Best Practice I: Regulation of Students Attendance

The Goal

Regulation of students in the classes is of utmost importance. As per the instruction by the
affiliating university i.e. Panjab University, Chandigarh, every student is required to complete
75% of attendance to appear in University Exams. To regularise the students in the classes,
Attendance Regulation Committee is formed. It is must to prepare Attendance Regulation
Committee in the college so as to maintain discipline and right educational atmosphere in the
college premises. If these youngsters are not checked and brought under any system, it may
result in big chaos. It helps in maintaining full decorum in the college campus.

The Context

Attendance Regulation Committee awakens the students to attend their classes regularly.
Sometimes it is perceived that students bunk their classes. Restrictions are put on the students
and they get afraid of by the punishment that if they will not complete their scheduled lectures,
they will have to appear as private candidate. The committee holds meetings from time to time
and collects information regarding the absentee of the students. The students who remain absent
continuously for 7 days are made alert through parents-teacher meets and written notices. Excuse

is given only in the state of long illness ans submission of medical certificate.
The Practice

Every month a meeting is conducted by the Incharge Attendance Regulation Committee with the
members of the committee and one meeting in Principal Office chaired by Madam Principal to
discuss the regulation of students in the classes. Attendance Regulation Committee worked a lot

to achieve this objective:-

1% meeting- 1% Meeting of the committee was held on 18-10-17 where it was decided to submit
the roll numbers of students continuously absent for 7 days and information be given to their
parents through SMS and call their parents to meet the convener of the class. Information about

irregular students will also be submitted in the office.



2" Meeting- 2" Meeting was held on 24-09-17 in which conveners and co-conveners of various
classes were instructed to personally meet and motivate the irregular students to be regular in

future. Madam Principal instructed to circulate among staff the names of students who have been
struck off from the college rolls due to absentism and keep record.

3" Meeting- Meeting was held on 13-10-2017 where it was decided to collect 7-days absentee of
students from 10-10-2017 to 31-10-2017 and shortage of lectures also be calculated till 31-10-
2017. Irregular students whose parents did not come to meet the conveners will again be
contacted. Telephone calls will be made to the parents so that they can be made aware of the
regularity of their wards. Madam Principal instructed to prepare the list of lecture shortage of
students and complete statement of lectures of students by the faculty members under the
signature of Dean Academics, Incharge Attendance Regulation Committee, concerned

conveners, office supdt. and examination clerk.

4" Meeting- Meeting was held on 21-11-2017 to ensure that the 7-days absentee was collected
from 01-11-2017 to 10-11-2017 and messages being sent. Parents of the students who were

found irregular met the conveners and assured them that their ward will be regular in future.

5" Meeting- Meeting was held on 24-01-2018 where it was informed that 7-days absentee was
taken from 08-01-2018 to 18-01-2018 and next will be taken 19-01-2018 to 31-01-2018. Madam
Principal instructed Incharge Attendance Regulation Committee, conveners and co-conveners of
all the classes to motivate the students and ensure 100% attendance on 30-01-2018 i.e. sports day

of the college.

6" Meeting- Meeting was held on 21-02-2018 which included 7-days absentee from 01-02-
2018 to 14-02-2018 and then 15-02-2018 to 28-02-2018. Dean Co-Academics was advised to
give attendance of students for Sports day i.e. 30-01-2018. Madam Principal instructed to inform
the parents if their ward is not attending class in particular subject. Punctuality of teachers was

also stressed for effective teaching.

7" Meeting- Meeting was held on 14-03-2018 and it was deciede to take 7-days absentee from
01-03-2018 to 10-03-2018 and then from 17-03-2018 to 31-03-2018 It was also stressed to take



signature of students in all classes who are running shortage of lectures. Parents were asked to
meet the convener of the class on the prescribed date.

8" Meeting- The last meeting of the session took place on 10-04-2018 and it was ensured to
collect 7-days absentee from 01-04-2018 to 10-04-2018 and Dean co-academics was advised to

complete all the co-curricular activities attendance of the stdents for 2", 4™ and 6™ semesters.

As the result of continuous efforts of the Attendance Regulation Committee, shortage of the
students has reduced considerably. Letters have been sent to 271 students who were found to be
having lecture shortage and parents of 201 students came to the college to meet the conveners,
co-conveners and incharge of attendance regulation committee and the parents ensured that their

wards will be regular in the class in coming future.

Best Practice: I1- Formation of Co-Academic Calender and its
Implementation

The Goal

For overall personality development of the students, alongwith academic activities,
participation in co-academic activities is equally important for the students. Co-academic
calendar gives us glimpses of the yearly activities and celebrations of all the departments, clubs
and societies. It makes all the Heads of deparments, Incharges of clubs and societies aware of the
schedule of the events to be taken place in the institution over the spread of year and make it

convenient to give their presentation with full artistic skills and practice.
The Context

A well planned co-academic calendar is prepared by the dean co-academics in consultation
with the heads of departments and incharges of clubs and societies before the beginning of the
session and after being passed by the head of the institution is given in the prospectus to make
the staff and the students aware of the upcoming college co-academic activities. It provides at
one glance the schedule of activities so that the faculty members can prepare within the limited

time period their concerned activity. It also avoids the clash of activities.



CO-ACADEMIC CALENDAR 2017-2018

Manth & Activity & Functions | Tentative Datvs
Year
July Havan 24¢h July 2017

2017

————

Augest  Enrclmend ol NSS NCC Yo Servioe Cubs Rind Croms, are! Recd o Asgust, 2017
2017 Ribboo Socety

Sarrkrd Divas by Saesdarlt Duptt T8 August 2017

Feemation of Central Assocation 124 August, 2017

COre day Educabonal Trp by Comenerce Deper Iat Wk of August 2017

Ovw day Educational Trp by Comprer Depnt. 2 wornk of Aogust 2017

Independence Day by NS.S, NCC and CA. Deptt. 1540 August 2017

Sadbharaana Divas and Troe Plantabon by N.5.S and N.C.C Depet. 20 August 2017 o

One day Educabonal Trip by Comprater Depit 20h August 2017

Ona dary Educabional Trip by Contemeroe Deptt At week of August 2017

One day Educational Trip by Economics Deptt. At week of Awsust 2017

Toeg Festival and Talemt Hunt by Drssmatic and Yoush Service Club Deptt | 266 August 2017

Sporss Actity by Prosical Education Dupit 29 August 2017

Principal - Akemni - Teachar Mosteg Lot wewk of At 2017
September | Qv day Educational Trip by Hisory Dt 1st stk of Septumber 2017

2007 | o chay Echicntcnal Tiis by Physieal Exdacational Duptt 160 woek of Septamber 2017

Toachies' Day by Englsh Deptr, fah Segmermber, 2017

Workd Literacy Diy by Ecomoenics Depm 8 Septamber, 2017

Ove Dy Educasional Teip by English Depit. Znd week of Septernber 2017

Ona day Educational Trp by Mathematics Dopez. 2rd week of Septermber, 2017

Hindi Divas by Hindh Deptt 14 Seprember, 2017

Quiz by Caommesce Deptt 154 September, 2017

One Day Educatsonal Trip by Hindi Deptt, Jed week of September 2017

Zonal Youth Feseyal Lot wevk of Septernber 2017

The world is a book and those who de not travel readl only one page - S1. Augustine



2017

Nosvwrmbes
2017

Activity & Punctions

Auramn Break

Gandhi dayant by History Depactment

Ore Day Educasiooal Trp by Politieal Saence Deptr

Bioed Danation Camg by Red Cros Socety & Red Ribbon Club
Mafwmatics Awareness Doy

Audio Visual Hertage Show by Computer Sclence Depet

Qv Day Educancoal Tiip by Hind! Deprt,

Ore Doy Educanonal Trip by Dance & Music Depet

One Day Educational Trp by Fashion Desigring Deptt.

One Day Educational Trp by Purgabl Deptr
Hrthday of Gure Nanak Dy Ji by Punjas Depee
Natioral Intugraton Day by N.CC

One Doy Educational Trip by Home Science Dept.
COne Doy Educational Trip by Sansiart Deptt
Hurman Rights Day by Political Schenos

Natioowl Ectacation Day by Reeders Club

Ona Day Educational Teip by Hissory Deptt.

December
2017

No Coneademic acevity due fo Unwenny Semester Examinaton
Sown Days NSS. Caop by NS S Departmen

Temtative Dates
30092017 to 09302017
2nd October, 2017
2nd week of October 2017
14th Oetober, 2017
14th October, 2017
16th October, 2017
2nd wesk of October, 2017
4t week of October, 2017

Lst woek of Nowember 2017

Lst week of November 2017

Aih Nevembe, 2017

Gth Nevembe 2017

2nd weuk of November 2017
2nd week of November, 2017
Sth November. 2017

L1th November, 2017

2nd weak of November, 2017

2122017 10 21-12.2017
22.12.2017 10 28122017

Travel and change of piace impart new vigor to the mind - Seneca




Month &
\ Year
January
2018
|
[ Februan,
2018

March
2018

Aprll
2018

May
2018

Moy  June
2018

CO-ACADEMIC CALENDAR 2017-2018

Activity & Functions

Lot Ranction by CA

Bepublie Deo sy NSS NCCand CA Studenty

O Dy Educational Trip v Hoow Scince Deptt
e Day Edocascoal Top by Dance & Music Depit

Cavver Counseling Locrum by Canver Guidance Degtt

One Doy Educational Tnp be Scaciogy Depa

Mantad Abdley Test by PG Deptt, % Commerce Degt

Ciwe Diwy Edducational Tnp by Commeroe Department
Hasort Uitsay by MascDence’ FDesign. Dvptt H 5a. Dypat
Chvwe Dy Ecducntions Trip by Feshion Designing Deoartment
Sacial Justice Day b Sackalogy Deptt,

Soart [\l',

Mother Language Doy by Purgahi Degnt

Irternational Women s Dy by Post Gradunte Deptts

Group photo by CA, Inchasgs

Principal - Alumni - Teacher Moeting

Annual Convocation & Praw Distnbubon
Faeowell Poaty

Co Acadomic Calender to be plasmed

No Us-Academic activity due 5o Universty Semester Examination

Surmmer Vocation

Tentative Dates

Lith Jarwary 2018
26ih Jancary, 2018
Last woek of Jarwsary 2018
Last weste of derwiary 2014
F0th January, 2018

12 Wk of February 2018

Wh Fehnoary, 2018

2rd Week of Febeuary 2018
Jed week of February, 20158
Jedd wouk of February, 235
20 Febrvary, 2018

Jot weoek of February, 2018
Zérd Febwuary, 2018

Eth Maech 2018

3th March, 2018

Last wewk of Manch, 2018

£nd Week ol Apal, 201K
Last Weewk ol Aguil, 2018
Sed /At wevk of Agril 2018

11-5-201% o0 1-.6-2018

262018 10 8.7.2018

Nurtare your mind with great thoughts. Te belleve in the herelc makes heroes - Benjamin Disradi




