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1.1.1 

The institution ensures effective curriculum delivery through a well-planned and 

documented process 
 

Minutes of Staff Meetings 

At the beginning of every Academic year, The principal calls the meeting, addresses, 

provide Academic and Allied Activities Diary and order to prepare Annual Teaching Plan. 

The principal call the meetings departments-wise. The discussion let write down on the 

minutes book of the departments. Some snapshots of the minutes of the meetings are as 

follows. 
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Annual Plan 

Long-term plans are prepared by the College keeping in mind the long-term 

objectives to be achieved by it. It pays due attention towards to the long-term goals to be 

achieved, resources available and the possible changes likely to take place in the future. An 

Action plan envisions activities to be undertaken in short term and are prepared in light of 

the perspective plan. This action plan is prepared and documented promptly by the College.  

Such a plan enables the institution to devise and implement its day-to-day activities. 
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Academic Calendar 
This calendar is prepared at the beginning of every year. This is aimed to streamline 

the day-to-day activities of the institution and also to avoid lapses and undue deviations. All 
the academic activities, throughout the year are undertaken keeping in mind the academic 
calendar. Thus the academic calendar provides direction to all the activities of the 
institution. At the beginning of the academic year, the academic calendar is prepared, 
displayed on the notice board for the information of the students and staff members. 
The said calendar is also uploaded on the college website regularly. 

Following is the snapshot of website showing academic calendar. 

 

 
 

Academic Calendar 2020-21 
 

http://www.patpanhalecollege.in/NAAC/Academic%20Calender-2020-21.pdf
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Time-table 
We prepare every year academic schedule or Time-table allotting class-wise, subject-

wise, workloads of the Teachers. The college displays it at the beginning of the academic 

year for information of the stakeholders. It is responsibility of the Principal to supervise the 

Time-table and functioning of the teachers. If a teacher is on leave, alternate provision is 

made for work to be done for the students. Thus the Time-table is a weekly statement of 

workload to be done by the teachers for the student of the college. 
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Work Diaries 

At the beginning of every Academic year, The principal calls the meeting, 

addresses, provide Academic and Allied Activities. The diary includes Personal 

Information of teachers, Individual Timetable, Annual Teaching plan, Text and References 

used, Professional Developmental Activities, Extension Activities, Cells and Association 

related activities, Examination related works, Contribution to corporate and social life, 

Awards, Fellowship, Grants, Counselling of Students and Leave Record. Some snapshots 

of the Diary of a teachers are as under: 
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Cells & Associations 
The establishment of Cells and Associations is based on the basic concept of 

decentralisation and participative management. A number of cells and associations have been 

established in the College, for undertaking specific activities. Usually, the faculty member 

heads each cell or association. In addition to this, few other faculty members and student 

representatives are also included therein. These cells and associations hold periodical 

meetings to take stock of the activities done and to plan the activities to be undertaken in 

future. 
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