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VISION 

 

To take ABES Engineering College to such a level that, it is at par with the leading 

institutions of the world in providing leadership to the International education system and be 

amongst the top rated institutions of the world by providing a transformative education to 

create leaders and innovators embedded in traditional Indian values.  

 

MISSION 

 

To create an ambience for a healthy teaching learning process.   

To nurture students and infuse in them:   

- A passion to excel professionally   

- A spirit to be of utmost use to the industry, corporate sector and society at large -An 

intense desire to take on challenging responsibilities and leadership roles.   

- A craving to be wholesome good human beings.   

To develop an environment for creating new knowledge through research and by thriving to 

explore innovative ideas.   
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QUALITY POLICY 

 

To continuously thrive to provide a congenial and wholesome academic environment and a 

healthy culture for faculty, staff and students which would motivate teachers' full 

participation with passion and develop an intense desire in the students to acquire 

comprehensive education and hence become a useful and confident human resource for 

the industry and academia.   

 

CORE VALUES 

 

Every individual of the institute is expected adhere to following value system-  

Respect – We treat people the way we want to be treated   

Integrity – We believe in doing things right when no one is watching   

Accountability – We take full responsibility of our actions and are accountable for them   

Transparency – We communicate openly amongst ourselves and all our stakeholders to 

avoid any misconception   

Excellence – We endeavour to think out-of-the-box and deliver maximum value to all our 

stakeholders   
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ABOUT INTERNAL QUALITY ASSURANCE CELL (IQAC) 
 

As per the NAAC guidelines, every accredited institution has to have an Internal Quality 

Assurance Cell (IQAC) as a post-accreditation quality sustenance measure. Since quality 

enhancement is a continuous process, the IQAC becomes an integral part of the 

institution's system. It is supposed to work towards realization of the goals of quality 

enhancement and sustenance. The prime task of the IQAC is to develop a system for 

conscious, consistent and catalytic improvement in the overall performance of the 

institution. The IQAC at ABESEC was established in 2014 to strive for the betterment of 

academic processes and the administrative setup. The prime responsibility of IQAC is to 

initiate, plan and supervise various activities which are necessary to increase the quality of 

the education at large.  

Objective    

• To develop a system for conscious, consistent and catalytic action to improve the 

academic and administrative performance of the institution.    

• To promote measures for institutional functioning towards quality enhancement through 

internalization of quality culture and institutionalization of best practices.   

Strategies   

IQAC evolve mechanisms and procedures for   

• Ensuring timely, efficient and progressive performance of academic, administrative and 

financial tasks 

• The relevance and quality of academic and research programmes   

• Equitable access to and affordability of academic programmes for various sections of 

society 

• Optimization and integration of modern methods of teaching and learning 

• The credibility of evaluation procedures 

• Ensuring the adequacy, maintenance and proper allocation of support structure and 

services 

• Sharing of research findings and networking with other institutions in India and abroad 

 

 



 

 

FOREWORD 
 

It is heartening to write the foreword for this manual, as I have always been a believer of 

paced yet systematic and well oriented approach to the goal. ABESEC as a family has 

always been striving for the academic excellence and that too with precise goals and 

objectives. Now a days, this process is coined as OBE; ‘Outcome Based Education’. It’s a 

common saying, “Goal without a plan, is just a wish” so planning your approach is must 

before actual execution. The processes at ABESEC are well defined because of the efforts 

put in past. Collaborative discussions and years of empirical knowledge, through these 

processes have been put for the benefit of the students. 

This manual is a comprehensive summary of all the academic processes followed at 

ABESEC. The Manual introduces the quality assurance and quality enhancement 

mechanisms of the institutes’ education provision, and its policies and procedures to 

enhance teaching and the student learning experience. 

Adherence to the manual will not only, bring uniformity amongst all departments in the 

institute but will also contribute to the development of documents which will themselves be 

sufficient enough for accreditation processes in future. Although lot of discussions and 

suggestions have been put incorporated developing the manual, this may not suffice for 

unprecedented situation in future, the same shall be duly addressed by amendments, as 

and when best suited to situation. 

I hope that this manual strengthens ABESEC family to achieve the excellence , in terms of 

quality assurance in education and help our students achieve the milestones they ever 

dreamt. 

Thank You!!!!  

 

 
JUNE, 2020 
Ghaziabad  

                        (Dr. Shailesh Tiwari) 
IQAC, Chairman ABESEC 
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1. Academic Calendar 
 

The academic calendar is to be prepared in accordance with the guidelines from AICTE 

and the affiliating university AKTU. Preparing Academic Calendar is the most crucial 

activity as it is the first communication with all the stakeholders regarding academic and 

administrative scheduling for the entire semester. A well planned academic calendar 

and its adherence has a huge impact on the outcomes. The academic calendar is 

prepared at the commencement of each semester (Jan/July). Academic calendar is to 

be prepared based on the University academic calendar, considering other academic as 

well as non-academic activities of the institute. The processes to be followed are 

mentioned below:  

• Registrar to request all the departments for sharing the dates of events which are 

being planned at the institute level for the ensuing semester. Based on the university 

academic calendar and the inputs received,  the registrar is requested to prepare the 

first draft and discuss it with the Director/ Dean Academics/ Assistant Dean 

Academics. 

• While preparing the Academic calendar it is to be ensured that it contains all 

information and dates regarding commencement of classes and last day of teaching, 

date of internal and external examinations and major events at the institute level 

such as annual cultural and technical fest and sports event, etc. to be held during the 

semester, the holidays are also to be included in the academic Calendar.  

• Registrar to convene a meeting in the presence of the Director and Deans, with all 

the Academic Heads, Vertical Heads, Functional Heads & the management 

representatives; where the draft of the academic calendar is placed for the 

suggestions and approval .  

• After the approval, the academic calendar is to be disseminated among the students, 

staff & faculty members, and internal stake holders through email by the registrar of 

the college. Same is also to be uploaded on college website as well.  

• All academic and Non-academic departments are to ensure proper adherence to the 

academic calendar. 
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Once the academic calendar is finalized, approved and disseminated, no change is 

permitted. However, In case of any unprecedented circumstances, natural calamity or a 

sudden holiday, the Director can warrant the change.  

 

2. Preparation of Nominal Roll, Attendance Sheets and 
formation of Sections/Groups 

 

The departments shall prepare the nominal roll (Annexure-I). The nominal roll then shall 

be shared and verified with the registrar office. After finalization the departments are 

required to prepare attendance sheets (Annexure-II). The division of sections are formed 

alphabetically, each section having approximately 60 students. The sections for tutorial 

and labs are to be formed 2nd year onwards. Grouping to be done in following manner: 

Tutorial: Groups are to be formed as per university roll number. For odd number of 

students, the group A should have one more student compared to group B. (e.g. For 

section having 59 students, group A of tutorial will have 30 students while group B will 

have 29 students.) 

Labs: Groups to be formed as per roll number,  in a multiple of 20 students and one 

faculty member is to be assigned for each lab group. In case the lab is highly occupied, 

group size can be exceeded to 30; provided that two faculty members are assigned for 

each group.  

For simulation/software-based labs; here should not be more than two students per 

computer. (Ideally each student is allocated on one computer). 

The attendance sheets are to be prepared as per Annexure-II. The attendance sheets 

should be shared with all the faculty members at least 3 days prior to the commencement 

of the semester. 

 

3. Choice of Electives (Open/Departmental/Science based) 
 

The University syllabus includes three types of elective courses viz open electives, 

department electives and science based electives. The elective subjects are run in 

accordance to the guidelines from AKTU. The electives should be floated among students 

for their choice and selection, at least 1 month before the commencement of the 
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semester. The department should organize a presentation for the students preferably by 

the faculty interested in taking these electives, to share the course objectives, learning 

outcomes and scope of each elective. The elective choices shall be taken as per the 

format in Annexure III (A).  

The finalization of these electives must be done 15 days prior to the commencement of 

the semester and elective groups to be formed and displayed on the notice boards and 

mailed to the students. The attendance sheets of the elective groups are also prepared 

accordingly. 

The students shall be allowed to change their electives as per the ordinance of the 

University i.e. latest by 15 days from the commencement of the semester. After 15 days, 

no request shall be entertained and the list is to be finalized (Refer Annexure III (B)). 

 

4. Subject allocation to faculty members 
 

List of subjects to be taught in upcoming semester is to be circulated from HoD office 

among all faculty members of the department; one month before the commencement of 

the new semester. 

▪ The faculty members have to fill the subject choices as per their preferences 

(Refer Annexure IV). 

▪ HoD in consultation with AHoD will allot the subjects to the faculty members, based 

upon the filled choices. 

▪ Subject allocation process should be completed at least 10 days prior to the 

commencement of the new semester. 

 

5. Load chart and Time table preparation 
 

• The departmental time table coordinator in consultation with the AHoD will prepare a 

load chart based on the subject allotted and get it reviewed by the Academic Head 

(Refer Annexure V). While preparing the Load chart the guidelines issued as per the 

cadre to be ensured. A copy of the load chart is the sent to the office of Director/ Dean 

Academics for the approval. 
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• After approval, Time table coordinator will notify each faculty member about their 

subject allocation & in case of any issue, faculty members have to bring it to notice of 

Academic Head within two days. 

• Once Teaching Load is finalized; time table coordinator will prepare the time table in 

accordance to the final teaching load and same is to be approved by the academic 

head(Refer Annexure VI). 

• After the approval, time table coordinator will publish the same on ERP, departmental 

notice boards. Also the same is to mailed to students, faculty members, Lab staffs and 

all concerned. 

• The time table coordinators are supposed to prepare a file having all the relevant 

documents involved in the process. Any future changes  in the timetable should not be 

done without the approval of HoD. Time table coordinator should keep a record of all 

such changes with the effective date of change, in the same file. 

 

6. Mentor-Mentee distribution 
 

The department should assign a mentor to each student before the commencement of the 

session and maintain a record of the same (Refer Annexure-VII). The list is to be 

circulated among the students and shall be displayed on the departmental notice board. 

The preferable ratio of mentor-mentee to be kept approximately 1:20 as the Institute 

follows the faculty-student ratio of 1:20, defined by the AICTE.  

The mentees assigned at the entry level shall remain  associated with the same faculty 

member (mentor) till the student completes the program of study. The mentor can only be 

changed in case the old mentor leaves the system. For other special cases, the 

departmental head may make necessary changes as deemed fit to the situation. The 

mentors are expected to keep the record of their mentee, including their personal 

information, performance in academics, soft skill and technical skill trainings, counselling 

records, placements, etc  

The mentors are expected to meet their mentees every week or maximum fortnightly. 

Departments may provide a Mentor-mentee slot in the timetable itself to ensure better 

communication and connect. The records of Mentor-mentee meeting are to be 

documented properly. 
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7. Course Delivery (Online / Offline class) 
 

Being affiliated to Dr. A.P.J. AKTU Lucknow, the semester wise evaluation scheme and 

syllabus for every program is designed and reviewed through the University itself. 

However, the gaps in the curriculum may be identified by the academic departments and 

the findings may be shared with the University, through the Registrar’s office and IQAC. 

The L-T-P mentioned in the evaluation scheme is to be strictly adhered. However, 

department may provide extra lecture slots in the time table for the effective delivery of 

difficult courses. The delivery may be held offline or in online mode subject to the 

discretion of the director. The course delivery plan should be prepared before the 

commencement of classes and tentative mode of delivery is also to be mentioned in 

same. 

Online Delivery:  

The classes for various departments should be held preferably through Microsoft Teams. 

Also a LMS such as  ABHIGYAN, OLYMPUS or as specified by the Institution must be 

taken into practice for administration, documentation, tracking, reporting, and delivery of 

the course. 

Faculty members are expected to : 

➢ Start & Finish the lecture as per the scheduled time. 

➢ Take attendance in every lecture and as a process, if any student fails to attend 

the class for less than 25 min then he/she would be treated as absent in the class. 

The attendance should be marked on institute ERP on daily basis. 

➢ To share the contents of the lecture with students a day or two days in advance 

before the actual delivery, in the form of PPT or PDF notes. The recording of the 

lecture is also to be shared with the students. The link of every recording may be 

saved centrally for future use through a well-defined process at the departmental 

level.  

➢ Make the class interactive by asking questions to students and take sufficient 

quizzes and assignments for better assessments. 
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Offline Delivery:  

The classes are to be held in the designated classrooms/tutorial rooms as per the class 

timetable. Also a LMS such as  GOOGLE CLASSROOM, ABHIGYAN, OLYMPUS or as 

specified by the Institution must be used for administration, documentation, tracking, 

reporting. 

Faculty members are expected to : 

➢ Start & Finish the lecture as per the scheduled time. 

➢ Take attendance in every lecture and as a process, the same should be marked 

on institute ERP on daily basis. 

➢ To share the contents related to the topic being discussed, with students a day or 

two days before the scheduled class, in the form of PPT or PDF notes. 

➢ Make the class interactive by asking questions to students and take sufficient 

quizzes and assignments for better assessments. 

 

8.  Course file development 
 

The faculty members are required to make course files of all the courses they are 

teaching in a semester. The preparation of the course file shall be initiated before the 

commencement of the semester. There should be one course file for each course. The 

section wise details/documents must be included in the single course file for every 

course. The Index and details of course file should be maintained as per the prescribed 

format (Refer Annexure VIII). 

The course files are to be reviewed by the course file committee, formed at the 

department level, at least twice during the semester. Once the semester is over, the 

course files must be submitted at the HoD office after being reviewed by the course file 

committee. 

9. Lab Delivery 
 

A faculty member must be appointed as the Lab in Charge for a particular lab. Similarly, 

each lab must have a  designated Lab In Charge who is responsible for all the academic 

activity in that lab. 

Lab conduction during the semester will be done as follows: 
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• Equipment Check and Manual Updating- Before the commencement of the 

semester, an equipment check of the entire lab must be done by the Lab In-charge 

and the technical assistant. The faculty member assigned for the lab course in the 

particular Lab must be familiar with the existing facility, also it is preferred that the 

faculty involved in the lab course ,performs all the experiments in the lab before the 

commencement of the semester. The Lab Manuals and Standard Test Results are to 

be re-evaluated and updated if required. The updated manuals are to be mailed to the 

student groups for the future reference. (Refer Annexure IX(B)) 

• List of Experiments-The faculty members along with the respective lab in charges 

should form a list of experiments as per the university curriculum. The Lab in charges 

should also include the additional (beyond the syllabus) experiments, based upon the 

gaps identified for the lab course; consented through the departmental academic 

committee (DAC).  

• Division of Groups-The entire class is to be divided into 2 to 3 groups, depending 

upon the total strength of the class. The lab involving the sessions on hardware/ 

practical kits can comprise a total of about 20 students, further divided into sub-groups 

having a maximum of 04 students. The software-based labs being an individual 

activity, can comprise a total of about 30 students.    

• LabDS (Lab Delivery Schedule)-The faculty members involved in lab sessions are 

expected to explain the course outcomes of the Lab course and share a lab delivery 

schedule to the students, along with tentative dates of the practical to be performed 

groupwise. The students are advised to go through the manual of the scheduled 

experiments before coming for the lab session.  (Refer Annexure IX(C)) 

• Lab Delivery- Each lab session should be according to the time duration as assigned 

in the university curriculum. The instructor should explain the experiment with its 

conceptual background and the procedure in detail. The instructor should help the 

students to take experimental readings and do the related calculations to obtain the 

result of the experiment. In the software-based experiments, the instructor shall 

explain the algorithm / command instructions with some arbitrary data to obtain the 

results. 

• After the instructions of the instructor, the students shall perform the experiment to 

obtain 3-5 observations and try to achieve the results with the explained procedure 
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under the supervision of the instructor. In the software-based labs, the students 

attempt to do as instructed preferably with different data sets. It is advisable that the 

students should get their observations, related calculations and tentative results 

checked by the faculty. 

• Lab Records- The students are expected to submit the practical report of the 

conducted experiment in the assigned format along with the readings, connection 

diagram, related calculations, obtained results and conclusion. The students are also 

expected to attach pic of any graph/ response on the same file. The practical report 

submitted within the stipulated time will be awarded as per the policy. 

• Internal Assessment- Internal Assessment of Lab courses is to be done throughout 

the semester by following the standard procedures such as: 

➢ As per the evaluation scheme, the internal assessment in individual practical subject is 

of 25/50 Marks. However, the internal assessment policy is as follows: 

➢ Each practical is of 16 Marks, and evaluation is done on the four criterions namely 

Attendance, Active Participation, Lab results and Intime submission. All criterions have 

equal weightage (4 Marks) in the evaluation. A Matrix is to be maintained by the 

faculty member for each student and each group(Refer Annexure IX(D)).  

o Attendance- The student attending the practical class shall be awarded 04 

Marks, no partial marking system in this criterion exists. If the student is present 

for the full duration he/she is awarded 4 Marks, else ZERO marks shall be 

awarded.  

o Active Participation- At the end of each practical the student is assessed by 

the faculty member on the scale of 04 marks, on the basis of their active 

participation. 

o Lab Results- After each practical, A practical report is to be evaluated, out of 4 

marks, for the accuracy of the readings, calculation and results obtained. 

o Intime Submission- The lab report has to be submitted by the student for the 

assessment till the next lab session. For the in-time submission 04 marks shall 

be awarded. If the submission is delayed by one day 03 marks shall be 

awarded. In any further delay only 01 mark shall be awarded. ZERO MARKS 

SHALL BE AWARDED IF SUBMISSION IS DELAYED BY ONE WEEK. 
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➢ During each lab course, there has to be TWO VIVAS, one during the semester; 

preferably after 5 experiments called MID TERM VIVA (MTV) and one at the end of 

the semester; called END TERM VIVA (ETV). The student has to be evaluated out of 

20 Marks for each viva individually.  

➢ Total Evaluation: (16 X 10 =160) + (20 X 2 =40) = 200 marks, which are then scaled 

down to get the final internal marks of the student. 

➢ Under any condition, moderation is not allowed but the faculty is empowered to put the 

case of any discrepancy, including the medical issues/ genuine personal reasons 

leading to the students’ poor performance; to the HoD Decision. 

10. Lab file development 
 

The Lab In charge and the instructors together are required to develop a lab course file 

for the respective labs they are engaged with. The preparation of the lab course file shall 

be initiated before the commencement of the semester. There should be one lab file for 

each course. The group wise details/documents may be included in the single course file 

for every lab. The Index and details of lab course file should be maintained as per the 

format.(Refer Annexure IX(A)) 

The lab course files are to be reviewed by the Lab In-charge/course file committee, 

formed at the department level , at least twice during the semester. Once the semester is 

over, the lab course files must be submitted to the HoD office; duly reviewed by the 

course file committee/Lab In-charge. 

 

11. Seminar Conduction 
 

As seminar is the part of the curriculum, department has to appoint seminar coordinator 

for the conduction of seminar. The seminar coordinator has complete onus of every 

process related to the seminar. The Process flow for the conduction of Seminar should 

be as follows: 

➢ Seminar coordinator is to collect recent topics from the faculty members of the 

department. The same should be displayed on the noticeboard and mailed to the 

students as well , to encourage them in selecting appropriate topics for seminar. 

➢ Finalize the seminar topics of each student. 
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➢ Conduction of the Introductory session about detailed process of the seminar  

➢ Finalize the presentation schedule as per the timetable and ensure the adherence 

to the same. 

➢ After the presentation,  student should submit the first draft of report. 

➢ Checking of the first draft and returning it to the student. 

➢ Final Submission of report by student. 

It is to be noted that steps 1-5 need to be completed within 15 days of commencing the 

semester. 

Rubrics to be used for the Evaluation process of Seminar Presentation and report. 

 

12. Final Year Projects 
 

As per the curriculum prescribed by the university, every student has to undertake a final 

year project during their final year. MBA students in final semester have to undertake a 

research project individually as per the university guidelines. The students have to select 

projects of their choice in consultation with faculty members. Execution of these projects 

help in the development of independent thinking, organizing various elements of work in 

the project and finding solutions to problems. These projects should inculcate creativity, 

interactive learning and explore innovative mind among students. It is obvious that the 

execution of these projects will help the students to transform their mindsets as life-long 

learners and innovators.  

 

The steps to be taken in this regard are listed below:  

1. Constitution of a Departmental Project Committee (DPC) comprising of the DPC Head 

& senior faculty members. The role of DPC would be to mentor and monitor project 

development/progress among students and to inculcate a scientific and research 

environment in the department. 

2. Project for all students are to be carried out at campus in designated project lab to 

encourage better project based learning and cooperation/teamwork with their group 

members.  

3. Encourage participation in National and International conferences, Tech fests and 

project exhibitions.  



11 

 

4. Personal mentoring and guidance by the project supervisor throughout the span of the 

project. 

5. Scope must be explored for publishing eligible research results in the reputed journals. 

Identification of Projects and allocation Methodology to the Faculty Members 

1. At the beginning of the semester, the list of previous year projects should be displayed 

on the notice boards giving an idea to the students about the projects done in 

department so as to encourage students to further carry the previous works.  

2. The list of the faculty members along with their area of expertise and technical skills 

should also be displayed, so that the students can interact with the faculty members 

and discuss feasibility of their topic. In case the idea of the group is not feasible, then 

the faculty can assist and suggest the modifications/ new project idea. 

3. Once mutually decided between faculty and students, the student group of not more 

than four members have to submit their project statement to Departmental Project 

Committee, along with the name of the proposed supervisor in the prescribed 

format.(Refer Annexure X (A)). 

4. The Departmental project committee would then schedule the presentation of the 

students’ groups for the evaluation of the project ideas. 

5. Once the project idea is approved, the guide allocation should be done. The 

department should have a policy of allocating maximum 03 (preferably 02) projects to 

a faculty member. 

 
Internal Assessment: The Internal Assessment of Project is based on the presentations 

given by the students before the Departmental Project Committee in the presence of the 

respective supervisors as and when scheduled by DPC. Usually, the first presentation 

should be held within 2 weeks from the commencement of the semester and then the 

periodic review presentations should be held on monthly basis. The continuous internal 

assessment of the students can be done on the following parameters using rubrics. 
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Attributes During 1st Presentation 

S. No Performance Indicator 

1 Literature Survey 

2 Abstract & Depth of Knowledge  

3 Presentation  

4 Software Work  

Attributes During 3rd Presentation 

S. No. Performance Indicator  

1 Implementation /Execution  

2 Results 

3 Final report (as per AKTU Format) 

4 End Semester Presentation  

Attributes During 2nd Presentation 

S. No. Performance Indicator  

1 Design and analysis  

2 Implementation strategy  

3 Expected Result  

4 Presentation  
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Process to assess individual and team performance 

• Supervisor must regularly evaluate student’s performance: satisfactory / 

unsatisfactory progress and before every presentation provide remarks in the 

project review report as per Annexure X (B). 

• Project presentation must be scheduled once in every month by the Departmental 

Project Committee in presence of the Supervisor. At least three members of DPC 

should be present in each presentation. 

• The presence of the entire group is mandatory during the scheduled presentations. 

• Each individual and team is to be evaluated on the basis of the project presentation, 

the viva voce, the project progress and active participation in project work as 

observed by the supervisor. 

• Final project demo for the working prototype and the report shall be presented to 

the Departmental Project Committee in presence of the Supervisor for final 

evaluation. 

 

13. Industrial Training/ Internship/ Mini Project 
 

As the part of AKTU curriculum, every B.Tech student has to go through a mini 

project/internship of 3-4 weeks during the summer break (June-July), after 2nd& 4th 

semester of study and a 4-6 weeks industrial training during summer break after 6th 

semester and the  MBA students need to pursue two mini projects; one each in first and 

second semester and have to  undergo 6-8 weeks summer training, after second 

semester. The guidelines for MCA are still awaited from the university. The assessment 

of mini project/internship or Industrial training is held during the ensuing odd semester 

of the session. The internship policy given by AICTE should essentially be followed 

while arranging/ assessment of the internships/ industrial training of the 

students.Students are assessed based on their key learnings/skill developed during the 

mini project/internship or Industrial training. The marks for assessment are as follows: 
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Course Type Assessment Type Remarks 

Mini Project or 
Internship 

Assessment 
Internal  

The Mini Project or internship (3-4 weeks) 
conducted during summer break after II 

semester is assessed during III semester. 

Mini Project or 
Internship 

Assessment 
Internal  

The Mini Project or internship (4 weeks) 
conducted during summer break after IV 
semester is assessed during V semester. 

Industrial Training Internal  
The industrial training (4 weeks) conducted 
during summer break after VI semester is 

assessed during VII semester. 

 

• Industrial Training process: One faculty member from the department should be 

appointed as the coordinator for Industrial training; to whom the students have to 

submit the details of their Industrial training.( Refer Annexure XI) 

• Process of Industrial Training Assessment: The students should get their trainings 

finalized after due approval from the coordinator. The coordinator should ensure that 

the students join appropriate organisation for internship/industrial training. In case, the 

students is not able to arrange the training, the coordinator should help the students 

and may involve department HoD and placement cell (CCPD) for finalizing the training. 

A committee consisting of 2-3 faculty members is formed who assess the performance 

of the students during the presentation. The presentation is conducted on scheduled 

dates in front of all students and the committee members.  

• Assessment would be done with the help of the following matrices:  

Rubric 1: Organization of Industry and Skill Enhancement 

Rubric 2: Report Writing ( the format shall be provided by the coordinator) 

      Rubric 3: Oral Presentation 

      Rubric 4: Hand book 

 

14. Monitoring of lecture delivery 
 

The department shall form a committee of three members including HoD, one 

professor and the subject expert for monitoring classroom delivery of each course 

which should be monitored at least once in a semester.  
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An academic monitoring team may be formed at the department level, constituting 

of HoD and Professors in the department. The academic monitoring team should 

have the rights to enter any class and check the class conduction. 

Monitoring of the interdisciplinary courses is to be done by the parent department. The 

observations during the delivery in class should be followed by the discussion with the 

respective faculty member and the same to be recorded as per the Annexure XII. The 

purpose of mentoring and discussion is solely to improve the lecture delivery in class. 

The committee should provide an unbiased feedback/ comments to the faculty. The 

feedback, discussion and the related documents (Annexure XII) should be kept 

confidential in HoD’s office.  

 

15. Attendance Monitoring of students 
 

As mentioned earlier in course delivery , the faculty members have to put the daily 

attendance of students on ERP Portal on regular basis before 5:00 PM. The institute 

has a system to fetch the daily attendance from ERP system and send the attendance 

report of each student and of each lecture via SMS daily at 5:30 PM. Few of the 

checkpoints are enlisted below: 

• The letters to the non-reporting students must be sent to the respective 

parents’/guardians on 4th day from the commencement of the semester. 

• The attendance of all the students must be displayed  on departmental notice 

board, fortnightly. 

• As per the ordinance of university, 75% attendance is mandatory in lectures, 

tutorials & labs. The attendance against co-curricular and extracurricular activities 

shall not be counted in this 75%. However, the students in the last semester of 

study and having NOC, duly approved by the director, are exempted as per the 

university policy. 

• Before each internal exam (STs & PUE) letters  are to be sent to detained students. 

• The letters are also to be sent to the students, detained in the external 

examinations. 
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16. Preparing Detained List 
 

Detained list is to be prepared a day before the commencement of each examination 

(ST1, ST2 & PUE) as per the Annexure XIII. 

The following points need to be taken care while preparing the detained list: 

a) Minimum attendance mandatory for appearing in ST1: 70% 

b) Minimum attendance mandatory for appearing in PUE: 75% 

c) A relaxation of 10% for ST1 and 15% for PUE may be given based on the medical 

grounds with proper proofs. This should have the approval of Dean/Director of the 

Institute. 

d) The detained list should be followed by sending letters to the parents of the 

detained students 

e) The guidelines provided by the university are to be followed.   

 

17. Syllabus Coverage 
 

Syllabus coverage for all the courses including labs is to be taken on monthly basis. 

Annexure XIV is to be followed while collecting the syllabus coverage. Syllabus 

coverage must be followed by the action plan for slow going courses. 

 

18. Feedback & Surveys through Stake Holders 
 

The college has a well-established system of collecting, analysing and executing the 

suggestions drawn through the feedback. The feedback is taken for various aspects 

and utilized for the improvements in curriculum, its delivery and the infrastructure. 

Various forms pertaining to the feedback are given in Annexure XV. The various 

feedback/surveys collected may be grouped as: 

➢ Feedback to find gaps in curriculum provided by the University (Curriculum 

Design and Review): This feedback is to be collected through various 

stakeholders including faculty, students, employers, alumni and the parents. The 

feedback is taken essentially to figure out the gaps prevailing between the needs of 

industry and the curriculum provided by the University.  

The feedback is to be collected once in every two years, through IQAC. The 

collected feedback is then to be shared with the departments to decide the further 

course of action. As a corrective action, the departments should find the identified 
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gaps and (a) communicate the same to the affiliating University for necessary 

incorporation of the suggestions or/and (b)bridge the gaps by providing the add-

on/value added programs and trainings.  

➢ Feedback by the students regarding curriculum delivery: Student feedback is 

the response given by the students concerning their perceptions of the teaching-

learning process. The activity is to be performed confidentially through a faculty 

member, as the coordinator, nominated by the respective head of the department. 

The feedback is to be taken through students regarding delivery of the course by 

two ways: (i) Through online mode (ii) through physical mode by interacting group 

of four students (two from top & two below average).  

This feedback is to be conducted at the department level, after 15 days from the 

commencement of the semester and one week before the commencement of ST-1.  

The HoD should ensure that the feedback is analysed and proper action is taken for 

improvements, considering the following points: 

a) At least 75% students from all the years and sections should be involved in the 

process. 

b) The action should be taken immediately if the faculty scores less than 70% in 

the feedback given by the students. 

c) For faculty member scoring less than 70% feedback, the second feedback 

should be taken within next 10 days of the action planned. If no improvement is 

seen then the Director/Dean should be contacted for the further course of 

action.  

d) The feedback collected should be shared by the faculty members individually 

through mail or through hardcopy. Any communication with the faculty members 

and students regarding this feedback should be done through the HoD.  

➢ Feedback and Surveys regarding Outcome based education: Mainly three 

surveys are to be performed at the department level to ensure proper 

implementation of the outcome-based education program exit survey, course exit 

survey and the survey through other stakeholders.  

Program Exit: The graduating students should be asked to participate in the 

exit survey so as to know their feedback on the program outcome attainment.  

Course Exit: The course exit survey is to be performed by faculty members to 

get the feedback and calculate the indirect attainment of the course outcomes.  



 

 

 

18 

 

Stakeholders: A similar survey is to be performed involving other 

stakeholders (alumni and employers) to know about their view on the abilities 

of the ABESEC pass out students. 

 

19. Setting up Question Paper 
 

Blooms Taxonomy is to be followed while setting the internal exam question papers, 

where the Memory, Evaluation and Application are the important constituents. Internal 

semester examination’s question papers are to be set up by the respective subject 

teachers, considering the prescribed University pattern and last 5 years University 

question papers. Significance of the topics with respect to the learning/ course 

outcome should be taken into consideration.  

• The mapping of every question with course outcome is to be prepared inevitably to 

check for the equal coverage of all CO’s.  

• The Question paper should be then sent to Academic Head on the prescribed 

format shared by Exam Cell for the feedback, analysis and moderation(Refer 

Annexure XVI).  

• HoD should constitute a moderation committee. This committee may include vertical 

heads from the department, external faculty members and senior faculty members.  

• During moderation, the weightage to each unit is to be checked and ensured to be 

equal. 

• Weightage of Memory based, Evaluation based and Application based questions is 

to be consistent with the University prescribed scheme.  

• Recommended moderations are then discussed with the respective faculty 

members before the paper is finalized.  

• The respective faculty member is also supposed to prepare the solution just to 

ensure that there is no error in the question paper.  

• Paper is then to be submitted to the departmental exam coordinator in a sealed 

envelope. The exam coordinator shall send the question papers to the examination 

cell. 

 

20. Conduction of Internal Examinations 

The internal exams including STs and PUE should he held centrally through the exam 

cell in adherence with the Academic Calendar.  
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• ST1 should cover first 40% of syllabus and PUE exam should cover complete 

syllabus of the course. 

• The STs are conducted for a maximum of 30 marks and PUE for 70 or 100 

marks as per the evaluation scheme a as instructed by the exam cell . 

• The duration of STs is 1.5 hours and PUE is 3 hours in physical mode. In Online 

mode, the duration of PUE is of 2 hours only. 

• The Makeup tests / retests should be arranged for the students absent in the 

scheduled tests as per the AKTU guidelines.  

 
 

21. Dealing with UFM Cases 
 

• After the completion of each internal exam, Exam Cell is required to send the list 

of students who are involved in UFM cases with their answer booklets to the 

HoD office of the respective department. 

• Department should form a committee of 3-5 faculty members to deal with these 

cases, the committee must include the departmental exam cell 

representative/coordinator. 

• This committee will take decision on each case by meeting individual student 

and take necessary actions. After taking decision committee will fill the 

Annexure XVII and send one copy to Exam cell.  

• The UFM cases in the external cases shall be dealt as per AKTU guidelines.  

22. Evaluation of Answer Scripts 
 

• After examination, step marking is to be decided and solution of the question 

paper is to be shared with the students. The solution should be disseminated 

among students through LMS or direct discussion in the class.  

• After evaluation of answer sheets, all faculty members should prepare the gap 

analysis and mention the shortcomings/gaps and suggested action after each 

test is conducted.  

• Evaluated answer sheets must be shown to the students within 3 working days 

after completion of the examinations and discussion of the solution is needed to 

be done in the class, if required.  

 



 

 

 

20 

 

23. Slow and Advanced Learners 
 

The aim is to ensure slow learners to perform well in the examination with no carry 

over in each subject & academically good student should improve their technical & 

software skills along with the academic performance. 

The process of assessing, identifying & bifurcating academically good & needy 

students in both the semesters is as follows: 

Step I: On the basis of previous year result, students who scored less than 60%marks 

or having backlogs in at least 2 subjects per semester are identified as academically 

weak students. After identification special attention is to be given on these students. 

Subject teacher should spend extra hours for solving their query so as to bring them to 

an equal level with the rest of the students, so that they appear in the first sessional 

test with the same level of preparedness. 

Step II: The performance of the students in ST 1 is the basic criteria for classification.  

The performance of all the students are analysed& distributed into three categories for 

all subjects by the faculty members teaching in that particular section. 

I. Category I -No. of Students having more than 75% marks (Fast learners) 

II. Category II-No. of Students having marks between 41% to 74% (Mediocre 

learners) 

III. Category III - No. of Students having marks less than 40% (Slow learners)  

Then a final summary sheet of marks is to be prepared by the Class Coordinators of 

each section. From the summary sheet a list of students who scored more than 75% 

marks (Fast learners) in all subjects & who could not score more than 40% marks 

(category III) in at least three subjects is prepared by the class coordinator. Then a 

final list of fast & slow learners is to be prepared& shared with the faculty members. 

 

Strategies adopted for facilitating slow Learners: 

➢ Faculty mentors of weak students are to be informed of the same . The mentors 

are required to assess the nature of their problems and motivate them in a 

friendly way to reach their academic goals. 

➢ Faculty members teaching in sections are to be overtly alert and vigilant towards 

the students. They should spend extra time to clarify doubts and re-explaining of 

critical topics & conducting test for improving their performance.  

➢ Class coordinator should inform their parents about their performance of ST1 & 

suggest them to counsel their ward to improve his/her performance in further 
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tests.  Appropriate counselling with additional teaching, eventually helps them to 

attend their academic goals. 

Strategies adopted for facilitating Quick Learners: 

➢ Faculty teaching in the class should give special attention on the first 5 class 

toppers to motivate students so that the students perform good and secure 

University Ranks. 

➢ For Mediocre & fast learners, department should schedule self/ skill 

development activities. In these activities foundation courses are to be arranged. 

As per the interest, students  should opt one of these programs.  These trainings 

promote active learning that contributes to their academic and personal growth. 

➢ Fast learners are to be encouraged to enrol in MOOC Courses.  

➢ For fast Learners department should provide necessary guidance for 

competitive exams. 

➢ Sessions are to be conducted on Soft Skill Development as well as Technical 

skill development. 

➢ Students are to be encouraged to participate and present papers in various 

Seminars/ Conferences/ Workshops/ Inter-Collegiate Competitions. 

➢ Participation by the students in the technical society activities such as Technical 

paper presentation, Circuit designing, technical poster making, Debate, Group 

Discussion, Problem Solving – Decision Making Exercises and Quiz 

Programmes are also to be encouraged. 

24. Internal assessment and Uploading of marks on AKTU 
Portal 

 

• The assessment is to be done as per the assessment tools used by the faculty 

member during the semester depending on the type of course.  

• Marks shall be awarded according to the performance in these assessments.  

• Finally, prepared marks shall be verified by the HoD and internal Marks 

Coordinator before uploading at AKTU portal.  

• The final internal marks shall be cross checked by the other faculty members while 

uploading at AKTU portal. 

• After uploading of marks, the true copy shall be submitted to the Registrar office 

through HoD office. 

• Department shall maintain the records of all the marks and keep a copy of the 

same in the department.  
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25. Industrial Visits 
 

Industrial visit has its own importance in developing career of a student, therefore it is 

considered as an important activity, though not in curriculum. Objectives of industrial 

visits are to provide students an insight regarding internal working of companies and 

give them an acquaint of industrial scenario. It gives them exposure to learn current 

work practices and correlate the same with the theoretical knowledge acquired in 

classroom. In addition to provide industrial exposure, the students also get the 

opportunity to plan their internship and placement. 

Process: 

• Department must arrange and coordinate at least 2 industrial visits per semester for 

the students of 2nd year, 3rd year and 4th year.  

• Industrial visits should be planned related to the subjects of the current semester 

which requires the exposure of industrial/practical knowledge. 

• The subject teacher, in association with the department Industrial visit coordinator/ 

Head of the Department/CCPD is required to arrange the visit, by approaching the 

appropriate industry.  

• After finalizing the visit, the approval is to be taken through the director. 

• The outcomes of the visit must be well defined and mapped with POs/PSOs. 

• After the visit, students  are instructed to write report on experience/learning from 

the visit. 

• A feedback of the learnings from the visit should be obtained. 

• Feedback Analysis must be done & appropriate action should be taken for future 

visits. 

• Maintain the annual visit summary data in the prescribed format. 

26. Guest Lectures 
 

• The guest lectures shall be arranged by the department based on the identification 

of gaps (beyond curriculum) in various courses being taught during the semesters 

as per the curriculum. 

• The guest lectures shall be organized, taking at least 2 courses from each year of 

study during the semester. 
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• The guest lecture shall be delivered by eminent experts from Industry and 

academia with prior approval of the director. 

• The outcomes of the lecture shall be well defined and mapped with the POs/PSOs 

of the department. The records of the activity shall be maintained at the department 

level. 

27. CO-PO Attainments 
 

The calculation of CO attainment includes two parts Direct & Indirect Attainment. As 

per NBA guidelines 80% weightage is given to Direct attainment & 20% weightage is 

given to Indirect attainment to calculate the final CO attainment. 

In direct assessment, the attainment is obtained is taken from student’s internal 

marks and also University exam marks. The marks are then converted to find whether 

the marks meet the course outcome as per the target set by DAC.  

Data is collected from internal examinations (theory, practical, seminars, assignments 

and presentations) and university examinations (theory and practical). The details are 

given in the following table: 

Internal Assessment Tools 

Component Component of 

Evaluation 

Assessment Type 

Theory 

First Sessional Exam 
Short & long Answer Type Question 

Paper 

Pre University Exam Short & long Answer Type Question 
Paper 

Assignment/Quiz 
Numerical & Short Answer Type 

Questions 

Practical 

Daily Evaluation 
Planning, analysis of lab skills, 

finishing the experiment 

Practical Examination Viva-voce & Experiment Conduction 

Lab Records Data interpretation 

Seminar, Project, 

Industrial Training, 

Internship 

Power Point 

Presentation 
Rubrics 

Hard Bound or spiral 

bound Report 
Rubrics  
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Semester End Assessment Tools 

Compone

nt 

Components of 

Evaluation 
Nature of Exam 

Theory University end Exams 
Application Based, Evaluation based & Memory 

Based questions 

Practical University End Exams Viva- Voce & Experiment Conduction 

Project University End Exams Demonstration, Viva – Voce & Presentation 

 

Weightage to the Internal & External assessment is to  be given as per the AKTU 

evaluation scheme. The internal examination and the prescribed marks are to be complied 

as per the prescribed regulation. Therefore, the scope for comprehensive assessment is 

less. In this frame work, department conducts the following assessments: 

1. First Sessional Exams 

2. Pre University Exams. 

3. Assignments/Quiz. 

The internal assessment evaluation is to be separately compiled and graded. The above 

mentioned assessment methods or any other prescribed methods should be used to 

evaluate the course outcomes achieved. For CO attainment calculations department 

should assign targets & attainment levels through DAC by taking considerations of NBA 

guidelines. 

In the Indirect assessment, Course exit Survey should be used for assessing the 

percentage of attainment.  

Course exit survey of each course should be taken on the scale of 5, by subject teacher, 

at the end of the course. Target levels for course exit survey can be set by DAC. 

In the overall attainment, a weightage of 80% can be given to direct assessment while 

20% to indirect assessment. 

ASSESSMENT PROCESS FOR PO & PSO ATTAINMENT:  

The assessment tools are direct and indirect methods for evaluating the attainment of 

POs.& PSOs. Overall attainment for POs & PSOs can be calculated with 80% weightage 

to Direct Method & 20% weightage to indirect method. 

(a) DIRECT METHODS: These methods display the students’ knowledge and skills from 

their performance through continuous assessments; called the sessional tests in the 

college, classroom assignments, presentations, project work and the end semester 

examinations. These methods provide strong evidence of students’ learning. Mainly it 

consist of overall CO attainment of each subject.(Annexure XVIII) 
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(b) INDIRECT METHODS: In this method, the feedback from the various stake holders 

need to be taken. Stake holders are informed about the programme outcomes set up 

for the programme to ascertain their views on how well (or otherwise) the 

expectations/requirements of industry are being met by the students studying and 

passing out from the college so that required corrective measures can be taken by the 

department. The student exit survey is intended to evaluate the success of the 

programme in providing students with the opportunities to achieve the POs. The 

processes through which the feedback are to be collected with frequency of data 

collection is indicated below: 

 

S. No. Process Frequency 

1 Graduate Exit Survey Once a year 

2 Employer’s Survey 
Through Out the year, during 

Placement Drives 

3 Faculty/Mentor Survey Once a year 

4 Alumni Survey 
Once a year or during visit to 

institute. 

5 Parent’s Survey 
Once a year or during visit to 

institute. 

 

The survey for above include the gist of the Programme Outcomes (POs).  

28. Departmental Academic Committee (DAC) 
 

DAC to be constituted in every department under the chairmanship of the Head of the 

department. The DAC shall constitute the senior faculty members preferably Professors 

and Associate Professors of the department and one representative from the allied 

departments.    

The composition of the DAC will depend on the size and complexity of the department, 

accordingly the representation of faculty members may vary from 3-8 members / 

Member: Faculty::1:5. 

The DAC should meet at least twice in every semester to discuss on important agenda 

related to outcomes review, target setting, curriculum gaps, analysis on attainments, 

feedback, assessment of continuous improvement and other relevant academic 

activities. 

The quorum for the meeting shall be two-third of the total number of members.  
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The agenda, minutes and action taken reports are to be documented with signatures 

and maintained at the department level.  

It is necessary for the members of the DAC to shoulder the responsibilities of 

generating and promoting awareness in the department and to devote time for working 

out the procedural details. 

 

 

The Director shall have the power to relax any provision 

provided in the manual in any specific matter/situation. 
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LIST OF ANNEXURES 

S.NO. 
ACTIVITY ANNEXURE 

1.  Academic Calendar - 

2.  
Preparation of Nominal Roll, Attendance Sheets and formation of 

sections/groups 
I & II 

3.  
Choice of Electives  

(Open/Departmental/Science based) 
III (A & B) 

4.  Course allocation to faculty members IV 

5.  Load chart and Time table preparation V & VI 

6.  Mentor-Mentee distribution VII 

7.  
Course Delivery  

(Online / Offline class) 
- 

8.  Course file development VIII (A-L) 

9.  Labs conduction - 

10.  Lab file development IX (A-D) 

11.  Seminar Conduction - 

12.  
Final Year Projects X (A & B) 

13.  Industrial Training XI 

14.  Monitoring of class delivery XII 

15.  Attendance Monitoring of students Attendance uploading on SIM - 

16.  Preparing Detained List Syllabus coverage      XIII 

17.  Syllabus Coverage XIV 

18.  Feedback & Surveys through stake holders XV(A-L) 

19.  Setting up question paper XVI 

20.  Conduction of internal examinations - 

21.  Dealing with the UFM cases XVII 

22.  Evaluation of answer scripts Gap Analysis - 

23.  Slow and advanced learners - 

24.  Internal assessment and Uploading of marks on AKTU Portal - 

25.  Industrial Visits - 

26.  Guest Lectures - 

27.  PO-CO Attainments XVIII (A & B) 

28.  Departmental Academic Committee - 

29.  Sample Rubrics-I ( internship/ Seminar Evaluation) XIX(A) 

30.  Sample Rubrics-II ( Project Progress Evaluation) XIX(B) 
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ANNEXURE-I (NOMINAL ROLL LIST)
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ANNEXURE- II (ATTENDANCE SHEET) 
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ANNEXURE- III (A) (ELECTIVE CHOICE) 
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ANNEXURE III (B) – (STUDENT’S ELECTIVE LIST) 
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ANNEXURE IV – (SUBJECT ALLOCATION) 
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ANNEXURE V – (TEACHING LOAD) 
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ANNEXURE VI – (TIME TABLE) 
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