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ACTIVITIES PLANNED FOR 2024-25

» Activities planned for 2023-24 to be continued in 2024-25
» The responsibilities shared among the members of the Internal
Quality Assurance Cell (IQAC) during the planning session held on
8 June 2024 at IQAC:
Responsibilities and Activities Undertaken:
1. Develops and implements a guality assurance framework

o Person In charge: Dr. Niharika Kumari
o Activities:

= Assist in formulating various policies as per the need and
requirement.

= Implement teaching reforms such as case studies, student-led
classes, and lectures from industry experts

= Develop e-content & video content
= Formulate new committees as per the need
2. Coordinates and facilitates accreditation processes
o Person In charge: Mr. Piyush Verma
o Activities:

= |nitiate preparation of the Annual Quality Assurance Report
(AQAR)

= Prepare for NAAC Cycle 2

= Conduct internal and external audits (green, energy, water,
cleanliness, etc.)



3. Conducts regular monitoring and evaluation

o Person In charge: Sr. Dr. Grace SCSC

o Activities:
= Oversee lesson plans and class supervision
= Conduct Academic and Administrative Audits (AAA)
= Perform internal departmental audits
= Cross-check answer scripts and student attendance
= Attain COs, POs, and PSOs

» Gather feedback from students and stakeholders

4. Conducts regular monitoring and evaluation
o Persons In charge:
= Effective use of ERP: Mr. Piyush Verma
= [Initiate best practices: Mr. Piyush Sahay
= MoUs and collaborations: Sr. Dr. Grace
= Organize national/international seminars: Mr. Piyush Sahay
= Regular IQAC meetings: Sr. Dr. Grace SCSC
= College magazine write-up: Sr. Dr. Grace SCSC
= Digital initiatives: Mr. Piyush Verma
5. Supports capacity building and professional development activities
o Person In charge: Dr. Ashok Kumar
o Activities:
= Train students in communication ("Let's Talk" program)

= Conduct Faculty Development Programs (FDP) for staff and
students

= Plan training for administrative and maintenance staff
= Organize sessions on sexuality by Dr. Ajay Krishan
= Support slow learners

= Offer bridge and certificate courses for students



6. Documentation
o Person In charge: Mr. Mario Martin
o Activities:
= Verify documentation processes
= Digitize documentation processes

» Ensure documentation deadlines are met

7. Other Initiatives

o IQAC Calendar (2023-2024): Mr. Mario Martin

o Standard Documentation Formats: Sr. Dr. Grace SCSC

o Formats for report writing: Mr. Piyush Verma

o PPT presentation guidelines and demonstrations: Sr. Dr. Grace SCSC
8. Action Plan for Upcoming Session (2024-25)

o Collaborative initiatives: Dr. Ashok Kumar

o Student exchange programs: Mr. Piyush Sahay & Sr. Dr. Grace SCSC

o Student programs on relationships, stress management, career-related
topics: Sr. Dr. Grace SCSC (Date: 20 July 2024)

o Refresher courses for teaching staff: Mr. Piyush Sahay

o NAAC criteria-wise seminars/workshops/conferences

Tentative Time Schedule for 2024-25
1. 1QAC Meetings with the entire team:

o 12 August 2024
o 17 February 2025
2. Faculty Development Program (FDP):
o 1510 20 July 2024
3. Academic and Administrative Audit (AAA):
o Internal Department Audit: 12, 13 & 14 May 2025

o AAA: 26,27 & 28 May 2025



4. Planning for 2025-26:
o 29 & 30 June 2025

5. Feedback from Students:

o Twice a year (semester-wise)

NOTE: This structured plan aims to enhance the quality of education

provided by the college through systematic and continuous efforts by the
IQAC members.

Mr Mario Martin Sr Dr Grace SCSC

Fr Dr Martin Poras SJ
Asst. coordinator IQAC Coordinator IQAC

Principal
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GENERAL GUIDELINES FOR PPT (2024-25)

Three Cs of Presentation:
1. Competency: Ensure you thoroughly understand the topic and convey
information accurately and effectively.
2. Confidence: Present with poise, maintaining control over your
material and delivery.
3. Communication Skills: Articulate clearly, ensuring ideas are
understood and engaging the audience effectively.

Presentation Guidelines:
Time limit: 8 +2 = 10
Font size: 26/28 (Title), (Bullet points only)
Font style: Times New Roman
Slide: Plain, with simple margin & no animation effect
Add College Logo to the first slide only,
Number each slides (Start from the table of contents)
Send the PPT at least 3days in advance to the professor concerned,
Use only bullet points.
Checklist for an Effective Presentation:
1. Get the Topiec:
» Understand the topic assigned or selected.
2. Start Preparing:
> Develop a clear structure for the presentation.
» Formulate a strategy to ensure the presentation is coherent and
conclusive.
3. Know the Audience:
» Understand the background, interests, and purpose of the audience or
attendees.
Key Aspects of Presentation Skills:
> Self-Introduction: Start by briefly introducing yourself.
» Energy & Enthusiasm: Deliver with enthusiasm and energy to keep
the audience engaged.
» Body Language: Pay attention to posture, eye contact, and gestures.
Speak loudly and clearly, ensuring your voice and tone are appropriate.
> Appropriate Use of Humour: Use humour carefully to engage the
audience without detracting from the professionalism of the
presentation.
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> Be Mindful of Negative Gestures: Avoid gestures that may indicate
nervousness or disinterest, such as fidgeting or crossed arms.
Effective Introduction Techniques:
» Use anecdotes, quotes, or stories to captivate the audience.
» Start with something interesting or thought-provoking.
» Voice modulation is crucial to maintain interest and emphasize key
points.
Organizing the Presentation:
» Topic: Clearly state the topic.
Table of Contents: Outline the main sections of your presentation.
Introduction: Provide a concise introduction to the topic.
Body: Present the main content logically and sequentially.
Conclusion: Summarize the key points.
References: List sources used.
Q & A: Open the floor to questions.
» Thank You: End with a brief thank-you slide.
Additional Tips:
> Sound Spontaneous & Conversational: Avoid reading directly from
slides; maintain a conversational tone.
> Use Visual Aids: Enhance your presentation with relevant visuals to
clarify and reinforce points.
» Coping with Stage Fright: Practice in front of classmates or a mirror
to build confidence and reduce anxiety.

FIRST SLIDE: SAMPLE
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PERFORMANCE APPRAISAL FOR TEACHING FACULTY
BY STUDENTS (2024-2025)

NOTE:
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10.
11.

12.
13.

Rating Scale:
~ Unsatisfactory (1),

- Marginal (2),
Satisfactory (3),
Good (4),
Outstanding (5)

Subject Expertise: Demonstrates deep knowledge and understanding of the subject.
Preparation: Comes to class well-prepared, ensuring a structured learning experience.
Enthusiasm: Shows genuine interest and enthusiasm for the subject matter.
Communication: Clearly conveys course objectives and expectations to students.
Engagement: Encourages active student participation and engagement.

Teaching Methods: Utilizes diverse teaching approaches to cater to various learning
styles.

Adaptability: Adjusts teaching methods to meet the needs of diverse learners.
Technology Integration: Integrates technology effectively to support and enhance
learning.

Real-World Applications: Provides relevant, real-world examples to help students
understand concepts.

Feedback: Delivers timely and constructive feedback on assignments and assessments.
Classroom Environment: Fosters an inclusive, positive, and supportive classroom
atmosphere.

Time Management: Manages class time efficiently, maintaining appropriate pacing.
Commitment to Success: Shows dedication to supporting each student’s academic

SUCCESS.



14. Continuous Improvement: Values and incorporates student feedback to improve
teaching quality.

15. Syllabus Completion: Covers the syllabus comprehensively, meeting student
expectations.

16. Two things you appreciate in the pmfeséor

17. Two areas where s/he needs to improve

18. Rate him/her out of 10
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FACULTY FEEDBACK BY THE STUDENTS
PROCESS ON ERP (2024-2025)

10AC

1. Class-Wise Feedback Setting:
* Activate/Deactivate Sessions: Modify the status of a feedback session for
specific classes as required.
« [Edit Feedback Settings: Add or adjust feedback settings using the "+ Add"
button or through inline editing options.
« Monitor Progress: Use the list to oversee active sessions and ensure timely
feedback collection.
« Remove Sessions: Delete any redundant or incorrect entries via the red
"Delete" action buttons.
2. Feedback Questions
e Add New Questions: Include fresh questions in the question bank or a
specific form.
» [Edit Existing Questions: Update the phrasing or scoring pattern of questions
as needed.
3. Feedback Report
o Generate detailed reports summarizing feedback results for individual
professors, courses, departments efc.
» Include key performance indicators such as average ratings.
« Present the feedback visually using charts and graphs for easy analysis.
4. Feedback Report for Count
« Count the number of responses received for each feedback session class wise,
department wise, and entire college wise.
5. Feedback Report Remarks
« Collect and compile qualitative feedback (remarks) provided by students
(suggestions and point of appreciations along with the overall ratings).



Faculty

Access aggregated feedback reports with actionable insights for professional

improvement.

Student

Submit anonymous feedback for professors through an intuitive interface.
Student can access all the subject and the subject professor list in their portal

for which they can give their feedback.

Once they have submitted the feedback. Submission of the feedback will be

done once.

IQAC WORKFLOW

FEEDBACK OPTION
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STUDENT WORKFLOW

FEEDBACK

FEEDBACK ENTRY

A 4

ENTER FEEDBACK FOR EACH PROFESSOR WHO
TEACH IN THE SEMESTER

FACULTY FEEDBACK BY STUDENTS (2024-25)
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GENERAL GUIDELINES FOR POWERPOINT
PRESENTATION FOR STUDENTS, REPORT (2024-25)

Prepared by: Internal Quality Assurance Cell (IQAC)
Purpese: To prepare first-year students for creating and delivering PowerPoint
presentations, facilitated by second- and third-year students.

Background: One of the key initiatives of IQAC is to enhance the presentation and
communication skills of first-year students through guided learning sessions. This
initiative, successfully implemented in previous years, aims to foster confidence and
technical competence in students, enabling them to excel in academic and professional
settings.

Implementation: The IQAC has entrusted the responsibility of organizing these
sessions to the coordinators of each department. The coordinators are expected to
arrange workshops wherein senior students (second/third-year students) will mentor
first-year students. This peer-to-peer learning model has proven to be an effective
method for knowledge transfer and skill development.

OUTCOME OF THE INITIATIVE: The PowerPoint Presentation initiative
organized by IQAC yielded significant positive outcomes for students across various
departments. The following outcomes were observed:

|. Skill Development for First-Year Students

2. Leadership Development for Senior Students
3. Enhanced Peer-to-Peer Learning '
4. Increased Participation and Engagement

5. Academic and Professional Preparedness

6. Positive Feedback from Stakeholders

Conclusion: The initiative successfully met its objectives of enhancing the presentation
and communication skills of first-year students while fostering leadership qualities in
senior students. It continues to be a cornerstone of IQAC’s efforts to provide holistic



education and promote a collaborative academic culture at St. Xavier's College of
Management & Technology.

Tarunima & Lucky from BCP, Second Year conduct a PowerPoint
Presentation (PPT) session for the First-Year students.
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POWER POINT PRESENTATION OF FIRST YEARS

\'\.
Sr Df Grace SCSC

IQAC Coordinator
IQAC

St. Xavier's College of Mgmt. & Tech.
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STUDENT ATTENDANCE SHEET AUDIT BY 1QAC
(ODD SEMESTER 2024 - 2025)

1. Activity information:
i.  Name of the Activity: Review of Attendance Sheet
ii.  Dates : 28 January 2025
iii.  Venue: Controller of Examination Office, St. Xavier’s College of Management
& Technology Patna.
iv.  Name of the Department :IQAC

2. Objective of the Activity: Verifying adherence to rules set by the educational institution.

3. A brief report of the Activity: The IQAC at St. Xavier’s College of Management &
Technology (SXCMT) undertook an attendance audit for the ODD Semester of 2024-2025
to assess compliance with institutional policies and identify areas for improvement. The
audit was conducted by Mr. Mario Martin, Assistant Coordinator IQAC, who meticulously
reviewed the attendance sheets for the specified semester. The primary objective of the
attendance audit was to ensure that attendance records were accurate, complete
.Additionally, the audit aimed to identify patterns or issues in attendance trends and provide
actionable recommendations for improvement. Mr. Martin sampled attendance records and
identified discrepancies and areas requiring intervention.

Observations :
* Professors continue to use a “dot” instead of writing “A” for absent

* It was observed that for Foundation & Mentoring Classes the weightage of the attendance
is double, therefore some professor mark double attendance in the sheet while others mark
only a single attendance per lecture.

* The hard Copies of the attendance up to the NAAC peer team visit were stored with the
departments and the following years were stored with Examination Department.



GEO TAGGED PHOTOGRAPHS OF ATTENDANCE VERIFICATION

Mr Mario Conducting the Attendance Audit at the CoE Office
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Annexures :

Annexure - 1 Sample
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