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ACADEMIC DELIVERY SOP
1. Mentor prepares annual, term-wise, and weekly lesson plans aligned with the syllabus.
2. Ensures lesson objectives are clear, measurable, and shared with students.
3. Incorporates differentiated strategies and uses a variety of methods to meet diverse learner needs.
4. Keeps teaching aids and resources ready in advance.
5. Begins each lesson with a recap of the previous topic.
6. Clearly states the learning objectives at the start of the class.
7. Encourages student participation and critical thinking through questioning (both open-ended and close-ended).
8. Maintains inclusive practices for learners with varied abilities.
9. Manages time effectively, ensuring both teaching and practice are covered.
10. Takes rounds throughout the class to check each and every student.
11. Communicates in appropriate language, tone, gestures and body language.
12. Incorporates real-life examples and interdisciplinary approach to connect theory with practice.
13. Maintains discipline while ensuring a positive and respectful environment. Uses constructive punishment and strictly avoids corporal punishment.
14. Follows time management strictly—arrives in the classroom within 2 minutes of the scheduled period and completes lessons within allotted time.
15. Keeps records of student attendance, class work, and participation.
16. Conducts formative assessments (quizzes, oral questioning, worksheets etc).
17. Prepares and evaluates summative assessments as per school guidelines.
18. Provides timely feedback to students for improvement.
19. Maintains updated records of:
· Lesson plans
· Students attendance
· Assessment results
· Anecdotal records
· Students strength identification parameters
· Behavioural issues, if any
20. Calls parents if any student is absent for 3 consecutive days 
21. Addresses the requirements, supports and provides care to the children with special needs. 
22. Submits reports to coordinators on time.
23. Follows safety guidelines while conducting lesson, experiments or activities.
24. Timely identifies students needing remedial support and provides additional guidance. Documents it.
25. Offers enrichment opportunities for high achievers. Documents it.
26. Is punctual and prepared for every class.
27. Engages students through a mix of explanatory and written activities 
28. Exhibits fairness and avoids bias in teaching and evaluation.
29. Maintains confidentiality of student data, marks, and exam papers.
30. Keeps professional communication with students, parents, and colleagues.
31. Participates in professional development programs (workshops, training).
32. Engages in peer observation and feedback sessions.
33. Reflects on personal teaching practices and adopts new methodologies.
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