Faculty Development Program “The New Normal Teaching System”

A. G. Teachers College, Ahmedabad’s Internal Quality Assurance Cell (IQAC) organized a
Faculty Development Program “The New Normal Teaching System”. It was 6 days’ program
from 17/07/2020 to 22/07/2020. The college used MOOC platform for the first time.
Blended Learning, Google Classroom, YouTube in Education, E-assessment Tools, Video
capture software, Audio recording and editing, Video editing and MS Team were the topics
covered. This FDP was flexible in nature allowing participants to access the content as per
their own time and convenience. It was a paid FDP. Fees for registration were Rs.300.

Participants submitted assignment, quiz and feedback as directed and after successful
completion they got their e-certificates.

Total 67 participants registered. Qut of them, 65 participants’ actually participated in the
FDP. Out of state participants had also registered and, even though the medium of
instruction was Gujarati, they completed the FDP successfully. Telegram group was created
for providing information to participants.

Different designated participants joined this FDP. There were 06 Principals, 09 Associate
Professors, 21 Assistant Professors, 17 Teachers, 05 Lecturers and remaining were students
of B.Ed., M.Ed., Lab. Assistant, Librarian and Research Scholars. It was found that 26
participants had a Doctorate Degree.

Participants from different disciplines participated this FDP. 22 participants were from
Teacher Education Colleges, 13 from Science Colleges, 6 fram Arts Colleges, 3 from
Commerce Colleges and 7 from other disciplines.

One of the participants was blind but he also participated this FDP actively and
enthusiastically.

Dr. K. H. Yadav, Principal (Offg.) of AGTC organized this FDP very ardently and as a director
of FDP always motivated the staff.

The MOOC platform was created by Dr. G. 5. Patel with the help of Moodle App and he
played a key role in successful conduction of the program.

Dr. K. H. Yadav, Dr. G. S. Patel, Dr. R. C. Patel, Dr. D. A. Bumtaria and Dr. N. U. Dhodi
extended services as Resource Persons & provided detailed content marvellously.

Other resource persans were from other B.Ed. colleges who also gave their expert services
in this FDP. Dr. S. L. Solanki, as an IQAC Co-ordinator, welcomed the participants through his
video recorded speech. Dr. R. M. Patel and Mrs. G. R. Parikh also extended their services to
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Resource Person Topic | Date

Dr. K. H. Yadav Blended Learning 17/07/2020
Principal (Offg.)

A. G. Teachers College

Dr. N. U. Dhodi Google Classroom- Create & 17/07/2020
Aséistart Professor. Jon'ln, Add Study Material, Add
Assignment
A. G. Teachers College
_Dr.PathikBarot Goo_gle_Tcois for Evaluation 18/07/2020 |
Assistant Professor,
Swami VivekanandSarvodaya Bank
Education College, Mehsana
Dr.Sa ndipBoricha ' Google Tools for Evaluation (In | 18/07/2020
Language Subject
Assistant Professor, NBuERE SUbsct)
Smt. M.N.K. DalalEducation College for
Women, Ahmedabad
Dr.KevalAndharia ' OBS software and Video Editing | 19/07/2020
Assistant Professor,
Smt. M.N.K. Dalal Education College for
Women, Ahmedabad
Dr. G. S. Patel R Audacity (Audio recording and | 20/07/2020
editing)

Assistant Professor,

A. G. Teachers College

Dr.R.C. Patel YouTube in Education io/(]?Mh
Assistant Professor,
A. G. Teachers College
Dr. D. A. Bumtaria MS Team _ i 21/07/20é0_
Assistant Prof A9
rofessor,
ssistan SS0 22/07/2020

A. G. Teachers College
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A.G. Teachers College, Ahmedabad,
Internal Quality Assurance Cell organises
Faculty Development Program “ The New Normal Teaching System ”

Date : 17/07/2020 to 22/07/2020
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3 FDP Details
Resource Person

i Registration fees : Rs. 300
¥ ” 1| Dr.G.S, Patel, Assistant Professor, wmmmmawmﬁc: Link :

.,. G. It h ' ;
|| A Veachers Gallege, Ahrctalag https://forms.gle HHRzTM4MmPEZ6Ns66

Payment details:
Dr. D. A, Bumtaria, Assistant Professor, Bank Name : Bank of India
A.G. Teachers College, Ahmedabad Branch Name : Navrangpura, Ahmedabad
Account Name ! A,G. Teachers College
Dr.Pathik Barot, Assistant Professor, Acconnt Niiber ¢ mcafo“@aamwmww
Swami Vivekanand Sarvodaya Bank . .

[FS code : BKIDO002009
Last date of registration : 12/07/2020

Medium of Instruction : Gujarati

g | tducation College, Mehsana
Dr. Keval Andharia, Assistant Professar,

| Smt. M. N. K. Dalal College of Education,
B Ahmedabad

_..m .. \f
" W Dr. Sandip Boricha, Assistant Professor, [ : “
M Smt. M. N. K. Dalal college of \ _ -

| Education, Ahmedabad

Organizing Committee FDP Director
Dr. R. C. Patel, Assistant Professor, Dr. S. L. Solanki, FGAC Co-ordinator WHEM@MH:M%M%
| A.G.Teachers College, Ahmedabad (9924050591) S s Oo:n@
Dr. G. S. Patel (8238038696)
Dr. R.C. Patel (9428964353)  Admin Committec

~D. A. Bumtaria (9408555594) Mrs, G.R. Parikh

mm__m_zn.mw Dhodi  (8849169764) (9426433283)
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A. G. Teachers College (CTE)

Navrangpura, Ahmedabad

Run by Ahmedabad Education Society
NAAC Reaccredited with Grade “A” (CGPA 3.30)

Two Days State Level Webinar on
“New Normal in Teaching of Mathematics & Science”
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Day-1 (09/06/20} Day-2 (10/06/20) l
Session Expert Session Expert |
Dr. Sanjay R. Pandya Mr. Chirag Sachania
(M.Se, MEd, C.CS,PhD) (B.Sc., B.Ed)
(Gujarat Best Educator Award Winner) (Best Teacher Award Winner)
Program Officer, (ICT: Master Trainer)
M. D. Mehta Dist Community Science Centre Jamnagar Municipal School Board,
At-Dhrol, Dist— Jamnagar Jamnagar
REPORT

Current global situation is difficult to say about future of teaching-learning process.
Mathematics and science subject play a vital role in student’s life. Education in future is very
much dependent on technology. So we have to preparc oursclves for the same. Many
applications are available on various online platforms (o be learnt to utilize them.

Main objective of organising this webinar was to make teachers of mathematics and science
academically and technically strong cnough in new normal.

Dr. Sanjay R. Pandya was invited to conduct the session on 9" June, 2020 who is a program
officer at M. D. Mechta District Community Science Centre, Dhrol, Dist-Tamnagar. Ile
explained many activities and practical of mathematics and scicnce subject which we can
perform by materials available at home. Participants learnt many concepls with fun during the
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session. He shared some files with explanation of some activities and practical of
mathematics and science subject. e answered the questions asked by participants in chat
box. He shared his YouTube channel for his uploaded videos and contact details for the
future reference. His session was effective,

Mr. Chirag Sachania conducted the session on 10% June, 2020. He is teacher at School
1n0.32, Municipal School Board, Jamnagar. He explained some useful applications/ websites/
tools which would be useful for teachers in mathematics and science teaching. He shared one
pdf file with the list of applications/ websites/ tools which he covered in his session. His
session was fruitful.

This webinar was organized through Zoom online platform and also live streaming of
webinar on official YouTube channel of A. G. Teachers College also.

Total 91 participants registered for this webinar. Professors, Teachers, Students of different
institutes of various States and one participant from Oman (International participant)
participated this webinar actively.

Dr. K. H. Yadav, Principal (Offg.), A. G. Teachers College welcomed & played crucial role
in successful conduction of webinar.

Dr. D. A. Bumtaria, Webinar Co-ordinator & Assistant Professor, introduced both the
Sessions Experts, proposed a vote of thanks, administered different applications (Whatsapp,
Gmail), took some screen shots of live webinar and described the report of the webinar.

Dr. G. S. Patel uploaded the link of this event and screenshots of live webinar on social
media.

Ahmedabad Education Society IT expert team assisted technological support.
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New Normal Trends in Commerce Education

A. G. Teachers College-CTE, Ahmedabad organised a webinar on “New Normal
Trends in Commerce Education” on 04/10/2020 at 3.00 p.m.

Dr.Nileshkumar B. Gajjar, Assistant Professor, L.N.K. College of Education-CTE,
Patan was the session expert of the webinar. Dr. Gajjar explained about the
technologies in 21* century which helps in blended leaning. He also clarified
different learning methods and approaches. Future trends of commerce
education were elaborated by him very effectively.

263 participants registered themselves in this webinar. Registration was free in
nature. Zoom (Licenced version) platform was used for the webinar.

90 participants joined the webinar from different districts of Gujarat state.
E-certificates were given to participants who submitted the feedback form
online. First time we practiced certify’em app which was connected with
feedback form. It means that when a participant submits the feedback form,
the certificate is auto-generated and sent directly to him/her.

6 participants were Principals of schools and colleges, 25 participants were
teacher educators and 38 participants were teachers.
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A.G.TEACHERS COLLEGE (CTE) SESSION EXPERT
Navrangpura Ahmedabad

Organises Webinar on
New Normal Trends in Commerce Education
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Dr. Nileshkumar B. Gajjar

WAt Qe dil wiudl 21 ABiR o uls- Bas-ufiagt, Qe =0 i DIRECTOR
([Retl W2 21515 RlaEL Ueld s2AMi HEE o1dl, - Dr. K. H. Yaday
Principal (Offg.),

A.G. Teachers College, CTE,
Ahmedabad (9377333302)

_ WEBINAR DETAILS _

= Date: 04/10/2020

= Time: 3:00 pm to 4:00 pm

= Kree Registration

=  Registration is compulsory

= Last Date for Registration: 02/10/2020 Till 4:00 pm
=  Registration Link : https:/forms.gle/PJ Aqic6l sQekQVgA7
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=  E-certificate will be issued after submid gedback fdr dFACHERS coll
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= Webinar Platform : Zoom App.




A.G.TEACHERS COLLEGE (CTE)
Navrangpura Ahmedabad

Organises Webinar on
New Normal Trends in Commerce Education

Date: 04/10/2020 Sunday Time: 3:00 to 4:00 pm

Technologies in
21st century...

Teacher shf
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Dear Dr. Nitesh Gajlar ,
Greetings from A G Teachers College,

A G Teachers College- a premier college in teacher education was established in 1952 by
Ahmedabad Education Sociely, College has been aceredited and reaccredited with the highest
grades by NAAC,

Warld is undergoing tremendous changes and every sector is being painted with new culture.
New normal are being setup and stakeholders have ignited their minds to accepl the changes.
College is organizing webinar o0 the theme “New Normal Trends in Commerce Edueation”
on 4" October, 2020: 3.00pm to 4.00pm. Webinar has been concepiualized 1o inspire teaching
community towards adoption and adaptation of changes suygested in NEP 2020 and online tools
in teaching commerce subjects and play a Jeadin & role in pulting learmers on glabal platform.

We would like to invite you as a resource person and request you to share your thoughts.

We look forward to your consent,

Thanks and Regards
; j’{ﬁw;\.ﬂ |
| e B N N
Dr. Knush] Yadav De B.C.Patel & De. N.AJ.Dhodi
Principal {offg) Webinar coordinator
A. G, Teachers College AL Teachers College

G
1?{?&0{:19&

: ' E e
. TEACHERS COLLEGE,
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University Road, Nas abad-380 009.
University Road, Navrangpura, Ahmedabad-3i _
Tele. : &78»2&4245’% ¢ E-mail ! agwachem’!sﬁ-ﬁ2-@gmaéi.com

| | Website : www.agteacherscollege.ac.in
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Creating Mind Map

A. G. Teachers College, Ahmedabad organized a Webinar on “Creating Mind
Map” dated on 14/10/2020 at 2.00 p.m. It was Two hours’ session in which
topics covered were Introduction to Mind Map, Creating Mind Map through
Word, Excel & Power Point and Creating Mind Map through Web Tools. It was
paid webinar, fees for registration was Rs. 100. Participants submitted
assignment as per given directions & instructions and after successful
submission participants received their E-certificates.

Dr. K. H. Yadav, Principal (Offg.) of AGTC fervently organised this webinar as a
director. Dr. Rita C. Patel, Dr. Dharmendra A. Bumtaria and Dr. Nayana U.
Dhodi presented their expertise knowledge in the webinar.

Total 150 participants were registered themselves. Out of them 124
participants joined the webinar live. Participants were from different districts
of Gujarat. Zoom (Licenced version) platform was used for the webinar.

56 participants submitted feedback forms and 74 participants were submitted
their assignments. 13 participants faculties were from different colleges, 12
participants were school teachers, 2 participants from other designation and
other remaining were B.Ed. trainees.

Participants from Arts stream were 5, Commerce stream was 1, Participants of
Science streams were 6, other stream were 5 and remaining participants were
from education stream.

’—Eesource Person - Topic

Dr.R.C. Patel Introduction to Mind Map
Assistant Professor,

A. G. Teachers College

' Dr.D. A. Bumtaria Creating Mind Map through Web |

7 Tools
Assistant Professor,
A. G. Teachers College
Dr. N. U. Dhodi : Creating Mind Map _through Word,

: Excel & Power Point
Assistant Professor,

A. G. Teachers College

s

1/C Principai

AHMEDARBAD

A. G. TEACHERS COLLEGE, CTE,



W @, A Adsy, MHzIAlE gL “Creating Mind Map” [A4x wz didlv 14/10/2020 -1
sy o2 2.00 s4lk 1l ofldlz, iPiloy Ml A gd, 2L doildiz 2 sellsdl gdl o
Introduction to Mind Map, Creating Mind Map through Word, Excel & Power
Point and Creating Mind Map through Web Tools aral Ewil 3 wiseil Sais] vy
gl 1 Aoflzdl 2032a g 31 100 dl. duE oL Az weuollbie SFIIAY HHA
SRR 2, §leols Uiz 53t wd, G4t UHE AU O-ulalF2 HAid s3] 2UgALL Gl

Sl 550 died, UFua(Offg.), 9L, 2. Zlud 2850 3 syl 24 Jol-izl Director & AHBL ot 6y
Geals 2 Ul dAd il stlsnd wiliord 5] ¢d, & 920 20l B, 4L Mg S oHAZAL q oL
AL % L8 S el st el sl ool 20 48 dsvell sz WEHR Al 3t 9, A2z
siclai

150 slacuaflativn 20 Aol 225391, 52194 sd. raisll 124 wouslail »u Asllizai oflg
Al ool syl oyl ofei wediall Higl oAlsHL Gl U (AR dor) 22 Aofleiad
syt 5241 v:wg tid

56 Uldniollalial §lasis G e s uq v 74 uReHA2ABL AHAAL ediiee 2l HW
WileMl sl 5299 odl, 13 ulieusilsl Sideyl AL wdl, 12 Uzl won Gag, 2
ulaeusilal v Gle] “a1adl ¢l dal sl dum wheuslsi ofl By AL dtelael=i g,

vl [Eenauvitdl 5 ulasyoflsl, Su 1 ulacell, 2--4t 6 uReuoll2il, vien Faugliviedl 5
ulAsRllzll 244 ottdll dan uewollsil Biae Baieid el

Resource Person Topic

Dr. R. C. Patel Introduction to Mind Map
Assistant Professor,
A. G. Teachers College

Dr. D. A. Bumtaria L ?rea_tihg Mind Map through We?
Assistant Professor, Tools

A. G. Teachers College

Dr. N. U. Dhodi Creating Mind Map through Word,
Assistant Professor, Excel & Power Point

A. G. Teachers College

S o
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Navrangpura, Ahmedabud-ssooog
Managed by The Ahmedabad Education Society

NAAC Reaccredited with Grade “A” (CGPA 3.30)

Organizes a Webinar on

Creating Mind Map
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% Sessions

e , Creating Mind Map through Word. Creating Mind Map through
Dosusbonito Mind Map /, Excel & PowerPoint (\\ Web Tools
Dr.

Dr. Rita C. Patel \\\ Dr. Nayana U. Dhodi Dharmendra A. Bumtarij/

:: Webinar Details ::

Medium of Instruction will be Gujarati and Alf sessions will be interactive with demonstration
Date: 14/10/2020 (2:00 PM to 4:00 PM)

Please click on the following link for Registration: htrps:/fforms.gle/Duizsm3x | 3FaEVWL 46 i

Registration Fee: Rs. 100/-
Bank Name: Bank of india

Account Name; A.G Teachers Collzge
{Screenshot to be uploaded on Google Form) Account Number: 200910100639598

: i IFS Code: BKIDG0O2009
Last Date of Registration: 12/10/2020 Braich Mame: Naveangpura, Ahmedabad

Fees to be paid on following Bank Account:

Webinar Platform: Zoom App. (Licensed Version)

and assignment is mandatory for E-

> 1

E-certificates will be issued. Attendance and submission of fe
certificate. f

E-mail ID: agtc.webinar@agteacherscoilegeac.in  (REF

Webinar Director:

Dr. Kaushal H. Yaday - 1/C Princi
Principal (Offg.), Asst. Professor, A. G. Teachers College, Af'meda %“! £33 CDLLEGE U
A. G. Teachers College, Ahmedabad Dr. Dharmendra A, Bumtan FDAHAD
Mo. 9377333302 Asst. Professor, A. G. Teachers College, Ahmedabad (Mo, 9408

Dr. Nayana U. Dhodi.
Asst. Professor, A. G. Teachers College, Ahmedabad (Mo. 88421697¢64)




M Inbox-ritere X | M SentMsil-c X | @ (9) WhatsApp X | B BEdSem X | € (17) YouTube X | @ Channelcor X | O Playfistdets X EH GOHan 4 X + prEaRa X
« 2> C & youtube.com/watch?v=6j6hazjFuweiist=PLmNc2AIMokNesgtVeuhUg20g3 HarHIp-afindex=13 @ a r % * = 0O % g

B Cmsil: Email from G.., Yahoo! Indiz €3 Welcome ta Facebo.. &1 SignintoYahoo! In.. £ () Whatsfpp B Transiate & Coogle Translate @ Free SMS, Send Fre.. » Cther bookmarks

= B Youlube " Search &) & = (P @

&

innovative Mathods %
Dr Rtz Patel . 12 14

Y B 1
— A :

s S
5,m Dr Ra Panel
[Ty .
~ L= # Serinduction Workshop

n—— Accountancy-Com. Part-2 by_..

D= Pite Patel

Set induction Workshop Part -1
Accountancy -commerce...
" [r RraPate

HAND MADE

Commerce TLM Exhibition
| Semester-Zon G1-04-2023 by...

O RiePace

MIND MAP

=)
o

Dr.Rita Patel
A.G.Teachers College

Collaborative Strategy in P5-4
Advance Pedagegy for B.Ed...
e, Rtz Patel

‘Hand made Mind Map | DIY
Mind map step by step | How,..
O Riia Pae

- s

M Flashcard Making werkshop
for BAOU batch 2022-24 on 0. I

B Dr RitaPais

Hand made Mind Map | DIY Mind map step by step | How to create Mind map for any subject ?

; Dr. Rita Patel - ol : .
@ 144 subaeriners il 12 gl ~> Share 4 Bownload 8{ chip o

76 views 2 yearsage E-contem

From Dr. Rita Patel  Warched

Meri Lagi Guru Sang Preetl |
Remermbering the Mahapurus...

sz bz

_ . 6 O e : ol ¥ : By 1249
H R Type hepek . $ B y | ' ABUD G ® g s B

1/C Princi
A G. TEACHERS COLLEGE, CTk,
AHMEDABAD



A. G.Teachers College

Navrangpura, Ahmedabad

IQAC organizes Value Added Course on

“Digital Competencies for Prospective Teacher”

Course Duration: 3 Weeks

About the course:

Post pandemic era has made education technology enabled. Prospective
teachers have to upskill their digital competencies for becoming effective
teacher in new normal. This course Mmotivates prospective teacher to enhance
their digital competencies. This course will be launched through Moodle,

Course Objectives:

- To enable teacher trainees to develop digital competency.
+ To provide hands on experience for various digital tools.
» To enable teacher trainees to create e-content.

- To enable teacher trainees to understand various ICT tools for teaching-
learning process

Content covered:

- Working with Moodle - Blended Learning
- Google Tools -Video Recording & Editing Tools
- Audjo Recording & Editing Tools - Creating a YouTube Channel

- Microsoft Teams - Creating a Mind Map

=

Course Planner

‘ByiG. S. Patel Dr. R. C. Patel Wy
2% D.A. Bumtaria Dr.N. U. Dbg.qbgégnf*ig?fs& e
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Digital Competencies for Prospective

Teachers

Course Syllabus

Module-1 | Working with Moodle

Module-2 | Blended Learning

Module-3 | Google Classroom (Create, Join, Study Material)
Module-4 | Google Classroom (Assignments)

Module-5 | Google Drive

Module-6 | Google Forms (Introduction, Settings)

Module-7 | Google Quiz Part-1

Module-8 | Google Quiz Part-2

Module-9 | Video Recording Tools (Introduction, Settings, Sample)
Module-10 | Video Editing Tools (Introduction, Settings, Sample)
Modile<11 ;ﬁ.;:slzecordmg & Editing Tools (Introduction, Settings,
Module-12 | Creating a YouTube channel

Module-13 | MS Teams (Introduction, Groups, Add members)
Module-14 | MS Teams (How to work in MS Teams, Assignments, Quiz)
Module-15 | Creating a Mind Map (Introduction)

Module-16 | Offline tools for creating mind map

Module-17 | Web tools for creating mind map
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A.G. Teachers College, Ahmedabad

) ? ) N~ /
Date of Preparation: 93 . » -4 3 Date of Approval: |9 -, 53 Date of Imﬁmni%ﬁon: | 5‘1{5
SOP for Students Union
Principal- Chairperson of SU
(Program/activity circular received)
SU incharge
classify the received circular and allot L
to relevant portfolio incharge
College activity Govt. directed Uni. directed
portfolio incharge will portfolio incharge will
coardinate the activity coordinate the activity
SU incharge and portfolio (announcement/entry/gui (announcement/entry/gui
incharge togather will dance/execution/photo, dance/execution/photo,
coordinate the event video,report/winner video,report/winner
Report to be submitted in declaration in assembly) declaration in assembly)
colege office Report to be submitted in Report to be submitted in
colege office colege office

e Every help will be extended by SU in-charge to portfolio in-charge when
needed.

e Other SU members will actively participate with the portfolio SU
members in all activities.

* Annual report will be submitted to principal be SU in-charge after
compilation of all reports at the end of the year.
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SOP for Accounts (Tally Software)

Cash

* Cash Received (Fee, TC Fee, misc.) manually and same day entry.
e Pre-approval of Principal for any Cash Payment.

e Cash is paid only after Bill/College Voucher is provided.

® Necessary entries in Tally and sign by Principal.

* Grant, Various Remunerations, Salary Deduction (IT & PT) are received by cheque or NEFT.
¢ Pre-approval of Principal for any Bank Payment.
¢ Bank Payment Cheque is signed by Principal & Management.

e Concerned party is informed & cheque is given/collected by the party or sent to Bank for
NEFT.

e Necessary entries in Tally and sign by Principal.

e Every Month Salary JV.
e Management sends different entries and they are entered in JV.

o s
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SOP for Paybill

Every Month payhbill is prepared according to Government format.

Paybill is submitted at Commissioner of Higher Education between 1 to 15 of every month.

|

Salary is credited in employee’s account within first week of the Month.

.

Necessary entries are done in Tally Software

-

Professional Tax & Income Tax cheques are signed by Principal & Management

|

Income Tax Challan is generated and paid (Bank of India). Professional Tax Challan also paid at

Bank. (State Bank of India)

|

After one week, college copy is received.

Professional Tax Income Tax
One Copy of Professional Tax Challan is sent to TDS information (Form 24Q & 27A)
Professional Tax Office at Lal Darwaja ' is sent to income tax dept. quarterly

(o o 5
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SOP for Fee Collection

Fee Collection Notice

i—> Three Days for Payment
Cash Payment of Fees

l — Student will write Sr. No. of Rs. 500
denomination and sign,

Fee Receipt to be given to student on the same day.

!

Collected Cash to be deposited to College Bank A/c on the same day.

-

Tuition Fee of boys is deposited at State Bank of India, Bhadra Branch

University Sports Fee 8 University Cultural Fee is deposited at IITE,

Gandhinagr through NEFT.

Cef /et
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SOP for Grant

Grant Release Order received by A.G. Teachers College from Government of Gujarat.

NEFT to A.G. Teachers College Bank A/c from Government of Gujarat

l — Principal is Informed about the Grant

Grant Utilization as per Guideline Circular

.

Inform to Grant Utilization Committee

|

Grant will be Utilized in Co-ordination with Department Co-ordinator

.

Utilization Certificate to be prepared by A.G. Teachers College.

v

Submit Utilization Certificate to the Sender of Grant

® Activity Grant (UDISHA, Saptdhara, AKAM, Panchprakalp, ECO Club, Innovation Club etc.)
e DEDF Grant

(=
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SOP for Financial Support to Staff

This scheme will commence from Academic Year 2023-24.

This fund cost will be borne by Ahmedabad Education Saociety.

Teaching & admin staff will be offered a sum of Rs. 1000 to Rs. 1200 as seed money per annum.

Seed money will be used only as registration fees for attending
seminar/webinar/conference/workshop/HRDC Courses/ SWAYAM Courses etc.

,

No T.A., Publication Charge etc. will be included in seed money.

!

Seed money will not be carry forwarded for next year and can’t be transferred to other colleague.

|

Seed money will be as reimbursement on producing original receipt of registration fees paid by the

staff.
p T . Prepared by: Reviewed by: Apkﬂ\ved v
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SOP for Audit

Statutory Audit

e Quarterly Audit is carried out.

* Auditor checks Cash Payment, Bank Payment, JV, Contra, Bank Receipt, Cash Receipt, Cash
Book, Bank Book, JV Book, Manually Fee Receipt Book, Misc. Income Book etc.

e Bank Passbook, Outward Register, Deadstock, Fee Register etc. are also checked.

* Incase of any Query, the Auditor suggests necessary action.

e After completion of Financial Year, Balancesheet is finalized.

Internal Auditor

e Half Yearly Audit is carried out.

* Auditor checks Cash Payment, Bank Payment, JV, Contra, Bank Receipt, Cash Receipt, Cash
Book, Bank Book, JV Book, Manually Fee Receipt Book, Misc. Income Book etc.

e Bank Passbook, Outward Register, Deadstock, Fee Register etc. are also checked.

* In case of any Query, the Auditor suggests necessary action.

* After finalization, the Auditor provides a consolidated Report of the year.

ﬁ/ V{ j ) \}ﬁ;/
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SOP for Other Certificates (Bonafide, NCTE, Transcript etc.)

Application from Student

!

Verification of Documents with College Record

l

Certificate issued by A.G. Teachers College

* Relevant Documents asked by College to be provided.
e Transcript to be issued the next day.

e Transcript Fee Rs. 300/- (5 Copies given to student and 1 Copy kept in College Record)
e Other Certificates to be issued on same day.

ﬁ M Ap;\)ﬂw%
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SOP for Migration (For Other University Student)

Application for Migration Process and Form-1 to be submitted to A.G. Teachers College.

|

TC Fee Rs. 20/- Collected from Student
!

Verification of Student from College Record

l
TC Issued

!

TC No. to be written on Admission Form of Student

i
Form-1 Duly Signed by A.G. Teachers College Principal and TC is issued to student

!

Student will submit TC and Form-1 to respective University Online.

e For Issuance of TC, Documents asked by College to be provided.
e Contact details of student to be noted on the backside of the Application Form for communication.
e TC will be issued the next day after submission of Application.
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SOP for TC Allotment

Incoming Student Outgoing Student
College will give TC Application Student will bring TC Application from the College
To Admitted Student where he/she has taken Admission
!

l TC Fee Rs. 20/- Collected from Student
Student will submit TC Application Il
To Last Attended College Verification of Student from College Record

{ |
Last attended college will provide TC Issued
TC to the student !

il TC No. to be written on Admission Form of Student

TC will be submitted to
A.G. Teachers College Office

l

Resolution of Grievances, if any

|

Maintenance of College Records

|

e For Issuance of TC, Documents asked by College to be provided.
e Contact details of student to be noted on the backside of the Application Form for communication.
e TC will be issued the next day after submission of Application.
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SOP for Scholarship

Giving information to student about scholarship after Government of Gujarat circular

l — College will issue required certificates
(eg. Bonafide, Hostel)

Students fill and submit online Scholarship Forms on Digital Gujarat Portal and National Scholarship Portal
through their ID.

-

Hardcopy of Scholarship Application form & documents to be submitted in the Office.

|

Verification at College Level (Online Form + Offline Form)

|

Send to Higher Authority for verification in Government (Online) & Submission of Hardcopy of form to
Directorate

v

In case of any query, Form is returned to College ID

'

Query is sent to student’s ID

|

The College informs students personally also.

!

The Form is resubmitted once the query is resolved.

e Digital Gujarat Portal ID : 5897
e National Scholarship Portal ID : GJ-C01812

/7 e
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SOP for Admission

Admission from Affiliating University

.

Letter of Admission

'

Brochure for College Information

|

College Admission Form to be Filled by Student

|

Document Verification

v

Form & Document Submission

.

Student will fill Google Form to capture student data

;

Add students in College WhatsApp Group

-

Allotment of Roll No.

M( il
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SOP for Attendance Report

Orientation about attendance and information of University regulation

}

Attendance will be taken by In-charge in assembly + Method wise attendance to be taken by
Method Master

Prior leave note will be filled for leave

Late coming students Register (o be maintained

Compile data on the basis of Assembly + Method attendance

!

Prepare Excel file and enter data of attendance regularly

|

Calculation of Attendance

—>  Monthly report to be generated and displayed

. !

Ordinance Criteria Fulfilled Ordinance Criteria not Fulfilled
Term Granted Medical Certificate and other document with

application collection to be submitted

}

Document verification by Principal and
Attendance In-charge

|

Needed Actions to be taken as per University norms
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SOP for Time Table Preparation (For Theory Papers)

Get Academic Calendar

;

Get Credit Allotment of Different Subject from Years Work Prof. In charge

-

Prepare Time Table as Per Academic Calendar and Credit Allotment

|

Send to the Principal for Approval

:

Display on notice board and circulate it to the students.

|

One Copy on Office Record

- 2 ek
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SOP for Time Table Preparation (For Practical Work)

Academic Calendar

|

Get the details of Practical work and Professor Name for that task from the Practice Teaching
In charge Professor

Prepare Time Table consult with practice teaching in charge professor

|

Send to the Principal for Approval

v

Display on notice board and circulate it to the students.

'

One Copy on Office Record

r 77
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SOP for Practice Teaching & Practical work

Academic Calendar of College
|— If needed modification in

Scheduled dates to be done

Get Student’s list

l

Prepare groups as per practical work & practice teaching

(method wise/ school wise for relevant tasks)

v

Send to the Principal for approval

l

Display on notice board and WhatsApp group of the students

!

Send one copy to the professors and to the office for record
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SOP for Prayer Assembly

Beginning of Academic Calendar
Get Time Table
Prayer Assembly Orientation

Schedule Professors’ Model Talk

|

Allocation of Prayer Assembly Portfolio to 2 to 4 interested students

|

Preparation of Prayer Assembly Schedule as per
Time Table

|

Prayer Assembly Schedule send to In charge Professor for Approval

Circulate Assembly Schedule to Students’ group through WhatsApp

Submission of Student’s Talk to In charge Professor for Approval prior
to execution

Execution of prayer assembly as per Schedule

v

Absent students will be deliver talk in assembly twice in next week

v

Constantly absent students send to meet Principal for further Action

= TeachorRévieheddyC TE Appr
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SOP for Centre for Pedagogical Innovation

Coordinator (Faculty &coordinator identifies the thrust area of the proposed
Program/Workshop/Event

|

Coordinator informs about the proposed program and seeks expert guidance, etc from the CPI
Director.

|

Faculty, Coordinator, and Director finalize the program.

.

Preparation of brochure

;

Broad circulation of brochure through different platforms

'

Registration/Enrollment of stakeholders.

}

Program/ Workshop/ Event.

!

Submission of a Program/ Workshop/Event report to the coordinator by the respective faculty

|

Maintenance of office records.

-

Prepare Annual Report
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SOP for Exam and Internal Marks

Getting of Academic Calendar from University

'

Academic Calendar of College

.

Practicals & Practice Teaching CCE

| } '

Deciding Date, Time Table etc.
with the Principal

Theory Exam

Discussion & deciding dates of
practical works with programme-

CCE is conducted as per
guidelines of University

il in-charge by faculty members in
Intimation to respective professors l all subjects
to draw out question papers. Implementation
l !
Seating Arrangement Input of internal marks in college
l record
Implementation of Exam Schedule i
Il Verification & Computation of

Assessment by Subject faculty Marks
l )
Declaration of Results Display of Internal Marks on
! Notice Board
Resolution of Grievances, if any 1l
1 Resolution of Grievances, if any
Maintenance of College Records I
Submission of Internal Marks at
University
!

Filing of records at college office
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SOP for CWDC/Sexual Harrasment/ICC

Constitution of the Committee is as per UGC norms.

,

Committee will look after any complain forwarded by aggrieved, existing student only.

,

The type of complaint can be of any type where at least one of the accused should be a student,

faculty or staff of the institute. Also, the complain could be related to the facilities provided at the
institute. l

Student has to file the complaint in written/online mode.

|

Cell will reflect on the complaint and initiate inquiry, if needed.

s

Based on the complaint if required, other institutional committees such as Grievance Redressal
Committee may be involved.

|

Based on the findings, complain will be resolved and necessary action may be taken, if needed.

|

Aggrieved student will be informed about action taken and aggrieved will provide the feedback
regarding his/her satistaction.

The time to be taken for resolution of the complaint will be dependent on the type and
seriousness of the complaint. However, each complain will be taken into consideration
within one working day. If need arise, in case of very serious complaint, the actions may be
initiated immediately to curtail the forthcoming consequences.

¢ Committee Members:

Presiding Officer Member Member Member

Dr. K. H. Yadav Dr. R. C. Patel Dr. N. U. Dhodi Mrs. G. R. Parikh
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SOP for Grievance Redressal Committee

Constitution of the Committee is as per UGC norms.

!

Committee will look after any complaint forwarded by aggrieved, existing student, faculty or staff
only.

-

The type of complaint can be of any type where at least one of the accused should be a student,

faculty or staff of the institute. Also, the grievance could be related to the facilities provided at the
institute. i

Student has to file the grievance in written/online mode.

-

Grievance cell will reflect on the complaint and initiate inquiry, if needed.

|

Based on the complaint if required, other institutional committees such as CWDC, Anti-ragging etc.
may be involved.

-

Based on the findings, complaint will be resolved and necessary action may be taken, if needed.

|

Aggrieved student will be informed about action taken and will provide the feedback regarding

his/her satisfaction.

The time to be taken for resolution of the complaint will be dependent on the type and
seriousness of it. However, each complaint will be taken into consideration within one
working day. If need arises, in case of very serious complaint, the actions may be initiated
immediately to curtail the forthcoming consequences.

e Committee Members:

Chairperson Nodal Officer Member Student Fiepréisgr;{aa\;e—l
Dr. K. H. Yadav Dr. S. L. Solanki Dr. R. M. Patel G.S. J
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