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SOP- ACADEMIC HEADS
1. Preparedness of the Classroom at the beginning of the session

· Ensure and checks the maintenance of the classroom and availability of necessary items like furniture, curtains, out pass hangers, lights, white board, smart panel, locker, cupboards etc.
· Allot themes and materials for class boards and corridor boards.
· Allot class and subjects to the mentors.
· Provide resources to the mentors:
1. Class mentors: Planning diary, attendance register, log book, anecdotal record book, marks record book, identification parameters, teaching resources, out pass
2. Subject mentors: Planning diary, teaching resources, correction list
· Ensure all mentors in the section have ID card.
· Provide the class mentors list of students enrolled in the class.
· Provide guidelines of Google class creation.
· Ensure uploading of notices, circulars and academic documents in the Google class and students’ diary.
· Approve leaves to the mentors after ensuring leave form has been submitted with all columns duly filled.
· Share information about mentors’ absences over Heads WhatsApp group.

2. Academic Planning & Delivery

· Verify through circle time that mentors have prepared annual, term-wise, and weekly lesson plans and LOC aligned with the syllabus.
· Verify daily planning including class work, homework, worksheets, and activities.
· Provide tentative term-wise syllabus to the parents at the beginning of the session
· Ensure lesson plans are reviewed, clear, and measurable before implementation.
· Ensure that monthly lesson objectives are clear, measurable, and timely shared with students.
· Check that differentiated strategies are included to address diverse learning needs.
· Review readiness of teaching aids, resources, and digital tools.
· Cross-check that teachers update their diaries with weekly classwork, homework, activities, worksheets, and tests.
· Check collaboration among co-mentors for planning activities, worksheets, and surprise tests.
· Oversees sectional events like Erudite, sports day etc. Schedules and plans necessary arrangement for the class competitions.

3. Classroom Observations, Monitoring, Discipline and Personal Hygiene

· Conduct periodic classroom visits to observe teaching practices.
· Ensure mentors begin lessons with a recap and state learning objectives clearly.
· Check that mentors encourage active participation and use questioning techniques.
· Monitor punctuality and time management—mentors should start classes promptly and finish within allotted time.
· Ensure differentiated strategies and inclusive practices are in place for diverse learners.
· Verify maintenance of discipline with positive reinforcement (strictly avoiding corporal punishment).
· Ensure students are wearing proper uniform and ID card.
· Ensure that students maintain good personal hygiene by regularly checking and guiding them on cleanliness, grooming, and healthy habits such as washing hands, wearing neat uniforms, and keeping their surroundings tidy.
· Maintain Mentor Performance Record over the year, documenting both strengths and areas of improvement.
· Based on performance, award Mentor of the month.

4. Student Engagement & Inclusion

· Confirm that inclusive practices are followed for learners with varied abilities.
· Ensure mentors identify and support students needing remedial help and enrichment opportunities for high achievers.
· Cross-check documentation of student strengths, challenges, and behavioral records.
· Verify that constructive discipline is maintained, avoiding corporal punishment.

5. Records & Documentation

· Ensure updated records of:

· Lesson plans
· Mentors’ observations 
· Student attendance
· Classwork and homework corrections
· Presentations
· Holiday homework
· Assessment results (formative & summative)
· Anecdotal records
· Remedial and enrichment support
· Skill identification parameters

· Verify timely submission of reports by mentors.
· Confirm confidentiality of student data and exam records.
· Collect log books from each class on a daily basis to cross-check and monitor the day-to-day academic work.
· Collect the attendance register at the end of each month to cross-check students’ attendance and forward it to the Principal for verification.

6. Assessments & Feedback

· Ensure formative assessments (quizzes, oral questioning, and worksheets) are being conducted regularly.
· Cross check worksheets and quiz questions.
· Verify that mentors align question papers with the approved syllabus and blueprints.
· Ensure exam papers include varied formats (MCQ, VSA, SA, LA, case-based, diagram-based, map-based).
· Cross-check that 40% of questions are application-based.
· Approve blueprints and proof read question papers before final printing.
· Collect answer key of the question papers.
· Confirm adherence to exam cell formatting guidelines.
· Take immediate and appropriate action if a student is found engaged in malpractice during examination.
· Cross-check preparation, evaluation, and record-keeping of summative assessments.
· Encourage that marking is done within school premises.
· Monitor that mentors show corrected sheets to students and address queries.
· Confirm that mentors provide timely feedback to students and parents.
· Ensure both subject mentor and class mentor maintain records of marks.

7. Student Support and Parent Communication

· Monitor identification of slow learners and high achievers.
· Ensure mentors call parents if a student is absent for 3 consecutive days.
· Monitor that mentors maintain professional communication with parents and address concerns promptly. Intervene with parents when needed.
· Ensure remedial support and enrichment opportunities are documented and provided.
Confirm timely communication with parents regarding absences, progress, or behavioral concerns.
· Oversee periodic parent-mentor meetings and documentation of outcomes.
· Prior to the PMI, collect fee defaulter list from the accounts department and pass to the class mentors. Collect results of fee defaulters and give back to mentors only after confirming defaulters’ fees payment.

8. Safety & Compliance

· Confirm mentors follow safety protocols during experiments, field trips, and activities.
· Monitor classroom discipline and safety arrangements.
· Ensure that emergency and health protocols are clearly understood by mentors.
· Conduct periodic surprise check of students’ bags.
· Ensure participation of both students and teachers during emergency drills.
· Regularly monitor washroom maintenance. 
· Maintain an adequate stock of sanitary napkins to support students in case of need.
· Attend immediately to medical cases. Call parents, if required.
· Supervise students’ arrival and dispersal.

9. Professional Conduct & Growth

· Check that mentors participate in professional development workshops and training. Collect certificates and send for recording.
· Encourage peer observations and reflective practices.
· Ensure fairness, unbiased teaching, and respectful communication across the section.
· Design structured plans for the professional grooming and continuous development of sectional mentors.
· Incorporate and enhance team-building exercises to foster collaboration, strengthen interpersonal relationships, and create a more cohesive and motivated team.
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