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REPORT OF THE ORIENTATION PROGRAMME

Programme : Orientation Programme for Newly Joined Faculty Members
Topic : Preparation of Course File

Venue : Rabinadranath Tagore Hall

Date 222122025

Time :03.45 p.m. — 04:45 p.m

Resource Person : Mrs. C. Kalpana, HOD (i/c)/IT,

Organized by : Teaching and Learning Centre (TLC)

Coordinated by : Dr. M. Ramakrishnan (TLC Coordinator)

1. Inaugural Address

® The programme commenced with a brief welcome address by Dr. M. Ramakrishnan,

TLC Coordinator, who outlined the objectives of the Orientation Programme for

newly joined faculty members.

* He emphasized the significance of maintaining a standardized, systematic, and well-

documented course file in compliance with institutional norms and accreditation

requirements.

2. Technical Session

® Mrs. C. Kalpana, HOD (i/c)/IT, delivered an in-depth session on the Preparation and

Maintenance of Course File.

* She elaborated on the essential components of the course file, which include:

Course Information Sheet

Timetable with Individual Workload

Tentative Lesson Plan, Detailed Lesson Plan and Execution

Lecture Notes

Teaching Aids

Topics Beyond Syllabus with reference details

University Question Papers with Answer Keys, Internal Question Papers with
Answer Keys

Assignment Topics with Submission Dates, Sample Assignments

Internal Assessment Mark Records

Remedial Class Plan and Continuous Evaluation Records
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e Course Assessment Sheet
o Tutorial Sheets
o Sample Answer Sheets

* She also stressed the importance of timely updating, accuracy, and uniformity in
maintaining course files for internal audits, external reviews, and accreditation
processes.

3. Interaction and Clarification
* The session was interactive, with newly joined faculty members actively participating

by raising queries related to course file documentation, CO mapping, lesson planning,

and assessment records.

* The resource person addressed all queries and provided practical guidance based on
institutional practices and academic standards.
4. Conclusion
e The session concluded with a vote of thanks proposed by the TLC Coordinator.

e The participants expressed that the programme was highly informative and would

assist them in maintaining course files effectively and uniformly.
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The Resource Person, Mrs. C. Kalpana, HOD (i/c)/IT, interacted with the participants
during the Orientation Programme for Newly Joined Faculty Members.
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