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Introduction of Academic Services (AS) 
 

The University consists of the following Departments: CSE, ECE, MAE, IT, ASH & Architecture 
& Panning. All Departments are headed by the Head of the Department (HoD) who directly 
reports to the Competent Authority of the University. Details of Departments along with 
associated laboratories are as detailed below. 
 

S. 
No. 

Department Courses offered Laboratories 

1 Computer Science & 
Engineering (CSE) 

• B.Tech 
• M.Tech 

(Mobile & 
Pervasive 
Computing) 

• Ph.D 

1. Database and Mobile Database 
Systems 

2. Software and Advanced Software 
Engg. 

3. Advanced Computer Networking 
4. Programming Labs on Various 

Platforms 
5. Embedded System and Design 
6. Computer Graphics and Multimedia 
7. Network Security and Management 
8. Mobile Architecture Programming 
9. Design and Innovation Lab 

 
2 Electronics & 

Communication 
Engineering (ECE) 

• B.Tech 
• M.Tech (VLSI 

Design) 
• Ph.D 

1. DSP Lab 
2. Communication Lab 
3. Analog Electronics Lab 
4. Microwave Lab 
5. Tele Communication Networks Lab 
6. Micro processor Lab 
7. Digital Circuit & Systems Lab 
8. Electrical Science Lab/ Control 

Engineering Lab 
9. Circuit & Systems Lab 
10. Mobile Communication Lab. 
11. VLSI Design Lab 
12. Optical Communication Lab. 

 
3 Mechanical & 

Automation 
Engineering (MAE) 

• B.Tech 
• M.Tech 

(Robotics & 
Automation) 

• Ph.D 

1. KOM/DOM Lab 
2. Machine Shop Lab 
3. PRO-E 
4. Robotics Lab 
5. Metrology Lab 
6. Metal cutting & Tool Design Lab 
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4 Information 
Technology 

• B.Tech 
• M.Tech 

(Information 
Security 
Management) 

• MCA 
• Ph.D 

 

1. Computer Center 
2. Software Design Lab 
3. Information Security Lab 
4. Distributed Computing Lab 
5. Cyber Forensics and IoT Lab 

 

5 Applied Sciences & 
Humanities 

Common for all 
first year students 
of B.Tech 

1. Applied Physics Lab-I 
2. Applied Physics Lab-II (Optics Lab) 
3. Applied Chemistry Lab 
4. Environmental Studies Lab 
5. Environmental Analysis and 

Research Lab 
6. Nanomaterials and Thin Films Lab 
7. Digital Image and Speech 

Processing Lab 
 

6 Architecture & 
Planning 

• B.Arch 1. CAD lab 
2. Survey lab 
3. Carpentry and Metal cutting 

workshop 
4. Material Museum 
5. Climatology Lab 
6. Illumination Lab 

 
 
 

2.0 Roles and responsibilities 
 
2.1       HEAD OF THE DEPARTMENT (HOD)  

 
1) Academic Administration and management of the Department and to provide vision and 

direction to the activities of the department. 
2) To ensure that the classes are regularly held in respective Departments as per University 

defined course curriculum and the Academic Calendar. 
3) To ensure that practical classes are also held regularly as per course curriculum prescribed 

by the University and attendance register, lab manuals and lab equipment is properly 
maintained by the respective faculty members and lab Incharges of the departments. 

4) To ensure that mid-term practical examination is also held in addition to minor-I & minor-II 
(theory examination). 
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5) To ensure that Departmental Labs are equipped with state-of the art apparatus, 
equipments, hardware and software as per course curriculum 

6) To ensure that the lab equipment is maintained through AMC or through regular repairs 
from authorized service centers. 

7) To ensure that students do not indulge in any kind of indiscipline or mass bunk which may 
disrupt academic activities. The HODs may take corrective action or punitive action for any 
such indiscipline in consultation with Dean (Academic Affairs)/Proctor, IGDTUW. 

8) To maintain record of duly signed biometric attendance of the teaching and non-teaching 
staff in respective departments 

9) To constantly engage in ensuring quality delivery of course contents, research and project 
guidance in their respective Department. 

10) To convene and conduct meetings of Board of Studies at regular intervals and forward the 
minutes / agenda items for reporting/ratification/approval of the Academic Council/Finance 
Committee/BOM as per requirement. 

11) To ensure that all the faculty members maintain proper attendance records and evaluate 
minor answer sheets in a timely manner. 

12) To ensure regular organization of seminars, workshops, and short-term courses in emerging 
technology areas with industry participation / collaboration for widening the perspective of 
students and faculty members of IGDTUW. 

13) To encourage students to participate in various in extracurricular activities under the clubs 
and societies of IGDTUW without disturbing the Academic Calendar. 

14) To ensure availability of faculty members during office hours (as prescribed by UGC)for 
carrying out teaching-learning, project guidance, student interaction and research activities 
within the Department. 

15) To mobilize funds and establish specialized labs by getting research grants from various 
Government, External agencies, Industry through research proposals and consultancy. 

16) To encourage usage of Audio Visual Aids among faculty members for effective delivery of 
lectures. 

17) To engage at least 12hours of direct teaching per week with minimum two theory subjects 
along with various Administrative duties. 

18) To ensure that all the faculty members abide by the leaves rules and avail vacations as per 
University rules after obtaining necessary approval of Competent Authority. 

19) To collect and compile information related to research, innovation, academic development, 
administrative reforms, events etc. in respect of the Department for the University Annual 
Report 

20) To send detailed information for website updation and newsletter regarding any 
achievement or event related to department. 

21) To contribute toward corporate life of the University in capacity of  Chairperson and member 
of various committees. 
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22) To conduct scrutiny of application of candidates for regular and visiting faculty recruitment 
along with Personnel Dept.. 

23) Hold Departmental faculty and staff meeting and prepare minutes of meeting as per format 
F-AD-14, on need basis. 

24) To facilitate inspection by statutory bodies and funding agencies. 
25) To verify the ACR/FADS/API forms of non teaching & teaching members as applicable. 
26) Any other work assigned by the Competent Authority of IGDTUW. 

 
2.2       FACULTY MENTOR 
 

1) The Faculty Mentor is responsible for planning, execution and monitoring of the class 
assigned to him/her. 

2) The Faculty Mentor is responsible for:-  
• Smooth execution of his/her class 
• Adherence to the Departmental time-table prepared 
• Coordinate with other Departments for various activities, as and when required 
• Reporting to HoD for class related issues as and when required 
• Counselling of students at the start of commencement of the new session and then 

as and when required. 
• Periodic student assessment of the class assigned to him/her. 

 
 

2.3 TEACHING FACULTY 

1) To ensure that lectures to be delivered in the class are well prepared and must be 
interesting/innovative, thought provoking and to the satisfaction of the students. The 
title of the topic to be taught, and relevant course material and references should be 
informed to the students. 

2) To meticulously maintain the Attendance Register of the classes taken by them. 
3) To prepare assignments for each course to be given to the students in each semester. 

Assignments given to the students must be thought provoking / imaginative and 
creativity enhancing. 

4) To perform various other Administrative duties along with prescribed work load as per 
UGC guidelines.  

5) Every faculty should be involved in the research work and publish the work in the 
Journals/Conference of repute. 

6) To encourage students to carry out projects in the latest emerging areas. 
7) To be present throughout the lab class to guide the students during their practical class 

without fail. 



 
INDIRA GANDHI DELHI TECHNICAL UNIVERSITY FOR WOMEN 
Delhi 
 
QUALITY PROCEDURE MANUAL 
Section No. : AD 
Section Title: Academic Department 

Doc No. : QPM-01 
Issue No. : 
01 

Issue Date : 
29-Jun-2018 

Rev. No. :  
00 

Rev. Date : 
Nil 

Page 5 of 15 
 

8) To follow the academic code of conduct and research ethics issued by UGC and the 
University from time to time. 

9) To be responsible for the preparation of the good quality question papers of mid-term 
and end-term examinations. 

10) To evaluate and show the answer sheets of the mid-term exams within 10 days of the 
completion of the exam and submit the copy of the marks to the HOD. 

11) To submit the timely proposals for the purchase of equipments/hardware /software as 
required in the labs and follow them up on regular basis. 

12) To ensure that the lab manuals for the allocated course shall be prepared before the 
commencement of the semester and revised from time to time. 

13) All lab in-charge should monitor their labs and ensure upkeep and maintenance of the 
labs through Technical Assistant/ Lab Assistant/ Lab Attendant etc. 

14) Faculty In-charge Lab should ensure that the consumable and non-consumable registers 
are maintained for the respective labs. 

15) To participate and organize and conduct Conferences/Seminars/Workshops FDPs/ short 
term Educational Tour/ Industrial Visit for students and staff. 

16) Take initiative in obtaining funds for the development of the Labs through various 
agencies such as UGC/DST/CSIR/Diety and other sponsoring agencies. 

17) Maintain active membership of professional bodies and strive to update knowledge 
constantly by attending refresher courses, FDPs and workshops as per University rules. 

18) Encourages students to participate in extension, co-curricular and extra-curricular 
activities. 

19) To ensure their availability in the office as per the working hours of the University. 
20) To display the attendance of the students before minor exams and consolidated 

attendance at the end of the semester. 
21) To conduct mid-term practical exam as scheduled by HOD. 
22) To follow leave rules of the University and apply for leave prior to proceeding on leave 

in prescribed form well in advance and avail leave after approval of Competent 
Authority. 

23) To attend refresher course/workshop/seminar and conferences/orientation program 
either during summer/winter vacation and avoid during the session when the teaching 
is on. 

24) To be retained on duty during summer/winter vacation by HOD/Deans/Admission 
Officers as and when needed. 

25) To facilitate and guide students to participate for various competition/research paper 
presentation/conferences etc. 

26) To prepare draft syllabus for vetting  through statutory bodies. 
27) To recommend books/journals & resources for University Library. 
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28) To perform extra-curricular duties assigned by the HOD, Deans, Admission Officers or 
University administration. 

 
2.4 TRAINING AND PLACEMENT COORDINATOR (TPC) 

a) Liaison with Training & Placement Officer (TPO) regarding marketing, inviting and convincing 
industries to accept students for their internship / training and or placement after successful 
completion of their courses. 

b) To conduct training programs and prepare students for facing campus interviews. 
c) To help central TPO in signing of MoUs with various relevant industries. 
d) To gather feedback from central TPO and propose necessary actions.  

 
2.5 LAB TECHNICAL ASSISTANT 
 

1) To ensure that lab equipments are in working conditions and computer systems are 
loaded with latest version of software and quarantined with antivirus software on regular 
basis. 

2) To coordinate with sanitation staff for proper cleaning of labs, classrooms, furniture and 
equipments installed and placed in respective labs. 

3) To coordinate with security staff for ensuring proper safety of equipment and classrooms 
under their charge. 

4) To install LCD projectors and computers in lecture halls and labs being used by faculty 
members as and when needed 

5) To upgrade their knowledge and skills by attending skill development programmes during 
winter/summer break to keep abreast with latest technology and software. 

6) To  assist  and  facilitate  the  teaching  faculty  and  students  in  smooth  conduction  of  
Lab Experiment during the lab hours and maintain attendance records, lab manuals and 
stock registers. 

7) To prepare proposals for repair and upgradation of Lab Equipment through authorized 
agencies. 

8) To assists students and faculty members in various contests, major projects and placement 
activities as and when needed. 

9) To contribute as member of committees such as condemnation, purchase, repair, stock 
verification, AMC renewal, etc as and when needed. 

10) Any other duties assigned by Lab Incharges, HOD, Deans, Admission officers or Registrar, 
IGDTUW. 
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2.6 MULTI-TASKING STAFF (MTS) 
 

a) Provide assistance in day-to-day activities of the department. 
b) Maintenance of diary and dispatch. 

 
 
3.0 Procedure: 
 
3.1 PLANNING 
 

a) Department Academic Calendar for the year is made based on the calendar received 
from Dean (AA) as per format F-AD-01 

b) Distribution of teaching load among the faculty as per UGC guidelines as per Format F-
AD-02 

c) Preparation of Departmental Time-Table as per format F-AD-03 
d) Review of service requirements in view of availability and adequacy of resources and 

appoint part-time / guest faculty on need basis after the approval of Competent 
Authority. 

e) Preparation of Lecture Plan of each subject that is offered by the Department as per 
format F-AD-08 

f) Planning and seeking approval for academic activities like study tours, workshops etc. 
g) Develop subject wise lesson plans, assignments and submission dates, jury dates for 

students. 
 

 
3.2 START OF NEW SEMESTER  
 

a) New students are admitted in the first semester 
b) Conduct one-day orientation programme for newly admitted students & inform them 

about the Department, course requirements, code of conduct, student support services 
which includes rail passes, bus passes, medical facilities and counsellor, Encourage 
students to participate in various competitions, various co-curricular and extra-curricular 
activities organised in the University, participate in various societies/clubs/Hackathon 
etc. 

c) Academic Branch makes list of students with allocated roll numbers and send to 
departments. 

d) Allocation of Faculty Mentors to classes 
e) Conduct lectures, Studios and practicals as per time-table. 
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f) Conduct study tours, local tours, onsite and offsite workshops, Seminars and guest 
Lectures 

g) Facilitating and planning participation of students in various students events like inter-
university completions etc. 

 
3.3  CONDUCT OF CLASSES 
  

Respective faculty members conduct their classes as per the time-table assigned to them by 
the Department Head.  Due to unavoidable reasons, if the faculty is not able to take his/her 
class in the assigned slot, he/she informs the class representative about it well before hand.  
It is then the duty of the faculty to take a makeshift class to compensate for the class missed.  
  

 
3.4 ATTENDANCE  
 

a) Collection of attendance register from Central Store. 
b) Regular maintenance of attendance of students for each class on the attendance register 

as per format F-AD-22(R). 
c) Faculty and staff mark their attendance on BIOMETRIC machine. 
d) As per the University norms students should not have less than 75% of attendance. To 

ensure so each faculty is required to submit the names of students having short 
attendance in their respective subject to the allotted faculty mentor as per format F-AD-
04.  The faculty mentor then prepare a consolidated attendance list for the year he/she 
has been assigned as per format F-AD-05. Suitable notice is sent to Student’s Parents 
regarding shortage of attendance and an undertaking is taken from them as per format 
F-AD-06. 

e)  Prepare final list of students detained on the grounds of falling short of required 
attendance as per format F-AD-05 and submit it to Dean (AA). 

 
3.5 MINOR EXAMS 
 

a) Collection of minor exam related stationary from examination division. 
b) Conduct first and second minor exams as per date sheet. 
c) Question papers are prepared based on the syllabus and printed as per the prescribed 

marks. 
d) Copy of question papers are submitted to the Examination Cell for the conduct of Minor 

Exam (First and Second). 
e) Take attendance of students appearing for Minor-I & II. 
f) Evaluation of first and second minor exams and to maintain records. 
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g) Individual result sheet is prepared by respective faculty through the online examination 
portal.(copy attached) (F-AD-07) 

 
3.6 ASSIGNMENTS AND VIVA-VOCE  

a) Assignments are given to the students for prescribed marks as per the marks scheme.  
b) Evaluation of assignments and maintain records. 
c) Conduct internal practical examinations and viva-voce of the laboratory as per syllabus.  

 
3.6(A)  ASSIGNMENTS AND VIVA VOCE FOR B.ARCH 
 

(a) Assignments are given to students along with schedule of juries and other deliverables, 
and schedule of marks. 

(b) Periodic juries and conducted by internal jury members for continuous comprehensive 
evaluation. 

(c) Final internal jury for each studio/Practical subject is conducted in the end of academic 
session per schedule. 

(d) Marks are consolidated and Individual result sheets are prepared by respective faculty 
and sent to Examination Division as per prescribed format. 

  
 
3.7      END TERM EXAMINATION (STUDIO & PRACTICAL SUBJECT)  
            (for BArch only) 
 

Students participate containing all assignments in form of drawing sheet/models/report 
/other assignments are evaluated by external and internal jury members as per evaluation 
scheme. 

3.8 ADMINISTRATION 

a) Signing of student identity cards by the Academic Branch.  
b) Monitoring of classes 
c) Submission of list of students having short of attendance or regular absentees to the 

academic cell as per format F-AD-05 
d) Preparation of student’s detention list as per format F-AD-05 
e) Conduct of expert lectures/membership/conference/study tour etc. 
f) Proposal is given for the post-creation as per UGC norms 
g) Conduct of monthly Departmental faculty and staff meetings and submit minutes of 

meeting to the Competent Authority. 
h) For Faculty of Engineering  (FoE) and Faculty of Architecture (FoA), conduct Board of 

Studies as per the ordinances of the University. 
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i) Conduct of Annual inspection by Council of Architecture for extension of approval of 
B.Arch. Program. 

 
3.9 INDUSTRIAL VISITS 

• The industrial visits are organized to various industries for upgradation of knowledge 
and skills of students to the latest technologies in coordination with TPC & TPO  

• Letters are sent to industries for confirmation for industrial visit. 
• A batch of students along with a faculty is sent to the industry as mutually agreed. 

 
3.9(A) EDUCATIONAL TOUR/SITE VISIT* (for BArch only) 
 

- Proposals are submitted as per syllabus and subject requirement to the Head of 
Department. 

- Obtaining necessary approvals from the Competent Authority for permission to visit 
of students and accompanying faculty members 

- Letters sent to sites/museums/etc. with reference to upcoming student visit. 
-  No Objection Certificates obtained from students’ parents and Medical Certificate of 

students are obtained for outstation visit from authorized medical practitioner, as 
per prescribed format F-AD-10 & F-AD-11 respectively. 

- Medical insurance obtained for students & faculty. 
- Booking of travel tickets, arrangement for lodging etc. made. 
- Accompanying faculty is given all tickets & booking details along with emergency 

contact information.  Attendance Formats as per format F-AD-12 & F-AD-13 are also 
given. 

- DM Office nearest hospital is informed regarding the upcoming visit (outstation) 
- After completion of tour, necessary approvals are taken from competent for 

reimbursement of expenses on submission of original bills, tickets etc. for 
reimbursement. 

 
3.9(B) EXPERT LECTURES/WORKSHOP/CONFERENCES*(for BArch only) 
  

Various expert lectures/workshop etc. are conducted periodically. 
 
3.10 REVIEW OF COURSE REQUIREMENTS  
 

a) Infrastructure requirements for each department are reviewed periodically and 
necessary  proposal is initiated by the departments for purchasing the furniture, 
machinery, equipment, models, charts etc. and sent to Purchase Department as per GFR-
2017. 
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b) Modification/deletion/new proposal for the Syllabus is reviewed by Board of Studies of 
FoE & FoA and then Academic Council. 

c) To propose the panel of expert for the conduct of practical examination and then take 
approval from Board of Studies of FoE & FoA and then Academic Council. 

 
 
3.11 LABORATORY ACTIVITIES  
 
 a) Planning 

• Preparation of Lab Timetable. 
• Notification of list of practicals subject-wise. 
• Notification of code of conduct/practice to be followed in Lab.  

 
b) Conduct of practical classes 

• Conduct practical classes by concerned faculty as per time-table. 
• Maintaining attendance of the students on the attendance register 
• Maintenance and upkeep of laboratory items. 
• Issue and return of all concerned equipments before and after each class. 

 
c) Stock registers 

• Maintenance of the stock register of non-consumable items as per record 
• Maintenance of stock register of consumable items as per record 

 
d) Upgradation of laboratory 

• Procurement of latest equipments 
• Repair and maintenance of existing equipment 
• Preparation and upkeep of laboratory manuals  
• Compilation and Display of safety and other precautionary measures 
• Coordinating Inspection activities conducted by concerned authorities  

(wherever applicable). 
 

e) Examinations 
• Conducting of minors and external examinations of lab. 

 
 
 
 
3.12 REPAIRING OF EQUIPMENT 
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a) AMC of the equipments is done by the Planning & Development Department. 
b) For minor repairs, request for repair is received from various lab in-charges. 
c) Estimation of cost of repair is collected from OEM and various suppliers and is sent to 

Competent Authority for necessary approval 
 
3.13 CONDEMNATION OF EQUIPMENT3 
 

a) List of equipments to be condemned prepared in consultation with Stores is received 
from various laboratories as per formats F-GA-07 to F-GA-10 

b) Departmental Condemnation Committee is formed. 
c) Re-listing of items to be condemned is prepared based on remarks and 

recommendations submitted by the committee. 
d) If condemnation committee denies the condemnation, letters are sent to OEM and other 

suppliers to obtain estimation of repair from them for the repair of items deferred by 
committee from condemnation 

e) In case the estimated repair cost is very high or the model is obsolete or the item is 
irreparable, the equipment is recommended for the condemnation 

f) The format is submitted to stores for further processing. 
g) A summary of items condemned in the last 10 years is maintained as per format F-GA-

11. 
 

3.14 STUDENT RELATIONS AND CONDUCT STUDENT COUNSELLING 

a) Personality Development 
I. Assess different training requirements of the students for their personality 

development through feedback from teachers, parents and Faculty Mentor.  
II. Identify the topics for training and include in the Curriculum Plan after discussion 

with the coordinators and the HoD.  
III. The aspects which are to be covered include: 

• Theory and practicals, guest lecturers or lectures by eminent personalities 
in Industry / Academic institutes  

• Examinations 
• Team spirit/interpersonal skills/curricular/co-curricular etc. as applicable. 

IV. Get feedback informally from the faculty Mentors, coordinators, faculties and 
parents about the improvements of the students in these personality traits. 

V. Hold Career Guidance Session. 
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3.15 STUDENTS’ FEEDBACK AND COMPLAINTS HANDLING 
 

Feed back/suggestion box is made available for students at Departmental Area. Suggestion 
box is opened during last working day of every week. Record is maintained with the 
Departmental Secretariat.   

 
 a) Complaints received through feedback / suggestion box - 

I. Receive complaints and feedback in person by verbal, over telephone, through 
non-conformities observed in the Complaint Register and Feedback Form as per 
format F-AD-21(R) and F-AD-09 respectively. 

II. Instruct the appropriate person to attend to the complaint over telephone or in 
writing. 

III. Records the detail of action initiated in the Complaint Register. 
IV. Ensure personally over phone or visit individual that the feedback has been 

attended and liquidated and record the same in the complaint register. 
 
  b) Complaints through the Customer Feedback Forms - 

I. Departmental In-charge collects the filled up Customer Feedback from students 
at the completion of admissions, syllabus, examinations and after departure from 
the University after completion of courses and submits to MR. 

 
4.0 List of documented information 

 
S. No. Title Format No. 

(if any) 
Retention 

Period 
Responsibility 

1  Department Academic Calendar  F-AD-01 3 Years Dean (AA) 
2  Teaching load distribution F-AD-02 3 Years HoD 
3  Departmental time-table F-AD-03 1 Year HoD 
4  Short of Attendance (Subjectwise) F-AD-04 3 Years Teaching Faculty  
5  Short of Attendance /Detention list 

(Consolidated) 
F-AD-05 3 Years Faculty Mentor 

6  Notice regarding Short of Attendance F-AD-06 2 Years HoD 
7  Monthly Dept. Faculty & Staff Minutes 

of Meeting 
F-AD-07 3 Years HoD 

8  Lecture Plan F-AD-08 3 Years Faculty Concerned 
9  Feed Back Form F-AD-09 3 Years HoD 
10  Undertaking  F-AD-10 3 Years HoD (B.Arch) 
11  Medical Fitness Certificate F-AD-11 3 Years HoD (B.Arch) 
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12  Attendance Format for B.Arch 
Educational Tour 

F-AD-12 3 Years HoD (B.Arch) 

13  Undertaking for B.Arch Student for site 
visit 

F-AD-13 3 Years HoD (B.Arch) 

14  Internal Result Minor-I &II F-AD-14 3 Years Teaching Faculty  
15  Complaint Register F-AD-21 3years HoD 
16  Attendance Register F-AD-22 2years Teaching Faculty 

 
 
5.0 Quality Objectives 
 

 
S. No Quality Objectives Key Performance Indicator 
1 To improve service delivery 

by 3% every year 
To achieve at least 80% of adherence to scheduled / planned 
activities as per the academic calendar and time-tables 

2 To improve success rate of 
students by 3% every year 
 

% improvement in success rate of students over preceding 
year  

3 To improve career 
placement of students by 3% 
every year 
 

% improvement in placement over preceding year  
 
% improvement in attracting more number of business / 
industry and other organizations over preceding year  

4 To establish, maintain and 
improve infrastructure of 
Institute and improve quality 
of services  

To achieve and sustain 100% availability of sanctioned 
strength of staff at all levels 
 
addition of new facilities / equipment 
 
% reduction in student/staff complaints 
 
% improvement in student/staff satisfaction 
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