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Objective: To elaborate the procedure for Mentorship,

Responsibility:
e All the Mentees
e Heads of the respective Departments,

s« Mentors
Procedure:
‘SLActivities Responsibility Target days
L. |Allocation of mentees to the Mentors HoDs and Mentors [1st week of August

|Categnrizing the mentees based on the
2. SWOT analysis and motivating them Mentors 1st week of August
based on their levels.

3. Monitoring the Meutees discipline, Mentors Daily Basis

Conducting Mentors Mentee meeling to

- aily Basi
counsel and to motivate the mentees. Mentors Daily Basis

Conducting the Mentors ward meeting to '
5. [know the work progress and their Mentors Daily Basis
invalvement with their academics.

Recording the Minutes of Mentorship

meeting in the Mentor Log book. Maators, HOD:  Weekly Busie

Motivating the mentees to attend the
online Coding Contest and other events to  [Mentors Daily Basis
improve their programming skills.

=1

Motivating the mentees to do online Mentors

' lcourses and monitoring the status. Weekly Basis

Motivating the mentees to participate in
lg [cocurricular and extra-curricular
activities conducted in other reputed

lll\r{ﬂnljﬂrﬁ Daily Basis
‘ colleges.
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Sl.[.ﬁ.ctivities Responsibility [Target days
10, Maintaining the mentee record and Nt DNl bt
mentee database.
1 LMainl.ai.uing the master attendance and o T— Dl bagis

log book

Maintaining the daily and monthly
attendance of mentees and sending

12 veports to parents. Making the mentees
who are having attendance below 80% to
meet Hol).

1st Friday of
Mentors, HoDs ~ jevery month

Collecting mentee leave forms, OD
13.form and extra-curricular & Co- Mentors Daily Basis
curricular parficipation certificates

Monitoring the Speakers Corner activity of
14.the wards. Baged on their performance
they should be trained and motivated.

Mentors, Speakers

Cumer In Chﬂl‘gﬂ‘uaﬂ? Basis

Analyzing the mentee's interest in
various domains, so that they can be
‘allowed to participate in the events
that contribute to their interest.

15 Mentors Daily Basis

[Providing On Duty to participate in the
16.workshops, Symposiums and other Mentors Daily Basis
activities after proper verification.

Preparing the schedule to take seminar

Witha
17.jon what they have learnt from the events  [Mentors ithin two days
i after the event
participated.

T

If the mentees have any grievances
18.regarding their subjects, it shall be Mentors, HoD Timely Basis
discussed with the respective Mentors,

R . One week
Intimating all the parents regarding the
194 cademic Review Meeting (ARM), Ll betorg the
meeting.
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Conducting Academic Review Meeting
to inform about the progress of the

entees, placement related training,
amportance of mandatory courses,
academic and co-curricular activity
performance.

20.

Mentors,
HoD

Monthly Basis
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8

EE.iﬁemester examination marks to

parents

Mentors

from the test
completion date.

;Sending Appreciation letters to the
123, parents of those who have secured top 5
. ranks in the end semester examination.

iMEﬂ tors, HoD}s

After two days of
result
announcement

Forming groups for placement related
“activities to train themselves.

Mentors

As and when needed

25.

for Mini — projects

Preparing schedule and formation of team

Mentors, HoD)

J(Jne week after
commencement of
Classes

26.

Arranging one day trip for the mentees to
strengthen the Mentor Mentee
relationship and huild a rapport.

Mentors

Onee/ Twicein a
semester
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After 4 days

Preparing result analysis for Internal Test : from the test/

B and End Semester exams. Mantars; Holls Exam

completion date.

Sending internal test marks and End After five days



