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Ref: UI'T/IQAC/2024-1 16.08.2024

To
All the members of IQAC,
Unnamalai [nstitute of Technology,
Suba Nagar, Kovilpatti — 628502

Dear Si’Madam
Sub: Internal Quality Assurance Cell (IQAC) — 1* meeting to be held on
21.08.2024 — Intimated — reg

It is informed that the 1% meeting of Internal Quality Assurance Cell (IQAC) of
Unnamalai Institute of Technology will be held on 21.08.2024 at 10am in the IQAC room.

The Agenda for the meeting is listed below:

SCOPE of IQAC
Academic Calendar
Workload for Staff members
Course File

Extension Activities

e Gl ol

Research Activities
Members are requested to attend the meeting
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MINUTES OF 1" IQAC MEETING

Date :21.08.2024

Time : 10am to 12noon
Chairperson : Dr. D.Ravindran, Principal
Members of IQAC

Mr.V.Marees Kannan. IQAC coordinator welcomed the members and listed the
Agenda of the 1¥ IQAC meeting. The goals & functions of IQAC cell and roles & responsibilities
of IQAC members are presented in the meeting.

1. Scope of IQAC:

Standard Operating System (SOP) for IQAC is discussed. This SOP is to achieve
uniformity and consistency in the academics with all departments

2. Academic Calendar :

IQAC will prepare academic calendar - dates of commencement and End of semester, dates
of various examinations such as Internal Assessments, holidays,before one weck of start of
semester or immediately after receiving academic calendar from Anna university, Chennai,
whichever is earlier. Based on the academic calendar provided by IQAC, HoD willl prepare the
customized academic calendar which may include the information about guest
lecture/seminar/workshop/placement activity, industrial visits, the events organized by student’s

association etc.
3. Workload for staff members:

Subject allocation for staff members are done by department HoDs based on their
preference. HoD must prepare the choice of elective from the students (wherever is it applicable)

before allocation

4. Course File:

Once teaching workload is assigned, each faculty prepares course file (if the subject is new)
the start of semester. The
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Course plan for lectures hours has to be prepared by cach faculty without dates. 1QAC coordinator
and HoD shall take the review of course file and teaching plan one week before the start of

semester
5. Extension Activities:

Principal & IQAC coordinator shall appoint the various portfolios of college to the
faculties in the first week of odd semester. Various portfolios may include the department
coordinator for IQAC, NSS, Sports, Time table, academic activities, maintaining MoM, BE project.
ERP, T&P. attendance monitoring, mentoring scheme monitoring, alumni cell, student association.
Internal assessment examination, website, IIC, ARIIA, cultural, women’s grievance cell, student’s
grievance cell etc. One copy of such appointment shall be send to Principal through IQAC. Any
grievance shall be brought to the notice of the Principal through IQAC for necessary action.

6. Research Activities:

First initiative from IQAC is to organize IIC activities & its coordinator of
[IC Mr.S.Selva Kumar of MECH has to submit Action plan for 11C. HoD should send the proposals
for attending workshops /conferences, paper publication, research proposals, QIP with supporting
documents and required financial support to the Principal through IQAC for necessary action. At
the same time HoD should guide and encourage the faculties to publish their work in standard and
reputed conferences or Journals.
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