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DEPARTMENT OF NAME OF THE DEPARTMENT
Ref.: MCE/Dept. Name/AY/SEM/CCM/CIR-REF. NO.						Date
CIRCULAR
The 1st / 2nd Class Committee meeting of the 1st/2nd/3rd/…8th (Engg.)/9th/10th (Arch.) Semester Department Name students is planned on Date of Meeting between 01.05 P.M. and 01:30 P.M. in Mention the venue. The following members are asked to be present for the smooth conduction of class committee meeting without fail.

	Faculty Members
	Signature

	Chairperson
	Faculty Name with Designation
	

	Class Advisor
	Faculty Name with Designation
	

	Theory
	Subject 1 Sub. Code/Sub. Name
	Faculty Name with Designation
	

	
	Subject 2 Sub. Code/Sub. Name
	Faculty Name with Designation
	

	
	:
	Faculty Name with Designation
	

	
	Subject ‘n’ Sub. Code/Sub. Name
	Faculty Name with Designation
	

	Laboratory
	Subject 1 Sub. Code/Sub. Name
	Faculty Name with Designation
	

	
	Subject 2 Sub. Code/Sub. Name
	Faculty Name with Designation
	

	
	                            :
	Faculty Name with Designation
	

	
	Subject ‘n’ Sub. Code/Sub. Name
	Faculty Name with Designation
	

	Student Members

	Student 1: Fast learner 1 (Boy/Girl)
	

	Student 2: Slow learner 1 (Boy/Girl)
	

	Student 3: Slow learner 2 (Boy/Girl)
	

	Student 4: Hostler (Boy/Girl)
	

	Student 5: Day scholar (Boy/Girl)
	

	Student 6: Class Representative (Boy/Girl)
	


Meeting Agenda:
1. Review of Minutes of Previous Meeting.
2. Theory course syllabus completion, awareness of course outcomes.
3. Communication, Interaction and Language of interaction.
4. Any activity-based learning, ICT tools used, tutorials conducted.
5. Lab course manuals available/Assessment as per rubrics/ No. of experiments conducted, awareness of course outcomes, /Availability of necessary equipment, any feedback etc.
6. Outside interactions paper/ project presentations/NPTEL courses / online courses/ VA course/ non-formal courses attentiveness
7. Mentoring/slow learners interaction/ counseling requirements
8. No. of tutorials conducted / innovative assignments.
9. Any specific feedback on academic/ facilities



Chairperson                                                       Class Advisor                                     		HoD
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DEPARTMENT OF NAME OF THE DEPARTMENT 
(FINAL YEAR PROJECT PHASE)
Ref.: MCE/Dept. Name/AY/SEM/CCM/CIR-REF. NO.						Date
CIRCULAR
The 1st / 2nd Class Committee meeting of the 8th (Engg.)/10th (Arch.) Semester Department Name students is planned on Date of Meeting between 01.05 P.M. and 01:30 P.M. in Mention the venue. The following members are asked to be present for the smooth conduction of class committee meeting without fail.

	Faculty Members
	Signature

	Chairperson
	Faculty Name with Designation
	

	Class Advisor
	Faculty Name with Designation
	

	Subject 1 Sub. Code/Sub. Name
	Faculty Name with Designation
	

	Student Members

	Student 1: Fast learner 1 (Boy/Girl)
	

	Student 2: Slow learner 1 (Boy/Girl)
	

	Student 3: Slow learner 2 (Boy/Girl)
	

	Student 4: Hostler (Boy/Girl)
	

	Student 5: Day scholar (Boy/Girl)
	

	Student 6: Class Representative (Boy/Girl)
	



Meeting Agenda:
1. Review of Minutes of Previous Meeting.
2. Communication, Interaction and Language of interaction.
3. Any activity-based learning, ICT tools used, tutorials conducted.
4. Outside interactions paper/ project presentations/NPTEL courses / online courses/ VA course/ non-formal courses attentiveness
5. Mentoring/slow learners interaction/ counseling requirements
6. Any specific feedback on academic/ facilities





Chairperson                                                       Class Advisor                                     		HoD
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DEPARTMENT OF NAME OF THE DEPARTMENT
Ref.: MCE/Dept. Name/AY/SEM/CCM/MIN/REF. NO.						Date
CLASS COMMITTEE MEETING MINUTES
Class/Section	  :
Meeting Number:
Date		  :			Time:			     Venue:

Members present:
	Faculty Members
	Syllabus Coverage
	Signature

	Chairperson
	Faculty Name with Designation
	
	

	Class Advisor
	Faculty Name with Designation
	
	

	Theory
	Subject 1 Sub. Code/Sub. Name
	Faculty Name with Designation
	
	

	
	Subject 2 Sub. Code/Sub. Name
	Faculty Name with Designation
	
	

	
	:
	Faculty Name with Designation
	
	

	
	Subject ‘n’ Sub. Code/Sub. Name
	Faculty Name with Designation
	
	

	Laboratory
	Subject 1 Sub. Code/Sub. Name
	Faculty Name with Designation
	
	

	
	Subject 2 Sub. Code/Sub. Name
	Faculty Name with Designation
	
	

	
	                            :
	Faculty Name with Designation
	
	

	
	Subject ‘n’ Sub. Code/Sub. Name
	Faculty Name with Designation
	
	



	Student Members
	Signature

	Student 1: Fast learner 1 (Boy/Girl)
	

	Student 2: Slow learner 1 (Boy/Girl)
	

	Student 3: Slow learner 2 (Boy/Girl)
	

	Student 4: Hostler (Boy/Girl)
	

	Student 5: Day scholar (Boy/Girl)
	

	Student 6: Class Representative (Boy/Girl)
	


             Points Discussed:
	S. No.
	Points Discussed
	Action Taken 
	Responsibility
	Remarks 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	






Chairperson                                    Class Advisor                                   HoD                          Principal

Copy to: IQAC
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DEPARTMENT OF NAME OF THE DEPARTMENT
Ref.: MCE/Dept. Name/AY/SEM/CCM/MIN/REF. NO.						Date
CLASS COMMITTEE MEETING MINUTES (PROJECT PHASE)
Class/Section	  :
Meeting Number:
Date		  :			Time:			     Venue:

Members present:
	Faculty Members
	Syllabus Coverage
	Signature

	Chairperson
	Faculty Name with Designation
	
	

	Class Advisor
	Faculty Name with Designation
	
	

	Subject 1 Sub. Code/Sub. Name
	Faculty Name with Designation (Project Coordinator)
	
	



	Student Members
	Signature

	Student 1: Fast learner 1 (Boy/Girl)
	

	Student 2: Slow learner 1 (Boy/Girl)
	

	Student 3: Slow learner 2 (Boy/Girl)
	

	Student 4: Hostler (Boy/Girl)
	

	Student 5: Day scholar (Boy/Girl)
	

	Student 6: Class Representative (Boy/Girl)
	



            Points Discussed:
	S. No.
	Points Discussed
	Action Taken 
	Responsibility
	Remarks 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	







Chairperson                                    Class Advisor                                   HoD                             Principal
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ACTION TAKEN REPORT (ATR) ON CLASS COMMITTEE MEETING

Date:
Department		: ____________________________________________________________
Programme		: ____________________________________________________________
Class/Section		: ____________________________________________________________
Meeting Number	: ____________________________________________________________
Date of Meeting	: ____________________________________________________________
Time			: ____________________________________________________________
Venue			: ____________________________________________________________

Points Discussed and Action Taken*
	S. No.
	Points Discussed / Issues Raised
	Action Taken / Resolution
	Responsibility
	Remarks / Status

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	



* - Must be discussed with the student members in the next class committee meeting/disclosed in the classroom 


       Chairperson			       Class Advisor		HoD			Principal
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