
1 
 

I. Minutes of the 1st meeting of IQAC held on 21
st 

June 2018  

Role of Criterion In charge: 

 

All present in the meeting agreed to finalise the Role of Criterion In-charge in a broader 

framework of Planning – Monitoring – Reporting 

 

1. Planning: 

 

 To prepare the To- Do- List of all activities to be assigned to various Departments, 

committees, Association and cells of their respective Criterion and submit the same to 

the coordinator for discussion and approval in the IQAC 

 To suggest measures and work out procedures to ensure quality performance in the 

areas pertaining to criterion assigned  

 

2. Monitoring: 

 

 Once the proposed activities in the to do list are approved, through IQAC will initiate 

meetings of various Cells/ Centres/ committees/ Departments to assign and to guide in 

the execution of approved activities 

 

Provide various Departments, Committees, Associations and cells with formats for preparing 

proposal, budget, feedback form, report and details of documentation as per the data 

requirement of IQAC and NAAC  

 In charge to be held responsible for only those activities pertaining to their criterion 

that are routed through them  

 Follow up on weekly/ fortnightly basis with their respective committees/cells and 

departments by inviting progress reports and update the IQAC coordinator and NAAC 

Coordinator about the progress in the weekly meeting of IQAC  

 

3. Reporting: 

 

 To keep the progress report on the working of assigned activities ready for discussion 

and submission in the month end meeting of IQAC 

 To prepare if any specific mandate to be given to Departments, committees, 

associations and cells apart from the general guidelines with the assistance and 

approval of the IQAC 

 To get activities allotted by them completed which are suggested in the To- Do- List 

of their Criterion 

 

4. Role in AQAR preparation pertaining to the Criterion Assigned: 

Under the guidance of IQAC Coordinator and through working group 

members:  
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 To organise information through ATR and other available sources  

 To validate the data collected through supporting documents submitted 

 To prepare the draft of their respective Criterion as per the AQAR requirements for 

submission and approval of IQAC 

 To report to IQAC Coordinator any difficulty encountered in the analysis of data for 

AQAR 

Role of the IQAC Coordinator with regard to assigned activities in the “To Do List” 

 To facilitate and guide criterion in charges in initiating activities of “To do List” 

 To report to the higher authorities in case of difficulty in execution of work is 

reported by the Criterion in-charges 

 To compile the grey areas to be put before the Principal for speedy completion of the 

task 

 To coordinate with various committees in assigning tasks where two or more criterion 

activities are assigned to same committee 

 To work as sole channel of official communication between Criterion In charge and 

higher authorities 

 To initiate Institutional programmes as per the requirement of SSR  

 To initiate the process of collecting data and other relevant information with 

documents from various departments, committees, associations, cell and colleges 

office in the prescribed format by issuing circulars. 

 To ensure that the data and information related to AQAR is collected and provided to 

Criterion In charge in time for analysis 

 

Criterion In charges were asked to submit the Action Plan of their respective Criterion as per 

the requirement of AQAR, SSR and other related documents 

 

It was decided to develop strategy for implementation of those activities mentioned in the 

action plan and to identify departments and committee to whom the work can be allotted 

 

It was decided that Dr. Vivek Kale –In Charge, Criterion VI would take initiative in calling 

meetings of other criterion in charge and to propose appointment of new committees through 

IQAC Coordinator to initiate the activities related to Policy Formation as mentioned below: 

 

To prepare: 

 Vision document for a decade as mentioned in the PTR  

 Quality Policy for the college  

 Human Resource Management policy 

 Policy for formation and appointment of committees 

 Academic monitoring policy 

 Mentoring policy 

 Policy for Alumni engagement  
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It was decided that IQAC will suggest names to the Principal for formation of various 

Committees 

 

 It was decided to form a Committee for Induction Programme. The job of the 

committee is to prepare a short film with the assistance of Ms Neha Gurdasani.HOD 

BMM. Guidelines for the same are to be provided by the IQAC. 

 

It was decided to have policies for programmes to be conducted to bring transparency and 

efficiency in planning, monitoring and reporting by the IQAC  

 

It was decided that Dr. Vivek Kale –In Charge, Criterion VI, through the IQAC co-ordinator 

would initiate the activities related to points mentioned below: 

Action Taken Report  

 
1. The Role of Criterion Incharge and IQAC coordinator with regards to assigned in 

activities in the To-Do-List has been agreed by all and finalized. 

 

II. Minutes of the IQAC meeting held on 28
th

 June 2018 

 

 Action Taken Report format to be sent to departments to obtain information for 

AQAR 2017-18  

 It was proposed that student feedback form to be collected semester wise 

 HOD‟s meeting with Criterion In charge to be conducted regarding activities in 

To-Do-List to planned before 10
th

 July 2018 

 Induction program presentation for Freshers planned with Mr. Sunil Lalchandani, 

HOD, BMS and Ms. Neha Gurdasani, HOD, BMM 

 Strategy for assessment of Teacher‟s Diary – its revision with concept note and 

changes in few pages planned. 

 Dr. Vivek Kale Criterion Incharge VI will make a study of Academic Excellence 

Committee and suggest its revision 

 The new AQAR guidelines were discussed and work related to human resource 

policy and quality policy were discussed. 

 

Action taken report  

1. Action Taken Report for AQAR2017-2018 information sent to Departments in 

2
nd

 July 2018. 

2. Date of HOD meeting was finalized to discuss activities  

3. Strategy for assessment of Teacher‟s Diary was prepared. 

4. Induction program proposed and planned by IQAC members  

 

III. Minutes of IQAC meeting held on 3
rd

 & 4
th

 July 2018  
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 It was proposed that the formation of Academic Monitoring committee in place of 

Academic Excellence committee of last year would be considered by IQAC as per the 

parameters defined by NAAC and UGC. The following points were discussed to be 

included in AMC 

 Syllabus completion based on teacher‟s plan and log book  

 Curriculum delivery process to be discussed  

 Learning outcome – result analysis to be invited from the departments.  

 Attendance of students to be strictly monitored.  

 Engagement/Non-engagement of lectures needs to be incorporated in the log book.  

Composition of Academic Monitoring Committee 

 One senior faculty member to be appointed as the chairperson 

 Four faculty members across discipline as co-chairpersons 

 One vice Principal as the overall in charge 

 Other members may be appointed as per the requirement of Academic Monitoring 

committee 

Requirements for NAAC 

 Mr. Prashant Kelkar (VP & NAAC Coordinator) proposed to the members to review 

the requirements for NAAC reaccreditation  

 To communicate to the management about the required infrastructure support  

 To identify other requirements clearly and also IQAC to work towards its completion  

Re-Accreditation 

 It was proposed by Mr. Prashant Kelkar(VP&NAAC Coordinator) that the Criterion 

In-charges and IQAC coordinator to assess the status of preparation 

 Also, it was decided to suggest a date for Re-Accreditation to the NAAC  

 Discussions as to when the college would be NAAC ready took place and it was 

suggested by the NAAC coordinator to the members to work towards bridging the gap 

between the two.  

Discussion on Academic Monitoring Committee and Vision Document 

 Policy documents for AMC were discussed and drafted 

 IQAC to specify the role of AMC 

 It was decided to outline Quality indicators for AMC  

 It was decided to prepare Vision Document for a decade and also members were 

requested to share their inputs for the same.  

Action taken report  

1. Composition of AMC defined and finalized 
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2. IQAC Coordinator and Criterion Incharge assess the status of preparation for 

Reaccreditation for III Cycle and work in progress towards the areas identified 

 

 

IV. Minutes of IQAC meeting held on 5
th

 July 2018  

 

Vision Document 

 It was decided that Dr. Vivek Kale Criterion Incharge VI would work towards preparation 

the Vision Document for a Decade  

 

Recommendations by NAAC Peer Team 

 

 Weaknesses of the College were identified by NAAC Team and recommendations 

were suggested to the College 

Mr. Prashant Kelkar (VP & NAAC COORDINATOR) suggestions: 

 Asked the IQAC Criteria-In-charges, if it would be possible in 2 weeks to present 

the “Vision document”  to Principal & Management 

 Dr. Vivek Kale to initiate email relevant documents to all by the end of the day 

 It was suggested that SSR development to be started and also proforma to be sent 

to Head of the Departments. 

 Suggested to set up Steering Cell committee comprising of senior teachers from 

IQAC team  

 Suggested to adopt five villages  and members were also asked to figure out which 

institute to collaborate 

 Mr. Prashant Kelkar suggested calling website team on 9
th

 July at 11.30 am for 

discussion. 

Action taken report  

 Drafting of Vision Document Initiated 

 

 

V. Minutes of IQAC meeting held on 6
th

 July 2018  

 

Discussion about Students Mentoring Committee 

 It was decided that Mr. Prashant Kelkar (VP& NAAC Coordinator) will prepare the 

concept, propose the  frame work for the formation of the committee 

 It was decided to identify the formats for the respective areas and IQAC can prepare 

them.  
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 It was decided to submit the proposal to Principal by 9
th

 July 2018 

 It was decided that IQAC can propose some names of teachers who could be in 

committee 

Discussion about ICT Installation 

 It was decided that Dr. Deepa Mishra (In charge Criterion III) would make a draft on 

7
th

 July with reference to PTR stating the need of ICT instrument  

Agenda for 7
th

 July 2018 meeting was announced 

 Finalization of Mentoring committee formation and Proposal for ICT instrument 

 

Action taken report  

 The Concept, proposal and frame work for Student Mentoring Committee was 

prepared by Dr. Prashant Kelkar, VP and NAAC Coordinator.  

 

 

VI. Minutes of IQAC meeting held on 9
th

 July 2018  

 

 Minutes of the previous meeting were read.  

 All members present in the meeting agreed to finalize the following: 

 

ICT usage tools and techniques 

 To check the usage of ICT by teachers 

 To enhance uploading the teaching material on college website 

 Existing ICT tools were non functional, so the need to revive them was decided 

 IQAC to work for the betterment of facilities 

 It was discussed that internet connection was needed to use ICT techniques 

 To discuss lack of ICT required resources with the management 

 IQAC to focus on introduction of ICT tools and techniques to organize orientation 

for teachers for its effective usage 

 Format for ICT tools information available in the department was to be sent by 

IQAC 

 Academic monitoring committee would be oriented by IQAC after the HOD‟S 

meeting 

 To-Do List to be given to HOD‟s in the meeting 

 HOD meeting to be scheduled on 16
th

july 2018 

Dr. Deepa Mishra was asked to prepare a draft proposal on ICT status and requirements of 

college as per the recommendation given in PTR. Instead, NAAC Coordinator suggested 
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IQAC to collect latest data on the status and usages of ICT equipment in all departments in a 

suggested format and submit compiled report of it to him so that he can make proposal for 

immediate college intervention.  

Alumni Engagement 

 IQAC will work on the role of Alumni Engagement and also an appeal to be 

drafted for alumni was suggested 

 To work on the registration process online 

 To update the database effectively 

 Objectives of Alumni committee were outlined for fundraising, construction and 

renovation of college.  

 Alumni policy to be made 

Website Up gradation 

 Website committee to be formed 

 Alumni students of BSC.IT demonstrated five demos of the website 

 The current website team expressed that the current server of the college was of 

2GB 

 They suggested that if the college chooses to upgrade the server then unlimited 

videos of lectures/ extracurricular activities/ library could also be tagged  

 It was suggested that the restructuring of current website would cost more, so 

approval of management was required 

Action Taken Report 

 Status of ICT tool information format prepared by IQAC and sent to departments on 

9
th

 July 2018 

 Mr. Agi Thomas (In charge Website) was asked for restructuring the website and 

committee for upgradation of website constituted. 

 

 

VII. Minutes of IQAC meeting held on 10
th

 July 2018 & 11
th

 July 2018  

 

 Minutes of the previous meeting were read 

 To identify the requirements needed to make Learning Management System 

operational. 

 It was suggested by members that in the CHM website, Alumni hyperlink needs to be 

given. General Appeal to the alumni for registration to be displayed. 

 It was suggested that the To-Do-List to the HOD‟s and Committees for filling up of 

AQAR and SSR should be meticulously designed. 
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Alumni Committee 

 Dr. Jayashree Panickar (In charge Criterion V) briefed the objectives and action plan 

of Alumni meet 

 Dr. Deepa Mishra expressed that the Departments should ensure that the alumni needs 

to visit the departments. Generous hospitality to be extended towards them. 

 It was suggested after registration there could be a reunion meeting 

 It was suggested Alumni meeting could be conducted twice a year 

 It was suggested that a Facebook page to be created 

 It was also suggested that a questionnaire be made on the following lines: 

 Whether the students‟ parent has been an Alumni of this college. 

 Whether the alumni can help the college in the mentioned activities: fund raising, 

ICT, placement, donation of book, industrial visit, training, internship, lectures, 

Cultural/sports, Sponsorship, Medical camps 

Broad Areas expected for Assistance from the Alumni 

 Financial support 

 Infrastructure 

 Student support 

 Industrial visit 

 Placement training 

 Collaboration 

 The college would establish communication 

Suggestions 

 Dr. Neena Anand, VP & Member, Criterion In-charge IV suggested the need to install 

at least 06 interactive boards with LCD projectors with Wi-Fi connection and Dongles 

could be provided for internet connection. She suggested that Quotations can be 

called with regards to interactive boards 

 She  mentioned that detailed list of infrastructure requirement has been forwarded to 

Management 

 She  suggested to install sanitary napkin dispenser and incinerator for waste 

disposal/sanitary napkins 

 Members suggested that Learning Management System (LMS) should be put into 

practice by existing or new courses could be formulated to continue the use of LMS.  

 Ms. Urmila Pillai, Department of Maths to be contacted for the pending Criteria II 

activities for LMS. 

It was suggested that pending activities of criteria III to be taken up on priority basis 

 Research methodology workshop needs to be initiated 
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 Interdisciplinary and interdepartmental research projects to be initiated. It was 

suggested that there is a need to identify departments and include this activity in the 

Annual Action plan. 

 

Action Taken Report  

1) Dr. Neena Anand In Charge Criterion IV & VP In Charge of Library Committee 

initiated the sanitary napkin dispenser and Incinerator for waste disposal /sanitary 

napkins 

2) Dr. Neena Anand initiated the installation of interactive board of teachers. IQAC 

initiated series of training programmes 

3) Questionnaire prepared for Alumni meet . 

 

VIII. Minutes of IQAC meeting held on 12
th

 July 2018  

 

Staff Coordination Committee 

 Staff coordination committee letter received from Principal and was read out to all 

members of IQAC 

Induction programme 

 Attendance format for Induction programme designed. 

 It was decided to take permission from Principal to inform students of FY via email/ 

SMS. HOD‟s would also inform their students for Induction program.  

 It was proposed to purchase library books . Proposed policy to use library books were 

read out by Dr. Neena Anand, VP and overall  Incharge of Library Committee. 

 It was decided that Annual Action Plan 18-19 to be discussed on 14
th

 July 2018 and 

new changes to be incorporated 

 Annual Action plan mailed to IQAC members and their inputs required invited for 

the next meeting  

 It was decided that all members would suggest their inputs for preparation of PPT for 

HOD‟s Meeting, scheduled on 14th July 2018. 

 Further, circular for vision document for the decade was discussed and finalised 

which would be sent to all the HOD‟s for inviting inputs from them as per the 

guidelines proposed by IQAC. 

Action taken report  

 Induction Program finalized and launched on 26
th

 July & 30
th

 July 2018. 

 Policy for Library usage for outside readers finalised and put into practice.  

 Circular sent to Heads of the Department for obtaining Vision of department so as to 

incorporate in the Vision document of the Decade  
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IX. Minutes of IQAC meeting held on 13
th

 July 2018  

Preparatory Stage for NAAC 

 It was proposed by Mr. Kelkar (VP&NAAC coordinator) that preparatory stages for 

NAAC would be for six months and thereafter college will proceed for drafting of 

SSR. 

 It was decided to give importance to Alumni where role of teachers would be 

monitored 

 Mr. Kelkar ( VP & NAAC COORDINATOR) suggested to have official alumni page 

on Facebook that will be operated by administrator appointed by college 

 It was decided that college should provide online registration form to alumni where 

feedback can be obtained 

 It was decided to design the form for Alumni Feedback. 

 Suggestion from students to be welcomed for improvising their respective department 

from which they graduated as one of the questions in the forms. 

 Format for Student Mentoring Committee to be approved by Principal 

 Discussion on Vision Document 

 It was decided that vision document to be Department  wise and should concentrate 

on their respective weakness and opportunities 

 It was decided that a vision document should contain various mechanism like new 

courses, subject, infrastructure up gradation, research promotion, e content etc. 

 Academic appraisal of all departments to be conducted in all parameters with 

academic audit 

 It was decided that circular to be reframed and should be specific 

 It was decided to provide projection for LMS 

 It was suggested that IQAC should be extra careful while issuing circulars 

 It was decided to give department targets and task so that they cannot leave ATR‟s of 

2018-19 column blank 

Steps Discussed for NAAC Preparation that can be applied tentatively by Feb 2019  

 SSR draft to be ready 

 Formatting of Steering Cell – senior teachers should be appointed and are expected to 

lead the process. Some senior teachers with IQAC background will be in steering cell. 

 It was decided to send IIQA tentatively by December  

 Website restructuring – inputs to come from everyone for website restructuring by 

visiting website of various reputed colleges so that necessary changes can be 

incorporated and should be done in a month 

 Analysis of data collection from departments- criteria in charge will analyze the data 

of last five years 

 No data will be accepted without documentation 
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 Documents required to be made available by IQAC 

 Verification of documents will be done by criterion in charges 

 Primary analysis of data to be done tentatively by first week of October 

 Rough draft to be presented by 20
th

  October 2018. 

 Finalization of data 

 Peer Team Visit 

 Statistical data and requirements to be submitted to management 

 Communicate to management for support towards infrastructure augmentation and 

Repairs. 

Formats 

 Formats for five years data to be sent to HOD in HOD‟s meeting 

 Formats to be prepared together compiling all seven criterion 

 It was decided to prepare formats till mid-August and circulate the same 

 AMC formats to be discussed in next meeting 

On the suggestion of Dr. Deepa Mishra it was discussed by IQAC members and endorsed by 

the NAAC Coordinator that for the smooth, transparent and efficient functioning of the 

department, policy decision in the crucial areas of department functioning must be proposed 

by IQAC such as procedure for handing over of charge during long leave by HOD, role and 

responsibility of acting head, initiative for decentralised decision making etc. 

Action taken report  

 Time line for preparation of SSR charted out. 

 

X. Minutes of IQAC meeting held on 17
th

 July 2018. 

 

Changes to be made in Presentation for Induction program 

 The PPT was discussed. 

  Some suggestions for changes in Photographs and sequence of slides made. 

 Slide on Certificate courses offered by the Institution to be added.  

 Grievance cell name to be changed to Grievance Redressal Cell 

 Activities to be included : 

1) Social outreach –NSS, NCC and Sharda Vidya Mandir 

2) Green initiatives- Butterfly garden, Botanical Garden, Tree Plantation 

3) Department of Lifelong Learning & Extension 

4) Sindhi Sahitya Sangat 

5) Marathi Vangmay Mandal 

Action taken report  
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 Power Point Presentation of earlier Induction Programme was  revised by IQAC . 

 Induction Program launched on 26
th

 July 2018 .  

 

XI. Minutes of IQAC meeting held on 18
th

 July 2018. 

Discussion on timetable for Academic Monitoring Committee 

 Dr. Prashant Kelkar VP & NAAC Coordinator discussed the need for revised AMC 

and its implementation. It was initiated on his draft of changes. 

 It was decided to inform the room timetable committee to keep the time table ready 

 It was decided that a copy of room timetable to be given to AMC 

 It was decided that a format to be prepared to record room wise engagement of 

lectures 

 It was decided to allot duties to floor peons to  record engagement of lectures. 

 It was decided that AMC to do the analysis . 

First Stage 

 Preparation of various stage formats 

Second Stage 

 Non-engaged Lecture –department wise to be prepared and sent to dept every week 

 HOD will take care while signing the leave application and diary 

 Column to be added for CL/DL 

 Report on non-engagement of lectures allotted to dept weekly 

Third Stage 

 Non engagement of lectures remark by AMC to be forwarded to HOD. 

 This should be brought into notice of concerned teacher by HOD 

 HOD To check the reason for non-engagement of lecture and ensure  compensation  

of the lecture by the teacher. 

 HOD will inform AMC the reason for non engagement of lectures. 

Fourth Stage 

 AMC will analyze the data given by HOD and submit the report department/ faculty 

wise and submit to the Principal/IQAC  

Action taken report  

 

 Academic Monitoring Committee policy revised and initiated.  

 

XII. Minutes of IQAC meeting held on 21
th

 July 2018  
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 IQAC coordinator briefed that the distribution of teachers diary has commenced. 

 New AQAR guidelines activities were discussed 

 Pending SSR activities were also discussed 

 The Annual Action Plan which is to be sent to the departments, committees, 

associations and general office of IQAC was studied and the format preparation 

started. 

 It was proposed that HOD meeting is to be called on 01
st
 August , 2018 to discuss role 

of Departments in the Annual Action Plan. 

 Annual Action plan 2018-19 to be sent to the department on July 28, 2018 so that the 

HODs can come prepared with questions. 

Action taken report  

 Activities on new AQAR guideline initiated.  

 

 

 

XIII. Minutes of IQAC meeting held on 25
th

 July 2018  

Format of the Annual Action Plan 

 It was suggested by Mr. Prashant Kelkar (VP & Coordinator, NAAC) to change the 

format for Annual Action Plan. 

 It was proposed that the format provided by NAAC to be followed and that should be 

sent to departments 

 It was suggested that IQAC to develop a policy for financial assistance for all 

departments for the conduct of various activities 

 It was suggested that   Library budget to departments may be transferable, if the first 

party is not using it. 

 It was decided that AQAR should be in alignment with RAR (Reaccreditation 

Report). 

 Mechanism Suggested for conduct of activities in Annual Action Plan 

 Broad areas to be taken into consideration. 

 Departments to be asked about their planning for academics as well as activities.  

 Documentation at various levels: commitment of departments for various activities 

will be asked. 

 Activities to be suggested to departments.  

 It was decided that department will have liberty to choose the activities. 

 It was suggested to conduct meeting to discuss on activities not undertaken by 

departments. 

 It was decided to explain the criteria and concept of guest lecture to departments. 

 College should Network with outside agency for linkages. 
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 Role of departments is to be reflected point wise in AQAR. 

Other points discussed 

 It was decided that new format of AQAR will be followed 

 It was expressed by Mr. Prashant Kelkar (VP & Coordinator, NAAC) that NAAC 

process is not only on outcome but also on inputs of the institution and quality aspects 

 Quality mandate, SSR, AQR together will be complied to make Annual Action Plan 

for departments. Role should be assigned to departments. 

 At the end of the year, Academic Audit should be done on the basis of Action Plan 

taken by the departments so that the department can do the role properly. 

 It was proposed that Action Taken Report to be taken semester wise. Monitoring to be 

done for better outcome. 

 It was decided to conduct Academic Audit II 

 In the format of NAAC and IQAC, role of Departments is prominently seen 

 Policy needed for budget allocation for proper presentation 

 Guest lecture policy at Associations/Departments 

 Taking feedback to be the first step towards quality assurance 

 Annual action plan semester wise 

 Detailed information regarding Research Guides , Students , Projects , publications 

etc to be obtained from Research Centres / teachers. It was suggested that the 

information may be displayed on the Department notice board as part of Dept. 

Research Profile. 

  NAAC Coordinator proposed to draft the  Policy for Incubation Centre .  

 Policy regarding incentive to teachers who receive state, national and 

international recognition/awards to be formulated. 

 Policy for linkages for faculty exchange, student exchange, internship, field 

trip, on-the-job training, research, etc to be prepared. 

 Academic Audit Second Cycle . 

Action taken report  

 Policy for Incubation Centre made with inputs of IQAC Members. 

 Format for Annual Action Plan was prepared. 

 

XIV. Minutes of IQAC meeting held on 6
th

 Aug 2018  

 

Discussion on academic calendar 

 IQAC will send a letter to exam dept for getting Annual Calendar of exams to be 

conducted in the AY 18-19 and declaration of results – schedule (commencement of 

exams & declaration of results) 
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 Letters to be sent from IQAC to Principal to be forwarded to Chairperson Exam 

asking for Annual Calendar of Exams i.e. information regarding commencement of 

exams & declaration of results 

Discussion on alumni engagement by department 

 Members have unanimously agreed that Rs. 2000/- to be sanctioned to departments 

twice in a year for Alumni refreshments and activities. 

Other matters 

 Letter & brochure of PG Diploma on Health Insurance and Insurance Marketing was 

given to CPT by IQAC for display. 

 Certificate course on Marathi – Syllabus, and SOP not received. Department has to 

send the proposal, budget, room requirement, timings, schedule etc.. 

 Incubation centre letter sent by Dr. Bela Nabar to be discussed in IQAC 

 Learning outcomes will be invited from HODs with a circular of IQAC 

Action taken report  

1. Academic Calendar was finalised. 

 

XV. Minutes of IQAC staff meeting held on 21
st
 Aug 2018 at 11.30 am at THM Hall 

The following parameters were discussed in the meeting: 

The meeting started with address by Principal Dr. Manju Lalwani Pathak giving brief idea 

about the admission process and working of IQAC. 

Dr. Pratima Das, Co-ordinator of IQAC continued the meeting by presenting Annual Action 

Plan, made a power point presentation on Student Mentoring, Alumni Engagement, and 

Academic Monitoring Committee. 

After the presentation, Ms. Ritika Sachdev, HOD of Computer Science Department asked 

queries regarding Attendance and the improvement in issue of ID cards of students. 

Mr. Pakhre, HOD, Mathematics Department had a query regarding the nature visits of Maths 

Department are not being approved by Principal and that they should be intimidated. 

Mr. Subhash Athavale, Librarian had some queries relating to introduction of new courses in 

colleges as per new AQAR demands, infrastructure improvement and ICT implementation. 

Dr. Preyoshi Bose of Physics Department had a query related to date of commencement of 

Parent Teaching Association meeting for 2018-19. 

Action taken report  



16 
 

 The staff member were briefed with regards to the initiation of Annual Action Plan/ 

Student Mentoring System/Academic Monitoring Committee 

 Annual Action Plan sent to departments and Committees 

  

XVI. Minutes of meeting of IQAC with Student Mentoring Committee on 29
th

 Aug 2018  

 

 The meeting was initiated by IQAC Coordinator, Dr. Pratima Das. She addressed Dr. 

A.D. Tiwari to induct new members in the committee subject wise. Dr. Neena Anand 

said each teacher will be given responsibility to act as mentor & student list will be 

given. Fixed number of students with contact numbers to be given to teachers. Mentor 

has to communicate through mail. 

 Mentor Teacher should have at least 2 lectures in a month in the particular class 

where they are sent to mentor. 

 In case of Self-Financing courses- Class wise Teacher should be mentor. 

 For FY- Committee will decide for breaking up/ grouping of class under Mentor. 

 Mr. Pakhare, Head, Department of Maths had a query if some teacher has only 25 

students as Mentees & some with 100 students, what is to be done. 

 Dr. Neena Anand, VP said that the students have to be contacted. Mentor has to 

ensure that students attend mentoring meeting . The student absentees need to be 

contacted and their problems to be redressed.   

 Text messages to be sent to students to contact their Mentors. 

 It is to be ensured that each student should have only one Mentor and no overlapping 

should be there. 

 A query by Ms. Renu Sachdev was raised as to whether CHB lecturers can be a 

mentor teacher as FC has maximum CHB lecturers. 

 Mr. Prashant Kelkar, VP said that Mentor should be allotted when a teacher has at 

least 1 lecture in a week depending upon workload & not subject wise. 

 It will be on the basis of Total no. of students/ Full Time Teachers 

 Ms. Reshmi Gurnani said teachers to be given students division wise 

 Dr. Neena Anand, VP suggested that the teachers are to be given students roll number 

wise. 

 Mr. Pakhare, HOD, Department of Maths suggested that if division wise allotment is 

not done it may be a problem for the teacher. 

 Mr. Prashant Kelkar suggested taking a copy of time table & committee has to decide 

appointment of an assistant mentor or else if division is of 140 - then 2 teachers can 

be allotted. 

 Meeting of Mentor teachers   to be called immediately. 

 Tentative date & timing is to be on 3
rd

 Sept, 2018 at 11 am. 

 Dr. Pratima Das said that reports of the programme after mentoring should be 

submitted to IQAC. 

Action taken report  
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 The working of Student Mentoring Committee was finalised and first meeting of 

Mentors was conducted on  9
th

 October 2018. 

 

XVII. Minutes of meeting of IQAC with  Academic Monitoring Committee (AMC) held on 

5
th

 Sept 2018. 

The following points were discussed in the meeting:  

 Entire teaching and learning will be seen by AMC so that regular teaching and 

learning takes place. AMC is extension of earlier committee. 

 Role of AMC: 

o AMC has to incorporate qualitative as well quantitative points in teaching. 

o To incorporate innovative techniques in teaching 

o To see lectures are conducted regularly. 

o Completion of syllabus 

o Indicators for quality for teaching and learning 

o To oversee the syllabus completion (Formats will be provided to all 

departments for syllabus completion status). 

o To provide suggestions for improvement. 

o Monitor teaching plan  

  Daily report to be submitted by peon to the committee. 

 AMC to call  for individual time table  

 Room time table to be displayed outside every classroom. 

 AMC can ask time table committee for room time table. 

 No lectures can be exchanged without informing HOD. (Any exchange should reflect 

in Teacher‟s Diary) 

 HOD should confirm that lectures are engaged as per time table and teachers dairy. 

 No combined lectures can be taken without HOD‟s permission. 

 Lectures can be combined if teacher is absent. 

 Teacher has to inform peon for combined lecture. 

 Teacher should come to lecture on time. 

 AMC will send report formats to HODs. 

 Every communication should be formal. 

 AMC has to maintain data entry on daily basis in software - Lecture engaged/ non 

engaged. Non engaged lectures to be reported to HODs and complete data will be 

handed over to Administration. 

 Report of non-engaged lectures will be generated from software. 

 HODs must ensure that log book should be filled up by teachers. 

 HOD must check log book. HODs to report if any teacher has not filled up the log 

book. 

  

Action taken report 
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 Academic Monitoring Committee formed and process initiated 

 

XVIII. Minutes of IQAC meeting held on 26
th

 Sept 2018. 

The following parameters were discussed at the meeting: 

Point NOs Action to be taken as per points in RDC 

 Circulars from IQAC to be made for Criterion 1 , 2 3 and 5 and sent to departments 

on priority basis.  

 Workshops pending: Circular for teachers & students. To be initiated by Counselling 

cell. Dr. Jayshree Panicker 

 Field projects Circular to be sent to departments- compulsory for FC dept, DLLE, self 

financing courses, science dept (All depts.) 

 Employer, & all- ONLINE.  Feedback for curriculum to be discussed. 

 Student wise list to be asked from examination and sent to departments for conduct 

remedial teaching. Name/ Subject/ Contact number.  

  Notice is to be issued to students for remedial lectures. This is to be done before 

regular    exam, letters will go from IQAC to all departments to conduct intensive 

coaching.  Dr. Chandrasheel Tambe will look into activity. 

 Differently abled list - to be given by Bhavika. After obtaining from office, IQAC will 

send data to departments and the departments will make arrangements for their special 

needs. In case of help they will contact  IQAC/ B C cell (Proposed). Additional 

responsibility to be given to chairperson of BC cell to coordinate and keep a record of 

diffently abled students and make necessary arrangements. Letter to be sent to 

departments to identify differently abled students and copy to BC cell. Departments & 

BC cell will be responsible for maintain data and facilitating the arrangements.  

 Dr. Deepa Mishra‟s points to be discussed in IQAC meeting. Dr. Deepa Mishra‟s 

suggested how plagiarism and malpractices and proposing a code of ethics – to bring 

inputs for discussions in IQAC (priority 1) 

 Dr. Deepa Mishra suggested that a policy for incentives to teachers/ non teaching staff 

should be formulated. 

 Policy to be made in IQAC meeting for collaborative activities for research like tie-ups. 

Collaboration with American centre (library). Guidelines to be given to departments. 

Dr. Chandrasheel suggested that right environment has to be created by way of 

incentives so that teachers can be motivated for going for collaborations. 

  Policy to be made by IQAC with RDC for research based activities. 

 Other matters  

 To discuss strategies required for activities related to Research Development Cell. 

  To finalize uniform format for approval of programs. 
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Action taken report  

 

 Application format for organizing activities by Departments and Committees 

designed. 

 Notice for Remedial Lectures issued.  

 Remedial Lectures conducted. 

 

XIX. Minutes of IQAC meeting held on 28
th

 Sept 2018  

 

The following parameters were discussed at the meeting: 

1. Policy for placement with AAMA (Additional Ambarnath Manufactures Association) 

was discussed. 

2. Teacher‟s feedback form was discussed. 

3. The copy of policy of Attendance is to be forwarded to AMC and VP. 

4. Policy for attendance: Suggestions by IQAC members -   

 Collection and Analysis of attendance to be done monthly. 

 In the month of August, first defaulters list to be displayed for the attendance 

of June & July for all the classes.  

 In the month of September, second defaulter list to be displayed. The students 

who appear in both the list shall be asked to bring their parents to meet the 

concerned Authorities and undertaking will be obtained from them for 

improvement of attendance of their wards with a warning. 

 In the month of October, third list to be displayed. The action will be initiated 

against chronic defaulters like withholding their hall tickets and /or giving 

home assignments. 

 Same process to be repeated in second semester. 

 AMC and the Attendance committee will conduct at least two meetings per 

semester. First meeting in the month of September for calling parents of 

second list defaulters. And second meeting for taking necessary actions 

against chronic defaulters in the month of October. \ 

 At the end of semester, AMC will submit the attendance report to the 

Principal. 

Action taken report  

 

 Policy for Attendance planned in IQAC was finalised 
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XX. Minutes of IQAC Meeting with various Associations held on 3rd Oct 2018  

Gymkhana 

Gymkhana Chair person suggested additional activities will be taken up depending on how 

much funding is given for Gymkhana renovation.  

GSC 

 Discussion of introducing certificate course for students – PUKAR. 

Ms. Urmilla Pillai said that she is willing to take up the activity if committed students 

are there because it is a minimum 30 hours program. It should not happen that after 

the first one or two lectures, students are not there. Assurance of students should be 

given.  

 Ms. Urmilla Pillai said College Foundation Day is a college level program and can be 

taken up by the committee constituted for this occasion.  

 

Grievance Cell 

 

Ms. Urmilla Pillai informed that the file is not with her and as per the final constitution of the 

Grievance Committee last year; Ms. Pillai was not the chairperson and was only a member. 

Grievance cell being a statutory committee has to follow certain guidelines and according to 

that Ms. Pillai can be a member and not the Chairperson.  

 

NSS  

 Not all activities that are there in the list handed over to NSS should be initiated by 

NSS. Dr. Yogini Bombardekar said NSS will play a role for deputing students 

because not all committees have student volunteers.  

 Dr. Deepa Mishra suggested NSS chairperson to hand over a research proposal to 

IQAC.  

Alumni Association 

Annual Action plan of alumni to be submitted to IQAC 

Objectives of the Alumni Association 

1. Fund raising 

2. Feedback 

3. Sponsorship and Support 

 

The Chairperson was briefed on the following points 

 

 To induct more members. 

  Draft an appeal to register the alumni online. 

 Inform the HOD and ensure request.    
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 Generate alumni database.     

 Official FB page & FB account administration. 

 Two Times in a year alumni meet- to be conducted at dept level too.   

  Guest lecture seminar. 

 feedback form for alumni to be designed 

 IQAC will give format for proposal & feedback. 

 Alumni Association should initiate measures where prominent alumni can be appointed in 

the team. 

 Alumni to give tentative month for carrying out the program 

RDC 

 Circular/ Notices will be done on immediate basis. Tentative dates to be given. 

Workshops/ Talks can be conducted. 

 No. of Ph.D. Numbers, name & topic in last 6 years. 

 Along with circular, information, proforma should be provided/ available to RDC. 

 To organize talk on research ethics. 

 Workshop firstly to be started at college level first and then invite other colleges. 

 RDC meeting with IQAC on Friday. 

 As there is no policy for plagiarism (Resource person can talk about research ethics) 

 To conduct research workshop before this semester end and a talk can also be 

arranged. 

 

Library & WDC 

 HOD can recommend which college in the neighbouring area can be selected for 

linkage for membership.  

 Inflibnet access to research/ PG students to be given. 

 

Arts, Science & Commerce Associations:  

Annual Action plan to be submitted to IQAC with tentative month and the activities to be 

conducted to be explained by them. 

Commerce association chairperson was absent but handed over to the Chairperson later 

B.C. cell  

 Annual action plan with reports, entries, grievances.   

 Display guideline in the notice board of University/ UGC. 

 Talk/ Workshop can be arranged on Legal Guidance.  

 Sensitization on caste related issues to be given for students, teachers and non-

teachers. 

List of activities discussed in the meeting: 
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 The annual action plan 2018-2019 with suggested list of activities from IQAC was 

discussed with various Committees/Associations/Cells/Forums 

Action taken report  

 Annual Action Plan was handed over to Committee with suggested list of activities 

 

 

XXI. Minutes of the meeting of IQAC held on 22nd 
 
December 2018  

Deliberations on to be uploaded (2017-18)  AQAR : 

 Mr. Prashant Kelkar enquired regarding stoppage of funding for  the IQAC , to which 

Dr. Bela Nabar , Former IQAC co-ordinator replied that the funding was for a five 

year period and further application has not been processed.  

 Mr. Prashant Kelkar said that the seminars and conferences in part A of 2017-18 

AQAR to be checked, whether they were aligned to the Quality as per the provision of 

the point.  

 Inclusion of Teachers Diary was suggested as a significant contribution of IQAC ,  by 

Dr. Bela Nabar. . 

 Significant Activities and contributions made by IQAC were discussed and deliberated 

upon. 

2.15  Plan of Action by IQAC/Outcome: 

 

Mr. Prashant Kelkar, VP and NAAC Co-coordinator said Library set in Sharda 

Vidyamandir school should be changed as set up of library would mean infrastructure 

set up. Dr. Yogini Bombardekar said we just contributed some books which are kept in 

the cupboard in the school. 

 

Mr. Prashant Kelkar, VP and NAAC Co-coordinator  said balance sheet of 

Construction of Canteen, Gymkhana etc should be verified with Mr. Ashok Rochlani 

 Salient aspects of syllabi discussed and finalised. 

1.4 Mr. Prashant Kelkar, VP and NAAC Co-coordinator  said the salient features 

should be clubbed together.  

2.1 No. of Faculty Positions Vacant during the year was deliberated. 

2.7 Total No. of actual teaching days during this academic year was discussed.  

 

2.14 Details of Administrative and Technical staff:  correction made.  

 Inputs of Criterion 3, 4, 5 and 7 were deliberated upon and corrections 

incorporated.  

Action Taken Report : 

All inputs , queries , suggestions discussed and incorporated in AQAR 2017-18. AQAR 

uploaded on 27/12/2018. 
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XXII. Minutes of IQAC meeting held on 12
th

 Jan 2019  

 

The following points were discussed and finalised in the meeting: 

 

1. The Meeting started with the Coordinator handing over a copy of 24 Broad areas 

(copy enclosed) to each Criterion Incharge identified by the NAAC Coordinator 

where immediate attention and action by IQAC was required. 

2. A discussion on the status made in view of Student Mentoring, Registration of 

Alumni, and Academic Monitoring Committee, Progression of Annual Action Plan of 

Departments and Committees and policy on attendance was deliberated as the policies 

were handed over to the Chairpersons in the first term. 

3. As a part of monitoring the progress made in view of the above committees, it was 

decided by all the members that a progress report needs to be obtained from 

Chairpersons to assess the development of the work done so far. The Coordinator 

suggested that the Criterion Incharge of the above activities needed to be in touch 

with the Coordinator to draft circular regarding the same. The Coordinator suggested 

that the formats can be sent on Wednesday 16
th

 January 2019. 

4. It was suggested that deadlines with regards to Annual Action Plan to be given to the 

respective committees & departments. Dr. Lali Rajan suggested that a by-annual 

report needs to be obtained from the Chairpersons Incharge of the activities. 

5. Dr. Chandrasheel proposed that a representative of IQAC (Criterion Incharge) should 

attend the meeting with Vice Principles & Chairpersons of major committees so that 

they will understand the process of working of implementation of policy. In the above 

context, to avoid any delay in monitoring the functioning of the committees which 

takes place mainly due to the delay in getting response from the Chairperson, Dr. 

Deepa Mishra suggested that IQAC coordinator may attend the meeting as 

Chairpersons would respond to her, she being the coordinator. She also added that as 

the coordinator has an overall view of all criteria it would be easy for her to take 

immediate decision if needed. But Dr. Chandrasheel suggested that it would be a 

burden on IQAC Coordinator to attend all meetings conducted by college and that 

certain Committees shall be identified and focussed where the Criterion Incharge can 

present as a representative of IQAC to have a clear picture of the implementation of 

the activity falling under his/ her preview     

6. It was also suggested by Dr. Chandrasheel that planning report of functions like 

Bhajan Prabhat, Annual Day, Chandi Utsav should come to IQAC, so that IQAC can 

track the record of quality. 

7. The Coordinator discussed the 1
st
 point of the agenda i.e. Academic Audit – II 

Cycle. She asked the members whether the college needs to go for Academic Audit- 

External of Internal. To this, Principal Madam suggested that an External Audit could 

be undertaken by the college by inviting “A” Grade college of HSNC Board first. 

Then before their visit a mock internal audit can be undertaken to check the status of 
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work done by departments. The final audit can be undertaken by the University after 

reports of I cycle and II cycle are complied with. 

8. With regards to the discussion of the 2
nd

 point of agenda i.e. strengthening 

application of ICT in teaching learning process, Principal suggested that a talk will 

be held in 1
st
 week of February by inviting resource person who would highlight the 

MHRD initiative of software for ICT awareness in the college. 

 

Action taken report  

 

 Planned Academic Audit II Cycle Format finalised and sent to Departments. 

XXIII. Minutes of IQAC meeting held on 16
th

 Jan 2019  

The following points were discussed in the meeting: 

 As per Dr. Jayashree Panicker, Examination Committee should send the list of failure 

students of Semester I/III to departments, so that remedial teaching can be planned. 

This data should include name of student, class, subject, contact number of the 

student. On the above Dr. Yogini B expressed that it is the duty of Mentors to identify 

slow and advanced learners. 

 Dr. Chandrasheel Tambe suggested that prescribed format should be sent to 

Examination Committee so that they can provide us result of Semeter I & III. He also 

said that as „O‟ grade students are advanced learners & D,E,F students are slow 

learners we should also make some strategies to work and improve the progress of 

students obtaining A,B,C grades. He also suggested that he will write a proposal to 

IQAC which can be then forwarded to Principal and to Examination Committee. 

 To this, Dr. Neena Anand, VP & Criterion Incharge expressed that Remedial 

Teaching is the task of Academic Monitoring Committee and this does not come 

under the purview of IQAC. Student wise progress analysis will be done by 

Mentoring Committee. A meeting with Academic monitoring committee can be called 

inviting their views and suggestions. It was unanimously agreed by all the members. 

 With Regards to Annual Action Plan, Dr. Pratima Das asked the members whether 

circulars are to be made or reports can be asked from departments or committees for 

status of work completion. To this Dr. Neena Anand suggested that for departments, 

circulars can be issued asking for status of work completion in 6 months with 

supporting documents. If activities are not done, then they should submit tentative 

plan and dates of the activities. One copy of the same will be forwarded to Principal 

and Vice Principals. 

 Dr. Pratima Das proposed to initiate Academic Audit-II. To this, Dr. Neena Anand 

proposed that circulars should be sent to departments asking for compliance (status) 

of last Academic Audit. It is also to be mentioned in circulars that post compliance of 

internal audit, there will be External Audit so departments will be prepared for the 

same. New compliance must be with improvements as per new policy. 

 Dr. Pratima Das inquired regarding the tentative month to conduct Academic Audit. 
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It was unanimously decided since there will be exams from March, departments will 

require time for compilation and preparation of report. Tentatively, till February end 

compliance can be done. Documentation can be done in March and Internal academic 

Audit in April. 

 Dr. Neena also suggested that while conducting Academic audit, last 5 years data plus 

16-17,17-18 and 18-19 data can also be included. She also said that IQAC should also 

check for last Audit‟s recommendations as many departments may ask for it. It was 

decided by all the members. Circulars will be made by IQAC                                                                                                                                                                                                                                                                                                                                                              

and IQAC will make one circular asking for activities done in Annual Action Plan and 

another circular for compliance of academic audit.  

 Members decided that those departments who don‟t have data can ask IQAC for the 

same by writing a letter to principal which will be then forwarded to IQAC. It was 

agreed by all the members that departments need to preserve all the data. 

 Dr. Chandrasheel further expressed about the concern of attendance. On which Dr. 

Neena clarified that circular should be sent to Attendance committee for their status 

and later a combined meeting can be held with Academic Monitoring Committee. 

 It was decided that the draft of circulars can be prepared by the Coordinator with 

Assistance of Criterion Incharge.  

 Dr. Deepa Mishra suggested that reminder should be sent to departments who have 

not submitted Annual action Plan. And those who have submitted, they should send 

their status. On which Dr. Lali Rajan suggested that both the letters should go 

simultaneously to the departments. This was agreed by all the members. 

 Dr. Neena Anand discussed on having a training on interactive board to be held on 

19
th

 Jan, 19. She said that 1 or 2 staff from each department can be deputed for the 

training. Then the trained members can in turn train the others. It was decided that Mr. 

Dipak Jadhav working member of IQAC will make the schedule for the same, 

department wise considering 1 or 2 departments at a time 

Action taken report  

 Suggestions of Internal Academic Audit conducted in 2016-17 sent to Departments 

for Compliance. 

 

XXIV.  Minutes of the meeting of IQAC held on Wednesday, 23rd Jan, 2019  

The following points were discussed in the meeting: 

1. Meeting was initiated by Dr. Pratima Das, IQAC Co-ordinator with the discussion on 

the preparation of proposal for Administrative Audit. Dr. Pratima Das suggested the 

name of Dr. Lali Rajan (Member and Criterion In-charge – I) for preparation of 

proposal for Administrative Audit. Dr. Pratima Das further added that Dr. Lali Rajan 

can take one other member along with her for the same. 

2. Dr. Pratima Das suggested the name of Dr. Vivek Kale and Mr. Dipak Jadhav for 

preparation of Student Satisfaction Survey (SSS) forms. 
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3. In response to this, Dr. Vivek Kale proposed that he will be taking necessary 

suggestions from Dr. Bela Nabar (Former IQAC Co-ordinator) for preparation of 

SSS. 

 

Action taken report  

Process for Administrative Audit initiated 

 

XXV. Minutes of the meeting of IQAC held on Wednesday, 06
th

 Feb, 2019  

 

The following points were discussed in the meeting: 

 The meeting commenced with Dr. Pratima Das (Coordinator) informing Criterion In 

charges that HR College has been chosen as Mentor for NAAC. 

  Dr. Vivek Kale will look into formats of External Audit and by the following 

Wednesday a draft proposal will be sent by him. Draft proposal should be in 

accordance with NAAC manual, University Manual and Manual made by Dr. Bela 

Nabar Former IQAC Coordinator using last academic Audit. 

 As per Dr. Kale After compliance report is submitted by all departments to IQAC, 

IQAC will check if 50% compliance is done or can be done then the Audit can be 

conducted. After 15
th

 Feb, this analysis can be done. 

 Dr. Chandrasheel Tambe suggested that the copy of compliance report of last audit to 

be sent to departments along with circulars. 

 The Coordinator informed the status of proposed activities has been received from 

Departments and Committees. Criterion In-charges will look into term end status of 

AQAR. Till April, activities should be done. 

 IQAC Coordinator requested Mr. Agi Thomas Website Incharge to update the 

Website. He agreed that all the data in the college website needs to be refreshed. Dr. 

Pratima Das said that all the Criterion Incharges should give a list of requirements 

necessary for website up gradation to Prof. Agi Thomas to make necessary changes. 

Also, he suggested that data is to be asked from departments and need to be upgraded.  

Action taken report  

The term end status of Annual Action Plan asked and received from the departments 

XXVI.  Minutes of the meeting held on 13
th

 March, 2019  

Following points regarding Vision Document were discussed in the meeting: 

 Dr. Kelkar emphasized on Course Curriculum Development to be a part of Vision 

Document. 

 Policy statement of Management for 70
th

 year can be aligned in Vision statement. 

 Further, outreach activities can be highlighted in Vision Document. 

 More internet facilities in Library to be included. 
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 E-content development as an aspect to be in Vision statement has to be clarified. 

Action taken report  

Process for Vision Document for a decade as a part of Peer Team Recommendation initiated. 


