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ACADEMIC PLANNING AND WORKING SOP
1. Mentor counts total working days of the session (and reduces approximately 10 days, in case of sudden holidays).
2. Prepares annual breakup keeping in mind the number of periods allotted weekly. The annual syllabus breakdown is prepared in alignment with UT1, Term 1, UT2, and Term 2 examinations.
3. Prepares monthly LOC according to the breakup to be sent to the students prior to teaching the syllabus.
4. Plans in teacher’s diary the weekly framework of:
· Class work
· Home work
· Activities
· Worksheets 
· Presentations
· Class tests
· Assessments
Liaises with co-mentors to plan activities, worksheets, class tests, and surprise tests.
Discusses lesson plan with the sectional coordinator before implementing the planning. Incorporates coordinator’s suggestions and feedback.
5. Uploads daily work in Google class.
6. Marks the students’ notebooks and maintains correction list.
7. To set exam questions: 
· Cross checks syllabus against the annual break up for the upcoming exam. Creates blueprint accordingly.
· Submits blueprint to Coordinator for approval.
· Once approved, creates chapter-wise questions according to the blueprint. The questions must include a variety of formats – MCQ, Fill ups, Matching, VSA, SA, LA questions, case-based, diagram based, and map based questions..
· Compiles the questions using the syllabus to create question paper using the formatting guidelines provided by the exam cell.
· 40% of the questions are to be application based.
· Sends question paper to exam cell for formatting and printing. Cross checks after printing for errors.
· Exam cell sends question paper to the coordinator for approval after the correction by the mentor. Changes in the question paper (if required) are done by exam cell.
· Mentor proof reads the final question paper before printing.
8. Maintains records of:
· Class work and Home work correction
· Class tests/Surprise tests
· Unit tests
· Examinations 
· Presentations
· Holiday Home work
· Notebooks 
9. Follows deadlines and instructions provided. 
10. Keeps a record of slow learners and informs coordinator, if need be.
11. Provides remedial classes when required.
12. While showing answer sheets of unit tests and exams discusses students’ answers.  
13. Provides constructive feedback on presentation given by the students.
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