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MENTORING SYSTEM TO HELP AT INDIVIDUAL LEVEL 

Principal 

The role of the faculty as a mentor is one of nurturing and providing support for a student during 

the transition period in academic. professional as weJI as personal augmentation. In all 

departments of the institute, mentoring is a continuous process where faculty mentors serve as a 

resource who wilJ respond to many questions, trivial or complex. that the student might pose; 

support students in choosing course work that meets their needs and interests: encourage students 

to actively participate in seminars and laboratory work that are realistic in scope; and counsel the 

students on any other academic, professional, personaJ growth. etc.. for necessary 

advice/guidance/help. 

Each faculty will be mentor of a group of 30 students. Department faculties will be mentors for 

the students till their graduation completion. 

OBJECTIVES: 

• To provide the platform to the students for sharing their problems related to 

academic and non-academic matters. 

• To monitor the academic and personal progress of the students. 

• To provide career guidance and assistance to the students to grab the opportunit\ 

for their development and growth. 
• 

• To identify the slow learners, fast learners and the v,eak students and provide an 

environment to grow and prosper. 

• To provide an opportunity for overall development to al f the studen<s. 
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R-&.~ffiNSlBlLTIES OF A ~IENTOll: 

• .Keeps the records of student's profile in the prescribed t,,nnat nan1cd as green 
bools. 
• Maintains the records of absenteeism, problems/issues. 
, E.'-:plains to students the academic rules and regulation. 
• AC(luires the results of each student for SGPA of each semester and COPA for 

each year. 
• Attendance of each student for all courses is monitor through ClvtS on monthly 
basis. 
• E-~amincs the results of the students and counsel for poor results \Vithin a \\'eek 

after the results is published. 
• Communicates \vith parents of students to discuss student's perfonnance, any 
attendance issues and future plan at least t"~ce in a semester. 
• Gives specific guidance to students in selecting elective courses for registration. 
• Gives guidance and information to plan for industry internship. 
• Ensures to provide study ma1erial for advanced courses or advance study. 
• Gives guidance to students for selecting project topic~ project guide"' counsel them 
on back papers and debarred courses. 
• Reports unresolved cases of students to HOD and if HOD requires funher 
attention to resolve the issue. the unresolved cases can be brought to the attention of 
higher authorities. 
• Keep connect \\rith student even after their graduation. 

TYPES 0,F ~1IE1'~0RING ACTIVITIES DONE TO\VARDS STUDEi\'TS: 

l)·pes of mentoring done arc: 

l. Academic Gro\vth 

2. Professional Guidance 

3. Career Advancement 

4. Course \\Tork Specific 

5. Laboratol') Specific 

6. Employability and all-round developn1en1 

t. A·CADE~ilC GRo,,rrll: 
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• First, n1entors educate their n1entc-es in a particular course, serving as masters to 

the deveJoping learners by analyzing their performance in continuous internal 

assessment tests (CJ'A). 

• Based on academic record .. students \Vilh good performance are encouraged to 

achieve next higher Jevel of perfonnance and slo,v learners are n1otivated and guided 

to itnprove the perf onnance. 

• The mentors counse] the students for their low attendance, lov, performance in 

examination (with the emphasis on the reason(s) of low attendance and perfonnance). 

• lnfom1ation of academic planners, acaden1ic schedules and e-lean1ing resources 

are shared to enhance their knowledge. 

• Students are given training for taking up competitive exam GATE, IES, UPSC. 

etc. 

• Faculty members encourage students to do tech talk and video concepts on the 

projects, RBL and PBL based projects they do. 

2. PROFESSIONAL GUJDANCE: 

• The students are encouraged and guided to register themselves in the professional 

bodies like IEEE, CSI, lSTE and fETE etc. to create a\vareness and enhance the 

knowledge about the various activities including research in their area of 

speciaJization. 
• Mentors support their learning and enhance their laboratory and research skills 

through technicaJ \Vorkshops/symposiums. 

• Jndustry based training is offered to students to improve their chances of 

employability. 

• Students are encouraged to develop their oral and \-Vritten comrnunication skills by 

\.vriting research papers articles and presenting in national and international 

conferences. 

• The projects are designed based on real time scenarios to apprise students about the 

\.\'Orking culture of industry and industry expectations. 

3. CAREER ADVANCEMENT: 

• Students are supported to take up online certification courses oflered h, 
J 

MOOC/NPTEUSWAYAM to strengthen the qualification for their academu: 

progression. This also helps them to achieve higher career paths in the applied areas 

of their specializations. 

• Career guidance and counselling is provided by senior facult~· n1crnbcrs of Career 

Develop,nent Centre (CDC). 

• Value added training prograrns are arranged to enhance their plac~n,ent opportunitiL"~ 

as \\'ell as to suppor1 their research in industf). 
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V < A$C 

• Stud-:nl~ a,, .. u~o ~,t-tourog~t\ to tako u1p l1lt4:«ta~ion~d professional ct«tiftcadon for 

cxan.,q,l~ u, Cl$CO, ~hen-soft J~\a, e{~ fl•i• hclq,~ d~ \lW<:nh to ••nplo,c- lhch 

p,o files ro ( ftlhtce. 

• CDC Wt\S establis.ht--J ttl bd~gc Uw gu1, ~,wt>cn tit-e trunpus attt1 the cofpo,<tfe W(ltlJ 

to terms or ~fn,}t~ .. }c.lb•ht) skit~ rued alsc1 lt1 '111har~c ti~ nro skiUi of the S(Ud(!fllS,. 

• lltc CDC slrute<l \\'hl~ eight tmi,tri:t-s and ha~ gJ0\\11 to a tcacn of 2, trainers. over the 

year~. 

~ COUllSt£ \\'{)R" ~PEClflC: 

• (~ nw,uoir an~\ lh~ faculty tcadtin~ tl~ ~iurse~ int("lffl~l with tlw students. gui,t~ 

tltetH u.bcui lb.~ v~~ss of tows~ r"'-g_iSit~U10.r1~ tdtenda,tee criteria. passirty criteria for 

the com~~ dclmlt~--d crit~ria auJ ttw pfv~css. of <.~ning ruioinuun (;re<)its. 

• rb.¢ student~ "·an <J.~uire tJt(: u41loa.1.'.k.~i couifS~ 1nateri,d fot eath s.t~sion front ERP 

uptoadeJ by d~- llttuh). 
• l"'hc, Rtcult)' h~ lwc, ore,, h:o~ns pe-r w~1'. tc, he-tp tit~ students on ti~ cows.c; being 

taugb.t to h.etp students s.ol\ting p.roblen~ ctarificatic»1 of concept~ and ,~quiring 

tl~essary re!ateJ ruatm~ls to lttr.d~fStand th~ .s:ubj¢C'( bctte-r. 

• fatulty metnbeC$ ('UOOU.Fdge Situd.enl3 l(> gt\~ se1ninar oo lhc cou,sc topi.c-s to unprovc 

tlteir t~h.ni~ cotttm\4'lteafioo a.ml p.r"~t4C•aon 
• faculty m<-tll~J'$ ,,hi?~ gi,ring Ut<' e\ atuated ~,,~r shce~ to snidcnts for checking. 

diS£u.ss about ltle ~~ml ,~~aktt(..~ and i.a1,ro"'emeo<s <o be done in the coucse. Later 

on werdk stuuenlS ax~ indi'"icb.taU) taJkd U4)04\ to di~uss about lh~ ways <o in1prov~ 

their IX"rt;.~nnanct· b} ide-ndfy·in~ M.""JS of \\t~ncss. 

S.. LABORATORY SPECIFIC: 

• loo studett(s are reg.u1arl.> couns.~:Hetl to auend laboroto~ classes and carr} out 

e.~pt-1iments successfruUy to SA.c~re hi~h in continuous evaluation. 

• At ~ e-no of the e~rime.nc.s Ute students take signarure of th.e taboratory in-charge 

on recocd sheets. 
• The students are at.hi~ co oon,pie~t: the recnaining experiments... if any~ after taking 

the sch£'.dule f rotn tahorator1 in<ha.rg~. 

• FacutLy nie-mbers gi'-'e the assigninenl or tab problem to sludents for lah hased 

solutions and stta.U ~ t.btie course o.u(comes bas<d on perf onnanc~ of stud~nts. 

• Facuh} men1hers OOUP$l the students who w~re absent in the previous eta~, and 

instruct Uteot to 001nplete rnissed OA.U e->.--pe-riments in extra time. 

• faculty members gh·e project a..~ assigruuen1 for lab courses. 

• Project \~U ~ given to each indiYidual student or rnaxirnun, of four sludr:nts for a 

project 

6.. £1\IJ>LOY.~BILIT\' AND ALL-ROUND DEVELOP)1fE1~l~: 
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• Nlcrth\t~ pn,vluc f)sycholouk,d ~UJ)Jl(>rt 10 th\: ~lttth.inls an rc~·o~nlJtlt(t the ri~ot~, nt 
t~duti&llon \h~rt by huHdln~ scl("'.csl~t',n (U\ll contkloncc, 

1 rht student~ ur~ cft~OUrtl~td tu pnrtictpntc in lit~rt,r). culturul. yogulrncditahon 

\\'Ork.shop~ onJ S{'K>r1~ nclivhics. fhlN helps students to widen their lcuder~hip 
qunhti~~, <l\.-~i~i<)n n1nkin1t uhHHie~, totun ~fiirit. ·rhi~ shorx:s the student into n 
contplctc peJsonulity. Student ()t-,rsonnlity dcv(;l()r,tucnt nctivit) Cour ... c~ iarc plunncd 
ft,r Li felol\ll Lettrnin1,\ fc>r $ludout dcv-.:lop111ent. 

• f'h~ co\u'sts t,flored m·c: focused on every ospcct of student per~onnlhy. 
• The lminers \vhh rich industry experience\ conc.lucl se~sion~ on profc8sional 

~on\tnunicnt1on~ ttuantltutivQ uptitudc & J'cnscu1inl,l, son skills. rcsunl(j \vritiug. 

rc~onnl inlervie,v m,d group discussion. 
• All student~ arc given n conceptual grounding in core ~kills und upplication 

odcntntion throuBh rcal .. lin1c project~ to ensure their skills urc consistent ,vith n1arkct 

l\t'CdS, 

• Various uctivitie~ the support ~u,d sustain environment like. p)nntntion on Vunu 
Mnhotsnv Doyc \VOrkshops on 3 Rs (Reduce, Recycle. Reuse). cnrnpaigns on road 
snicl)\ etc. UN orgnnizcd. 

UENEFl'fS OF TUE 1\1..:Nl"'OlllNCi PR()CESS 

F(,r l\ttntc.e: 

• ltnproves sclf-contidence 
• Olfers professional developrnent 
• Provides advice and infor1nation 
• Encourages reflection on practic~ 
• Provides pt11'SOnal support 

Far Mentor: 

• R~frcshes O\\'O vie,v of the profession 
• Fnc<)un1gcs sci f•reflcction 
• D~vclops ptofessionnl relationships 
• Enhances peer recognition 

PROCEDURE OF MEN1-,,0RING 

STEP-1: ORIENTAl''lON OFlllE l\1ENT(>ltS 



• Prior to the commencement of the academic se1nest.er. the tacult; n1en1bers ar~ 

oliente-0 and sensitized regarding their importance and objectives of the menLOring 

process. They need to be realized that m.cntoring of the students in the institute is pan 

of their professional duty. 

• During the orientation session, the faculty needs to be oriented \\4ith the do's and 

don'ts of the n1entoring process. The HOD/Senior faculty men1bers of the 

institute/departrnent ,nay coordinate and act as resource person for this orientation 

session. 

STEP-2: ALLOCATION OF STUDENTS TO THE MENTORS 

• The concerned head of the department will assign a group of 15 students to an 

individual faculty member. 

• Preferably, the san1e faculty 1nember should ren1ain as the mentor for the san1e group 

during the academic year. 

STEP-3: FILING THE GREEN BOOK 

• After the group of students allocated to a n1entor the ,nentor organizes a mentoring 

session with students in the second week after the commencernent of class work. Al'l 

the students ,.viii be infom1ed about the mentoring session through circular or e-mail 

(day/date/tin1e/venue/etc.). The mentor start filling d1e individual student details 

mentioned in the green books. Each mentor should guide a group of 30 students. 

During the mentoring session, the rnentor will make the student comfortable nnd try 

to develop a rapport with them, so that the students can easily approach the mentor in 

future. 
• After primary briefing and details filling, the n1entor \viii interact \vith each 

individual student and ,vil1 \.vrite the necessary infom1ation in the space provided. 

\\'bile, filling the details, the acaden1ic progress, behavioural aspects, attendance 

related issues and participation in all round developn1ent activities should be taken 

into consideration. Based on aU such details, the mentor will identify the academic 

category of the students, i.e. slow learner, fast/advanced lean1er or weak students in 

studies. Depending upon the acaden1ic category of the students, he/she should be 

guided to grow and develop. Especially, for the fast/advanced lcan1crs .. the neccss~r) 

environment, encouragement should be provided to excel. 

STEP .. 4: NEXT ROUND OF MENTORING 

• T'he next round of mentoring should be arranged afte th-.. ~ . 

continuous internal exan1inations. The main purpose of 1r." l; co~pletton of first 
• h t • 

1 U:.5 n1ento1111 • • 
monitor t e acac em1c perforn1ance of tlle students t .· g sess1on is to 

• I k . . .. ~ o re\ ii.:,, th 
rcv1e\¥ t 1e n1ar s they gained 111 the inten1at e ,~ . . • .. e attendanc~ t 

Xdnunattons l . "'., o 
, o re v1 e\\J th e overall 
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de-vclopn1ent etc T'l . . 
ti ~ r: • lC n1cntor \\'JH also observe the in1prove1nents in the stude11ts alter 

.. 
1e ll~Sl round of nicntoring. 

• 1 hus 111 a scmest '.I • • 

(I ~ er, n11n1n1um three mentoring sessions should be arranged. l lowever~ 

or lhe special cases, where continuous monitoring and follow-ups are required, series 

of mentoring sessions can be arranged. 

• Tile mentor will maintain a separate document either in hardcopy/soficopy for all the 

students assigned Lo hi,n/her. They will keep aH the update derails of the students 

under him/her, provide them monitoring time to time and report the outcome to 

respccti vc head of the department. 

STEP-5: ANALYSIS 

• After filling all the details ,nentioned in the student's data base, it should be 

subn1itted for Internal Audit. The Dean wiJJ take necessary actions. wherever required 

and may infonn the same too concerned Principal/Management. 

• For all the cases where improvernent is not seen / difficult lo n1entor, should be 

immediately reported to the concerned authority. 

• The above policy is of generaJ nature and it can be n1odified according to needs ru1d 

requiren1ents of concerned authority. 

D~ nfV1 
PRJNCIPAL / \MC' AL ctttaoLoG-. 

(GITAM) _ .. ~fll511'~~~G'1~iR 
~Id) 11~M~G 9HU8~t,tES 
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