Deccan Education Society’s
Navinchnadra Mehta Institute of Technology and Development

Process Title: Admission Process

START

}

Refer Merit List Displayed OTE
by DTE Website

l

Refer Institutional Website
for Admission Process and

Institute

Website
Fees
Report to Institute’s Desk
with Required Documents Jr. Clerk
and Fees
Jr Clerk

Documents Verification

l

Confirm the Admission Jr Clerk

l



Smeit Director
Application

Cancel the

Admission

No
v v
Report the Institute for Get Refund of Fees and
Orientation Program Original Documents

Accountant
and Jr. Clerk

END -



Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development

Process Name: Subject Sharing & Teaching Plan Preparation

START

Prepare Courses list

Yes

Sharing of

Courses if
any?

Academic L.
Coordinator Distribute
MCA/MMS the contents

No

Academic
Coordinator
MCA/MMS

Academic
Coordinator
MCA/MMS

Understand Program outcomes,
Map Course Outcomes &

Contents

Decide pedagogy
according to subject.

l

List out references

l

Prepare Lesson plan

l

Assess and add
remarks in lesson

plan.

Coursewise
Faculty
Members

Coursewise
Faculty
Members

Coursewise
Faculty
Members

HoD & Academic
Coordinator

Coursewise
Faculty
Members



Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development

Process Flow: Subject Choice by Students

START

Prepare Courses list Academic
Coordinator
offered to students MCA/MMS
Schedule orientation PR
lectures for offered Coordinator
MCA/MMS
courses.

Convey Rules to

Academic
students for Course Cemelinaiar
choice MCA/MMS

Academic

Ask students to .
Coordinator
select courses. MCA/MMS

Y
es Is there any
Modification Students
?
. q q q Academic
Confirmed Subject list and inform e .

respective faculty members MCA/MMS



Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development
Process Name: Lecture Cancellation & Rescheduling

START
Inform HoD and academic- Faculty
coordinator with reason for lecture Member

rescheduling.

l

. Academic
Make alternative arrangements Coordinator
l MCA/MMS
Convey alternative arrangements Academ
caaemic
to HOD, teacher and students Coordinator
MCA/MMS

l



Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development
Process Name: Examination Paper Setting

(o
!

Intimate the faculty members regarding Examination Time table and paper
setting via e-mail 15 days prior to the commencement of exams.

Exam
Coordinator

Call for 2 sets of question papers (as per the format prescribed by the
University) in a sealed envelope at least 8 days prior to the examination.

Exam

Coordinator

Handover the said envelope to the examination coordinator.

Faculty member
&Exam Coordinator

Question paper coding is done by the examination committee and each
paper is assigned a unique code.

Exam
Committee

Photocopies of the same are taken as per the students allotted per block
one hour prior to the examination.

"

Chief
Conductor &
Exam

Coordinator




Deccan Education Society’s

Navinchandra Mehta Institute of Technology and Development

Megha and Mr.
Shailesh

Late fee
Reminder to No
student, parent

& HOD

Process Name: Exam Conducting Process

)

OA and checked by Al

Exam Form Schedule Display

Yes
Has the student submitted

exam form and paid the fees

Reminder of super late fee to

Student, Parent, HOD

No

v

Yes
Has the Student submitted
form with late fees
Megha and Mr.
Shailesh
Yes

Has the Student submitted
form with super late fees

(Check before two days)

Exam

Coordinator

Follow up & counseling
intimation to HOD &
Director before last date
of super late fees

Display of Exam timetable at least 15 days prior to the
commencement of the examination. Issue of Hall Ticket to the
students.

Exam

Exam
Coordinator

Coordinator

\ 4

Intimate the faculty members. Call for 2 sets of question papers in a
sealed envelope.




Exam Coordinator
& OA - Megha

Decide on Classroom allocation and preparation of supervision charts.
Prepare and issue appointment letters to the supervisors at least 8 days
in advance.

Task 1: Class IV
Task 2 — Exam Coordinator

\ 4

Display the block distribution outside respective classrooms. Taking
photocopies of the question papers one hour prior to the examination.

Exam
Coordinator

Conducting Exam as per University Guidelines

S




Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development

Process Name: Examination Result Distribution

(o=
!

Issue of Statement of Marks by the Institute/ University Exam

Committee

Batch wise Check box of Result Receipt =

Committee

Librarian, Course
Coordinator, Clerk

Verification of Yes

following aspects
1. Library Dues
2. Office Dues

3. Any Other

No
If student is in final year

|

Distribution of Mark sheet

!

Distribution & Scanning
of Mark sheet




Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development

Process Flow Chart : Fees Collection Process (NMITD : MCA and MMS)

START
Fee Proposal sent Director, Unit Registrar and
> for approval to FRA Accounts Clerk

Resubmission of
Proposal to FRA

Is there any
discrepancy?

FRA sanctions the
fees

|

Display the FRA notice for students

!

Collection of Fees through ERP



Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development

Process Flow Chart: Annual Financial Budget Preparation Process

START
To call the quotations for Through Purchase
expected expenditure Committee, Mumbai

l Camnbous

Prepare the budget in prescribed format -
provided by Central Office (Accounts
Department)

Salary Budget Calculations considering
adequate Teaching and
Non -Teaching Staff for MCA and MMS

!

First meeting for preparation of budget and
then presented in CDC

!

After that finalised budget copy sent to
Central office for further sanction

!



Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development

Process Flow Chart: HOuse-keeping & Security

START

|

To inform to Central Purchase
committee regarding
requirements for House keeping
and Security services

l

Finalised quotation received by Purchase
committee

v

Appointment made locally as per
directions from Purchase committee

!

Make the Agreement as per prescribed
format from Central Office

!

Purchase Department

Admin Incharge

Purchase Department

DES Central Office in
consultation with legal
department



Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development

START

Process Name: Industrial Visit

Meeting of Industrial Visit Committee o
Members for Finalizing Destination Visit
and Dates Committee

¢

To Call for Quotations from
Various Tour Operators and Director and
Negotiate Cost IV Convenor

Finalization of tour cost and
No Itenary by IV Committee

Director

Approved

I
|

Take Permission from v
Industry convenor

Yes

Approved



Display all Details
Regarding to Industrial
Visit on Notice Board

l

Prepare the List of
Interested Students

l

Conduct Meeting of
Students with IV Committee
for Instructions and Ask to
Submit Consent Form

l

Collection of Attendance of
Students Prior to Travel

|

Submission of Detailed Report
to the Director about the Visit
Along with Photos After the
Visit

IV
convenor

\"
convenor

I\
Committe

Concerned
Faculty Member

I\
convenor




Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development
Process Name: Final Placement Process Flow Chart

|

IDENTIFICATION OF COMPANIES BASED
ON STUDENT’S INTEREST AREA




Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development
Process Name: General Purchase

START
Requirement from Teaching or Non -
Teaching Staff (or as per routine Superintendent

l

Sufficient Advance given to concern staff. In case

of the said employee is out of station e.g. IV with

student etc. - Advance transfer to his Money Plus Accountant
card (provided by central Office)

l

Cross check the quality and quantity of
received material

Pass the entry in Tally and settle the
advance

|

Handover the purchased goods to
concerned staff Accountant

Accountant

Accountant



Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development
Process Name: Alumni Registration Process

START

l

Alumni

Alumni Committee meeting to Committee
finalize date and responsibility members

Mail invitations to Alumni a

) . Teacher
month prior to Annual Alumni e
Meet
Total count of Alumni is Teacher
communicated to Alumni representative and

. Student Committee
Committee for arrangements of

Alumni registration form, Food

etc.

Alumni Registration on the day
of annual meet

Student Committee

. . . Alumni Committee
Interaction with Alumni

|

Review Meeting and future Alumni Committee
planning of alumni activities

l



Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development

Process Flow Chart: Fine Collection Process

START

Refer DES Policy of Fine Collection

Process
Fine collection received in the Clerk
. &
office through concerned Office
employee/ student Assistant
Receipt will be issue to the C'gk
concern employee/ student Office
Assistant
Said amount deposited in the bank Clerk

account &
Office

Assistant



Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development
Process Name: Internal Audit Process

AN V3

Pre-Audit Notification Letter by Mumbai A/C
officer

A/

Unit Accountant prepares for Audit

Are there any
queries

Yes

A\/2

Compliances / Rectification

L
Report of Compliances to
Concerned Authority

End

Office
Superintendent

Accountant

Accountant

Office
Superintendent




Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development
Process Name: Daily Cash Book Verification

_ e

Director & Office
Superident

Director & Office
Superident

Accountant




Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development
Process Name: Scholarship Process

START

Information is
provided to students Sr. Clerk
regarding documents
requirement

;

Sr. Clerk

Verification of
Documents

|

Yes

Is there any
Inform student —

discrepancy

Sr. Clerk

=

Information is
uploaded on
MAHADBT

/

Approval of fees
from DTE

l

Form filling
schedule is
display on notice
board

!

Verification of
uploaded data

Sr. Clerk




If any document is
missing or wrong Yes
information is filled by
student, then their form
is send back in their
login and inform them
personally

Is there any
discrepancy?

If form is OK 1 will
send it for Principal
approval

Principal approved the
form of students and
send to Department

l
Department approved the documents of students and pass the
amount. College share is disbursed in college account and

students amount is disbursed in students account. If there is
any problem for disbursement, we get in touch with concern

Department

End



Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development
Process Name: Dead Stock Register Maintenance

2. Budget Provision

Entire process is handled by clerk and office
superintendent




Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development

PERIODICAL

MAGAZINE /
JOLIRNAL

L Processed
l Immediately
Book

Recalled Of non-
_ receipt of Journal
Processing

Every Six
v . _ Months
Physical Stock Taking Issuing New
Checking / Oncein a Set New
Book year Semester
Accession
Books l
Shelving Barcode Manual
Scanning (Taking Print
l out Excel
Issue Return
Transaction l
Going Through the

Shelves Scanning
the Barcode

Report / Missing
Book List




Deccan Education Society’s

START

Website Committee
Meeting for periodical
updates and website
enhacements

v

Capture and Assess the

Resend back for
review

Along with the
Images, and
Content
Reauired

» Exact Requirements and
its Needs

Change Request
Justified?

~_ (Re-) Formulate

" the changes for
—— implementation
on website.

l

Implement the
changes on website

Any
Discrepancy?

Navinchandra Mehta Institute of Technology and Development
Process Name: Website Updation and Maintenance

Website
Committee

Website
Committee

Website
Committee &
Director

Website
Committee

Website
AMC Provider

Website
Committee



Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development
Process Name: AICTE Application and Compilation Process

Start of Approval
Process Window

l

Questionnaire Registrar,
. . IQAC &
tab to be filled in Kt

a sequential flow

l

Submission of Data Registrar &
. . Director
Application

Accounts &

Proceed for Payment Registrar

l

Application Report & Deficiency Report is generated
before the submission of application with watermark Rgg_istftar&
L. ” irector
“ Provisional

!

Application Report & Deficiency Report is generated
after the submission of application with watermark
“Application 2020-21” & “Deficiency 2020-21"

|

Registrar &
Director



Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development
Process Name: IQAC Functioning and Record Keeping

START
Formation of IQAC CDC Members and
Director

Planning yearly quality IQAC Members
enhancement activities
Quarterly meetings of IQAC IQAC Members
Generation of IQAC Minutes IQAC Coordinator
and Action Taken Reports
Conducting academic audit & IQAC Coordinator, HoD,

. . Director & Audit
preparation of audit report

Committee
Collection and Analysis of IQAC Coordinator,
Feedback of all stakeholders Director
Timely collection of documents/ certificates/
appreciation letters and maintenance of MIS IQAC in house members
Quality checkpoints in preplacement, IQAC Coordinator,

Director with respective
committee members

branding activities, workshops/ FDPs/ staff
activities, website maintenance

|

Preparation & sanction of IQAC annual
Report



|

Preparation and timely
submission of AQAR

l

Active participation in
accreditation process

l

IQAC Coordinator

IQAC Coordinator,
Director with NAAC
Coordinator

IQAC Coordinator,
Director with respective
criteria heads




Office
Superintend

Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development
Process Name: CDC Functioning and Record Keeping

S

!

Requisition of CDC agenda from members to head of the
unit

Secretary CDC

Communication
to concern
member

NO Yes

Whether the agenda to
be included in CDC

meeting

Office
Superintend

Instructions to the members to submit
relevant documents regarding item

y

Finalization of meeting date in consultation with the Chairman

v

Secretary CDC

Meeting Notice and Agenda to all members

Office
Superintend

v

Confirmation of minutes & action taken report of previous meeting

v

Chairman CDC

Discussion and presentation of all items on Agenda

Secretary CDC

v

Noting of each agenda discussed during the meeting

Office
Superintend

v

Preparation of minutes and CDCR within a week of the meeting

& Office

v

Secretary CDC

Superintend

Signatures of Unit Head and CDC Chairman

'

Forwarding CDCR to respective committees / Boards

Office

:

Superintend

Follow up after 15 days to concern authorities for GBR

Office

Superintend

v

GBR Received

-

Implementation of GBR
|

Secretary CDC




Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development
Process Name: ICC Functioning and Record Keeping

START

l

Formation of Committee as per AICTE Norms

l

Director/ HOD

Approval of committee through CDC ehle
Notification of committee to members and Director/ HOD

website committe

l

Meeting: Twice in a academic year Icc

l committee

Complaint if any of Harassment

l Yes

On the

request of Inquiry process by Internal Complaint
RELS Committee
employee
Conciliation
—__’ . .
Report by Internal Complaint Committee
Allegation Proved l Allegation not Proved
cbc Action for Misconduct Punishment for false or malicious

complaint / false evidence

CDC






Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development
Process Name: Anti Ragging Committee Functioning and Record Keeping

START

Online Affidavit from Student and Parents at the time of admission

!

Formation of Committee as per AICTE Norms

!

Approval of committee through CDC

}

Notification of committee to members and display on website

v

Meeting: Regular / based on requisition / spot visits
by anti-ragging committee

Incident/ online complaint received if any

!

Inquiry process by Anti-Ragging Committee

!

Office
Superintendent

Director

Director

Office
Superintendent

Anti — Ragging
Committee

Anti — Ragging
Committee

Anti — Ragging
Committee

Report of Inquiry to CDC Director & Anti — Ragging
Committee
Ragging case Ragging case
proved not proved
Action for Punishment
misconduct for false or
malicious
complaint /

false evidence



Appeal to appropriate
authority

END




Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development

Process Name: SOP for Grievance Redressal

=

A

File a grievance through Institute’s Post grievance in writing
website through grievance drop box kept
www.nmitd.edu.in/grievance-cell/ at the institute’s premises

y y
Notify ombudsman and
provide a copy to the institute

i

Fix and communicate date for hearing the
complaint in writing or through an email
to the Institute and aggrieved person

l

Presence for the hearing / discussion
on the grievance

Discussion on the nature of the
complaint

If the
grievance
is within
the scope/

Complaint not considered
/ appropriate action
against complainant

false

Discussion in redress of grievance
separately and/or together

!

On the conclusion of the proceedings
the decision, minutes of the meetings
shall formed with reasons (if any) and
attendance




*Reference document: AICTE (Establishment of
Mechanism for Grievance Redressal) Regulations, 2012.

Stop >




Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development
Process Name: SC ST Committee Functioning

e

Director/HOD

CDhC

Director/HOD

Convenor of
SC/ST
committee

Senior
Clerk

Convenor
of SC/ST
committee

Convenor
of SC/ST
committee







Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development
Process Name: Student Council Election

START

Sett|ng the election framework and Ca||ing Director, Associate Director
for nominations & Teacher Representative

Teacher

Closing and assessing nominations .

. o Yes
Nomination Is there any Teaehar
H . .
Rejected discrepancy? representative
No
Nomination Teacher
Accepted Representative
Preparing for ballot (sending out R T e e
ballot pa pers) and non-teaching staff

CLOSING BALLOT



Special and first council
meetings after the poll

;;Epers and
detlaring poll

Student Council Committee

Teacher
Representatives

Post-election
compliance

Director/Associate
Director/Teacher
representative




Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development
Process Name: Employee Leave Application and Sanctioning

Request for leave with leave type and adjustment of workload

|

Office If LWP / LWI
superintendent Approval of Admin office

v

Director Approval

| |

Office Update service book / leave record Item to CDC-HR-GB

superintendent

}

End

A



Deccan Education Society’s

Navinchandra Mehta Institute of Technology and Development
Process Name: Teaching Staff Performance Appraisal

START

REFER DES POLICIES FOR
PERFORMANCE APPRAISAL

CONVEYING THE NORMS TO
CONCERNED TEACHERS

COLLECTING PA FILLED FORMS ON DUE
DATE

ANALYZING THE FORMS

REMARKS FROM DIRECTOR & CDC
CHAIRMAN

SEND FILLED FORMS WITH REMARKS TO
DES

CONVEY REMARKS THROUGH INDIVIDUAL
MEETING

END

Office
superintendent

Office
superintendent

Office
superintendent

Director

Director & CDC
Chairman

Office
superintendent

Director




Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development
Process Title: Identity Card Preparation and Allotment Process

START

A

Distribution of ID-cum-
Library card Application
Library
Forms to Students 5
epartment
(During Library Session
in Orientation Program)
A
5 el e Admin
Student’s Case Initiation Office Clerk
on ERP
Guide students to Librarian
upgrade their ERP and Admin
. Office Clerk
profile
Collection of ID-cum-
Library Card Application Library
forms within one week PEEE GRS
of timespan.
Follow-up with Students
who have not submitted
the ID-cum- Library Card
Application form and
not upgraded the ERP Library
Dept. and
Admin.
Office Clerk




Case Referred
Back to Office
Admin. Clerk

Case Referred
Back to Office
Admin Clerk

Acquiring printout of ID
card draft from the

Yes

—

Yes

vendor.
Is there any Admin.
discrepancy? Office Clerk
Acqumng Access for e
Generating ID Cards and ERP
Template and Resolving Team
Problems if any (Pune)
v
Finalising and taking
approval of the design Librarian

of the ID Card Template.
Finalising the Vendor

and Director

|

Taking Printout of the
ERP ID Card template
for spell-check and
other corrections, if any.

Library
Department

Is there any
discrepancy?

Forwarding ID Card soft
copy to Vendor.

Librarian

'

v

Librarian




Library
Department

Proof reading of the
printout reieived from

the Vendor

v
g:zi So'aferred Is there any Library
discrepancy? Department
Librarian pancy
No
Librarian
and Vendor
Proceeding to print ID
CaTds.
v
Library
Department
Distribution of the ID
Cards after receiving
them from|the Vendor
v



Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development
Process Name: CR of Non Teaching Staff

START

|

Set Format of

CR by DES
Issued to Staff members Supe:i),ii::dem
Filled and signed CR received from Office

employee in the office superintendent

|

Remarks and Signature of the Office Superintendent / Office
Registrar / Admin In-charge superintendent

|

Remarks and Signature of the Head of the
unit

|

Filing of CR in CR file Office

superintendent

Director



Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development
Process Name: CR of Teaching Staff

START

Set Format of
CR by DES

Issued to Staff members Office

superintendent

Filled and signed CR received from off
ice
employee in the office e e

|

Remarks and Signature of the Head of the
unit

|

Remarks and Signature of CHAIRMAN of
CDC

|

Filing of CR in CR file Office

superintendent

Director

Chairman CDC



Deccan Education Society’s

Navinchandra Mehta Institute of Technology and Development
Process Name: Preparation of Institute’s Magazine - Newsletter

START

Call for a meeting
with a student editor
and teaching
committee regarding
the draft College

. . Magazine / Journal
Call for Meeting of Magazine Teacher 2. After brain storming
Carrfiiae Editor deciding the Title of
and contents
3.  Editthe articles,
cases and poems and
o . . . Teacher Editor along
Deciding the Title, Contents and various sections and eacher with Student Editor
call for articles, poems and showcase all the events Editor 4. Approval to Print
including the achievements of students, teachers,staff College Magazine
5.  Collect 3 Quotations
6.  Prepare Comparative
Edit the Articles, Case Studies and Poems of the Teacher Statement
Students and Finalize the Contents of Magazine Editor 7. Approvalin Purchase
Committee
8.  Meeting with the
Vendor
. . Director 9. Convey the
Approval to print the College Magazine along /Office Requirements and
with the Budgetary provisions approved in CDC Superint due date
10. Submitting material
endent for printing
11. Copy for proof
reading
12. Finalised by the
. . . § Editors
Collect 3 quotations from different printers SOff'c_e 5 el B
AR 14. Final Copies delivered
endent
| h . fix th q Office
Ana yze the quotatlons to TiX the vendor Superin
tendent
Meeting with selected vendor along with Teacher and Office

Student Editor

Superintendent

Convey requirements & due date

Office

Superintendent




|

Submit material to be printed Office Superintendent
Follow up Office Superintendent

v

Copy for proof reading to be given to
the Editor

Office Superintendent

!

Submit corrected Copy Office Superintendent

}

Final Proof to be checked by Editors Board Office Superintendent

!

Final Copies delivered . .
Office Superintendent

!

e




Other than home

university

Clerk

Y

Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development
Process Name: Issue of Transfer Certificate

( Start )

Request of TC/MC by student s
Payment of fees Accountant
Verification intimation to HoD , Asst.
Librarian,
1. HoD 2. Library 3. Office Accountant

J

admitted to Home

Whether student Home University

University or other

than home University

TC (Original & Duplicate) sent
University of Mumbai for

| Migration

!

Clerk

Issue of TC

End

—
N

\/




Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development
Process Name : Convocation Process

START

University Circular for Students to submit

Anlina CAanviaratinn fAarme Office Clerk

University of Mumbai decides a week when all
the affiliated colleges to conduct Convocation

Director
Collect the Certificates from University of
Mumbai. Office Clerk
Convene a Meeting for Convocation along with Director with
sub commitees for smooth flow convocation
committee
Decisions regarding the chief guests and guest Director with
. cpC
of honour, and general flow of the entire

event including a table program

Pre Convocation Readiness Meeting to allot the R

convocation

University Circular for
Students to submit
online Convocation
forms

University of Mumbai
decides a week when
all the affiliated
colleges to conduct
Convocation
University circular to
collect student’s
certificates

Convene a Meeting
for Convocation
along with sub
committees for
smooth flow
Decisions regarding
the Keynote
Speakers, and
general flow of the
entire event including
a table program

Pre Convocation
Readiness Meeting to
allot the duties to
various students/
teachers for smooth
flow

During the
Convocation Program
to facilitate as per
the decorum and the
official table
program.

Post Convocation
Meeting to review
the event

duties to various students/ teachers for smooth committee
flow |
During the Convocation Program to facilitate as Director with
per the decorum and the official table program. convocation
L . . committee
Utmost disciple to be maintained.

!

Post Convocation Meeting to review the event cbc

!

END




Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development
Process Name : Conference Process

START

Formation of Research Director, Research
Committee and Periodical Committee Members
Meeting

Director, Research
Brainstorming on Conference theme (Minimum 6 Committee

Members and IQAC
months before) Coordinator

Updating code of research ethics according Director, Research

. . Committee
to recent guidelines of UGC & AICTE P

Coordinator

Prepare Conference Brochure,
Promotional Creatives and Conference Committee

registration Form for payment.

Marketing of conference on social Conference
media and circulating promotional Committee
creatives among other research
centers

Conference
Collaboration with recognized Committee,
journal publication house IQAC

Coordinator

Favimaadinm ~f DAaidia
; Conference
Review process of research .
. - Committee,
articles and mailing to authors )
review

about plagiarism

committee




Plagiarism
below 20%
?

No Yes
Mail to author about Mail to author about Rev'evf'tt
. committee
changes in paper acceptance of paper for

conference

Author/ Participant
Registration and Payment

Identification of Keynote Director &
speakers, session chairs and COnfer.ence
e Committee
Invitations
Preparing Table Program and confer_ence
. i Committee
scheduling of presentations for
Conference day
Technical, hospitality and reception Conference
arrangements for inaugural and Committee &
presentation sessions students council
Evaluation of research paper presentation Confer.ence
. Committee &
and choosing best paper

session chair

Valedictory Function,
Feedback of participants
and Certificate




Deccan Education Society’s

Certificate Courses Flow Chart

Navinchandra Mehta Institute of Technology and Development

Prepare a 50 Question

Questionnaire

Propose to CDC.
Approved?

No

Unit Head

~ Yes

Get GBR <

4

Course Faculty

Unit Head and CDC
Members

Create Registration Form

Prepare Creative

Creativity Unit

l

Start Marketing}

All unit members

eceived required
no of

registrations?

Conduct

Course & Take Exam

Course Faculty

4

Collect Feedback
Issue certificate

Office Assistant




Deccan Education Society’s

Navinchandra Mehta Institute of Technology and Development

Deciding upon targeted
stakeholders, participants,
mediating NGO (if any),
resources required etc.

Process Name: ISR Activities

START

Finalizing of ISR
Activities with
Dates for the

Academic Year

l

Preparing a
tentative plan for
each ISR activity

_—
Finalizing of a Plan for the
upcoming ISR activity

l

—

Get the Plan
Approved

Plan
Approved?

Execution of the
planned ISR activity

ISR
Committee

ISR
Committee

ISR Committee,
Faculty &
Student Council

Director

ISR Committee
& Participants



Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development
Process Name: FDP Planning and Implementation

START

Brain Storming of Ideas / IQAC Coordinator

Topics in FDP meeting ca"d FDP
onvenor

Finalization of Topics and preparation of the FDOP
Convenor

Concept Note, Budget, Promotional Plan and along with
Tentative Schedule considering both In House IQAC
Faculty and Inviting Industry Expert (I

1QAC
Coordinator
/ Director

Getting approval of CDC

FDP Convenor, Office

Prepare Promotional Creatives and
Assistant

registration form for payment.

Marketing of FDP on social media
and circulating promotional Director / FDP
creatives among other colleges Convenor

Prepare schedule for FDP EDP Convenor
event




Execute FDP Schedule

HoD/ FDP

Convenor

Faculty Development Program
Valedictory Function, Feedback of
participants and Certificate
distribution

Director / FDP
Convenor




Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development
Process Title: Library Card Preparation and Allotment Process

START

Distribution of ID-cum-
Library card,Application
Forms to Students
(During Library Session

in Orientation Program) library
Department

v

Student’s Case Initiation

on ERP
Admin
> Office Clerk
Helping Students to
upgrade their ERP
Profile.
Librarian
and Admin
Office Clerk
Follow-up with Students
who have not submitted
the ID cum Library Card
Application form and
not upgraded the ERP
Profile. Library
Dept. and
Admin.
Office Clerk

Case Referred
Back to
Admin Office

Is there any
discrepancy?

Admin.
Office Clerk




No

Registering Students
under ERP Library

Case Referred
Back to
Librarian

Module

Librarian

|

Checking Fee Receipt
and ERP Generated
Registration Document

Library
Department

Is there any
discrepancy?

Librarian

Issuing Library Card to
Students

Library
Department




Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development
Process Name: Inter College Festival

START

In de.pa rtmental N
meeting dates for all teaching
inter collage festival staff
are finalized

l

: P Students
Fmahzmg, 'theme', N
logo, activities with committee
students
Different committees of Students
. and cultural
faculties and students committee
were formed.
—— > Prepare budget and Students
execution plan for and cultural
. committee
activities
Get the Plan and Director
budget Approved

No

Budget
and Plan
Approved?




Execution of the
planned activity

Students
and cultural
committee




Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development
Process Name: Attendance and Defaulters

Collection of attendance
sheet from faculty members in
the first week of every month

v

Filter out subject wise students

with less than 50% attendance

v

Creation of Consolidated defaulter list

v

display on notice board

Reporting of Defaulting students to
academic coordinator

}

Appropriate action by academic coordinator

!

If the same student appears as defaulter for
3 consecutive time, then student has to
report to Director of the Institute along with
their parents

l




Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development

Process Name: e-cell

Start
E-Cell
Membership
of Students
Inside Institute l Other institute
students students
| | | |

Students Mentoring

Develop the Full idea at commercial level

Contact the VC and Investors

Present the Business idea to VC and Investors

VC and Investors will invest in Idea

Successful Entrepreneurs Motivate others to be an Entrepreneur




Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development
Process Title: Academic Calendar Preparation

START
1. Tentative Academic calendar
preparation
2. Finalized in departmental meeting.
3. Changes are conveyed to course
N coordinator if any.
' Tentative Academic Course 4. Discussed with Director and Associate
. Coordinator director
calendar preparation MCA/MMS | 5. Final copy is shared with all staff
members through mail.
6. Website committee upload it on website.
7. Hard copy is attached in respective
departmental file of MCA and MMS.
8. Atthe end of the academic year remarks
. . . are added in academic calendar.
Academic calendar is z;lretctzf)fr and 9. Checking of execution of academic
finalized in sta calendar in academic audit.
members
departmental
meeting
(MCA/MMS)
Yes .
Changes are Is there any Director and
difi . All staff
conveyed to ¢ Modification members
course E
Coordinator
A
. Q Course
Discussed with S
Director and HoD MCA/MMS
Yes Is there any
Director/As

Modification
?

lNo

sociate
director




Final copy of

i Course
Academic Calendar CemrlinEiar
is shared with all MCA/MMS

through email

Website committee Website
uploads final Academic EETIEEE
Calendar on website
. Course

Hard copy is Coordinator

attached into MCA/MMS

departmental

file. (MCA/MMS)

Checking of :

. Academic
execution of audit
academic committee
calendarin

academic audit



Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development
Process Title: Timetable Preparation Flow Chart

1.  Workload discussed, distributed and
START finalized in departmental meeting.

2. Final workload is shared with all
regular/visiting faculties through mails.

3. Availability of classrooms and labs are
checked.

4. Checking free slots of visiting faculties

5. According to workload timetable is
scheduled for all semesters.

Workload discussed, D"j“l‘l’f 6. Final copy of timetable is shared with
P Bl & Director, HOD, regular/visiting faculties
dISFrIbl:Ited _and teaching through mails.
finalized in staff 7. Timetable is displayed on noticeboard
departmental meeting and circulate among students.

8. Hard copy is attached in respective

Final Workload is S
shared with all Coordinator
MCA/MMS

regular/visiting
faculties through mails

A Availability of Colres
" classrooms and Labs Coordinator
MCA/MMS
are checked J
Checking free slots of Course
. . Coordinator
visiting faculties. MCA/MMS
According to Course
Changes are workload, timetableis ~ {eoner
conveyed to scheduled for all
course semesters.

Coordinator



Y
s s there any

Modification
?

No

Final copy of Timetable is
shared with Director, HOD,
Regular/visiting faculties
through mails.

Timetable is displayed on
noticeboard and circulate
among students.

Hard copy of timetable is
attached in departmental file.
(MCA/MMS)

All
regular/visiti
ng faculties

Course
Coordinator
MCA/MMS

Course

Coordinator

MCA/MMS

Course
Coordinator
MCA/MMS




Deccan Education Society’s
Navinchandra Mehta Institute of Technology and Development

Process Name: Subject Allocation to Teacher

Prepare semester Academic
. ) Coordinator
wise Course list MCA/MMS

Checking availability Academic
s . . Coordinator
of visiting faculties. MCA/MMS

According to workload

2 . Academic
and specialization of Coordinator
. MCA/MM
» faculties courses are CA/MMS
allotted.
Y
e Is there any Director
Modification and all
2 teaching
: staff
No
Final copy of course Academic
. . . Coordinator
allocation is shared with MCA/MMS

Director, HOD,
Regular/visiting faculties
through mails.

Departmental file is
updated. (MCA/MMS)



Academic
Coordinator
MCA/MMS




Deccan Education Society’s

Navinchandra Mehta Institute of Technology and Development

SOP for defining the Vision and Mission

Institute Vision &
Mission

Faculty Members //

/ Employers

Review
(Once 1n 5 years)

Publish Departmental Vision & Mission




Deccan Education Society’s

Navinchandra Mehta Institute of Technology and Development

SOP for defining Programme Educational Objectives

Institute Vision & Department Vision

Mission i Graduate Attributes

/

Faculty Members

Defining
Programme
Educational
Objectives

Alummni

Employers /L

IQAC

Y

Review
(Once in 5 years)

Publish Programme Educational Objectives




Deccan Education Society’s

Navinchandra Mehta Institute of Technology and Development

SOP for Continuous Internal Evaluation

Schedule Internal
Assessment Test

i

Conduct internal test

i

> Evaluate Test Papers

-

:I:s student fail ahsen:tﬁ » Freeze Marks
No
Yes
Conduct remedial coaching, doubt solving sessions Display Results

|

Conduct re-exam for slow learners




Deccan Education Society’s

Navinchandra Mehta Institute of Technology and Development

SOP for Redefining PEOs

Implemented and Attained PEOs

—H‘ Redefining PEOS ‘l

"‘F aculty Members ——>

Alumni

Recruiters

IQAC

Publish PEOs




Deccan Education Society’s

Navinchandra Mehta Institute of Technology and Development

SOP for defining POs

Institute's Vision and Mission

Programme Education Objectives

h

Faculty Members \ 3 / Employer
Define Programme
Ouicomes
NBA Graduate / \ ]
Attributes Alumni

Reviewed by IQAC
Once in 5 years

—‘F/ 1\\.,\ g
- T
Yes -~ . ™~ -
< <Suggestions If any >
~ -
- p
R

FO Defined




Deccan Education Society’s

Navinchandra Mehta Institute of Technology and Development
SOP for designing CIE question papers

Course Owner designs question paper

l

Drafting and
validation of MCQ «———  CO Mapping
question paper

“ Bloom's Taxonomy

Marks weightage according'

| Finalization of *—‘ to the syllabus

| Question paper

Previous years' University
question papers

'«




Deccan Education Society’s

Navinchandra Mehta Institute of Technology and Development

SOP for revision in Programme Outcomes

Programme
Educational
Oojectives (PECs)

Define
Outcomes (FOs)

/ |

Intereal Sources

— j

Assessment threugh Ascoscmant through

 Rutrics CIE & SEE, Projects, i ' 1
| Resoarch Papars,

et
v
Employer's Survey Alureni Survey

Graduate Survey Course Ext Survey

Reviewed by ICAC
r

No Yes
St any




Deccan Education Society’s

Navinchandra Mehta Institute of Technology and Development

SOP for Identifying Content Beyond Syllabus

Analyzing curriculum of
University by course
owner

1

Identification of COs and
mapping of COs with
POs

Course Exit Survey \ / Graduate Survey

Identify content beyvond
syllabus

Alumni Survey E— -t Employer Survey

Course-Coordinator sanctions
action plan to
incorporate the valuable
suggestions by the stake
holders




Deccan Education Society’s

Navinchandra Mehta Institute of Technology and Development

SOP for Mentoring Process

Allocation of Mentor to first year
students

|

Filling of the Mentoring form by the
Mentee

Mentor Mentee sesslons
are conducted weekly

l

Mentoring reports are generated
annually by the Mentor and the
progress is recorded

No

< Need of counselling

Yes

Special Counselling Sesslon by counselor



Deccan Education Society’s

Navinchandra Mehta Institute of Technology and Development

SOP: SOP for Feedback Process

( Designing ]
of Stakeholders Feedback Form

- ¥ ~
Circulate
to all Stakeholders

Faculty

Members ‘ Students ‘ ‘ Alumni ‘ ‘ Parents ‘ ‘ Employer ‘

i ¥ ¥ ¥ l

- Y ~
Prepare
Analysis Report

¥

Discussion of Report in Departmental
meeting

‘ Analysis ‘

and Review by IQAC, HOD and
Director

i

Suggestions if any EE—

i YES

Conveyed
to CDC and BoS

END }(7



Deccan Education Soclety’s

Navinchandra Mehta Institute of Technology and Development

SOP for CO,PO & PEO Based Feedback Process

Designing Feedback Form.

Course Exit survey(CO and PO based)

(Employer.Alumni, Graduate Survey) (PO and PEO Based)

l

Cixﬁxlate
to Stakeholders

l

Preparation
of Analysis Report

l

Report
Discussion in Departmental
Meetings

Analysis and vetting of report

(CO,PO and PEO attainment) by HOD. IQAC and Director

i

Preparation
of Action Plan

P b

Dr. “Anita Bobade

Dr. Rasika Mallya
I/C Director

IQAC Co-Ordinator




