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STANDARD OPERATING P

Objective:
To elaborate the procedure for preparing Master, Cl

Date.]9.0.07..2.022

ROCEDURE FOR PREPARATION

OF CLASS AND INDIVIDUAL TIME TABLE

Responsibility:
< Department time table coordinators
= Dean of academics
< Heads of the respective departments

ass and individual teaching time table.

Procedure:
S. No Activities Responsibility Da'{::/g]g:lys
1 | Preparation of academic calendar for the year. A?::ggrgifc ‘ B:gg:;ligc (\),iathre
) Uploading the academic calendar into the Dean of Beginning of the
website academics academic vear
! Before
3 Registering students responses on elective HoDs commencement of
courses for the coming semester 0Odd / Even
semester
Academic Before
g Conducting department meeting on course committee, HoDs | commencement of
} ' allocation based on responses & competency and faculty Odd / Even
L | members semester
] _ ) Before
s Course allocation meeting details to be used for | Department time = commencement of
[ class time table preparation table coordinator |  Odd / Even
I N semester
Dean of
6 | | Common meeting of all department time table academics and Before
' coordinators department time commencement of
l» .| table coordinator semester
| Detailed Time table preparation both o
w | class-wise, individual and room occupancy and Department time Before
7 urcu]dtmn through telegram messenger after table coordinator ~ CoMmencement
( dul\ ve ulf‘ed of every semester
‘ Approval by Prmc1pdl for Llass Indl\ldudl time e Before
| 8 t al)lt room occupancy Principal commencement
L — — 1 _ of every semester
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