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1.0 Objective: 

The main objcctive of thc academic committce is to ensure cffective functioning ol 

acadcmic activities,implcment necessary changes and monitor all the academie 

programs-D.Pharm,B.Pharm,M.Pharm & Pharm D.1This Committee also frames the 

guidelines, rules and regulations of all academic affairs of the Collcge 

2.0 Responsibilities of academic committee: 

2.1 Preparation of timetable and workload

Academic committee will send the rcquest to Head of Department regarding the subjcct 

allotment beforc the start of the academic year. After discussion in the Deparment 

meeting, HOD of cach department will hand over the Department work load to acadcmic 

committee with the approval of Principal and acceptance of faculty. Bascd on work load 

given by cach HOD, academic committee will prepare the time table, work load and lab 

schedule.. 

2.2 Preparation of academic calendar and day order 

Academic calendar will be prepared considering the list of public holidays issued by 

Tamil Nadu Government and academic calendar of the affiliating university. This will 

include important dates related to all college activities. Day order for each month will be 

prepared based on academic calendar for regular functioning of academic activities. 

2.3 Course plan (lesson Planning) 

The faculty has to preparc their ycarly plan for course conduction based upon the 

syllabus and academic work load approved by the Principal. The lesson plan includes 

distribution of hours for cach unit as per PCI regulation, detailed brcakup of the lesson 

on hourly basis and method of teaching. The faculty also expected to define clearly the 

course outcome. It is also been advised to schedule their lesson plan according to the 

examination rcquircment. The academic committee will monitor the academic planning 

and conduct the audit twice a year / semestcr. The academic planning has to be approvecd 

by the Principal. 
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2.4 Monitor and maintain alternate arrangements:Academic committee will 

monitor whether all the theory and practical classes are engaged as per schedulc. It 

will maintain alternative forms given by the teaching faculty during their leave period. 
Faculty who is availing leave should fill the alternate form which should contain the 

name of the alternate faculty, class time and subjcct. Filled alternative form signed by 
both the tcachers should be duly approved by HOD and it should bc submitted to 

academic committee. 

2.5 Monitor disclipine of students:Academic committee will monitor the 

disclipinc of students and take disciplinary action for violation and disobedience to 

the college rule. It also prepares code of conduct for students. 

2.6 Implementation of policy changes by regulatory bodies: Academic 

committee will implement and monitor curriculum changes based on regulation given 
by Pharmacy Council of India (PCI),Standing Academic Board (SAB) of 

affiliatinguniversity and Directorate of Medical Education (DME).

2.7 Curriculum planning and recommendations: Academic committee will 

frame and review policies by conducting regular meeting for existing curriculum and 

make future recommendations to enhance students lcarning. It will also coordinate 

along with Programme Monitoring Committee for all Pharmacy programs. 
2.8 Curriculum Enrichment: Academic committee will facilitate curriculum 

enrichment activity, add on / certificate program for students. It will also actively 
participate in introducing new short term courses like experiential learning with field 

work and internship training. The recommendation of academic committee related to 

this will be discussed in GC. The GC approval is pre-requested for implementation. 
2.9 Cater for student diversity:Academic committee will ensure the process of 

identifying slow learners and advanced learners for each course. It will also make sure 

that proper remedial measures and motivation was provided for slow learners and 

advanced learners. 
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2.10 Orientation Programme:Academic committee will also organize orientation 

programnme for first ycar students to accustom to the college environment. 

2.11 Review of academie related activities: Revicw of academic committee 

functioning will be assessed at mid and at the cnd of the academic ycar. The revicw 

will be bascd on inputs from students, program monitoring committee and faculty. 

The major decision will be kept in Governing Council for the approval. 
2.12 Academie audit: Academic committee will conduct periodical audit twice 

during the academ ic year to ensure the proper functioning of academic and rclatcd 

activities of college. Audit schedule which includes audit plan and time will be 

preparcd by the committee and communicated through circular.. The audit will be 

conducted as per check list (audit form). 

2.12A Auditing Schedule: 

The schedule for academic audit will be prepared and planned twice during the 

academic year. The academic audit plan and time is included in the schedule. The 

academic committee members will audit all documents related to academic activities 

for all the teaching faculties. The academic audit schedule is preparcd well in advance 

and circulated among the faculties. 

2.12 B Preparation of auditing form: 

A separate academic audit form is prepared by the academic committee which covers 

all the academic matters and related documents of teaching learning process. The 

approved academic audit form is given to all academic committee members before the 

audit schedule. The academic audit should be completed within two days and the 

report to be submitted to the academic committee convener. 
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2.12C Implementation / steps taken by academic committee regarding the audit: 

he auditing forms of cach faculty will be assessed by the academic committee. The 

non compliance if any identified will be discusscd in the academic mceting and 

reportcd to Principal. The neccssary steps will be taken by the Principal, 

2.13 Monitor Outsourcing faculty: Subjects such as Biostatistics & Research 

methodology, Remedial Maths, Communication skills and Enviornmental science will 

be handled by visiting faculty. The visiting faculty will handle the classes according 

to the time table and conduct exams as per schedulc. If more than one visiting 

faculty handles the subject, anyone of them will be assigned as subject incharge. To 

ensure the proper conduct of outsourcing classes & exams for the above subjects, cach 

department has been assigned one subject for monitoring. 

Department of Pharmacology- Biostatistics & Rescarch Methodology 

Dept of Pharmaceutical chemistry/Dept of Pharmaceutical analysis - Remedial 

Maths 

Dept of Pharmacy Practice Communication skills 

Dept of Pharmacognosy - Enviornmental science 

2.14 Student Faculty Ratio: Academic Committece will ensure to maintain student 

faculty ratio as per afiliating body for better academic performance. If any faculty 

resigned, it will be informed to the academic committee by the Head of the Institution. 

Appointment of new faculty for the vacant position will also be informed to the 

academic committee by the Head of the Institution. Any change in the handling of 

subject by the faculty in the duc course of academic ycar will be coveyed to academic 

committee by Head of the department 

2.15 Temporary arrangement for vacancy/resignation:.Academic committee 

will make arrangements for the courses handled by the resigned faculty after 

discussing with Principal and Hcad of the department. It will maintain a document 

stating that subjects handled by the resigned faculty will be handed over to the other 

faculty with immediate effect. Faculty who is availing maternity lcave/sabbatical 
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leave will also be informed to the academic committee and the samc proccdure 

mentioned above will be followed. 

Mentor ship program: Academic committee will ensure and monitor the 

process of mentor ship program. 

2.16 

3.0 Composition of academic committee 

1. Chairperson Principal 

2. Convenor 3 (B Pharm, Pharm D, D Pharm) 

3. Members 6 (2 from cach program) 

4.0 Role of academic committee members 

1. Academic calendar preparation. 

2. Day order preparation. 

3.Time table preparation for D Pharm, B Pharm and Pharm D. For PG respective 

departments to make time table depending on the time slot available for the faculty. 

4. Register preparation and circulation. 

5. Work load calculation 

6. Academic auditing. 
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Examinations are a grcat way to asscss the Teaching - Lcarning process and have an important role in thc proccss of lcarning. 

1.0 Objectives 

1.1.To maintain the standard and quality of cducation by assessing the cxtent to which the 

students have achieved the academic objectives for the courses of the programs and to 

bring evaluation reforms whcrever necessary as a continuous process. 
1.2.To facilitate, observe and audit the systematic conduct of Continuous asscssment, 

Internal assessment and End Semester examinations as per The TN Dr MGR University 
ordinance. 

1.3.Comparison of student's abilities and identify the slow learncrs and advanced learners for 

initiating steps to fine-tune both categories of students. 

1.4.To bring transparency in evaluation process for placing students in the ordcr of merit. 
1.5.Prepare course and program attainment according to the designed template to cvaluate 

year wise progress of all the academic activities. 

1.6.To gain satisfaction by prompt communication of academic performance of their wards. 

The committec also addresses the stakcholder's remarks. 

1.7.Help students to address their gricvances related to exams in a transparent, time bound 

manner. 

1.8.Documentation and record maintenance of the cxam related activitics. 

2.0 Composition: 

Principal 
Professor & Head 

Chair Person 
Convener 
Coordinators (7 faculty members) 
B. Pharm & Pharm D Programs 
M. Pharm 

Two Faculty Members each 

Three Faculty Members 
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3.0 Roles and Responsibilitics: 

The rolc of the committce is to havec an effctive transparent functioning of the examination 

sysiem to ensure quality cvaluation of teaching and learning lcading to a standard academic 

process of our institution, PSG College of Pharmacy. It evaluates the consistent quality of an 

individual and his desire to learn, cxplorc, invcstigate and apply. 

Major responsibilities are preparation of SOPs, bring in academic/ evaluation reforms, 

timetables, invigilation duties, circulars, overall monitoring of IA mark entry process, addressing 

the exam redressal issues, Program Attainment process and other exam related practices 

throughout the academic ycar.

4.0 Duties: 
4.1 Preparc template for teachcrs to prepare and submit the question paper for different 

examinations 
4.2 Circular: Giving advanced circulars to the teachers signed by the Principal regarding 

submitting question paper, invigilation duties, mark sheets on time and any othcr 

exam related documents 

4.3 Collection of Qucstion papers and carrying out the vetting process with senior faculty 

4.4 Scating arrangement: Making proper seating arrangement for students for different 

examinations 

4.5 Collection of intermal marks (Hard copy & soft copy) 
4.6 Documentation of Sessional cxam marks.
4.7 Audit on formative and summative assessment 
4.8 Dispatching of parent guardian correspondence. 
4.9 Verification of applications and exam payments for university cxam. 

4.10Issue of Hall tickets and checking of working of CC TV, Camera, Jammer as 

measures to maintain discipline and decorum.
4.11 Entering of internal assessment as per the university norms in website 

4.12 Checking of university answer booklets and return of unused booklets to the 

university 
4.13 Looking into the arrangements for Practical examiners 

4.14 Documentation of Pass Percentage for cach subject and for the overall program 
4.15 Work for Course attainment and program attainment protocol 
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5.0 Recommendations 

5.1 Examination recommendations that are cxprcssed by thc Exam committcc will be 

discusscd with the Head of the Institution. 

5.2 Further, these reforms will be cxplained in the faculty meetings for collective 

suggestions. 

5.3 Then the resolutions are placed for approval in the GC meetings 

S.4 Announcement will be made through a circular before exccution of any new amendmcnt. 

6.0 Order of Business 

6.1 Welcome 
6.2 The points of the previous mecting will be read out to check on the implementation of 

all the assigned jobs. 

6.3 The main agenda for the day's meeting will be discussed 

6.4 Documentation of the Minutes of the meeting 

7.0 Feedback: 

PSG College of Pharmacy maintains a feedback system. 

Exit survey on Program Outcome (PO) attainment with the outgoing batch. 

At the end of the examination, feedback form is circulated and collected from students. 

This is a measure of the standard academic process in our institution. 

8.0 Implementation, monitoring and audit: 

It is an integral part of the teaching learning process. The reforms implemented for up-gradation 

are audited time to time. The observations are monitored to check whether the students have 

achicved the academic objectives. These salient points are discussed in the forthcoming exam 

meetings for further action plan and implementation. 

Result analysis is the major outcome reflecting on course outcome (CO) and Program Outcome 

(PO) attainment. A failure in the PO attainment has to be discussed and proper suggestions to bec 

given as a feedback. 

The best practices carried out by a faculty for better CO attainment is stated as a feedback in the 

audit report and in the yearly outcome to benefit other faculty. 
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1.0 Objectives 

To make efficient matcrial planning at right price with low procurement and slorage cost, 

maintain consistency in quality with favorable supply relationship, inventory turnover 

and good records. 
The committee also takes care of the maintenance of the infrastructure facility except 

cquipments. 

2.0 Composition 

1. Chairperson Principal 

2. Convener Professor (Senior faculty)
3. Faculty lab in charge - 10 members 

4. Non teaching staff -2 at technical level 

5. Office staff 2 members (store kecper and clerk) 

3.0 Roles and Responsibilities 

3.1 Materials Planning: Perform day to day support to estimate the requirements, 

calculating quantities for scheduling, ordering and distribution of materials. 

3.2 Materials Sourcing: Identifying suppliers, choosing the right supplier with right 

price, planning the supply chain systems, scheduling and follow up. 

3.3 Inventory Control: To maintain the proper inventory levels and to have 

inventory control. 

3.4 Stores Management: Physical control of materials, stores maintenance, minimize 

obsolescencce, disposal of waste, maintenance of records and stock control. 
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3.5 Auditing: Periodical auditing will be done. Afer the final audit- the list off 

chemicals and glass wares will be finalized and the order will be placed for chemicals 

and glass wares. 

3.6 Rescarch and Project requircments ordering will be based on budgct allocated 

with the departments. The funded project chemicals & glassware purchase will be 

done by the respective Pl of the project processing through Principal. 
3.7 Fducate and train the personnel on using material management, maintain and 

handling of inflammable solvents, handling fire safety equipments and first aid 

measurcrs 

Protocol for chemical and glassware purchase 

Stock verification 

Chemicals/Glass wares Chemicals & Glassware 

procured requirement with quantity 

List prepared & approved 

by Lab in-charge 

Receipt of quotation & 

finalize Purchase order 

All labs make a requcst to Approved list processed to 

the Purchase Department the Department, finalized 

and approved by HOD 

Consolidate the list & Submitted to Material 

submit Management Committee 
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3.8 Maintenance related queries have to be raised by the respective lab in charges. Upon 

rcquest it will be communicated to the concern persons or department for rectilication. 

There is maintenance cngineering department is prescnt which address most of the issucs 

rclated to clectricity, infrastructure and furniture maintcnance. 

3.9 TT relatcd issues will be addresscd by the Department of Information tcchnology. 

P'SG Hospitals. The specific IT issues has to be rcgistered through on linc call. The 

concern department faculty will close the query by addressing it 

3.10 Housekeeping related matters pertaining to cleaning will be taken care by the 

housckeeping department. The specific remarks raised by the faculty, students on the 

cleanliness will be informed to the department personnel or the manager for rectification. 

4.0 Frequency of meeting 

The meeting will be scheduled every semester staring (Feb-March) and end period 

(Oct-Nov) of academic calendar 

Annual mecting will be scheduled at the starting of calendar ycar (January) 

5.0 Implementation, Monitoring and Audit 

Fecdback and suggestion will be done on the quality of chemicals and company services. 

Based on the feedback, the recommendations will be implemented for best procedure in 

the purchase of materials. Regular monitoring and audit will be conducted. 
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