMIC)

# The committee shall investigate cases of unfair means and malpractices
reported, in a manner as prescribed below and shall recommend to the
Principal a course of action as prescribed in OA-5.14

# The Committee shall discharge the duties as mentioned in the Ordinance

OC- 54.4(2) of Goa University.

Standard Operating Protocel {SOP) / HPSM's GPCOE

\(
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9. COLLEGE

COMMITTEE EXAMINATION ~ GRIEVANCE ~ REDRESSAL

® Thi - : ;
This commitice shall Investigate writien complainis from the students
referred to them by the Principal in the conduct of examinations in a
manner as prescribed below,and recommend a course of action to the

Principal as prescribed in OA-5.14.

10.COLLEGE CURRICULUM PLANNING COMMITTEE

% Plan the academic calendar in alignment with Goa University guidelines

and institutional goals. .
% Coordinate the distribution of workload and timetable across

departments and faculty members.

% Ensure effective implementation of B.Ed. curriculum as per NCTE and

Goa University norms.
» Review and integrate suggestions from stakeholders for curmiculum

improvement.

% Encourage incorporation of ICT tools, inclusive education practices, and

experiential leaming methods.
% Maonitor progress of curriculum transaction and address any academic

challenges faced by faculty.
% Coordinate internal assessments, practicum planming, and internship

scheduling.
¥ Maintain documentation of curriculum plans, modifications, and review

meetings.
% Liaise with IQAC and Academic Audit Committee for quality assurance.

» Prepare and submit annual curriculum implementation reports to the

Principal and IQAC

p\
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TLCANTEEN COMMITTEE

b
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# Display a meny and price

oo ' n of the cantecn
Monitor the overall hygiene, cleanliness, and sanitatio

VeSS, .
ll"-llmtl'u the availability of healthy, nutritious, and alTordable food options
for students and staff. |
Regularly inspect food quality, storage practices, and kitchen operations.
Coordinate with the canteen vendor to address grievances and
implement IMprovements.

Ensure compliance with safety and health regulations as per institutional

and local authority norms.

Submit periadic reports to the Principal and recommend changes if

necessary.

list prominently in the canteen area.

Fromote eco-friendly practices such as minimal use of plastic and proper
waste disposal.

Conduct meetings with vendor and committee members 1o review
functioning and resolve issues.

IL.CULTURAL ACTIVITIES COMMITTEE

=

Standard Operating Protogol (SOF} f HPSM's GPCOE

Plan and organize cultural events, festivals, and celebrations throughout
the academic year.

Encourage student participation in intra. and inter-collegiate cultural

competitions.
Identify and nurture students’ talents in music, dance, drama, art, and
other cultural fields.

Coordinate college participation in university-

cultural I"nrumhﬂ_ulgmi;‘"n

3

Collaboratg with other mﬁmitle’es-fqr Independence
| 5
Day, and Annual Day, :

level youth festivals and

FHF g
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Maintai

dim records of }

| ol student achievemenis and event documentation

nelugivi . .
ustvIty and culiural diversity in all

) [T
Prepare annug| reporls

Ensure
plomned aclivitics.

E of cultural cvents and submit them to the
Principal and 1QAC,
Pry ' '

mote value-based and socially relevant themes through cultural
performances,
Amange rehearsals, logistics, and resource support for the smooth

execution of programs.

13.COMMITTEE FOR PROMOTING ACADEMIC EXCELLENCE
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Along with the Curnculum planning commitiee, encourage adaptation
of various.

modes of teaching-learning by teachers including ICT, experiential
learning, participative leaming etc, as per NEP 2020,

To organize brainstorming and focused discussion activities for the
students.

To encourage students to write articles for wallpapers and for the
College Magazine.

To commemarate important days of science/ languages/ social sciences
especially days proposed by the UN.

To display cuttings/photographs copies of important scientific
achievements reparted , on notice board,

Ta organise School/field’ Industrial visits in collaboration with various

departments.
To encourage professional development attributes for science / arts

students.
To organize activities such as training camps, dwarenass campaigns ete.

in coordination with other Committecs.

— ! :_.'-“.l



» To organize the annual competition on paper

# To maintain records of the activiti

pn:scnlmiﬂn -hased TY

disseriation.
s conducted and submit the same Lo

the 1QAC and on website.

14.COMPUTER LITERACY/ CYBER CELL AND SOCIAL MEDIA

=

Standard Operating Protocol (S0P} / HPSM's GPCOE

Organize computer literacy programs and basic 10 advanced digital skills
workshops for students and staff,

Promote safe and responsible usce of the intemet and digital devices on
Campus.

Conduct awareness sessions on cybersecurity, data privacy, and cyber
cthics.

Assist in troubleshooting and maintaining computer labs and digital
resources.

Suppon faculty in integrating technology and digital tools into teaching-
leaming processes.

Monitor and wupdate antivirus software, firewalls, and other
cvbersecurity measures in college systems.

Coordinate with external experts for specialized training in emerging
technologies.

Facilitate access to online resources, e-leaming platforms, and digital
libraries.

Oversee the mamtenance and ceordination of the college’s social media

platforms.

Regularly update social media accounts and tag relevant agencies in

each post
Maintain records of all computer literacy and cybersecurity activities

.|_|1_\_-

conducted. P Lt
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15.CONSULTANCY COMMITTEE

-

e
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Explore opportunities in areas such as teacher training, curriculum
development, inclusive education, pedagogy innovation, educational
rescarch, and school improvement programs.

Designing and defivering professional development workshops for
school teachers.

Conducting training on NEP 2020, inclusive education, classroom
management, assessment technigues, and digital pedagogy.

Integrating life skills, value education, and 21st-century compelencies

into school syllabi.
Offering academic audits and reviews for schools and educational
inslitutions.
Prepaning school development plans (SDPs) or institutional self-
assessments.
Partnering with NGOUs on literacy, gender equity, or rural education

projects.
Providing consultancy in setting up community leaming centres or adult

education programs

Developing resource materials such as booklets, handouts, and toolkits

for educators.
[igise with schools, educational NGOs, government apencies, and

teacher training institutions.
Maintain detailed records of all consultancy projects, including scope,

stakeholders, duration, revenue, and impact,

lﬂilpu:ﬂ‘l

Standard Operating Protocol (SOP) / 1IPSM's GPCOE




16.5TUDENTS! GRIEVANCE REDRESSAL COMMITTEE
# To attend to the general grievances of the students as per University
Grants Commission (Redressal of Grievances of Students). Regulations,
2023,

To instruct the official/s concerned to attend to the grievances and

v

provide timely redressal.
# An online grievance form should be made available on the website.

17.DISCIPLINE COMMITTEE

*  Maintain and promote a positive and respectful campus environment.

* Monitor student behaviour in classrooms, campus, and during college
events,

» Address cases of indiscipline, bullying, and misconduct promptly and
fairly.

» Organize awareness sessions on college rules, code of conduct, and anti-
ragging policies.

# Coordinate with security staff and administration to ensure campus
safety.

¥ Counsel students involved in disciplinary issues and guide them towards
correchive measures.

» Maintain records of disciplinary cases and actions taken.

# Report serious incidents to the Principal and recommend appropriate

sanctions.

# [Encourage student responsibility, ethical behaviour, and respect for

institutional values.
» Conduct periodic reviews of discipline policies and suggest

improvements to,the administration "

2\
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I8.ANTI RAGGING CELL

* ;:‘:: :;legimarz uFEJGE REGULATIONS ON CURBING THE
GGING IN HIGHER EDUCATIONAL
INSTITUTIONS, 2009,
Before Admission -
1. Constitution of anti-anti-ragging and anti-ragging squad-
2. Planning for strict supervision of all vulnerable places.
3. Display of posters on Notice board, websites and vulnersble places.
4

. Meeting of Faculty, PG accommodation owners to discuss preveniive

THCRSUTE:,

5. Involvement of social media for a wide publicity campaign against

ragging
At the time of Admission-
| Distribution of printed leaflets detailing when and whom the student
should contact for help and guidance in case of ragging.
2. Receipt of signed undertaking by parents/guardians.

3 Undertaking by new admission.

After Admission-

I, Organisation of a joint sensitisation programme for freshers and

SENIONS.
2. Surprise visit by the flying squad to monitor the situation
3. Organise two competitions on anti-ragging

4 Submit a monthly report on anti-ragging

n%9""511' 3tung 5 el
Standard Operating Protocol (SOP) / HPSM's GPCOE 12| Fagd
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matters related to gxaminations,

TLEXAMINATION COMMITTEE

» The Committee shall be in charge of all

* To induct newly admitted students regarding the examination pattem and

the college's rules and regulations (including Intra-Semester Assessment
(ISA] and Semester-End Examination [SEE]) at the entry level

» To prepare the Intra-Semester Assessment (ISA) timetable at the
beginning of each semester and ensure that it is communicated to all
faculty and students in advance.

To monitor and ensure continuous assessment through various modes such

w7

as written tests, assignments, and presentations, as per UGC evaluation
reforms.

¥ To assist students with any issues related to examinations and results.

To eonduct an awareness session for junior supervisors every semester

# To prepare the Semester-End Examination (SEE) timetable, arrange for
printing/cyclostyling of question papers, and ensure timely assessment of
answer books.

# To ensure that Divyang (students with disabilities) are provided
assessment opportunitics in line with UGC accessibility guidelines and
standards.

% To coordinate with the IAIMS Committee for the timely upload and
verification of marks.

% To submit a copy of each question paper to the library for record purposes,

% To successfully conduct the University Semester-End Examinations
(SEE).

% Ta assist students in the process of filling out examination forms.

To ensure students arc_well jnl"nnm:d about all examnation-related

deadlines and adhere to them without-Eails,
To ensure faculty members cubmit the statement of marks within the

stipulated time.

PEICEN R asp

‘spasy uren ] ‘RS RN
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¥ Toensure 1 —
ensure imely verification and submission ol marks.

# To ensure fai AR i
sure fair supervision by providing training o junier supervisors

before every SEE.

» Ta represent the college af the Controller of Examinations (COE) office in

case of any special matters or events.

required stationery well in advance and raise a

* To prepare an imveniory of
requisition.
and distnibution of results.

% Ta ensure timely preparation, declaration,
loaded on the

» To ensurc that a consolidated report based on resulls is up

college website for transparency and record,

20,FIRST AID & HEALTH WATCH CELL

% To ensure that there 15 a First Aid box is regularly stocked with required

iems.
» To arrange first boxes in Girls' and Boys' common rooms, Gymkhana
and in each laboratory.

% To act as Nodal Officer for Vector Bormne Disease, National Deworming

Programme &1C.
% To organise programme

start of the academic ycar.

5 for students and staff related 1o First Aid at the

» Organise activities involving linkages with local bodies such as

reproductive health, menstruation practices, Vaccination, communicable
diseases, haemoglobin testing elc,

¥ To promote mental health and well-being 1n linkage with relevant

AgEncIes.

To maintain record and submit the same 10 IQAC and upload on website.

¥

WAL NEQ-ERLR TILEH

i R TRYERG S
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M.CAMPUS ECO-FRIENDLY CELL

IIE £l P - D k=

¥ Drponize 1alks, rallies, ©
(riendly practices for students and staff. tectricity and 1-_\

¥ Promoie use of cloth bags, reduce plastic Usage, s \
water, and encourage eco-friendly habits. \

» Promole segregation of waste, Composting of organic Wasle, and proper
dispesal of non-biodegradable materials. |

¥ Creatc awareness about switching off lights/fans when not in usc, fixing
leaks, and conserving resources.

# Document all eco-friendly initiatives, participation, and outcomes

# To maintain a neat and clean college campus.

11, INTERNAL QUALITY ASSURANCE CELL

# Dcw:l-:upmenl and application of quality benchmarks/parameters for the
various academic and administrative activities of the institution,

# Dissemination of information on the various quality parameters of
higher education

# Organization of workshops, seminars on quality related themes and
promotion of quality circles. -

® Documentation of the various programmes / activities leading to quality
Improvement.

Acting as a nodal agency of the institution for quality-related activities.
Try to implement the projects adopted, monitor the state of progress.
Adopt remedial measure if the progress is halted.

Help teachers in matter of promotion through CAS,

Imprave the overall academic ambience of the College.

Y ¥ ¥ Y Y ¥

Facilitating the creation of a icamﬁr-cmuig Environment.

W

To foster a culture of quality consciousness by pron
improvement in academic and administrative practicy

Standard Operating Protocol {SOP) / 1IPSM's GPCOE @J‘ﬁ/
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* Encourape ;
EC Mnovatign. 4 o
slandards. + dctountability, and adherence to institutional

T

#  Preparati g
) Fr:r hlun Qf‘ lf!-: Annual Quality Assurance Report (AQAR)and SSR
3 Perthe guidelines ang parameters of NAAC

22 4. 1QACS CUTINY - SUB COMMITTEE
» Review ang verify all data and documents submitted by departments,
cells, and committees

¥ Ensure consistency in format, structure, and presentation across all
submissions under IQAC templates.

# Cross-check submitled reports with minutes of meetings, attendance,
supporting photographs, and activity reports to ensure evidence-based

reporting.

# Provide timely feedback to depariments/committees for cormections,
clanfications, or additions to submitted documents.

# Verify that academic, co-curricular, and extension activilies align with
the institutional calendar and are adequately documented.

#  Maintain strict confidentiality and ensure ethical handling of all data and
documentation reviewed,

¥ Scrutimze and  wvalidate all documents submitted for Career
Advancement Scheme (CAS) promotions in accordance with GU
guidelines.

23. IAIMS/SAMARTH COMMITTEE

# This committee will act as a mediator between Directorate of Higher
Education and College, which will provide technical help to all the
committees of college as well as teachers in understanding varous
modules of IAIMS/SAMARTH. Directorate of Higher Education has
decided to comvert all the college work into digital mode. This work 15
divided into 33 modules eg. Admission of the college, Attendance,

Exam {college and university exam), Financial, Library ete.

V 16 | oy
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» To provide training 1o the teachers and non-teaching staff with regards ‘\.

o IATMS/ISAMARTIL,

o provide technical assistance to all the college committees which are

v

covered in the DHE-TAIMS/SAMARTH modules.
To co-ordinate between DHE-TAIMS/SAMARTH and college for all the
information to be sent to DHE.

To take all the college work on [AIMS/SAMARTH in the form of
modules.

'tll'

v

14 INSTITUTIONAL SOCIAL RESPONSIBILITY & EXTENSION
SERVICE

# Plan and implement community outreach programs addressing local
educational, health, and social needs

Organize awareness campaigns on 1ssues like literacy, environmental
conservation, gender equality, and health hygiene

» Encourage student participation in social service activities and

volunteerism

# Collaborate with NGOs, government bodies, and local organisations for
extension activities

® Faciltate workshops and (raining  sessions  for community
empowerment and skill development

# Document and report the impact of social responsibility initiatives 1a
the Principal and IQAC

# Promote values of empathy, social justice, and civic responsibility

among students and staff

25.LIBRARY SERVICE COMMITTEE

# Formulate and regularly update the library usage policy in consultation

with staff and students.

i s
‘ned
™ ﬁ | P
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Ensure ¢ '
oll -
ection development is aligned with curriculum requirements
and research needs.

Maintain an up-to-date catalog of resources.

Propose an annual library budget and monitor the allocation and usage
of funds.

Ensure smooth functioning of the library and encourage maximum
student and faculty usage.

Conduct orientation programs for new students and staff to familianze
them with library resources and systems,

Organize book exhibitions, reading week celebrations, library quizzes,
or author interactions.

Recommend periodic upgrading of software (e.g., library automation
software) and infrastructure.

Collect regular feedback from students and faculty on library facilities

and services.
Promote use of open educational resources (OERs) and access to

national/international databases.
Recommend training or professional development opportunities for

library personnel.!
Initiate digital archiving of student research projects, dissertations, and

teaching-learning materials.

Submit periodic reports on library activities, budget utilization, and

developments to the Pri ncipal or IQAC.

rat i) ‘LN i R
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26.LOCAL MANAGING COMMITTEE
> Evalves the Vision, Mission and Objectives of the institule and ensures
that they are achieved
# Ensures totg] Academic and Administrative Autonomies for achieving
Short Term and Long term objectives of the Institute.
» All matters concerning the Academic and Finance Commitlees are
thoroughly discussed and their recommendations/ comments are

communicated to the concerned.

IT.MAGAZINE COMMITTEE

* Decide on the theme of the magazine each year in consultation with the
Principal,

# Develop a pu blishing timeline to ensure timely release (e.g., annual day
or valedictory function).

#  Invitc articles, paems, essays, artwork, reports, and creative pieces from:
*  Students
* Teaching and non-teaching seaff
*  Alumni (optional)

» Set submission guidelines for language, word limit, format. etc,

# Review, edit, and finalize content for language, clarity, grammar, and
relevance,
Ensure originality and avoid plagiarism.

# Translate  content  where  needed (e.g., English =
Konkani‘Marathi/Hindi),

# Coordinate with designers or use digital tools for attractive layout and

formatting,

.

Ensure proper placement of photographs, artwork, and reports

v

Maintam a balance between textual and visual content

-

Include annual reports of major events, achievemenis, faculty

publications, com munity outreach, and ficldwork

Standard Crpermting Protoeql (YOP} HPSM's GPCOER




* Docum
el ang : ey
Preserve a digital archive of each magazine issue.

¥ Over e .
. SEE printing or digital publishing of the magazine.
~ dn
} a formal release event (e.g., on College Annual Day),
Disin : i3 ;
ribute printed/digital copies to students, staff, management, and

BEuesls.

I8.PURCHASE, INFRASTRUCTURE & CAMPUS DEVELOPMENT
COMMITTEE

» To  scrutinize the proposals put  forth by  the
Diepts./Labs./Committees/and various sections of the College from time

to time
To supervise the process of identilying the suppliers, nviting quotations,

‘_‘I’

preparation of comparative statements, placing of orders and settlement
of bills following relevant rules.

¥ To fix the responsibility in ¢rroneous payments, orders and 1ssue
wamings to improper suppliers.

% Oversee the upkeep and timely repair of college infrastructure, mncluding
classrooms, labs, furniture, and equipment.

% Conduct regular inspections to identify maintenance needs and ensure a
clean, safe, and functional campus environment.

% Coordinate with vendors and administration for procurement of

materials and services, and maintain records of all mamtenance

activities,

'

To suggest measures to dispose of outdated and unusable items.

"1’

To assist in the compulerisation/Automation of the Library and

Admimstration.

»~Ta assigt in providing internet and Wi-Fi connectivity.

Standard Operating Protocol (SOP) 1 HIPSM s GPCOE




9. PARENT-TEACHER ASSOCIATION

# Facilitate the annual formation of the PTA body, TielUPtng:
| President (Parcent)
2. Secretary
3. Members {Parents + Faculty representatives)
# Maintain a record of all PTA members.
# Organise regular meetings (at least one per semester) to:
* Share academic updates

* Discuss student progress and concerns
= Collect parent feedback

Y

Maintain minutes of each meeting and share outcomes with
stakeholders.

Work with parents 1o address 1ssues related to:
l. Anendance

Dscipline

Mental health or leamning difficulties

e

Encourage parental iInvalvermnent in student mentoring and guidance.,

Involve PTA members in annual functions, sports day, open house, and
other events,

Assist in raising or contributing resources (if required) for:
1. Library materials
2. Infrastructure support

3. Scholarships or student aid

¥ Act as a channel for parent feedback on academic programs,

and student life.

facilities,

Standard Operating Protocol (SUP) £ 1PSMs GPCOE
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Use ae
SC academe
rerformane
Wnee records, attendance, class tests, and faculty

r':'--ﬂl.'l-ﬂl;:k ;
' i
@ adentify students whe may necd remedial help,

Consider |
' angu - o
Buage barriers, learning difficulties, or gaps in foundational

k[:ﬁwh‘:dge_
Orpaniz
e = :
: extra classes m subjects where students are underperforming.
nCus i
on content reinforcement, foundational skills, and concept
clarification.
Periodically assess students who attend remedial sessions.

Maintain records of attendance, performance, and improvements.

B. Mentoring Program

%

Assign cach faculty member a group of students to mentor for the entire

academic year.
Maintain a mentor-mentee ratio thal ensures personal attention

% Facilitate regular mentor-mentee meetings.

w

Standard Opering Profocol (SO Jrss s GPCOTE

Address issues related to academic performance, siress, carcer planning,

and personal concems.

Provide emotional and motivational support, especially during

internships, exams, and assignments.

Refer students to the Counselling Cell if needed.
Track students’ academic progress, career I(erests, and participation in
co-curnicular activities

Help students set goals and plan for higher studies or employment.

In case of serjous academic of behavioural concermns, mentors may reach

oul to parcnts with the Principal’s knowledge.
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ILRESEARCH AND DEVELOPMENT CELL

# Develop a research policy document for the mstitution.

: H .
Set short-term and long-lerm research goals for the colleg
plagiarism checks, and daia

v

# Establish norms for research cthics,
conthdentiality
# Encourage and guide faculty in applying for:
1. Minor and Major Research Projects

# Organize workshops on:

1. Research Methodology
2. SPS5/Qualitative Data Analysis Tools
3 Academic Wniting and Referencing

# Encourage students to:

I Undertake action research during intemships.
2. Prescnt papers in seminars/conferences.

3. Publish i student journals or newsletters.

4. Conduct student research fairs or exhibitions.

#  Maintain and publish:

| Faculty publication records
2 Conference proceedings (when applicable)

# Support faculty mn publishing in peer-reviewed journals.
¥ Establish linkages with:

1. Research institutions
2. Government educahion departments
1. NGOs and civil soctety organisations

# Promote collaborative and community-based research.
¥ Maintain a database of research projects, proposals, publications, and

conference participation.

-0 451

|l gl G
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JLSTUDENT COUNCIL COMMITTEF

# Organi ;
rganize the election or nomination process as per college and
university guidelines.

Typical posts may include:
1. General Secretary
2. Cultural Secretary
3. Sporls Secretary
4, Discipline secretary
5. Ladies representative
& Class Represenlatives

% Hold regular council meetings to diScuss student issues, event planning,

and nitiatives.

Prepare minutes of meetings and submit reports 1@ the principal.

Plan annual action plans in alignment with college poals.

|lege events such as:

Y ¥

Assist In OTZAMIZING CO

|. Independence Day/Republic Day

2. Annual Day

3. Teacher's Day
4 Youth festivals, debates, sporis, cultural fests

% FEncourage maximum student participation.

% Collect and present student feedback and suggestions on college

{acilities, academics, and welfare.
b Ensure transparent and inclusive elections.
% Mentor and guide student leaders in organizing and budgeting events.

% Provide orientation/training to council members in leadership and

communication skills.

Document council activities.

"'_1'
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33. SPORTS AND GYMKHANA COMMITTEE

®  Prepare an annual sports calendar with planned events and participation

goals,
#  Organize:
I. Annual Sports Day
2. Intra-college tournaments (indoor and outdoor)
3. Inter-college events (in coordination with university bodies)

Select and train college teams for umversity/zonal competitions,
E

Ensure proper maintenance of gym and sports facilities.
¥ Momitor the availability and upkeep of sports equipment (e.g2.,

't"-

volleyballs, TT tables, dumbbells).
¥  Maintain a register/loghook for gym use and sports item issue.

Encourage broad student participation, especially among female

students and students with different ablity levels,
Arrange for coaching sessions or workshops 1n popular sports,

Identify talented students and support their development.

¥

¥ Keep records of:
a. Ewvents conducted
b. Student participation

c. Achievements (certificates, medals, representation)

# Submit an annual report.

J4.STUDENTS' ATTENDANCE COMMITTEE

L As per GU ordinance OA 17
" ® Ensore timely and accurate recording of attendance by faculty across all

courses, using mstitutional systems (manual or digital).

P%f.
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Review mao
nthl
Y allendance summaries and identify students with

shorifalls. p e
Fepare periodic reports for the Principal and Academic

Council.

Mot . fall;
fy students falling short of attendance and issue warnings well in

i - ; ;
dvance. Communicate with parents if necessary.

't_!'

Recommend counselling or remedial sessions for students with genuine
reasons for absence (medical, psychological, or family issues).
Certify lists of students eligible to appear for examinations based on

altendance records, in coordination with the Examination Commitiee.
students about

"f

¥ Organize sessions at the start of the academic year (0 brief

attendance norms and their implications on academic pro Rression.

15.5CHOLARSHIP COMMITTEE
% [nform students about available scholarships, eligibility criteria, and
deadlines through circulars, orientations, and notice boards.
% Guide students in accurately filling scholarship forms and uploading the

necessary documents on state or central portals.

Scrutinize and verify student applications before their submission to the

‘_1'

respective agencies.
= Address student concemns related to application rejections, delays, or

renewal processes
% Coordinate with state/central and private agencies and the university

regarding scholarship updates, deadlincs, and audits,
% Submit regular reports to the principal,
%  Annual summary report to be submitted to the principal, highlighting the

number of beneficiaries, total amount disbursed, and any challenges

faced.

g 2 m'ml“HH M‘I
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I6.STUDENT WELFARE FUND CELL

> To ensure the fund is utilised judiciously as per the policy.
* To amend the college welfare, find policy, when required, with the
consent of the principal and members.

To promote the availability of the fund facility among students.

To ensure appropriate and uniform documentation is followed for the
release of the fund.

Timely recovery of the fund, case based.

Statement of the fund to be disclosed at the end of each semester to the
stake holders.

JT.NATURE CLUB AND ENVIRONMENTAL PROTECTION
COMMITTEE

# Organize nature walks, tree plantation drives, clean-up campaigns, eco-
friendly competitions (e.g., poster-making, slogan-writing), and
observance of days like World Environment Day, Earth Day, ete.

Fromote practices like water conservation, waste segregation, reduction
of plastic use, and energy-saving on CAMpus.

Collaborate with local NGOs, Farest Department, Biodiversity Boards,

and other bodies for fieldwork, biodiversity assessments, and eco-
restoration

Encourage students (o lead and participate in environmental clubs and

contribute to the campus being a green and eco-conscious space.

38.VALUE ADDED COURSES COMMITTEE,

# Identify relevant value-added topics based on student needs, industry

trends, and academic relevance (e.g,, soft skills, ICT tools, inclusive

education, environmental literacy).

R L e
1Fm e WiHg i i
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v Design the structure, leaming outcomes, syllabus, and mode of

assessmient for each course.

P 1:[]5[11'1: 1ha! E::-l':h CORrse Inﬂludcﬁ a hl{:nd |:||_ lhnnr}f End Prﬂuli;."a]
application

# Coordinate with faculty or external resource persons for course delivery.

» bchedule courses during designated slots without clashing with the

regular timetable.

# Conduct internal assessment/evaluations

# lssue certificates upon successful completion, based on NI
attendance and assessment performance.

¥ Maintain course files, attendance records, and assessment QUiCOMES.

% Collect feedback from students and resource persons for improvement.

39.0BC, SC AND ST CELL

* Monitor and implement policies and guidelines of the Government of
India and UGC related to the welfare of Scheduled Castes (SC),
Scheduled Tribes (ST), and Other Backward Classes (OBC) in the
college.

% Promote an inclusive and supportive educational environment by
ensuring non-discrimination and equal opportunities in admission,
scholarships, recruitment, and other institutional benefits.

» Organize orientation and sensitisation programs 10 raise awareness
among SC/ST/OBC students about various schemes, scholarships,
career opportunities, and support services.

% Act as a redressal body for the grievances of SC, 8T, and OBC students
and staff regarding discrimination, harassment, or denial of services and
forward serious matters to the college authonties or appropriate bodies.

» Maimain updated records of SC/ST/OBC students and_s

ReCcessury reports.

Sandard Uperating Protecol (SOPF HPSM S GPCOHE
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TIME TABLE COMMITTER

» Prepare and finalize the academic timetable for all scmesiers, cnsuring
optimal use of classrooms, laboratories, and faculty workload balance:

» Coordinate with all depariments and (aculty Lo accommaodate subject
preferences, practical sessions, and other academic reguirements.

» Update and revise the timetable as needed duc to changes in faculty
availability, collepe schedules, or institutional events.

» Display and circulate the timetable well in advance to students and staff
through notice boards and digital platforms.

# Lnsure alignment of the timetable with academic calendar, school

mternship penods, and university examination dates,

41.TEACHING, LEARNING AND EDUCATION TECHNOLOGY
COMMITTEE

® Promote innovative and learner-centered teaching methodologies,

including active learning strategies, peer leaming, and reflective

practices among faculty.

Encourage and support the use of ICT tools, Leamning Management

Systems {LMS), multimed:a resources, and digital platforms to enhance

classroom engagement and instructional delivery.

¥ Orgamize workshops, demonstrations, and training sessions on
pedagogy, digital tools, and educational trends to continuously improve
teaching quality.

% Facilitate the creation and curation of e-content, digital modules, video
lessons, and teaching-leaming materials suitable for diverse leamers.

¥ Document all programs, training sessions, innovations, and

improvements for NAAC assessments and internal quality assurance.

FICIM TSt A
"R IR PG L

Standard Operating Protocol (S0P} HPSM's GPCOT




4L.WOMEN DEY E'.LDPMIE]\"I'

{ I T e CF.'L ¥ TE
OMMITTEE (Vi Ak ritc}iamélli?ﬁr:'-frl' M

WOMEN DEVELOp MENT CELL
* Conduct

A
(WDC):

rogr. 15
- Programs that raise awarencss on women’s rights, gender
Senstlivity, and equality,
# Orpani ;
ganize workshops, talks, and skill-building sessions for female

students and staff

» Ensure a respectful and safe campus environment for women.

# Observe Women's Day, International Girl Child Day, etc., to promote
awareness and participation.

# Provide a platform to address issues related to health, safety, hygiene,
and mental well-being.

# Organise self self-defence training session for girl students.

B. INTERNAL COMPLAINTS COMMITTEE (ICCy -
VISHAKHA COMMITTEE

{As per UGC (Prevention, Prohibition and Redressal of Sexual
Harassment of Women Employees and Students in Higher
Educational Institutions) Regulations, 2015)

» Spread awareness about what constitutes sexual harassment and how

1o prevent it.
» Receive and handle complaints of sexual harassment fairly and

confidentially.

» Follow due process to investigate complaints, ensuring justice and
dignity to all parties.
= Implement the guidelines of the Vishaka Judgment, UGC, and the

Sexuval Harassment Act, 2013,

WOHTEN on campus.
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qints reccived, actions taken, and *.

= Keep proper records ol compl

mectings conducted,

4LWEBSITE  MAINTENANCE, PUBLIC RELATIONS, PRESS |
RELEANE COMMITTEE
L WEBSITE MAINTENANCE
» Regularly update information on academics, admissions, faculty, events,
and announcements,
# Venify that all content on the website is correct and approved.
» Upload AQARs, IQAC reports, NIRF reports, policies, and best
practices as per NAAC guidelines,
» Ensure the website is easy 1o navigate and mohile-friendly.
» Display institutional data, activities, and notices for public access.

# Renew the domain on timely basis

2. PUBLIC RELATION AND PRESS RELEASE

» Promote the college’s achievements, programs, and social impact |

through various channels.

W

Assist in outreach for college events, conferences, workshops, and

community programs,

W

Prepare and send press releases about college events, achievements, and

mitiatives to local and regional media.

# Ensure news coverage in newspapers, radio, or digital platforms to

highlight institutional activities, J

"‘t_?'

Keep a record of all published news articles and press releases

44.COLLEGE INNOVATION CELL
# Organize sessions on innovation in education, design thinking, digital

lools, and classroom technology.

FRGEOL TR Ay
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Practical, innovagjye sofutions

Create i
te UPPortunities g lest

during intemshiy,
> 1

ms and developing

and implement student-led innovations
or school visits.

i1'ltuum B AR
BE ASpIAng student-teachers to present innovative ideas or low-
08l tools/ dexi
tools designs that can he developed further.

Orpan; e ‘o ) . : :
Bamze exhibitions, competitions, or innovation fairs showcasing

't'-.

students’ creative projects

Document all activities, innovations, and outcames

45. EQUAL OPPORTUNITY CELL

* Ensure a fair and respectful environment for SC/ST/OBC, minoritics,
women, persons with disabilities, end other disadvantaged groups.

» Make sure all students have cqual access to facilities like library,
classrooms, scholarships, and co-curricular activities.

» Conduct workshops, talks, and sensitization programs on diversity,
equality, and nghts of marginalized groups.

® Identify and address any issucs of discnimination on the campus.

» Ensure implementation of UGC and Government policics related to
equal opportunity.

» Document meetings, programs, and actions taken for transparency.

46. RESIDENCE COMMITTEE

# Identify, verify, and mamtain a list of rehiable and safe PG
accommuodations available to students.

# Build good communication with PG owners to ensure that students’
needs are met and rules are followed,

# Periodically check that PGs mect basic-safety, hygieng

standards.
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medinie with Pe; providers 1 necded.

. ; - ¢ available PG
# Inform siudents and parents during admission about th

: ; - 55
options, expeeted conduct, and gricvance redressal proce

; , : .. or sudden
® Assist studenis in case of health emergencies, safety concerns, or s

need to change residence.,

# Encourage students to maintain discipline and decorum in off-campus

residences as representatives of the colle e,

Keep a record of interactions with PGs, inspections, and student
feedback for internal recards

47. COLLEGE CLUBS AND CELLS-

ATM-

Academic clubs- To enhance subject knowledge, promote inquiry-based

leaming, and support academic excellence through collaborative activities

and knowledge sharing,

- Cultural club- To preserve and promote cultural heritage, artistic

expression, and inclusivity through diverse events and performances.

- Innovation cell- To foster a culture of creativity, critical thinking, and

problem-solving among students and faculty by ENCOURAgING Innovative
practices in teaching, leaming, and community engagement.

Entreprencurship cell - To nurture entrepreneunial thinking and empower
students and faculty to transform innovative ideas into sustainable

ventures, especially in the field of education and zoeial enterprise.

. Nature club - To promote environmental awdreness, conservation, and

sustainable practices among students and staff through education, action,

and community mvolvement.
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c;eneral duties and responsibilities —

1.

Design and
cond ' :
uct curricular, co-curricular, or extracurricular programs

aligned with the club/cell’s purpose.
Organi '
ganize events such as workshops, competitions, SWArEness drives,

5': i . [ iy i Iy i a
minars, and exhibitions in collaboration with relevant committees

departments.
Develop leadership. teamwork, creativity, and critical thinking among

giudents.
nd social

Promote values guch as inclusivity, sustainability, innovation, &

responsibility-
vision, MiSsIon, and

Align the clubicell’s activities with the college’s

academic calendar.
achools, and

Collaborate with other clubs/cells, local commUnities,

external agencies.
¢ national and international days (e.E Women's

nce Day) through th
es, altendance, and o

Commemorate relevan
ernatic events.

Day, Environment Day, Scie

rds of meetings, activiti UtCoMmes.

Keep reco
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