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        Best Practice-1 
 

1. Title of the Practice                                                                                                                             
Skill based training  
     

2. Objectives of the Practice                                                                                                               
i. To identify various passions and skills among students 

ii. To segregate quick learners and slow learners 

iii. To cater the needs of the students 

iv. To train the students in all possible aspects to be readily employable 

v. To make the students to get pass marks and get degree comfortably 

 
3. The Context       

Students admitted in our College are heterogeneous, in which some students could 

grasp the lessons easily while others lag behind in their understanding the subjects. In 

order to treat all the students uniformly, if we start giving co-curricular aspects of 

training along with curriculum, the slow learners will struggle. If we revision and 

coaching, the quick learners may feel underestimated. So, in order to cater the needs of 

the students, it is mandatory to segregate students into quick learners and slow learners 

to given what they require. At any point of time, if a slow learner starts performing in 

the tests, the student may be allowed to be in quick learners’ group. 

 
4. The Practice      

The students are segregated into quick learners and slow learners based on the results 

of previous end semester examination. A student failed even in one subject will be 

grouped in slow learners while other will be grouped in quick learners. Normally, 

classes gets over by 4.00 pm and the time between 4.00 pm and 5.00 pm is termed as 

SCC/CCA session. SCC is Special Coaching Class and CCA is Co-Curricular Activities.  

SCC/CCA will be conducted on all working days between 4.00 pm and 5.00 pm. Slow 

learners will be one 13 marks question and two 2 marks questions to study for first 

half-an hour and allowed to write the same answer as test during the next half-an hour. 

By this way, slow learners will be trained to study the subject little by little in each 

subject and paves way to get pass mark in the ensuing end semester examination, which 

is their primary target.  

At the same time, quick learners will be assembled in a separate class room or lab, 

where they will be trained in aptitude, group discussion, interview practice, GATE 

coaching, English proficiency, Communication skills, certificate course, and other 

requirements of students’ choice. Those talents are allowed to develop after 5.00 pm. 

Apart from this, in order to train the students of SCC with CCA, a special session called 
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‘TATS’ (Technical Aptitude Training Session) is incorporated in the time table itself for 

the benefit of the slow learners. This session will be handled by a teacher unlike CCA. 

5. Evidence of Success                                                                                                                                    
At present, students are not showing that much interest in studying. They are heavily 

deviated by the use of mobile phones and its social media. Parents of such students are 

also not forcing them to concentrate on studies. This is the main reason for their lack of 

interest in their studies. This mentality is gradually changed during SCC class and made 

them to understand the importance of studies and students has changed from adapting 

to studies rather being idle. 

On the other hand, students who underwent CCA are trained well and could able to face 

society with clear mind. Now the students could fetch job in top companies like TCS, 

CTS, INFOSYS in the pooled off-campus drive conducted by Anna University. Evidence is 

that more number of our college students gets placed in off-campus interview process 

conducted by other colleges in recent years.  

Inclusion of TATS in the regular time table has changed the slow learners to get 

placements in small companies, for which they are happy about that. Parents also felt 

happy about their son/ daughter who rose up to better position when compared to how 

they are when they are admitted in the first year. 

 
6. Problems encountered and Resources required                                                                          

The main problem encountered in implementing the SCC/CCA scheme is possibilities of 

demotivation among slow learners that they are separated from other. Even though 

faculty members explain the importance attending SCC for slow learners, still the 

problem persists. In order to overcome this issue, a provision is given for slow learners 

to move to CCA classes, if they get pass marks in all the courses in their ensuing test 

conducted by the exam cell.   

On the other hand, the resources required to conduct CCA classes for quick learners is 

the availability of class rooms. Since the entire college strength is divided into two 

groups, there is scarcity in class rooms. But this deficiency is easily sort out by utilizing 

the labs and seminar halls to conduct CCA classes. In some cases, while teaching 

communications skills and English, instead of students, it is felt that teachers may 

handle such classes. So teachers have to prepare themselves to teach English and 

communication skills.  

 
7. Notes (Optional)  

The best practice that has to be implemented in our college is to train the students for 
placements from their second year onwards. English proficiency and communications 
skills have to be imparted from the first year onwards to get the other talents easily.  
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        Best Practice-2 
 

1. Title of the Practice                                                                                                                    
Standard formats for all requirements  
     

2. Objectives of the Practice                                                                                                               
i. To maintain uniform format and procedure 

ii. To develop discipline in record maintenance 

iii. To inculcate the habit of following a standard procedure 

iv. To educate the way of creating a format for any requirement 

v. To indirectly educate the practice of writing in good English 

 
3. The Context       

Before the introduction of standard formats for all requirements four years ago, 

students and faculty members submit their request letter for their various 

requirements in the paper torn from their notebook. The English was very poor and 

sometimes mislead their request. Similarly, faculty members prepared result analysis in 

different format, which cannot be understood uniformly. Considering all these 

difficulties of the students and faculty members, the Principal prepared standard 

formats for all the requirements. Most of the formats are made available in the website 

for easy download and also made available in the College Stationery. 

 
4. The Practice      

The following formats were prepared for use of students and faculty members.     

1. Own Vehicle Permission letter 

2. I Year Scholarship 

3. Attendance Shortage intimation & Undertaking 

4. Coaching Class undertaking 

5. Joining Report (for staff members) 

6. Job Placement Requisition 

7. Industrial Visit permission letter 

8. Scholarship Cancel undertaking 

9. Company training Undertaking 

10. Day Scholar Out Pass 

11. College Bus Rules and application 

12. College Hostel Rules and application 

13. Hostel Out Pass 

14. Progress Report-Students 

15. No Dues Certificate (for staff members) 

16. College Bus: Instruction to staff members 
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17. Security person: Instructions 

18. Deputy Warden Instructions 

19. House Keeping Monthly Report 

20. Alumni Registration 

21. T.C. Request Letter 

22. Passport verification Letter 

23. Education loan letter 

24. Symposium/Seminar/Workshop OD letter 

25. Survey Camp letter 

26. Industrial Visit permission letter 

27. First Generation Graduate letter 

28. Fees Letter & mobile phone disaster reminder to parents 

29. IQAC permission requisition 

30. Result analysis format 

31. Self-Appraisal Report 

32. Students’ feedback 

33. Parents’ meeting format 

34. Committee format 

35. Minutes of the meeting format                                                                         

36. Monthly Progress Report-Faculty members 

37. Teacher’s profile for recruitment 

Writing an official letter is an art and that should claim what is required directly in a 

polite manner. Our students studied their schooling in Tamil and mostly first graduates 

coming from rural areas. Most of the letters written by students conveys information to 

the higher authority rather than request for permission and most of the time the 

content mislead their request. If it is allowed at this stage, then they may continue the 

same in their career which may go wrong. In order to curtail this and to educate the way 

of writing letter, formats are prepared and given to students to train them in writing 

letter in good English. This is our first attempt and got success in that. Secondly, the 

information required to consider a request for approval is lacking. Hence, formats are 

prepared for various requirements and the details requested are preprinted. Now by 

answering those demand, one can easily get approval for what the student wants. For 

example, if a student wants college bus pass, the student need to give certain details like 

boarding place, address, route number, fee prescribed, fee paid, parent’s acceptance etc. 

This is formatted in a simple application and some instructions to be followed while 

travelling in the college bus are given on the reverse side of the application. The second 

success is that our students are educated to prepare format.    
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5. Evidence of Success                                                                                                                                    
The purpose of introducing various formats (nearly 37 formats) is to learn the art of 

writing letters to higher officials to achieve what they want and providing sufficient 

information for approval in a standard format. In order to achieve the said objectives, 

37 formats are made available in the website for easy download and also made available 

in the College stationery.  Now the students write request letters in good English. Even 

though they are copying the letter contents from the given format, the practice of 

writing the formatted letter again and again will enable them to write other letters in 

the same manner without any mistakes which was done earlier. Secondly, the contents 

required to consider for approval a request is also educated through various formats.                                                                                                                          

The evidence of success is that, now our students are following a uniform format and 

procedure, developed the discipline of record maintenance, developed the habit of 

following a uniform standard procedure, learnt the way of creating a format for any 

requirements, and also practiced writing in good English. These evidences are clearly 

seen in the students while they organise symposium, workshops, various events like 

Independence Day, Republic day, Annual day and other events. 

 
6. Problems encountered and Resources required                                                                          

If any new procedure is implemented in the College, it will be difficult to reach all the 

students and faculty members, even though circulars are sent. Though formats are 

available, there are few who still follow their own style neglecting the current 

procedure. Second thing is that formats should be always available in stationery to 

avoid deviation in our attempts. Particularly, teachers knowingly or unknowingly 

change the format which initiates deviation and finally reaches an entirely different 

format when compared to the original format. In such cases, pdf files are uploaded in 

the website instead of word file.  

The resource required to create formats is the time for the Principal to create various 

formats. Second, system administrator is required to upload all the given formats in the 

suitable space in the website. Third is to ensure the availability of the formats in the 

stationery whenever required for the students and faculty members. 

 
7. Notes (Optional)  

The best practice that has to be implemented in our college is to involve in research, 

guiding quality students’ project for possible publication, make use of funding agencies 

like Institute of Engineers (IE-I), Tamil Nadu State Council for Science and Technology 

(TNSCST) for getting funds to do students projects. Faculty members should undergo 

courses from NPTEL and also encourage students to do so. 
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Skill Based Training Execution Schedule-Sample 

 
Department of Electrical and Electronics Engineering 

 
Year: IV   Semester: Odd   Academic Year: 2020-2021     CC: Mr.K.Seetharaman/ EEE 

 

DAY 

1 2 

B
R

E
A

K
 

3 4 

L
U

N
C

H
 

5 6 

L
U

N
C

H
 

7 SCC/CCA 

9.15 
to 

10.05 

10.05- 
to 

10.55 

11.10 
to 

12.00 

12.00 
to 

12.45 

1.20 
to 

2.10 

2.10 
to 

3.00 

3.10  
to 

 4.00 

4.00 
to 

5.00 

MON SS TATS DM RES PSOC HVE SS DM 

TUE PSOC HVE PST 
RES 
Lab 

RES Lab 
RES 
Lab 

RES 

WED RES SS HVE DM DM PST PSOC SS 

THU HVE RES TATS SS PST SS DM HVE 

FRI PST PSOC RES 
PSS 
Lab 

PSS Lab 
PSS 
Lab 

PSOC/PST 

 

SUBJECT 
CODE 

COURSE NAME ERP ID 
 

CREDITS/ 
HOURS 

STAFF IN-CHARGE 

EE8701 High Voltage Engineering IGCE0395 3/45 Dr. S. Leela / EEE 

EE8702 
Power System Operation 
and Control 

IGCE0394 3/45 Ms.G. Sowndriya / EEE 

EE8703 
Renewable Energy 
Systems 

IGCE0393 3/45 Mr. K.Seetharaman / EEE 

OEC753 Signals and Systems IGCE0013 4/60 Mr. J. Manokaran / ECE 

GE8071 Disaster Management IGCE0057 3/45 Mr. D. Praveen Sangeeth Kumar /EEE 

EE8010 
Power Systems 
Transients 

IGCE0337 3/45 Dr. G. Malathi/EEE 

EE8711 
Power System Simulation 
Laboratory 

IGCE0394 4/60 Ms. G.Sowndriya / EEE 

EE8712 
Renewable Energy 
Systems Laboratory 

IGCE0393 4/60 Mr. K.Seetharaman / EEE 

                                                                                 
Time Table Coordinator                                                                              HoD/EEE 
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Standard formats for all requirements-Samples 

 Date:  
From 

 

R.Parthiban, S/o. S.Rathnasabapathy 
 

II Year Mechanical Engineering, (Reg.No..................................................... ) 
 

Indra Ganesan College of Engineering, 

Trichy – 620 012 

To 
 

The Principal, 
 

Indra Ganesan College of Engineering, 

Trichy – 620 012 

 

Respected Sir, 

 

Sub: Requisition of Bonafide certificate - regarding 
 

I wish to apply for “First Generation Graduate‟ scheme, for which I require a 

bonafide certificate to be submitted as one of the documents. In this regard, I request your 

goodself to kindly issue bonafide certificate stating that I am the student of our institution. 

Thank you sir. 

Yours faithfully, 
                                                                                                                          

                                                                                                                                              R.Parthiban 
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 Date:  
From 

 

M.Bagyalakshmi, D/o K.Mahalingam, 
 

IV - Year Electronics and Communication Engineering, (Reg.No........................................ ) 
 

Indra Ganesan College of Engineering, 

Trichy – 620 012 

To 
 

The Principal, 
 

Indra Ganesan College of Engineering, 

Trichy – 620 012 

 

Respected Sir, 

 

Sub: Requisition of permission for Industrial visit - regarding 

 

I am the class representative. We wish to go on for an industrial visit to 

“Doordarshan Kendra”, Madurai for better understanding of our subject “Antenna and  

Wave Propagation” and to learn the industrial scenario. In this regard, I request your 

goodself to kindly permit us to arrange for the visit and we assure you that we shall strictly 

adhere and follow the terms and conditions of the industrial visit. 

Thank you sir. 
 

                                                                                                                Yours faithfully 

                                                                                                              
             M.Bagyalakshmi 
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                                                                                 Date: 

From 
 

Michael George Raphael,S/o Packiaraj Rayon 
 

II - Year Computer Science and Engineering, (Reg.No ...................................................... ) 
 

Indra Ganesan College of Engineering, 

Trichy – 620 012 

To 
 

The Principal, 
 

Indra Ganesan College of Engineering, 

Trichy – 620 012 

Respected Sir, 

 

Sub: Requisition of bonafide certificate for educational loan - regarding 

 

I have planned to apply for educational loan in Bank to pay 

my College tuition fees. I need to submit bonafide certificate as one of the documents along 

with my application. So, I request your goodself to kindly issue me bonafide certificate 

stating that I am the student of this institution and also request that fees structure to be 

included in the bonafide certificate. 

Thank you sir. 

                                                                                                                     Yours faithfully, 

 

Michael George Raphael 
 

Tuition fee  

Bus fee  

Other fees  

Total Fees  

 


