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7.2.1. TWO BEST PRACTICES OF THE INSTITUTE  

 

Best practice -1 

 

1. Title of the practice: Distinct curricular activities for the overall development of the students 

 

2. Objectives of the practice: 

Successful educational institution strives for up gradation of expertise, behavioral skills and moral 

development of students and this could be achieved by supporting extracurricular activities and curricular 

activities for the students. We believe that continuous participation in extracurricular activities devote to 

long-term educational success.  

 

3. The context: 

It was observed that consistently engaging in extracurricular participation was combined with high 

educational dignity including college regularity. The context of Many concerns come across while 

involving extracurricular activities as a part of curriculum as mandatory.  

 

4. Practice:  

Students completely involve in activities as per their academic curriculum. Therefore the time table 

prepared in such a way that the activities are performed at the last hour of the day. The efforts of institution 

started practicing the extra curricular activities as club activities at least twice in a week. Club activities 

include singing, painting, acting, photography, poetry, rangoli etc. These activities supports the students to 

bring out their extra talent in which their interest vests. To encourage students in extracurricular activities 

and to ensure the overall development of students we encourage them to participate and take lead roles in 

various clubs such as  English Literary Club, Youth Red Cross Club, Rotaract Club, Inspire Club, Sports 

Club Robotics Club, Cultural Club,  Humour Club,  Event Management Club, Knowledge Club, NSS, 

Yoga Club, Entrepreneur Development Club etc., 

 

5. Evidence of success:   

Students start participating and in turn we could see the improvement in regularity in attending the classes. 

Students performance in academics was improved significantly. Attendance of the students is also 

improved which is also reflected in the improvement in their overall performance.  

 

6. Problems encountered: 

Sometimes the club activities clash with examinations, NSS activities or other out door activities. 

 

 

 

 

 



 

7. Resources required:  

An Expert staff is available to guide the students in achieving their specific goals without encountering any 

obstacles. Students are also motivated and encouraged to participate in the curricular activities outside the 

campus. The facilities/minimum requirements for effective conduction of club activities are provided by 

the institution. 

 

 

Best practice -2 

 

1. Title of the practice: Maintenance of academic records for the progress of faculty and students 

 

2. Objectives of the practice: 

 

a) Parents monitor their child progress by the effective communication with the institution staff.  

b) Inculcate discipline among the students and to develop positive attitude among them to regularly attend 

the classes. 

c) To bring confidence among the students about the topics in the academic schedule for enhanced 

learning. 

d) Following the protocol of maintaining records those include, Parents communication Record (PCR), 

Admin and Academic diaries to know the  “TEACHER’S WORKLOAD and ACCOUNTABILITY”. To 

know the working hours and leisure hours of teaching staff and to analyze the lesson plan and executed 

classes were met to complete the syllabus as per then schedule.  

e) Teachers complete activity including curricular activities, and their involvement in research and 

development etc can be known. 

 

3. The context: 

Maintaining teachers academic and admin diary is essential to know the time table of teachers and it gives 

clear information about the duties executed by the faculty members during working hour. This gives the 

clear information about the workload of the faculty, the number of classes engaged and the number of labs 

attended and other related of work taken up by them. Parent communication record (PCR) is maintained to 

monitor the regularity of individual student. Student mentoring/Counselling registers are maintained to 

monitor the students in academic and social progress. Daily class report was maintained to know the day to 

day status of each subject. 

 

4. THE PRACTICE:  

To update the teachers academic and admin diary daily and Monitoring of these diaries by academic and 

admin in charges every fortnight. This ensures the proper commencement of classes for all the subjects and 

completion of syllabus within the specified time as proposed in the course plan. To support this daily class 

report is also recorded by the class representative and signed by the teacher incharge to know the status of 

day to day curriculum assessment.  

 

 

 

 

 



 

 

Parent communication records are possessed by each class teacher incharge where in the contact numbers 

of both the parents are taken. If the student is repeatedly absent for many days without information, The 

message will be passed to the parents and explanation or reason is taken from them. Student 

mentoring/counseling registers are initially recorded individually at the time of orientation and the details 

of parents and their inputs/concerns on their child are also recorded in their presence. The overall progress 

of the student starting from joining is recorded. If the progress of student is not satisfactory, counseling is 

done to improve his/her academic performance. 

 

5. EVIDENCE OF SUCCESS:   

Execution of academic activities is improved if they are in accordance with the planned schedule. Mostly 

the syllabus of the individual subjects are completing within the stipulated time. Daily class report brought 

confidence among the students, so that they have the clear idea of the subject, completed topics and the left 

over topics. PCR calls improves the individual attendance percentage as all the students including those 

staying in hostels attend classes regularly. It also bring the assurance among the parents regarding their 

child, as the progress is regularly known to them. Some of the parents even communicate to the teacher 

incharges regarding counseling of their child. 

 

6. PROBLEMS ENCOUNTERED:   

Required to train the new faculty regarding filling of teacher’s diary. 

 

7. Resources required:  

Individual Records for mentoring/ counseling registers is maintained. Specific time is required to fill all 

the registers. Teacher incharge communicate regularly and convey the actual information professionally.  

 

 

7.2.1 Two best practices of the Institute Web Link:  

   http://bitpharmacy.org/pdf/NAAC/CRITERIA-7/7.2.pdf 

http://bitpharmacy.org/pdf/NAAC/CRITERIA-7/7.2.pdf
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7.2  INSTITUTIONAL BEST PRACTISES, CULTURAL CLUB  INITIATED PROGRAMS (2023-24) 

Arts and Crafts Club (01-Nov-2023) 
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Arts and Crafts Club (08-Nov-2023) 
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Dance Club (04-Nov-2023) 
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Drama Club (19-Oct-2023) 
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Dance Club (18-Nov-2023) 
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Music and Poetry Club (05 and 06-Nov-2023) 
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Sports Club (07-Nov-2023) 
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Sports club (31-Oct-2023) 

  

 

 

 

 

 

 

 

 

 

 

 

 

Yoga Club (30-June-2024) 
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Number of Programs initiated/conducted by cultural clubs (Academic year 2018-19)  

 

 

 

 

 

 

 

Cultural Club activities conducted In the Institute for the academic year 2023-24 

1. Drama club activity (19-Oct-2023) 6. Music Club activity (06-Nov-2023) 

2. Sports club activity (31-Oct-2023) 7. Sports Club activity (07-Nov-2023) 

3. Arts and Crafts Club activity (01-Nov-
2023) 

8. Arts and Crafts Club activity (08-Nov-
2023) 

4. Dance Club activity (04-Nov-2023) 9. Dance Club activity (18-Nov-2023) 

5. Poetry Club activity (05-Nov-2023) 10. Yoga Club activity (30-June-2024) 
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FRI SAT 

Signature 

G 

Remarks 
by 
the 

Dept. 

Admin 
/C. 

24lbley 

To : 

nleley 

Date : From 

WEEK 20 

Sign. of 

Authorised Faculty 

Sign. of the 
Facutty 

03:10 to 04:00 

09:20 
to 

10:10 

10:10 
to 

11:00 

11:10 
to 

12:00 

12:00 
to 

12:50 

01:30 
to 

02:20 

02:20 
to 

03:10 

Hour Day 

Acs 

Acs 

MON 

As 
Ace 

Acs 

TUE WED 

BHARAT INSTITUTIONS 

THU 

Aca 

FRI 

Ac 

SAT 

Signature 

Remarks 
by 

the 

Dept. 

Admin 
/C. 

Signature 

Remarks 
by 

IQAC 

Admin 

Cell 

Member : 

pertormed 

during 

free 

slots 

should 
be 

mentioned 
in 

the 

format 

below) 

e 

olank 

columns. 

Also 

enter 
the 

number 
of 

specific 

work 

perforned 
as 

given 
in 

Appendix-F 
of 

Job 

Responsibilities 

(enclosed). 

This 

work 

has 
to 
be 

certified 

daily 
by 
a 

Senior 

Faculty 

member 

allotted 
by 
the 

Admin 

Incharge. 

11:00 

11:10 
to 

12:00 

12:00 
to 

12:50 

01:30 
to 

02:20 

02:20 
to 

03:10 

11:0011:10 to 

12:0012:00 to 

12:50 

01:30 
to 

02:20 

02:20 
to 

03:10 

the 
Faculty 



"Educatian is the manifestation of pefection aleady in man" 

Name of the Teacher : 

Employee Code 

Designation 

Department 

HAR 

MPARTING VALUE BASED EDUCATION 

TEACHERS DIARY-ACADEMICS 
SEMESTER I & II 

(To be filled daily by the concerned faculty member) 

Swami Vivekananda 

ACADEMIC YEAR 20 25- 20 

TDeCP3.l6L. 



LESSON 

PLAN 

AND 

SYLLABUS 

COMPLETION 

REPORT 

NB : 

Lesson 

plan 

has 
to 
be 

approved 
by 

the 

Dept. 

Academic 

Committee 

(one 
of 

the 

Senior 

Professor) 
of 

the 

departmernt 

before 

entering 
it 
in 

the 

teaching 

dlary. 

A.Y. 2023 

No. of perlods/week4 

Pie 

Section 
H 

Course 

Title 

Sem 

Unit(s) 
to 

be 

covered 

Dept. 3o/o 

Fortnight 
2 -

From 

Topics cOvered 
SYLLABUS COMPLETION REPORT 

Detalls 

in 

the 

table 

below 

can 
be 

entered 

manually 
or 

pasted 

through 

data 

from 

Automation 
or 

Spreadsheet : 

S.No. 

LESSON PLAN 

Unit 

Date 

Class 

Unit No. 

Date 

Toplcs 
to 
be 

covered 

No. 

2alobs 

3olol2s 

TEACHER'S DARY -ACADEMICS 

Liait tetÝfor lod 

2 

slp ut 

ill23 l3lu21 

Linmt teu 

Ac 

16 

lo 

2 

BHARAT I 

No. 
of 

classes 

lagging 

behind 

/ 

Ahead 

Remarks 
by 

the 

Faculty: 
As 

per 

lesson 

plan 
of 

this 

fortnight, 

syllabus 

completed / 

not 

completed 

Reasons 
for 

not 

completing 
the 

Syllabus 

Measures 

proposed 
to 

compensate 

(Specify 

date 

and 

time) 

Signature 

Signature 
of 

the 

Faculty 

Remarks 
by 

Dept. 

Academic 

Incharge : 

Remarks 

by 

IQAC 

Academic 

Cel 

Membor: 

Psamiapsoy 

&fyol 

ho. ot 

perioda 
wek 

Title 

LESSON 

PLAN 

AND 

SYLLABUS 

COMPLETION 

REPORT 

NB: 

Lesson 

plan 

has 
to 
be 

approved 
by 
the 

Dept. 

Academic 

Committee 

(one 
of 

the 

Senior 

Professor) 
of 
the 

department 

before 

entering 
it 
in 
the 

teaching 

diary. 

Year lI Section 

Fortnight 
1 
-

From 

A.Y. 

Aourse 

Sem Dept. &.HAk 

Unit(s) 
to 
be 

covered : 

to 

Details 
in 

the 

table 

below 

can 

be 

entered 

manually 
or 

pasted 

SYLLABUS COMPLETION REPORT 

LESSON PLAN 

Topics covered 

Unit 

Date 

Unit 

Topics 
to 
be 

covered 

No. 

No. 

Date 

S.No. Class 

Akkime auid pallss 

TEACHER's DIARY -ACADEMICS 

L 2ules 22lnz: 

17 

Lrace 

Iul23 2Belladoa 

su2a 

Jraule Alkeleid - Rladosae 

BHARAT INSTITUTIONS 

No. 
of 

classes 

lagging 

behind-/Ahead 

KemarKs 
by 

the 

Faculty 
: 
As 

per 

lesson 

plan 
of 

this 

fortnight, 

Reasons 
for 
not 

completing 
the 

Syllabus 

Measures 

proposed 
to 

compensate 

(Specify 

date 

and 

time) 

Signature of the 

Signature Signature 

Remarks 
by 

Dept. 

Academic 

Incharge 

Remarks 

by 

lQAC 

Academic 

Cell 

Member: 

2O23 

through 

data 

from 

Automation 
or 

Spreadsheet: 

syllabus 

completed / not 

completed 

Faculty 



"Education is the manifestation of perfection already in man" 

Name of the Teacher : 

Employee Code 

Designation 

Department 

HAR 
STI 

SNOT 

MPARTING VALUE BASED EDUCA ATION 

TEACHER'S DIARY-ACADEMIcs 

Swami Vivekananda 

SEMESTER I & II 
(Fo be filled daily by the concerned faculty member) 

ACADEMIC YEAR 20 23 -20Z 

-RtSushma... 

Akiaatpaskns 



22 

TEACHER'S DIARY -ACADEMICS 

TEACHER's 

DIARY 

-ACADEMICS 

Fortnight 4 - From 

of 
Class 

NB: Lesson plan has to be 

A.Y.N3 Sem 

Date 

S.No. 

Detalls in the table below can be entered menually or paeted through data from Automation or Spreadsheer S.No 

of 

Unit 
No. 

Class 

44 

Reasons for not completing the Syllabus 

LESSON PLAN AND SYLLABUS COMPLETION REPORT approved by the Dept, Academic Committee (one of the Senior Prolessor) 

Remarks by Dept. Academic Incharge: 

Dept. 

Measures proposed to compensate (Specify date and time) 

Remarks by IQAC Academic Cell Member: 

Date 

Remarks by the Faculty : As per lesson plan of this fortnight, syllabus corppleted/ not completed 

Unit 
No. 

LESSON PLAN 

arSection 

Topics to be covered 

LESSON PLAN 

Reasons for not completing the Syllabus 

Remarks by Dept. Academlc Incharge : 

Course Title 

Unit(s) to be covered: 

Vm 

Remarks by IQAC Academlc Cell Member: 

Section 

Topics to be covered 

Measures proposed to compensate (Specify date and timne) 

LESSON PLAN AND SYLLABUS COMPLETION REPORT 
NB: Lesson plan has to be approved by the Dept. Academic Commitee (one of the Senior Professor) of the department before entering it in the teaching diary. 

Fortnight 3 - From 

Details in the table below can be entered manually or pasted through data from Automation or Spreadsheet : 

aatance tab ihad 

Acourse Title 

Date 

Unit(s) to be covered : 

Unit 
No. 

of the department before entering it in the teaching diary. 

Date Unit 
No. 

sYLLABUS COMPLETION REPORT 

Topics covered 

No. of periods/week 

No. of classes lagging behind- / Ahead 

Signature of the Faculty 

Signature 

Remarks by the Faculty : As per lesson plan of this fortnight, sylabus completed / not completed elgNo. of classos lagging behindAheadW 

lselatan 

No. of periods/week 

SYLLABUS COMPLETION REPORT 

Topics covered 

Signature of the Faculty 

Signature 

Slgnature 

BHARAT INSTITUTIONS 

BHARAT INSTITUTIONS 



"Educatian is the manifestation of pexfection aleady in man" 

Name of the Teacher : 

Employee Code 

Designation 

Department 

ARA 
TNST 
B 

SNO 

MPARTING VALUE BASED EDUCATIOA 

TEACHER'S DIARY-ADMIN 
SEMESTER I & II 

- Swami Vivekananda 

(To be filled daily by the concerned faculty member) 

ACADEMIc YEAR 2023-20 

kRevk Sickna 



Wam 

MONTH WISE SUMMARY/REVIEW OF THE WORK DONE BY THE FACu 

(This review has to be done by Department Admin /C, Dean Admin, College Placement l/C by ascertaininT 

1. 

S.No. 

a 

ATTENDANCE OF THE CLASS : 

c) 

S.No. 

3 

4 

a) 

2. MENTORSHIP : 

b 

c) 

S.No. 

a) 

b) 

c) 

a) 

S.No. 

Rermarks by Dept. Admin VC. 

As a Class I/C, is the attendance of the student being maintained consistently above 75% 

As a Class I/C, promptly carried out measures to improve the attendance of irregular students 

Responsibility as a Course Faculty 

IV 

a) 

Dept. 

b) 

Rank of the faculty for the course he/she is teaching (A relative ranking of faculty member based on the tot 

attendance in their course for a particular class relative to the other cOurses of the clasS should be given by the Class /C 

Responsibility as a Class-In-charge 

Year / 
Section 

75% and above 

Ensured 75% and above attendance in regular classes for each and every student mentored 
If No, mention the number of students who have secured the attendance 
percentage as per the categories mentioned below 

Ensured 100%% attendance in bridge classes 

75-65% 

Ensured 100% attendance in remedial classes 

Responsibility taken 

ND 

Course Title 

Responsiblty 

Sign. of Dept. Admin W 

Performance evaluation of the responsibilities undertaken (As mentioned in the responsibility shee 

NAAC 

Whether the parents are informed about their wards performance periodically 
Students results have improved as compared to previous test (mock test, mid exam, etc) 

CONTRIBUTION TOWARDS PLACEMENT: 
ACTIVITY 

65-50% 

Any company visited the college for 
placement w with your initiative 

Brief review of 
activities performed 

TEACHER'S DIARY-ADMIN 

BHARAT INSTITUTIONS 

5. CONTRIBUTION TOWARDS INSTITUTIONAL DEVELOPMENT: 

below 50% 

To be filled by the Concerned Class C 
Attendance Rank Sign. of Class /C. 

Any contribution in institutional brand building (specify) 

Mentlon (Yes/ No) 

6. CONTRIBUTION TOWARDS COMMUNITY SERVICE (Specity) 

26 

7. Introduced any Senior faculty to the institute (Yes / No). I1 Yes, specity details 

Mention (Yes/No 

Contribution in development of systems and procedure for the college (specify) : 

Mention (Yes/No 

Whether being performed in 
time and as per procedure 

Signature of Dept. Admin W( 

Sign. of College Placement l/C. 

KEUUhu 

ÜrUAL 

vwiYE 

AUIIVILL 

Signature of Dean Admlf 

Etension (Et OW) 

(Highlights 
of 
the 

Activities 

(other 

than 

teacning 

tneony 

casPthdin 

Authorised Eacuhy 

in 

the 

blank 

columns. 

Also 

enter 
the 

number 
of 

specific 

work 

performed 
as 

given 
in 

Appendix-F 
of 

Job 

Responsibilities 

(enclosed). 

This 

work 
has 
to 
be 

certified 

daily 
by a 

Seniqr 

Faculty 

member 

allotted 
by 
the 

Admin 

Incharge. 

Hour09:20 
to 

10:10 

10:10 
to 

11:0011:10 to 

12:0012:00 
to 

12:5001:30 
to 

02:20 

02:20 
to 

03:10 

03:10 
to 

04:00 

WEEK 

21: 

Date : 

From 

Sign. of the 

Ac 

MON 

TEACHER'S DIARY-ADMIN 

TUE 

A 

WED 

29E|E 

SAT 

Signature 

Remarks 
by 
the 

Dept. 

Admin 
i/G. 

27 

WEEK 

22: 

Date: 

From 

Authorised Eaculty 

Sign. of he 

Hour09:20 to 

10:10 

10:10 
to 

11:00 

11:10 
to 

12:00 

12:00 
to 

12:50 

01:30 
to 

02:2002:20 
to 

03:10 

03:10 
to 

04:00 

MON 

AC) 

AA 

BHARAT INSTITUTIONS 

At 

A 

Signature Signature 

Remarks 
by 
the 

Dept. 

Admin 
l/C. 

Remarks 
by 

IQAC 

Admin 

Cell 

Member 
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