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All Heads of the departments hereby informed that, in preparation for the upcoming
accreditation review and continuous quality improvement, you are kindly requested to coordinate the
following actions in your respective departments:

Mentor-Mentee Allocation & Interaction:

Assign faculty mentors to student groups and initiate mentor-mentee interactions without delay.
These meetings are essential for personal and academic guidance, and should be conducted regularly
to submit the yearly report for NAAC.

Course Registration Forms:

Collect duly filled Course Registration forms from all students and ensure that records are maintained
departmentally for verification purposes.

Elective Course Selection:

Facilitate the collection of student choices for Professional Electives through the SWAYAM-NPTEL
platform. Submit the final compiled data to the Exam Branch on or before 26-07-2025.

Consistent Departmental Updates:

Regularly update departmental webpages, including: Syllabus revisions, Faculty profiles, department
achievements and credentials etc.

These updates play a crucial role in enhancing transparency and showcasing departmental progress.
Academic Documentation:

Maintain proper documentation and evidences of academic activities such as Power Point
presentations, Project reports, and Event records for future reference and audits.

Encourage Minor Degree Enrolments:

Actively motivate students to enroll in Minor Degree Programs to enhance their skill set and
employability.

Rubric Implementation:

Standardize and implement rubrics for assessments in line to University Regulations and
accreditation bodies.

Student Presentations/ Case studies/ Seminars, Project Work and Other co-curricular activities. This
ensures fairness, clarity, and objective evaluation.

Additional Department-Specific Initiatives:

Feel free to introduce any other innovative or student-centric practices as per your departmental
vision.

IQAC Submission:

All documentation, records, and evidence related to the above points must be compiled and submitted

to the IQAC Cell at the end of the semester as part of the accreditation and quality audit process to
submit the yearly report for NAAC.

Thank you for your support and cooperation.

Encl: Rubrics, Mentor-Mentee Roles & Responsibilities

Copy to Vice-Principal.
Copy to all HODs with a request to circulate among all the staff.
Copy to file.



JNTUH UCEJ - Mentor-Mentee Roles and Responsibilities
(Aligned with Institution and Department Vision and Mission)

Institution Vision Alignment

JNTUH UCETI strives to develop technically skilled, socially responsible, and ethically sound graduates
through quality education and continuous mentoring that fosters academic excellence, innovation, and
leadership.

Mentor — Roles and Responsibilities

» Mentors guide students’ academic, personal and professmnal growth promotang Innovanon
_confidence, and ethical conduct. S : _ e i

Roles
» Academic Advisor: Guides academic planning and improvement.
» Career Coach: Supports goal setting and skill development.
» Professional Connector: Provides exposure to industry and research opportunities.
» Ethical Role Model: Demonstrates integrity and social responsibility.
Responsibilities:
» Build trust and maintain confidentiality.
Identify mentee needs and support overall well-being.
Conduct regular mentoring sessions with documentation.
Encourage participation in academics and co-curricular activities.
Foster critical thinking, leadership, and problem-solving skills.

YV V V V VY

Guide mentees through challenges and refer to support services as needed.
» Communicate consistently and track mentee progress for institutional reporting.

Mentee — Roles and Responsibilities

» Mentees actively engage in their development embrasmg lcarmng and athmal behavmr under
m{eﬁmrgmdaace( = : i i : =

Roles:
» Proactive Learner: Committed to academic and skill growth.
» Growth Seeker: Seeks feedback and learning beyond curriculum.
» Responsible Individual: Upholds respect and professionalism.

Responsibilities:
» Attend mentoring sessions regularly and communicate openly.

Set and pursue goals aligned with institutional mission.

Apply mentor guidance and take ownership of progress.

Respect mentor’s time and maintain professionalism.

Y V V VY

Maintain records and participate in mentorship processes.

Conclusion:

This mentoring framework supports INTUH UCEJ’s commitment to excellence, innovation, and social
responsibility, fulfilling accreditation requirements and enhancing student success.
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