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SHIVAJI COLLEGE 
RING ROAD, RAJA GARDEN, 

NEW DELHI-110027 
 

MINUTES OF THE ACADEMIC COMMITTEE MEETING HELD ON 11.12.2017 AT 1.00 PM 
 

A meeting of the Academic Committee was held on Monday, December 11th, 2017 at 01:00 PM in the 
Committee Room, Shivaji College.  The following members were present:- 

1. Dr. Anita Kapur, Academic Convener (Sciences) 

2. Dr. Shiv Kumar Sahdev, Academic Convener (Commerce) 

3. Ms. Suman Kharbanda, Academic Convener (Humanities) 

On the basis of academic audit of departments, the committee has recommended the following 
observations to be conveyed to all Teachers-in-charge. 
 

1. Notice of the meeting convened by TIC should be sent to all members of the department at 
least 2-3 days in advance. Teachers who cannot attend the meeting should convey the same 
in advance with reason. 
 

2. Academic Calendar 
a) There should be an execution column in academic calendar to record the Execution of the 

each planned activity. 
b) Most of the activities are held in the even semester, therefore, it is recommended that all 

academic activities should be equally distributed in both the semester. 
c) There should be some activities (at least one apart from Student Orientation) in the odd 

semester. 
 

3. Formation of Committee: - The committees like Purchase and Moderation committee should 
have at least three permanent members, which may include present, past and future teacher-
in-charge. 
 

4. Timetable Distribution: - Faculty member should sign the timetable keeping in view his/her 
five hours availability in the college and should keep a copy of the same for record. Tutorial 
should be taken as per time table/availability of the rooms and attendance should be recorded 
and uploaded in a timely manner. 
 

5. Paper Distribution: - Preferably one paper should be taught by one teacher only and avoid 
sharing of papers as much as possible. Under no circumstances any paper will be taught/ 
shared by more than two teachers.   
 

6. Proforma for Execution of Teaching Plan: - A Departmental meeting at the end of every 
month should be held to record the execution of the Teaching Plan and a proforma stating 
completion of course be filled during that meeting. 
 

7. Mentor Groups: -   
a) Each faculty member should mentor a group of students.  Efforts should be made to include 

students from other classes which are not being taught by the faculty member. 
b) Mandatory meeting should be recorded with attendance at least once a month. 

 
8. Paying Guest students meet: - Meetings with PG students be held at regular intervals to 

resolve their problems, if any faced by them, and to guide such students. Record the 
attendance of such meetings. 
 

9. Result Analysis: - Result Analysis be recorded in the Tabular form (specimen copy is 
attached) and result should be discussed in the departmental meetings before academic 
auditing. 
 



10. Students with Less Attendance: - Record of students who are short of Attendance should 
be given to office, so that they can communicate to the parents & notify the same on College 
Notice Board. 
 

11. Non- performing students: - Identify the non-performing students and hold meeting of such 
students. 
 

12. Outstanding students: - Identify outstanding students & provide additional support, if 
needed, to enhance their performance. 
 

13. Moderation: - Moderation of internal assessment should be done in a meeting of the entire 
department. The moderation committee comprising of past, present & future TIC should then 
sign the assessments.  
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