P

ST.ANNE’S

COLLEGE OF ENGINEERING AND TECHNOLOGY
(Approvcd by AICTE, New Delhi. Affiliated to Anna University, Chennai)
(An ISO 9001: 2015 Certified Institution)
ANGUCHETTYPALAYAM, PANRUTI - 607 106.

.. HOD Minutes of Meeting

Place: Principal Chamber ’ Date/Time: 02.05.2022/1 1:1_5_AM

e All the teaching staff are instructed to complete the CIA-1 mark entry in our
College website within today.

e Parents Meeting will be conducted for all the classes on 21% May 2022.

e The students selected for Second round from Infiniti Software solutions Wlll
attend the interview on 6™ May 2022 in Chennai.

e Cia-II will be commenced on 19™ May 2022 and one and half units should be
completed for CIA-II exam.
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ST.ANNE’S
COLLEGE OF ENGINEERING AND TECHNOLOGY
(Approved by AICTE, New Delhi. Affiliated to Anna University, Chennai)

(An ISO 9001: 2015 Certified Institution)
ANGUCHETTYPALAYAM, PANRUTI - 607 106.

HOD Minutes of Meeting

Place: Principal Chamber | Date/Time: 25.04.2022/11:15AM

All the fees dues and no dues should be paid soon by students and it should be
conveyed to parents by counsellors.
Revision classes will be allocated and question bank to be given for the students
before the CIA exam to improve the student performance of CIA.
The following companies will be visited our college for campus placement as below:
= Infiniti Software Solutions
= K7 Computing Private Limited
= Graspear Solutions Pvt. Ltd.
Staff can avail On Duty for admission work.
Parents- Teachers Meeting will be conducted in the first week of May 2022.
R& D Cell conducts the seminar on Intellectual property rights tomorrow at 11:30am.
Sports day will be conducted in the month of May 2022.
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ST.ANNE’S

COLLEGE OF ENGINEERING AND TECHNOLOGY
(Approved by AICTE, New Delhi. Affiliated to Anna University, Chennai)
" (AnISO9001: 2015 Certified Institution)
ANGUCHETTYPALAYAM, PANRUTI - 607 106.

HOD Minutes of Meeting

Place: Principal Chamber Date/Time: 11.04.2022/11:15AM

The second unit syllabus completion date is modified as 22.04.2022.
Department of EEE conduct the National level seminar in this month.
Video coverage for advertisement and final year group photo is planned on 20" April

2022.
IPAIJ

All the department should plan for proposal submission in DRDO.
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ST.ANNE’S

_ COLLEGE OF ENGINEERING AND TECHNOLOGY

_» (Approved by AICTE, New Delhi. Affiliated to Anna University, Chennai)
(An ISO 9001: 2015 Certified Institution)

ANGUCHETTYPALAYAM, PANRUTI - 607 106.

HOD Minutes of Meeting

Place: Principal Chamber ; Date/Time: 21.03.2022/11:15AM

Parents -Teachers Meeting should be conducted after the CIA-I exam.

Class Committee Meeting for each classes will be conducted before the CIA-l exam,
The portions completion deadline date is decided as below:

Unit I completion date — 31.03.2022

Unit II completion date — 13.04.2022

Conduct the tutorial classes for problem involved theory subjects.
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ST. ANNE’S .

COLLEGE OF ENGINEERING AND TECHNOLOGY
(Approved by AICTE, New Delhi. Affiliated to Anna University, Chennai)
(An ISO 9001: 2015 Certified Institution)
ANGUCHETTYPALAYAM, PANRUTI - 607 106.

MINUTES OF THE HOD MEETING

Place: Principal chamber Date/Time: 01.03.2021 /11.15 am

e After the discussion with the HoDs’, principal suggested CIA-2 will start from 18.03.2021 to
24.03.2021. Since the last date for the report entry in the anna university web portal is
29.03.2021, principal insisted in complete the all the valuation works before last date.

o Fee dues for the students should be completed before the university practical work and records
should be completed before the model practical exam.

e Principal asserted on improved on admission in the forth coming semester and instructed the
HoDs’ to convey the same to the staff to give their fullest cooperation for above said issues.

e SC/ST scholarships for the students is given by TADCO for those students’ who have their
annual income below 3lakhs per annum. The scholarship will be given as a loan to the students
and they should repay it before 60 months after the completion of the degree.

o After the discussion with the HoDs’, principal suggested to econduct the project review — first

" review on 17.03.2021 and second review on 31.03.2021.

o Staff can collect the gift for staff and students of the respective allocated schools and principal
asked to distribute as early as possible.

“J 5
QW"”/
R]NCII_)AL

Copy To: Dr.R.AROKIADASS,ME., Ph.D,,
The Secretary . Principal, ,
Vice Principal SS==fN\—" | St Anne's College of Engineering & Technology
HOD/Mech | ' ANGUCHETTYPALAYAM,
HOD/EEE <% W Siruvathur-{Post), Panruti-(T.k),
HOD/ECE

Cuddalore-(Dist), Pin: 607 110.
HOD/CSE W . .
HOD/S&H — ~ o~ -

Administrative Officer gﬁ - 06‘37
File



0 00 = oy b B B

ST. ANNE’S

COLLEGE OF ENGINEERING AND TECHNOLOGY
(Approved by AICTE, New Delhi. Affiliated to Anna University, Chennai)
(An ISO 9001: 2015 Certified Institution)
ANGUCHETTYPALAYAM, PANRUTI - 607 106.

MINUTES OF THE HOD MEETING

Place: Principal chamber Date/Time: 01.02.2021 /11.15 am

Principal insisted the HoDs’ to inform the Project Coordinator to submit the project assessment
record to the principal.

As per the earlier discussion about the National Science Day on 28.02.2021, Principal insisted to
complete the project before that day and best project from each départrnent will receive the
prizes.

Conference for this academic year is planned to conduct as international conference in the month
of march via online mode ’

I year arrear classes has been planned to conduct for.IIl year students as it was conducted in the
last semester.

HoDs’ are insisted to check the valuation of assignments submitted by the students.

HoDs?’ are insisted to follow up the issues told by the students in the class committee meeting.and
the same should be submitted to the principal.
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ST. ANNE
COLLEGE OF ENGINEERING AND TECHNOLOGY
(Approved by AICTE, New Delhi. Affiliated to Anna University, Chennai)
(An ISO 9001: 2015 Certified Institution)
ANGUCHETTYPALAYAM, PANRUTI - 607 106.

MINUTES OF THE HOD MEETING

Place: Principal chamber Date/Time: 04.01.2021 /11.15 am

o Principal informed the HoD’s that the Project review — Zeroth Review should be conducted in a
very strict manner, Also, informed the students should develop their presentation skills.

¢ Principal insisted in project completion should be done before February 2021.

e Principal insisted the HoDsto inform the final year students to make use of the Pongal holidays
effectively in order to do the project work.

e Project classes attendance should be maintained properly and Principal insisted on encouraging
the in-house projects. o

e As per the earlier discussion, the absentee’s information should be given to the parents on the
same day.

e IV year students should adhere the college timings on Fridays and Saturdays, not to come at any
time to the college to meet the respective guide. And the publication of the project should be
published.

o Unit Completion details, log book, master attendance and lesson plan should be submitted to the
Principal and he also asked HoDs’ to make sure of completing 2 units before Pongal - holidays.

e Principal proposed to organize a International Conference this year via online mode, he also
assigned Sr. Anita, HoD/ECE to be the convener for the conference.

e Fee details should be mformed to the parents and inform the to pay the fee without any dues as
early as possible.

e Principal insisted that all should staff members should publish a paper and also to present the
paper in the upcoming International Conference.
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ST. ANNE’S

- COLLEGE OF ENGINEERING AND TECHNOLOGY
(Approved by AICTE, New Delhi. Affiliated to Anna University, Chennai)
(An ISO 9001 : 2015 Certified Institution)
ANGUCHETTYPALAYAM, PANRUTI - 607 106.

MINUTES OF THE HOD MEETING

'Place: Principal chamber _ Date/Time: 11.10.2021 /11.15 am

o CIA analysis should be submitted and internal marks should not be below 14.

e Exam fees should be paid and last date is 13.10.2021.

e Fees dues should be cleared before the payment of exam fees.

e As per the earlier dlscussmn records for laboratory classes have to be get signed as early as

possible.

e Unit Completion details should be submitted to principal and before CIA 2 4 units should be
completed.

e Principal insisted HoD’s to inform the staff to give importance Part — C questions in all the
subjects.

e Project work of the final year students has to be published as a paper without fail. Staff are
insisted to select the project as such that can be converted as paper.

e Result in this semester has to be improved, if offline exam conducted which in turn improve our

admission also. So, principal insisted the HoD’s to put forward to the staff very strictly to
improve the results.

e A351gnment should be returned to students in order help them in their exam preparation.

R

PRINCIPAL
Copy To: | r.R AR()KIADAS?:.M E., Ph.D,
Principa

The Secretary
Vice Principal % ~ Sthnne's Cotege of Engmeerng&Technofagy,
HOD/Mech ANGUCHETTYPALAYAM

- % Siruvathur-{Post), Panfuti{T.k),
e igia — Cuddalore{Dlst},c‘P’n. 607 110.
HOD/ECE &% -
HOD/CSE -\ .

HOD/S&H _ e ne~——h
Administrative Officer . .. 0@ “
File



\, J/

© 0O NN R BN

il
ST. ANNE’S
COLLEGE OF ENGINEERING AND TECHNOLOGY
(Approved by AICTE, New Delhi. Affiliated to Anna University, Chennai)

(An ISO 9001 : 2015 Certified Institution)
ANGUCHETTYPALAYAM, PANRUTI - 607 106.

MINUTES OF THE HOD MEETING

Place: Principal chamber Date/Time: 07.10.2021 /11.15 am

e Principal suggested to conduct a working model explanation for school students on 10.1 1.2019,

which in turn helps us to improve to advert the college to the surrounding schools in Cuddalore
district. '

e Alumni meet and Cultural events should be conducted in this semester and asked to make ready
with the preparatory works for the same. _

e CIA analysis should be submitted to the principal.

e Saturday 09.10.2021 will be a working day for staff.
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ST. ANNE’S
COLLEGE OF ENGINEERING AND TECHNOLOGY
(Approved by AICTE, New Delhi. Affiliated to Anna University, Chennai)

(An ISO 9001 : 2015 Certified Institution)
ANGUCHETTYPALAYAM, PANRUTI - 607 106.

MINUTES OF THE HOD MEETING

Place: Principal chamber Date/Time: 13.09.2021 /11.15 am

e . National academic depository has been formed by the Govt. of India and has initiated to register
all the students and get their unique NAD-ID. And this has been prompted by fhg Anna
university and made it as mandatory, so all the students should register themselves in the NAD

- portal and get their ID and submit the same to the exam cell through the concerned exam cell
coordinator. '

e First year students will attend the 'placement awareness program has been planned on
16.09.2021 in the topic of “Scope of Engineering”.

e CIA I has been scheduled on 01.10.2021 to 07.10.2021.

e Project proposal should be sent to TNSCTE on or before 17.09.2021. B -

e On account of Engineer’s day on 15.09.2021, events should be planned in each department

separately.
o
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ST. ANNE’S

COLLEGE OF ENGINEERING AND TECHNOLOGY
(Approved by AICTE, New Delhi. Affiliated to Anna University, Chennai)
(An ISO 9001: 2015 Certified Institution)
ANGUCHETTYPALAYAM, PANRUTI - 607 106.

MINUTES OF THE HOD MEETING

Place: Principal Chamber Date/Time: 05.04.2020 /10.30 pm

‘e Principal reminded about the anna university ihspection to be held tentatively on last week of
April. He also insisted on the preparatory works to be done for the inspection like file
maintenance, certificates of the staff, genuineness certificate and informed about the Aadhar card
and PAN card is mandatory for inspection. Every staff should bring their originals.

e Attendance for the online classes should be monitored, Prmcxpal insisted HoDs’ to make
necessary actions on the defaulters.

e Principal informed the final report entry for the anna university is on 15.04.2021 and all the
works regarding the same should be completed before that.

o Truntin Software has been planned to purchase in order to help the staffs to check their plagiarism
in the publication work.

‘e Principal informed that the list of Hostel Students from 01.04.2021 and-online time table copy
should be submitted to DOTE office within 06.04.2021.

e Principal discussed about the no dues fee collection with HoDs’ and decided to. collect the exam
fees and no dues withing 12.04.2021. And also asked HoDs’ to collect the recent photo of IV-

year students to print in the degree certificate.
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ST. ANNE’S
COLLEGE OF ENGINEERING AND TECHNOLOGY
(Approved by AICTE, New Delhi. Affiliated to Anna University, Chennai)

(An1SO 9001: 2015 Certified Institution)
ANGUCHEl'l YPALAYAM PANRUTI - 607 106.

MINUTES OF THE HOD MEETING

Place: Secretary chamber _' o " L Date/Ttme 16.03. 2020 /11.15 am

o Prmcrpal acknowledged the works done by all the staff members for function held on 14.03.2020.
o . The last date for the exam registration is 23.03.2020 for the university and to. make Tast date in
- rush, ourstudents will be informed the last date as 21.03.2020.

e University practlcal exam is scheduled between 07.04. 2020 t013.04.2020 and university exam is
scheduled from 17.04.2020. As discussed in earlier meetmg, practical schedule should completed
within 07.04.2020 to 09.04.2020 and 13.04.2020, if possible. » r

. Prmcrpal proposed to grve the mlmmum internal marks- should be glven toall the students’, who
deserves it. Not to award the excess marks to'studénts without wntmg retest or assrgnments

e Principal proposed to-have the farewell. for the- final. year students in the first week of April 2020. )
Secretary had a discussion. with the Prmcxpal .and HoDs’ for conducting farewell on the same day.
After the drscussron it is decided to have the farewell function on the same. day with dlﬂ'erent'
trmmgs ’

o Scholarships for the students from farmers association is 1mtxated and list should be - prepared.
within 04.04:2020. _ ' ‘

o Secretary advised the HoDs’ to prepare' the year plan for the next academic year and informed
them to conduct at-least -one FDP program and Inter—colleglate workshop every semester also
_stressed in completmg 2 onlme courses-per semester per staff. : S

e - Secretary insisted on extra-curricular and co-curricular activities. to the students. Sr Pumtha, VP ’
" has proposed t6 conduct the cultural events for. students and Sr: Anita, HoD/ECE proposed to
have a sports day, prmctpal dlscussed the pros and cons ‘of the both events and declded to conduct

~ sports day and fine arts day in the next semester.

o Secretary stressed on updating all-the event in the college website and main events should be

given in newspaper. . :
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ST ANNE’S

COLLEGE OF ENGINEERING AND TECHNOLOGY
(Approved by AICTE, New Delhi. Aﬂ‘ liated to Arina Umversxty, Chennal)
~ (An'1SO9001: 2015 Certlﬁed lnstltutlon)
ANGUCHETTYPALAYAM PANRUTI ~607.106.°

MINUTES OF THE HOD MEETING

~ Place: Prmcnpal chamber o ke T DatelTlme. 09 03 2020/11 ISam

¢ Principal had a word with all the HoDs’ about the Syllabus completlon and suggested to start the '
coaching schedule as early as posmble according the completlon status.
e ~ As discussed earlier the natxonal conference has: been postponed to. the month of September and
'graduatlon day w1ll be- scheduled in the-month-of August. .
e Prmcrpal m51sted to mform the staff about the 1mprovement of: results and adm1ssrons 5
e On Saturday, the l4‘h of March, the congregatlon level functiofi i is gomg to be. held in our campus -
B Staff are: mstructed to come on fonnal dress and students should come in Thursday umform '

e Prmctpal suggested to. have the offer letter 1ssue day on March 30, 2020 oron March 31, 2020 and. g
‘ mstructed to complete the recruxtment process before that day. '
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ST. ANNE’S
COLLEGE OF ENGINEERING AND TECHNOLOGY
(Approved by AICTE, New Delhi. Affiliated to Anna University, Chenna1)

_(An ISO 9001: 2015 Certified Institution)
ANGUCHEl TYPALAYAM, PANRUTI - 607 106.

MINUTES OF THE I-IOD MEETING

| I’laéé‘Prinéipél chamber < s Date/Tlme 02.032020/11:15am

o After the discussion w1th the. HoDs prmcnpal suggested CIA-3 w1ll start from 18.03. 2020 to .

~ 24.03.2020 and model ‘practical will be scheduled from 26.03.2020 to 27.03.2020. Since the last. .
date for the report entry in the anna umversrty web portal is 29.03.2020, prmctpal 1n51sted in"'
complete the all the valuatron works before last date. -

o Fee dues for the. students should be completed before the. umver51ty practtcal work and records '
should be completed before the model practlcal exam. | Gl S
°: Prmctpal -asserted -oii 1mproved -on results and admlsswn in the forth commg semester and"‘ L RE
i instructed the HoDs to convey the same to the, staff to give their fullest cooperatlon for above -
said issues, ' : v
e SCIST scholarshlps for the students is glven by TADCO for those students who have their
annual income- below 31akhs per anhum: The scholarship will be given as. a loan to the students”
and they ‘should: repay it before 60 months aﬁer the completion of the’ degree
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Place: Mechatronics Laboratory
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ST. ANNE’S
COLLEGE OF ENGINEERING AND TECHNOLOGY
(Approved by AICTE, New Delhi. Affiliated to Anna University, Chennai)

(An ISO 9001: 2015 Certified Institution)
ANGUCHETTYPALAYAM, PANRUTI - 607 106.

MINUTES OF THE HOD MEETING

Date/Time: 26.02.2020 /03.00 pm

Principal reminded about the anna university inspection to be held tentatively on last week of
February or first week of March. He also insisted on the preparatory works to be done for the
inspection like file maintenance, certificates of the staff, genuineness certificate and informed
about the Aadhar card and PAN card is mandatory for inspection. Every staff should bring their
originals.

Principal instructed the HoDs’ to maintain and improve the students’ discipline inside the
campus.

Principal insisted in completion of the Lab classes mmally and the same should be completed
within12.03.2021

Attendance should be marked as per the time table in order to satisfy the anna university report
schedule.
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ST ANNE S

' COLLEGE OF ENGINEERING AND TECHNOLOGY
.(Approved by-AICTE, New Delhi. Affiliated to Anna University, Chennai)-
"~ (An1S0.9001: 2015 Certified Institution) -
ANGUCHETTYPALAYAM, PANRUTI = 607 106.

MINUTES OF THE HOD MEETING '

Place PrmCIpal chamber SR o o o Date/TIme l7 02. 2020/11 15 am

e Principal reminded about the anna university inspection to be held tent_'atively- On' last week- of
‘February or first week of March. He also insisted on the' preparatory works to be done for the
inspéction like file maintenance, certificates of the staff, genuineness certificate-and informed
about the Aadhar card and PAN:card is mandatory for Inspectlon Every staff should brmg their
orlgmals -

‘. Pnnc1pal mstructed the ‘HoDs’ to mamtam and Improve the students’ dISCIpllne mSIde the

campus : : : ,
e NSS 7. day camp has’ been successfully completed and prmcnpal acknowledged the support gIven B
by the. NSS team and- the whole depaxtment

e HoDs’.informed the- prmmpal about the objective test tirnings is not sufﬁcxent for the students 50
after a dlscuss10n prInpral has suggested to change the timing of the- test from 9, 20pm to
12. 40pm “ : :

o The forthcommg anna umversxty inspection is scheduled from 07.04.2020. Due to the. Good
Friday and Easter .Sunday hohdays falling in that time pnnCIpal suggested to complete the
practical exam from 07.04. 2020 to 09.04.2020 and on 13.04.2020, if possxble without havmg any
overlappmg subjects for the students
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MINUTES OF THE HOD MEETING

Place' Prmcnpal chamber § o Date/Tlme 10 02 2020 /ll 15 am

. Prmc1pal mvestlgated about the parent teachers meetmg held on. 07. 02 2020 and 1nsrsted the . '
HoDs’ to- prepare: the absentees list and: mforrn those parents to'come to college on 18 02. 2020 to. R
o meet concern subject handhng staffs. - ;
. CIA-1 report entry last date in university portal is 13.02. 2020 hence Prmcrpal 1nstructed to staﬂ' 1
o through HoDs? to: evaluate the papers.and dlstrlbute the same to. the students after that same has
‘entered in: the web portal CIA-l retest can ‘be- conducted to. the students those who_ got the © -
'pennlssmn 1o take leave on. exam days “No marks should be awarded wrthout conductmg test to K o
‘those: students wh1ch was very strtctly mstructed by Prmcrpal : : £ :
. .-'Prmclpal suggested to glve assrgnments to the students on ba315 of mdlvrdual analy31s of the
- students: - - : : : : : A
‘e »Prlnctpal also stressed on- 1mprovmg the teachtng leammg process and suggested to take class as a»; AT
mteractrve sess10n whrch Jan tum boost the students conﬁdence level as well . .
o MHRD Innovatwe pro_]ects - presentatlon done by the students were good "Principal
' congratulated those students and the staff guxdmg them and suggested to 1mprove the level of L
-presentatlon ; -

K4 ‘Result in the forthcommg semester should be 1mproved at any cost Prmcrpal mstructed the -

_'HoDs "make separate strategy to, thelr concem departments and that should be presented to the 2 LT
“principal-on 15.02: 2020. - . o e :

o “ Principal. aga1 )

1n31sted on result 1mprovement smce 1t 1s mterconnected in: all aspects of the :_'_.".-"" '
college: growth hke accredltatlon admrssrons arid placement etc.; S0 - staff should take sole - -
‘ responstbthty to improve the: result m their subjects u‘respectlve of the extemal causes and make '

~ . sureto ehmmate the’ mtemal causes for low results :

° Forthe. forthcommg anna umversﬂy inspection all the staff who ﬁmshed the Doctoral degree ahs
to produce the genumeness certificate before the mspectlon commlttee _ ;

°. As dlscussed in the earlier nieetings, the prOJect presentatlon competttlon on the’ account of ‘
Natlonal Science day to be held on 28.02.2020, principal instructed to present a mmrmum of twor
'proyects

o ' As per the-earlier discussion, arrear classes for I1I year students w1ll be started after CIA—

R_A ' a*”’p

BrR. AROKEDASS M E Ph D,
Prmc;pal
t Anne's CoNege of Enginaering & Technology,
ANGUCHETTYPALAYAM,
Siruvathur-{Post), Panruti-{T.k),
Cuddalere-{Dist), Pin: 507 110,
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C (An ISO 9001 2015 Certified Instltutron)

ANGUCHETTYPALAYAM PANRUTI—607 106

MINUTES OF THE HOD MEETING

-A ;_:'Place Prmcrpal chamber -, b'lme 29 Ol 2020/ l 3

. :'z-z'thh regard to the Anna unrversrty results for exammatlon conducted in - prevrous semester,- :
‘ 'fu-t.'-‘Prmcrpal mspected all the result of each subject department wrse and d1scussed cons’ m the ARl

E;"'j-,results - : S : e Rt
o -‘-:'A"'"-_.Prmctpal proposed to: conduct the parents teachers meetmg on 07 02"" 020 -at 10 00 am: All the R .,
(— .- ./studentS must.bring the parents on the day of meetmg and the sairi hould mformed _to'_the- Bl

.parentsby the counsellors v

: :‘? -l i e

TNt
kw"

Cuddalore (Dlst), Pm. 607 10 .:

'HOD/S&H ,.[" ek
Admlmstratrve Ofﬁcer 53
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ST ANNE’S
COLLEGE OF ENGINEERING AND TECHNOLOGY
(Approved by AICTE New Delhl Afﬁhated to. Anna Umversrty, Chennar)
. :(An SO 9001 2015 Cemﬁed Instxtutron)
ANGUCHETTYPALAYAM ANRUTI 607 106

MINUTES OF THE :HOD MEETING

Place Prmmpal chamber Date/Tlme"

s 5% 5' '_v_'As drscussed m the prevnous meetmg, _CIA~1 w1ll be conducted in between 03. 02 2020 to - '_
©+708.02.2020.. In connectlon to that, pnnclpal advrsed to complete two umts on or before 3K .,
© 7 31.01.2020. | g )

e Pr1nc1pal 1nsrsted the HoDs to mform the PrOJect Coordmator to submlt the project assessment'_'_'-
('\ L T record to the. prmcrpal : BT '

,'last semester o -

s .-, ,HoDs are msrsted to check the valuatron of assrgnments submltted by the students and shp test:.f:. _:f:"
kS conducted ' ; ;

‘VHOD'/Mech. : b e
HOD/EEE == ,a T
. HOD/ECE - %" - SRR Ry
__HOD/CSE S s _i L B ) .
HOD/S&H — /~\»_ CA Dok~ Y‘“’e;“) s
.-Admlmstratrve Ofﬁcer __/,/§-a Q__/ LS} @o&%ﬂ

Flle

Cuddalore (stt\, Pm 607 110 RS o
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(AR ISO9001: 2015 Sertified Institution) - -
ANGUCHETI‘YPALAY 2 PANRUTI 607 106

MINUTES OF'THE H()D MEETING AN

Place Pr1n01pal chambe.':_'

'T-V_o Prmmpal welcomed the HoDs for the meetmg and followmg that he mf"'
g _ _'-_stnctly adher 'he anna umver51ty schedule c1rculated earher by the exam eell; 1+ e S
e Prmmpal had demded that the CIA-1 wxll be in between 03.02. 2020 fo 08 02.2020 and CIA—2 w1ll SR E

_ o be in between 27.02. 2020 and 04 03. 2020 after the brief discussion w1th the HoDs Ay
("» .= ~.CIA pattern will be the sarne as the last semester pattem CIA wxll b ' conducted for 3 hours,.
: i "_‘-'followed by the Obji V_tlve test. .~ ‘ :

"HOD/EE
HOD/ECE
. HOD/CSE: -,
_'HOD/S&H ;s I v
Admlmstratlve Ofﬁcer F IR 57 -
Flle ;
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, (An 1S0.9001: 2015 Cemﬁed Insututlon)
ANGUCHE'ITYPALAYAM PANRUTI 607 106

: MINUTES OF THE HOD_MEETING ;e

1mpottant repeated questlons in. umversxty exammatlon and all the possnble >ways of kmg"a;_ e

questlon
DeR. Anommss WE, Ph,
.:gr(rf}(:P)S’TOt % . ' _Principal,
, SEDEICILY. St AnnesCollege ofEngmeenng &Technoiogy
- Vice Principal LE’* ‘?‘“?wwqﬁ« ANGUCHETTYPALAYAW,
. HOD/Mech b9 Siravathur-{Post), Panrati-(T'k),
HOD/EEE e Cuddslore- lDist), Pin: 607 110,
HOD/ECE -

HOD/CSE . Qo 1 Ry LS%PWA:\‘&>



COLLEGE OF EN INEERING AND "TECHNOLOGY
(Approved by AICTE N :

"The College reopens on 16, .2019 as per anna umversrty schedule Aﬁer afdrscussron with the
AR HoD’s rt is: decrded to conduot- the lab classes m the ﬁrst week afte reopen ‘sinc we have

S am- fe _ structurewrll be followed for next year also In splte of

: :':'.ff'_‘ .:Regard"' g the: admrssxon,
: low fees management has demded to gwe more concessron for poor students thh very good

fc; R e T prnmmmss ME, PhD.
Thg gecretary , ' ' Principal, ’&T .hm\ogy

' " i Anne’s Collene of Engineering & lec

g 2' Vige Prinbipal _ _C,/@J«\, L%@«% ‘@9“"_‘ ANGl?CHETTYPALAYAM

Siruvathur -{Post}, Panruti-T.k),
Cuddalore-{Dist}, Pip: 607 110
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ST ANNE S

COLLEGE OF ENGINEERING AND TECHNOLOGY
(Approved by AICTE; Néw: ‘Dethi. Aﬁ'lhated fo Anna: Umversxty, Chennar)
) ;. (An1SO 90013 2015 Certified lnstltutlon)
ANGUCHE’ITYPALAYA ".,PANRUTI = 607 106

MINUTES OF THE HOD MEETING

Place Prmcxpal chamber 10 9/-11 15 am

Prmcrpal msrsted- on: awardmg of mtema 'arks to the students posmvely a mmrmum of 14; £ nf

marks should bé awarded and’ strongly ks ifi order to grve the o

s 5 wnhout any work from the students

'""Student fee collectlon should be done before the practlcal exam and they clear all dues before the-’-‘
exams -1t 1s strongly msrsted by the prmcrpal

- lf‘not_ the requlrement of books should be submrtted 10" me hbrary T ¥l
; 'the staff rnay be redUced Prmcrpal asked the HoDs ‘to. mform the staff o

s+ \ANGUCHET N
ruvathur—(?ost), panruti{TK), -

HOD/EEE T Cuddalore (Dist\, Pm. 607 110 '

HOD/ECE
HOD/CSE
HOD/S&H — oA DN
Admmrstratlve Ofﬁcer /,/g‘) bl
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COLLEGE OF ENGINEERING AND TECHNOLOGY
(Approved by AICTE New Dclhl Afﬁhated to. Anna: Umversnty, Chennal)
S (A 1S0'9001:-2015 (‘emﬁed Instltutxon) _
Lo ANGU ' HETTYPALAYAM PANRUTI—— 607 106

CopyTor - mmmmss ME.PhD.

The Secretary ALK o _ - : “Principal,

Vice Principal: S nnesCcllegnofEngme@nng&Tachnolog;
ANGUCHE7TYPALN{A3n '

HOD/MCCh Siruvathur-{Post), Pansuti: {T.k),
Cusdalore-(Dist), Pin: 607 110.




. COLLEGE OF ENGINEERING AND TECHNOLOGY .
(Approved by AICTE. New: Delhl_ Afﬁllated to Anna Umver51ty, Chennal)

el ’ ._lmprove the forthcommg results

- 'Internshlp program for III—year student is made compu]sory, staff are requested to mher1t the _:_ _ S al
: 1mportance of the mtemsh1p to the students ; : &

fHOD/Mech _,
HOD/EEE: —Y&%fr—" -
HODIECE .. /3" A

- HOD/CSE ..
HOD/S&H ,
Admiinistrative Officer «-—/zc/‘t
File.
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(Approved by AICTE; New Delhi. Afﬁllated to Anna Umversrty, Chennal)
o (An ISO 9001 2015° Certlﬁed Instltutmn) 1 2
ANGUCHETI'YPALAYAM PANRUTl 607 106

MINUTES OF THE HOD MEETING ;i

Place PrmCIpal chamber ime: 16 O 19/ 11 15 am "

e I:_‘Fees dues for the students has to be cleared on or before 16 08 2019 ThlS 1nformat10n has to be- £
g, _passed on to the parents oy L e :

counsellors ' ST
Umvers1ty results should bé

25 marks for Assrgnmen e
3 marks for Ob_]ectrve test o

o. -2 marks for Attendance _ LAt
. On St Anne s Feast, staﬂ‘ and students are requested to wear the umform

Q‘ 0.0

. St AnnesCollege! ‘ ngmeenng&lechno\ogy,'_ :
" ANGUGHETTYPALAYAM,. *.. - -

'j_HOD/Mech < ‘Panruti: l'l‘ k), i
"HOD/EEE — Sw‘-.jatﬁi lgss?; i::u. 60T 110. [
-__:_..-'HOD/ECE 5 A
“HOD/CSE ~

'HOD/S&H

_Admmrstratlve Ofﬁcer _/— S}
Flle g
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ST ANNE’S

COLLEGE.OF ENGINEERING AND TECHNOLOGY :
(Approved by AICTE, New Delhi. Affiliated to Anna University, Chennal)
" (AnISO 9001: 2015 Certxﬁed Institution)
' ANGUCHE’I‘TYPALAYAM PANRUTI 607 106.

MINUTES OF THE HOD MEETIN G

Place Prmclpal chamber _. . | PRl Date/Tnme 08. 07 l9/11 15 am o

- An orientation program has been planned for students a team from St. Joseph’s College'
o Tlruchlrappalh will be the 1 resource team on-15.07. 2019 ‘ < - 4_
.o Venue for onentatron program CSE and EEE will be in audltonum for- ECE it will be i Optrcal "l
' s and Microwave Lab: and for MECH it-will scheduled in conference hall, o
e Im regard to. St Anne’s feast, Novena Prayer has been scheduled from 17. 07 2019 and Feast' N
o celebration w1l1 be on 24 07 2019 in college audrtonum Schedule for novena wxll be clrculated‘_
at the earhest _ SR : e SUaER :
o _-'Newsletter wxll be released in. the maugural functlon of ﬂrst year classes NeWS letter wrll be.
r pubhshed 4 yearly issue- for.the past academlc year Necessary data should the submrtted to the
_ _.edrtonal board on or: before 18.07. 2019. - .
- o Staffare requested to follow the dress’ code stnctly and will- be role model to the. students T gk
¢ 'Graduanon day has been ‘planned..on 24:08.2019. Graduation report of  that batch has to be S
' submltted to the' prmcrpal on-or before 25 07. 201 9. ' A '
. Students late. comers has to be reduced a momtormg commtttee w1ll be formed to reduce the
© 0 late comers :
' Staff are requested to avoxd takmg leave ona day before and aﬁer hohdays g .
e _Placement trammg for- the. IVayear students w1ll commence on: 01 08 2019 to 03 08. 2019 for
_ commumcatlon-based trammg : -

. Unit completlon has to be momtored by the HoD’s and make sure: two units should be e
%7 completed before. CIA—I S : '

P e R _ PR g PRIN AL ‘g 9 .\:-
| . DrRAROKIADASSME, PhD,
opy To: : ;

The Secretary | ' _ o - .Principal; .

| AnnesCotIege of Engmnenng & Technology,,

Vice Principal

-y ) ANGUCHETTYPALAYAM, -
HOD/Nesh Siravathur-{Post), Panruti-(T k),
HOD/EEE — v& Cwédalore-{Distj, Pin: 607 110.
HOD/ECE ' P

HOD/CSE «Q@E%J usg—%wam
HOD/S&H _— A Dot v Ca O 0

Administrative Officer __—$9. Kg&_‘__'
File




Place: Principal Chamber
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ST. ANNE’S
COLLEGE OF ENGINEERING AND TECHNOLOGY
(Approved by AICTE, New Delhi. Affiliated to Anna University, Chennai)

(An ISO 9001 : 2015 Cettified Institution)
ANGUCHETTYPALAYAM, PANRUTI - 607 106.

MINUTES OF THE HOD MEETING

Date/Time: 05.07.19 /11:15 am

As per the earlier discussion, it is decided to commernce the laboratory classes
(19.07.2021) earlier than the stipulated date given by Anna University (01.07.2019) to
enhance the teaching methodology. , )

A Prayer session is organized by the management for all the staff on 18.06.2021 at
9.30am in chapel, followed by the staff meeting at 11.00 am in Conference hall. All the
staff members are insisted to attend the prayer and the meeting without fail.

On the day of commencement of laboratory classes, instead of common prayer
department wise prayer has to be arranged by the concern departments. -

. The management has insisted in following the rules of looks and attire of the both staff

and students. Hence, all the HODs are insisted to convey the same to staff and students
and have a keen eye on the same.

All the HODs are requested to insist the staff to plan accordingly in span of a week time to
complete all the work allocated. so that it will be easier at the end and overburden of work will be
reduced.

As per the previous feedback given by the staff, this semester has been planned with 3
Continuous internal assessments (CIA I, IT &III) instead of 5 unit tests.

After discussion with all HODs, it is decided that all the three Continuous internal assessments
will be conducted for 3 hours in the morning session in between 9.30 am and 12.30 pm.

Since the last working day for the this semester is 19.10.2021 as per Anna university and we have
a total of 76 working days, all the HoDs are requested to plan the unit completion dates and the
same will be review in next meeting to get a unanimous decision.

It is suggested to all the HoDs that to insist the staff to enhance the level of preparation
for the class according to the students capability.

R

PRINCIPAL

Copy To:

0o o3 oy o D

The Secretary

Vice Principal %%!/\—/
HOD/Mech

HOD/EEE

HOD/ECE &%

HOD/CSE =i/ ~—°
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Place: Prmmpal chamber

ST.ANNE’S
COLLEGE OF ENGINEERING AND TECHNOLOGY
(Approved by AICTE, New Delhi. Affiliated to Anna University, Chennai)

(An 1SO 9001: 2015 Certified Instltutlon)
ANGUCHETTYPALAYAM, PANRUTI - 607 106.

MINUTES OF THE HOD MEETING

Date/Tlme 0‘1.0.7.19/11 15 am

Laboratory classes have to be completed by the end of this month, since it has been started a week
before and the completion status has to be submitted to the principal in the prescribed format.

Question bank and notes submitted by the staff members has to beverified by the HoD of the
concern department and the report has to be submitted to the principal.

Principal insisted to make the classes to be an interactive session with more questlons from the

-students, this will make a better classroom atmosphere.

Department events planned has to be completed on the planned date, try not to postpone the date

-at any cost. :
~ The last date for the transfer and readmlssmn is 12:07.2019. So, staff are requested to refer any

readmission. :

Second Saturday and fourth Saturday of every month will be declared as holiday. ‘
For R-2017, special preparation has to be made with respect to the previous question papers, since
the question papers are bit tough to attend for the students. _

Students discipline has to be monitored regularly without any lag.

Department wise meeting with principal will be conducted once in every month after working
hours. Staff are requested make necessary arrangements on the day for the own transport, this
meeting is conduct'ed after working hours because it should not disturb the regular classes.

P

| CIPAL, [ s
Copy To: : Dr.R.AROKIADASS, ME., Ph
The Secretary Principal,

%3: ? AnnesCollege of Engineering & Technology,
Vice Prmmpal -— Sim»‘—’ L UJV»\ j ANGUCHE!T"MU*YA“

HOD/Mech 4%9*“‘/ Siruvathur-{Past, oa aras
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ST ANNE’S

COLLEGE OF ENGINEERING AND TECHNOLOGY 5
(Approved by AICTE New. Delh1 Afﬁhated to: Anna Umversrty, Chennar)
(An, 1SO 9001: 2015 Certlf ed lnstltutlon)
ANGUCHETTYPALAYAM PANRUTI 607 106

MINUTES OF THE HOD MEETING et

. - __For the forthcommg semester staff are msrsted to complete the syllabus on tlme as per the g
:academlc schedule § " S

o .. 'The umt completlon dates have to be followed smce it has been accordmgly wrth the anna ol
P umversnty mtemal exam schedule :

‘ 'mt 1 = 16 0732019

b i o ; 'Contmuous Intemal'assessment has been planned as per annalumversnty schedule
o "CIA—1-05.08.2019 t0'10.08.2019
R - CIA 2 19 09. 2019 to 21.09. 2019
- 'CIA-3-11.10.2019:t0 17.10.2019
B o Model Lab - 18 10 2019 t0 19.10. 2019

(15 e - " :If possrble a revnslon test wrll be planned aﬂer last workmg day 19 1.0'-20'19.'? e

Dr R ARGK[ADASS M;E 'm_l D,

% . :iPrincipal, = -
,:The Seereary o , StAnnesCo\lege o Engmeennq&lechnoloqy
___‘V1ce Pr1n01pa1 -— . BS 4 ANGUCHETTYPALAYM\

Su’uvathur (Post), Panruti-(T. kl

J UlﬂdleIE (Dlst}, Pm 6'37 11()
HOD/EEE — ﬁ Z. :

Admrmstratwe Officer <=4 @A_« E,S
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ST. ANNE’S
COLLEGE OF ENGINEERING AND TECHNOLOGY
(Approved by AICTE, New Delhi. Affiliated to Anna University, Chennai)
(An ISO 9001 : 2015 Certified Institution)
ANGUCHETTYPALAYAM, PANRUTI - 607 106.

MINUTES OF THE HOD MEETING

Date/Time: 16.03.19 /11:15 AM'

The last date for report entry (attendance and assessment marks) in the Anna Umversrty
web portal for period IV is 23. 03. 2019. Hence all the ‘HODs are requested to insist the
faculty members to complete the entry in our college website on or before 22, 03. 2019.

- HODs and class- incharges have to make sure that the total hours requxred as per the
" university regulatxon is met for all the subjects.

- A 'minimum of 14 marks in the internal assessmerit for: all the students is expected Hence o

all the HOD:s are insisted to check before entry. If not, necessary corrective action can be
taken and the supportive document for awarding the marks is to be maintained: Pro_]ect
internal marks have to be allotted as per the un1vers1ty normis, con51dermg the reviews.
For shortage of attendance (60-74%), either medical certlﬁcate or sports certificate or
principal’s letter for sports can be submitted. _
University practical exams commences on 25. 03.2019. Therefore all the HODs have to
insist the lab incharges to make necessary arrangements for the smooth conduction of the
practical exam and the same has to be checked by the HODs All the program backups
has to be deleted before the commencement of the pract1ca1 exams. :

~ All the HODs are expected to be present and go around all ‘the labs durmg the practlcal‘ V

exammatlons

The internal exammers for the practical examinations have to conﬁrm the extemal
examiners about their arrival and are instructed t0 strlctly follow the timings during the

~ exams. If any delay, the same has to be brought to the knowledge of examcell for further'

actions.

Attendance has to be strictly closed after 30 mmutes from the commencement of exams |
(9:30 am in the forenoon and 1:30 pm in the afternoon) as per the university norms.

After the completion of exam, mark entry in the university w_eb portal has to be made by
both the internal and external examiners.

If breakfast is required for the external examiners, prior information has to be given to the )
exam cell for making necessary arrangements.

College buses will start 10 minutes earlier than the usual timings, during the practlcal
examinations.
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ST.ANNE’S
COLLEGE OF ENGINEERING AND TECHNOLOGY
(Approved by AICTE, New Delhi. Affiliated to Anna University, Chennar)

(An ISO 9001: 2015 Certified Tnstitution)
ANGUCHETTYPALAYAM, PANRUTI — 607 106.

MINUTES OF THE HOD MFETING

Place: Prmcrpal Chamber - ‘ ' Date/Time: 29 11. 2018/ 11:15 AM

e Itis discussed with all the HODs about momtormg the dlsmplme of the students msxde the college
' campus and all the HODs are expected to extend their support towards it. .
e The I year exams will be commenceon 29. 12. 2018 the second floor of the main building will be
utilized for conductmg the examinations. After discussing with all the HODs, it is decided to
- conduct the classes for the students of ECE and CSE in the admin block.
- e The students having I semester arrear exams can avail OD on the exam day If necessary, they
can avail leave on the previous day of the exam.
o Staffs have to follow. dress code properly and all the staffs have to be present inside the campus -
" before prayer. : : ‘
e All the HODs have to regularly monitor the classes and stnctly momtor the absentees.
o - HODs have to plan the department activities for the current semester and_ the same must be
submitted to the Principal.

o New faculty.details in all the departments ‘must be submitted to Mr. Domrmc Savro / Special
- Officer. -
o Master time table for the academic year 2018 — 19 (July’ 18 Nov’18 & Dec 18 May 19) and
lab details have to be submitted to the Special Officer for afﬁllatron purpose. .
e As givenin Anna Urnversrtyacademlc scheduléthe last workmg day is 22. 03 2018 So the HODs, '
- haveto discuss with the faculty members and plan‘accordingly.
e Asper the schedule from Anna University, 29. 12. 2018 will be a working day As decided by the
management 31. 12. 2018 will be a holiday and the college again feopens on 02: 01.2019.
e Itis discussed with the HODs and decided that the completion date for Unit I is 04. 01: 2019.
e Asthe number of working days .is lrrmted, the faculty members are insisted to avoid avarllng

leave during this semester.
Q, 29\l l?’

PRINCIPAL
Dr.R.AROKIADASS, ME, PhD,
Principal,
StAnne 5 College of Engingering & Technology,
ANGUCHETTYPALAYAM,
Siruvathur-{Post), Panruti-{T.k),
Cuddalore-{Dist), Pin: 607 110.
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MINUTES OF THE HOD MEETING

_ Place: Principal Chamber - : _ . Date/T ime:29. ll 2018/11: 15 AM

e It is instructed to all HODs to discuss and prepare the academic schedule for the forthcoming
. semester in accordance with the academic schedule given by the Anna Umvers1ty
o HODs have to discuss with the department faculty members about the department actlvmes to be
conducted in the forthcoming’ semester.
e It is discussed with the HODs about the Admlsswn process that could be- followed for the next. -
~ ‘academic year.
o Theareato be covered for admlssmn has to be extended :

* Passed out students from our college can be c_o_nta_cted for admission. .

Admission camp can be conducted. for 10 / 20-days in outer areas.

Student address and contact numbers have to be collected.

Student Addresses from St Anne’s congregatlon institutions will. be collected by our .
- sisters. '

.0 Around 20 locatlons have to be ldentlﬁed and team work is to be initiated.
o A minimum of 10 admlssmns per team is to be aimed.
o To frame the Fees structure. :

‘e A separate team for lateral admission will be formed in a similar manner.

¢ 'HODs have to, discuss - w1th the faculty members regardmg the admlss1on and valuablej-'
, suggestlons are invited.

o 0o o0 O,

29. e |
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- Place: Principdl 'Chamber ’

ST.ANNE’S

- COLLEGE OF ENGINEERING AND TECHNOLOGY -
(Approved by AICTE, New Delhi. Affiliated to Anna University, Chennai)
(An ISO 9001: 2015 Certified Institution)
ANGUCHETTYPALAYAM, PANRUTI —607 106.

MINUTES OF THE HOD MEETING

Date/Tnme 08 10. 2018/11 15 AM

All the HODsand faculty members have to go rounds and momtor the” students dunng the
conduction of their respectwe model exam..

Special coaching has to be given to the hostel and 1nterested students in the evening from 5:30 pm
to 7:30 pm and from 8:30 pm to 10 00 pm during the model exam from 08 10. 2018 to 13. 10.

. 2018.

- Anna Un1vers1ty Theory Exam mvngxlatlon duty must be allotted to the respectlve staffs based on
their availability on their concemed exam dates.

HOD:s have to collect the expected results from the individual staffs for thelr respectlve sub_;ects

- 1 semester arrear internal ‘examination for the IT year students has been planned. Students are

insisted to meet Dr. A. John Peter HOD /I'S& H regarding the Contmuous Internal Assessment

- and Internal Marks.

AT o \@
PRINCIPAL
DI'RARGKJADASS ME Ph.D,

R " I ' : " Principal,-
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MINUTES OF THE HOD MEETING

Place: Principal Chamber o Dateleme 24.00. 2018/11: 15 AM

“All theHODs in- coordmatlon ‘with the exam cell have to make certam that the profile of all the
“teaching faculties is updated for the current semester in the Anna Umversxty Web portal.

As already circulated ‘and instructed, the last date for paying exam fees is 28. 09. 2018.College
tuition fee, bus fee, hostel fee and other dues must be cleared before the payment of Exam fee.

In order to mculcate the readmg habit and develop the language Skll] it is decided to buy
Newspaper and distribute to the I-year students. HOD /S & H have to dlscuss and decide which
newspaper to buy, The Hindu or Times of India, report-duly to the Principle.

A change in question paper pattern for 7™ semester has been notified by the Anna University.

HODs are hereby requested to intimate the same to the staff members and students.

A coaching schedule is to be planned and must be effectively conducted by the respective subject:

handling staffs. HODs should monitor the classes regularly. It should be made certain that all the
students have their own study matena] during the coaching period.-

Before the commencement of revision classes, there will be a Department wise meeting for the

_ below average students with the Prmcxpal on 25..09. 2018 and 26. 09. 2018.

Faculties have to give selective questions for the most below average students and make them

study at least these questions. N
_For the smooth conductlon of coachmg classes it is reqmred that all the facultles to avoid )

availing leave dunng the coaching period.

' HOD:s and exam cell members have to plan the Anna Umversuy Practlcal Exam Schedule as per'

the slot given.

Attendance has to be calculated as per the norms given by the Anna Un1vers1ty The total number

of working hours for Regulation 2017 is as follows:
o Iyear—465 hours
o Ilyear
= CSE —465 hours.
= ECE -450 hours
= EEE - 450 hours
. MECH 495 hours

commencement of the practical exams.

o freetetig

) PRINCIPAL
Ir.RARDKIADASS, ME, Ph.D.,

| Principal,
$tAnne’s Golleqe of Enginesiiing & Technalogy,
ANGUCHETTYPALAYAM,
Siruvathur-{Post), Paaruti-{T.k),
Cuddalore-(Dist}, Pin: 607 110.
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- ST.ANNE’S
COLLEGE OF ENGINEERING AND TECHN OLOGY'
(Approved by AICTE, New Delhi. Affiliated to Anna University, Chennai) .

(An ISO 9001: 2015 Certified Institution)
ANGUCHETTYPALAYAM, PANRUTI — 607.106.

MINUTES OF THE HOD MEETING_

Place: Exam Cell " © DatefTime:19.09. 2018/10:15 AM |

The class: mcharges and Exam cell members have to make sure that the Examination Regmtratnon '

fee is paid on or before 28. 09. 2018.

College- tumon fee, bus fee, hostel fee and No due fee. must to be cleared before the payment of
Exam fee. : :
No'due fee must be displayed in the Depam'nent Notice Board..

University practical exam schedule has to be prepared after taking the arrear count Schedule has

to be put between 22. 10. 2018 and 24. 10. 2018. If not possible, jpermission from zonal office can
be availed to conduct on 25. 10. 2018.

1" year students arrear registered subjects has to be glven to the Flrst year exam cell to conduct

Continuous Intemal Assessment as per the regulatlon 2017.

o 19+
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(Approved by AICTE, New Delhi. Affiliated to Anna University, Chennai)

(An ISO 9001: 2015 Certified Institution)
ANGUCHETTYPALAYAM, PANRUTI - 607 106.

MINUTES OF THE HOD MEETING

.?lace:'Principal-Chamber _ ' | -Date_/Tirne:l7.09. 2018/11:15 AM

e The Heads of various departments were insisted to concentrate on all possible 'ways to improve
the results of the students. No compromise will be accepted. v
e  The books / notes that are specified to the: students must contam the same syllabus as it is in the

fécommended textbooks glven by the Anna Umversrty All ‘the HoDs have to check and
: recommend it.

e HoDs have to continuously monitor the conductlon of classes

e The quahty objective board has to be updated in all the departments.

° . Secretary -staff meeting will be held based on the result analysis. .

e The special -coaching must be conducted in such a manner as to improve the results. Most
important questions and examination tips can be given to the students.

e  As this week is havmg a long weekend, special classes, if requlred can be conducted between 21.
09. 2018 to 23. 09. 2018. :

° Attendance should be strictly monitored and % attendance of each student should be displayed in
~ the notice board.
- o Conduction of Model theory and practical exams has to be dlscussed and planned
e Tentative date for conductmg University Practical exams will be from 22 10 2018 to 24. 10.
2018. :

e. The Department of Electrical and Electromcs Engineering | have to put more. effort for result
" improvement. -

i
PRINCIPAL
OrR. AROKIADASS, ME, PhD,
Principal,
StAnne’sC’olleg_e of Engineering & Technalogy,
ANGUCHETTYPALAYAM,
Siruvathur-{Post), Panruti-{T k),
Cuddalore-(Dist); Pin: 607 110.
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(An ISO 9001: 2015 Certified Instltutlon)
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MINUTES OF THE HOD MEETING

Place: Principal-Cha’mber ' ' , - Date/Time: 10. 09 2018 /.11:15 AM

The Department organizing the common assembly on. Monday- is respon51ble for the
opening and closing of the auditorium.

~ Ifthe theory session is to be handled with the aid of the LCD prO_]CCtO]' it has to. be pre—planned
- by the’ concemed faculty ' member before the session and should make necessary arrangements.
 Faculty members can get help from the Lab assistants for setting the projector in the Lecture Hall

The fo]]owmg procedure has to be followed for availing OD / permission for the sports actwmes
o Physical Dlrector has to discuss with the. Prmclpa] a week ahead about. the tournament
o The students has to write a letter to the Prmcrpal spccrfymg the nature_of the game, TA
- ‘and DA, if needed duly signed by the Phys1cal Director and forwarded to Pr1n01pal
o Principal, after consideration will send it to the concerned HoDs

o HoDs after propeily assessmg the students can grant permission or retain the students 1f '
necessary.

o After the approval from Principal and HoDs, the’ photocopy of the final list of students ,
has to be sent to the departments.

o Classincharges has to maintain the photocopy of the OD letter.

Physwal director comes under the control of S & H Department. No alteratlon is requrred for the
Physical Director. of avallmg OD for sport relevant activities.

Discipline has to be maintained and monitored in the training program conducted by the Trammg

and Placement Cell.

As per the academic plan, the CIA II (Unit IV) will be conducted for I1 and III year students from
14. 09. 2018. For IV year students, CIA II will be conducted from 18. 09. 2018 to 20. 09. 2018;
two tests per day, from 9:30 am to 11:00 am and 1:30 pm to 3:00 pm respectlvely

HoDs should have special concentration on the II year students and monitor them, owing to the
new regulation R-2017.

HoDs have to take necessary action for the fee payment of the I year students Class mcharges of
II Year has. to intimate the parents about the fee dues.

A coaching schedule has to be prepared by the class mcharges specxfymg the. subject name, staff
name and the appropriate topic in which the coaching will be done. HoDs have to follow up the
schedule regularly.

On account of Vinayagar Chaturthi, 13 09. 2018 will be a holiday. 14. 09. 2018 and 15. 09. 2018 °
will be a working day.

Practical classes have to be completed. If necessary, repeat class can be conducted for absentees.



ST.ANNE’S

COLLEGE OF ENGINEERING AND TECHNOLOGY -
(Approved by AICTE, New Delhi. Affiliated to Anna University, Chennai)
‘ (An 1SO 9001: 2015 Certified Institution)
ANGUCHETTYPALAYAM, PANRUTI - 607 106.

MINUTES OF THE HOD MEETING

Place: Principal Chamber R ' Date/Time:27.08.1 8/11'15 AM

"On behalf of management Principal conveyed thanks and congratulatlons to the who]e
_feam for the success.of Graduation Day Celebration.

Prmcnpal insisted all the faculty members to complete the attendance and mark entry for

report period Il in the college website on or before 28. 08. 2018 by 12:00 pm.

The internal assessment marks that have to be uploaded in the Anna University web

portal has to be entered i in the CIA-I column for the corresponding subjects in the college
website. No moderation should be done in unit test I and II mark statements. ‘

CIA I Analysis has to be done and corrective action has to be taken.

Class commiittee meetmg for all the classes must be conducted by 27. 08. 2018 and the

report must be submitted to Principal. . ' '

Parent — teachers’ meeting should be conducted on 28. 08. 2018 and 29. 08..2018. In addition to

the academic details, Parents should also be intimated about the fées details: Feedback from the-
parents should be got and must be documented.

Unit test III will be commenced from 30. 08. 2018. HoDs must ‘make sure that all the.
faculties have completed Unit III and correspondmg subject notes have been given to
students Simplified notes-may be given to improve the performance of the students.

Unit test I question paper must be submitted to the exam cell as per the schedule.

Principal insisted the HoDs to follow up the payment of fees by the II year students.

As per the schedule Log books, master attendance and counseling records must be completed and
submxtted to the prmcxpal

AnMoU has been signed. A one week training programme for IV year students will be GOnducted
in the month of September 2018 during workmg hours. The payment for training is Rs.2000 per
student. All the regular classes will be suspended. The faculties therefore have to- plan
accordmgly for the smooth completion of the syllabus. If necessary | classes can be conducted after
4:45 pm. Faculties have to insist the students to take part inthe training smcerely

An Interview is scheduled by the Training and Placement Cell on 29. 08. 2018. All the Nil Arrear
and less than 3 arrear students can attend the interview. A payment of Rs.200 per studenthas to be
done for attending the interview. ;

The major criticism from General Body meeting was that the overall result i is poor. HoDs and all

the faculty members have to concentrate to 1mprove the result. Individual faculty member is
responsible for their subject result.
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COLLEGE OF ENGINEERING AND TECHNOLOGY
(Approved by AICTE, New Delhi. Affiliated to Anna University, Chennai)
(An ISO 9001: 2015 Certified Institution)
ANGUCHETTYPALAYAM, PANRUTI - 607 106.

MINUTES OF THE HOD MEETING

Place: Principal Chamber ' Date/Time:06.08.18/11:15 AM

The academic schedules for odd semester and a checkllst is prepared and has to be
followed. : &

Parent Teachier Meeting has to be conducted as per the schedu]e grven All parents have to attend
the meeting. Academic status of the student and fees dues if any has to be mformed to them. It is -
to be strictly informed that only parent or guardian has to attend the meeting.
All'Non-Conformance (NC) found in the ISO Internal Audit has to be closed by 08.08.2018 and
must be submitted to the ISO coordinator. Management Representative Meeting (MRM) will be
held on 14.08.2018. All HODs and Process Heads have to attend the meeting.

R & D Cell coordinator and members have to trigger and initiate the activities for the -
development of faculties and students. '

Department Training and Placement Coordinator has to identify and visit
companies/industries and to prepare the proposal for Internship and Inplant training.

The following clubs have to be inaugurated and the activities have to be initiated for the overall
development of the faculties and students; '

o EEE - Renewable Energy Club
o MECH - Robotics Club

o CSE - Computer Security Club
o ECE - HAM Club

o. Library - library Club

o S&H - Astronomy Club

o Overall - Green Initiative Club

o NSS/YRC

o Entrepreneurship DeVelopment

Independence Day Celebration will be coordinated by Literary Association. Mr. Harlkrlshnan
ASP/S&H will be coordmatmg the function.

Graduation day will be held on 25.08.2018. Chief Guest will be Scientist from BARC.
Alumni Committee has to plan an Alumni Meet on any Sunday.

The number of absentees has to be controlled.All the class in charges must maintain a call log
for the absentees.

HODs have to monitor the classes regularly.
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MINUTES OF THE HOD MEETING

Place: Principal Chamber . Date/Time:09.07.18/11:15 AM

Class Incharges has to make certain that, those students who were absent from last week

have to resume to the classes by tomorrow (10.07.2018). The Absentees Information
Record has to be maintained regularly.

All staffs and students are insisted to be present by 9:10 am in the Auditorium for
Monday-prayer. '

Slip tests has to be conducted from 16.07.2018. Slip tests schedule can be planned

accordingly considering the Monday assembly. If Saturday is a holiday, the test planned

on that day has to be conducted on week days.

The Unit completion dates have been formulated. Faculties are hereby requested to plan

accordingly. The Last working day for the current semester will be 17.10.2018.
" o Unitl-18.07.2018

o UnitII-03.08.2018

o UnitIlI -—21.08.2018

o UnitIV-07.09.2018

o Unit V-27.09.2018 :
Unit Tests schedule will be circulated shortly. HODs of all departments are requested to
insist the faculties to prepare the question bank in the prescribed format and assure that it
is done before the start of unit test. ‘
Previous semester procedure will be followed for conducting the Assessments. For
Continuous Internal Assessment - I (CIA 1), it is the summative of Unit Test I and II. For
CIA 11, it is summative of Unit Test III and IV. Model Examination will be considered as
CIA III.

Special coaching classes can be conducted for students who have performed poorly in the
Unit Tests after 4:45 pm.

[SO Internal Audit will be held on 19.07.2018 and 20.07.2018. HODs have to make sure
that the documents are updated before auditing.

Calibration of meters and equipments must be done by the concerned Lab in charges.
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¢ Coordinators of various Department events for the current semester have to be displayed
in the Department Noticc Board.

e As said in the previous meeting, dated 06.07.2018, Bridge Course will be commenced
from 16.07.2018. Dr. John Peter, Head/S&H, will be the coordinator.
" o HODs have to encourage and motivate the staffs in every positive aspect.
e Saturdays will be declared as holiday, if there is a power shut down on that day.
e All Staff and Students should strictly follow the dress code in the college campus.

e Students, who are applying for Identity Card, can get sign from Vice Principal to avoid
unnecessary wastage of time.

o Apart from Curriculum, workshops and seminars have to be conducted to the students.
e Industries have to be identified for Inplant training and Internship.

N
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Place:

MINUTES OF THE HOD MEETING
Principal Chamber Date/Time:.30.10.2017/11.15AM

All the students should pay the exam fees before Spm today. All the students should
clear tuition fees and bus fees on or before paying the exam fees.

Model practical exam will be conducted on Oct 16,17 and 19" 2017.
All the students should attend the model practical exam compulsorily. If not, he/she

will not be permitted to attend the University practical. The practical record note
should be completed on or before 7% Oct 2017.

All clear minority students can avail scholarship. So HODs should instruct the eligible
students to avail this facility.

All the faculty members and final year students should present the paper in national

conference NCRDSET’18.
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MINUTES OF THE HOD MEETING

Place: Principal Chamber Date/Time: 20.09.2017/11.15AM

It is planned to conduct the model theory exam from 09.10.2017 to 14.10.2017 and
model practical exam from 16.10.2017 to 19.10.2017. ' .
The exam fees last date is 26.09.2017.All the students should clear tuition fees and
bus fees on or before 26.09.2017.The miscellaneous amount for passed out students is
Rs.50.

All the assessment marks of practical exam should be uploaded on or before
19.10.2017.

Attendance shortage students name list will be displayed in the department notice
board by the HOD.
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MINUTES OF THE HOD MEETING
Place: Principal Chamber Date/Time: 24.08.2017/11.15AM

e CIA-I test marks will be entered as average of Unit-I and Unit-II test.

o All the Class In-charges are instructed to conduct the Class Committee meeting on
28.08.2017.

o All the staff should get prior permission to avail Casual leave.
e Our management arrange the staff tour on 5™ August 2017.

o All the staff should complete the syllabus as per schedule.

e  Unit Test III mark statement will be analysed on 28.08.2017.
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