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1. Academic accountability 

i. 

ii. 

Department responsible 

Prepared by 

iv. 

Checked by 
Approved by 

Gandhi Institute of Technology and Management, Bhubaneswar strives to achieve academic 

excellence, by providing quality education through excellent teaching learning activities and research 

pursuits and the continuous assessment of the academic activities, so as to empower individual 

students to evolve as self-reliant citizens of the global village who would cater to the human welfare 

and sustainability. 

Reference number 

The academic manual discloses the principles used for quality teaching at Gandhi Institute of 

Technology and Management, Bhubaneswar and defines the procedures for the multiple levels of 

accountability in teaching and learning. The objective of the manual is to make the guidelines 

transparent for all activities related to teaching and learning across the campus. The 

institute/department stands responsible for ensuring quality of its educational environment. This 

enable quality. 

Date....01. 9023 

2. Ensuring the quality of technical education including 

All Department 
Prof. (Dr.) Tushar Kanta Dash 

IQAC Coordinator 

Principal 

Implementing updated BPUT syllabus time to time. 

Preparation of the course materials with adequate standard in form of value 

added courses as per the requirement of the industries. 

iii. Delivery of course contents adopting appropriate technologies. Assessment to 

Continuous improvement through quality assurance. 
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IV. Roles and Responsibilities 
Roles 

Governing Body 

Principal/Dean 

IQAC 

Professor in charge of 
Examinations 

Head of the Department 

Academic Responsibilities 

Communicate views/suggestions from the general 

community to the Institution in order to ensure that the 

Institution is well informed and in touch with a variety of 

opinions. 
Developing and implementing quality assurance policies 

and procedures. 
Carry out the academic auditing in each department of the 

college at the stipulated interval. 
Coordinating with Departments to update the data in 

AMS. 

Carry out feedback from all stake holders. 

Monitoring all accreditation and approval support. 

Conducting all Examination as per BPUT Guidelines 

Coordinating Internal Examinations and publishing marks. 

Collecting results from the BPUT 

Validation of Results Published by BPUT 

Issue of collected Grade sheets and Certificates from the 

University to the students. 

Take up initiatives to achieve the mission and vision of the 

department. 
Implementation and monitoring of Programmes. 

Subject allocation for faculty for every semester keeping 

in view various extraneous duties. 

Approval of Lecture plan and Lecture notes prepared by 

the faculties and monitoring the progress of course 

delivery. 
Conduct of regular staff meetings for assessnment of 

learning process and other 
progress of teaching 
departmental activities. 
Collection of feedback of the students regarding teaching 

learning process in collaboration with IQAC and initiating 

corrective measures accordingly. 

Review of the progress of teaching- learning process and 

institution of remedial measures. 

Verification of continuous evaluation marks. 

Assist Principal in preparing central academic calendar. 

Seek feedback from student for improvement in course 

delivery also ensures proper redress of the concerns raised 

by students in all matters also. 



V. 

Course Co-ordinator 

Project Co-ordinator 

Seminar Coordinator 

Action Plan 

Ensuring academic integrity of the coure assigned. 
Facilitating information sharing on best practícE in 
teaching and learning. 
Facilitating a learner centric environment. 
Preparation of assignment / tutorial/internal test OPs and 
answer keys and conduct of the same. 

Impartial and proper assessrment of the assigned course 
and computation of the sectional marks. 
Assessment of attainment of the course outcomes (COs) 

which leads to the attainment of the Programne Outcomes 
(POs) and the Programme Specific utcornes (PSOS). 
Conduct of the remedial classes as and when required 
Preparation/modification of the course materials. 
Responsible for completion of the syllabus. 
Providing opportunities for students to develop the 
Graduate attributes (GAs) relevant to the course of study. 
Seek feedback from student for improvement in course 
Delivery. 
Prepare an action plan for the Projects and ensure timely 
start of the project work. 
Prepare a schedule of project internal assessments: 
through conduct.of periodic reviews and presentations. 
Prepare a format for project report viz. cover page. 
certificate, contents, letter font/figure size etc. and ensure 
that the reports are prepared accordingly. 
Coordinate 
attendance. 

computation of sectional marks 

Prepare appropriate schedule for seminar presentation. 
Ensure that the Seminar topic and content are relevant 
and meet standards. 

Give proper guidelines for the preparation of PPT. 

Step by step process of the academic activities is listed. 

and 

Prepare appropriate assessment procedure in consultation 

with the HODs and assign marks for presentations in 

consultation with the senior faculty members. 

Give guidelines for preparing the report. 

I. Subject Allotment- Before the commencement of the semester, as perUniversity sy llabus the 

subjects are allocated to the faculty members after collecting their preferences. 

Publishing of the Academic Calendar- An academic calendar is published which includes 

the schedule of all academic. co-curricular and extra- curricular activities. 

3 



and 
pe

rm
iss

ion
s 

4|
 doc

um
ent

s 

rel
ate

d to
 

the 

aca
dem

ic and 

non
-ac

ade
mi

c 

ma
tter

s of
 

the 

stu
den

ts 

und
er 

a the 

Fac
ulty

 

Ad
vis

or sha
ll be

 

nom
ina

ted
 as

 
Sta

ff 

coo
rdi

nat
or.

 The 

pro
cto

rs 

ma
inta

in all 1.
 

Me
nto

r-M
ent

ee 

Sys
tem

: 

The
re will be

 
one 

me
nto

r for 
eve

ry 30
 

stu
den

ts/m
ent

ee.
 One 

amo
ng 

to
 

pro
vid

e 

sup
por

t to
 

the 
stu

den
ts. Var

iou
s 

com
mi

ttee
s have

 

been
 

form
ed 

to
 

ens
ure

 

pro
per

 

mo
nit

ori
ng 

of
 

the 

aca
dem

ic 

act
ivi

ties
 and 

VI. 

Ac
ade

mic
 

Mo
nit

ori
ng

 and 

Stu
den

t 

Su
ppo

rt 

and the rule
s for 

ass
ign

ing
 the 

act
ivit

y 

poi
nts 

of
 

GIT
AM

, 

Bh
uba

nes
wa

r. 

The 

aca
dem

ic 

ma
nua

l is
 

link
ed with

 the 

B.T
ech

 , 
Dip

lom
a, MBA

 

&
 

MCA
 

Ex
am

ina
tion

 

Ma
nua

l and the 

dep
art

me
nt 

ass
oci

atio
ns.

 

13. 
Org

ani
zin

g 

var
iou

s ski
ll 

dev
elo

pm
ent

 

wo
rks

hop
s by

 
the 

pro
fes

sio
nal

 

soc
ieti

es,
 

Ind
ust

ries
 

att
ain

me
nt 

of
 

the 

cou
rse

 

ou
tco

me
s and the 

pro
gra

mm
e 

ou
tco

me
s. 

12. 
Ma

ppi
ng 

of
 

the 

ass
ign

me
nt, 

tuto
rial

 and the 

inte
rna

l 

exa
mi

nat
ion

s 

mar
ks for 

com
put

ing
 the Hea

d of
 

the 

De
par

tm
ent

. 

11. 
Co

ndu
ct 

of
 

Me
nto

r-M
ent

ee 

me
etin

g in
 

eve
ry two 

wee
ks and the 

mi
nut

es are 

rep
ort

ed 

to
 

the 

ad
dre

ss the 

iss
ue

s 

rel
ate

d to
 

the 

cla
ss/

co
urs

e. 

10. 
Co

ndu
ct of

 
reg

ula
r 

me
etin

g with
 the staf
f 

me
mb

er of
 

the 

dep
artm

ent
 by

 
the HOD and to

 

9.
 

Pu
bli

shi
ng

 of
 

the 

ass
ess

me
nt 

ma
rks

. 

is
 

ma
int

ain
ed and that

 

por
tio

ns are 
cov

ere
d 

app
rop

ria
tely

. ans
we

r key
s are 

ver
ifie

d by
 

the 

res
pec

tiv
e Hea
d of

 
the 

De
par

tm
ent

 to
 

ens
ure

 that
 the 

sta
nda

rd 

8.
 

Co
ndu

ct of
 

the 

In
ter

na
l 

Ex
am

ina
tio

n and its 

ass
ess

me
nt.

 The 

Qu
est

ion
 

pap
ers

 and the 

7.
 

Co
ndu

ct of
 

ass
ign

me
nts

 / 
tut

ori
als

 and clas
s 

wo
rks 

acc
ord

ing
 to

 
the plan

. 

sem
ina

rs and 

pro
jec

ts are to
 

be
 

take
n 

plac
e in

 
the 

stip
ula

ted
 

tim
e. 

6.
 

Se
mi

na
r 

co
ord

ina
tor

s and the 

pro
jec

t 

coo
rdi

nat
ors

 

ens
ure

 that
 all 

act
ivi

tie
s 

rel
ate

d to
 

eff
ect

ive
ne

ss of
 

tea
chi

ng 

me
tho

do
log

y for the 
fac

ult
ies

 of
 

GIT
AM

. 

GlT
AM

, 

Bh
ub

an
esw

ar 

org
ani

zes
 

var
iou

s 

wo
rks

ho
ps 

at
 

reg
ula

r 

int
erv

als
 to

 
imp

rov
e the 

lea
rni

ng
 and to

 
mak

e it 
mor

e 

stu
den

ts 

cen
tric

. The 

tea
chi

ng
 

Le
arn

ing
 

Ce
ntr

e 

(TL
C) of

 

ma
ter

ial
s and 1CT too
ls for 

co
nte

nt 

de
liv

ery
 to

 
im

pro
ve

 the 

eff
ec

tiv
en

es
s of

 
tea

ch
ing

 and 

J.
 

Pr
ep

ar
ati

on
 of

 
the 

co
urs

e 

m
ate

ria
l and 

co
nte

nt 

de
liv

ery
. 

Us
age

 of
 

ap
pr

op
ria

te 

cou
rse

 

im
pro

ve
 the 

att
ain

m
en

t. 

4.
 

Re
vie

w of
 

the 

at
ta

in
m

en
t of

 
COs 

of
 

the 

pre
vio

us
 

ba
tch

es and 

de
vis

ing
 

tec
hn

iqu
es

 to
 

of
 

the 
De

pa
rtm

en
ts.

 
3.

 

The 

Co
urs

e 

boo
k is

 
pre

pa
red

 by
 

the 
fac

ult
ies

 

wh
ich

 are then
 

ve
rif

ied
 by

 
the 

res
pe

cti
ve

 

Hea
d 

cla
rif

ica
tio

ns
 on

 

aca
dem

ic 

ma
tter

s. They
 are 

res
pon

sib
le to

 
Imen

tor the 

pro
cto

ria
l 

gro
up. The

y are the 

prim
ary

 

con
tac

t of
 

stu
den

ts and 

par
ent

s for all 
kind

s of
 

adv
ices

, 



5|
 

GA
NG

AP
AD

A, 
BH

UB
AN

ESW
AR

 AND 
MA

NA
GE

ME
NT

 
(GI

TA
M)

 

GAN
DHI

 

INS
TIT

UTE
 O

F 

TEC
HNO

LOG
Y GIT

AM 

date
 as

 
req

uir
ed 

by
 

the AlC
TE &lI

C, also
 

per
iod

ica
l 

rep
ort

ing
 to

 
IQA

C will also
 

keep
 the 

rele
van

t data
 on

 
we

bsi
te up

 
to

 

stu
de

nts
, 

me
nto

rin
g 

me
ch

an
ism

s and the 

pe
rfo

rm
an

ce 

ind
ica

tor
s of

 
var

iou
s 

acc
red

ita
tio

n such
 as

 

au
dit

. The aud
it also

 

co
ve

rs the 

co
-cu

rri
cu

lar
 and 

ex
tra

cu
rri

cu
lar

 

ac
tiv

itie
s 

mad
e 

av
ail

ab
le 

to
 

the 

inc
lud

ing
 the 

int
ern

al 

ev
alu

ati
on

s and 

ex
am

ina
tio

ns.
 The IQA

C is
 

res
po

ns
ibl

e to
 

carr
y out the 

Int
ern

al 

Qu
ali

ty 

As
sur

an
ce Cell

 

(1Q
AC

). The 

IQA
C sha
ll 

mo
nit

or all the 

aca
dem

ic 

act
ivi

tie
s 

Ac
ade

mi
c 

Au
dit

ing
 is

 
car

rie
d out in

 
each

 

de
pa

rtm
en

t of
 

the 
col

leg
e at

 
stip

ula
ted

 

int
erv

als
 by

 
the 

VI
I. 

Ac
ad

em
ic 

Au
dit

ing
 

and 

Di
sc

ip
lin

ar
y 

Ac
tio

n 

Co
mm

itte
e are also

 

for
me

d for 
stu

de
nt 

sup
po

rt. 

2.
 

Va
rio

us oth
er 

co
mm

itte
es

 like
 

Stu
den

t 

We
lfa

re 

Co
mm

itte
c, 

Gr
iev

an
ce

 

Re
dre

ssa
l 

Co
mm

ittc
c, 

ma
rks

 in
 

the
ir 

ad
vis

ory
 

gro
up

. 

res
po

ns
1b

le 

to
 

car
ry out the 

co
ns

oli
da

tio
n of

 
the 

act
ivi

ty 

po
int

s, 

att
en

da
nc

e, and 

int
ern

al 

also
 

car
ry out the 

res
ult

 

an
aly

sis
 and 

arr
ang

e for 
rem

ed
ial

 

ac
tiv

itie
s, if

 
req

uir
ed

. 

The
y are also

 

BBSR
 

PR
IN

CI
PA

L, 

pa
ren

ts as
 

and 

whe
n 

req
uir

ed
 to

 
dis

eu
ss any 

ma
tte

rs for the 

pro
gre

ss 

of
 

the 

stu
de

nts
. 

They
 

stu
de

nt
s. The sal
l 

co
or

din
ato

r 

ake
s 

arr
an

ge
m

en
ts for the 

me
eti

ng
s with

 

stu
de

nts
 and 



{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Form", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Document", "isBackSide": false }

