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COLLEGE CURRICULUM COMMITTEE

Standard Operating Procedures

Curriculum Planning and Implementation:

DESBJCOP, being affiliated to the Maharashtra University of Health Sciences (MUHS), 
Nashik, receives and follows t
courses that is formulated by the MUHS. Thus, the curriculum is established by the MUHS 
and undergoes periodic revisions to keep abreast with the changing trends in the fraternity of 
physiotherapy. 
Owing to this, the committee only plays a role in ensuring its smooth execution, effective 
implementationwhile monitoring and ensuring its completion in the stipulated period. 

In fulfilment of the above, the institution has the following provisions:

Formulation of a Curriculum Committee:

Composition: 

The committee is formed before the beginning of each academic year (Usually the month of 
May)

The composition of the committee is as follows:

Sr. No. Designation in committee
1 Principal Co-ordinator
2 1 Senior staff Secretary
3 Class co-ordinators, 4 for UG, 1 for PG Member
4 Student representatives, 1 from each academic 

year
Member

The student members continue till they leave the college upon the completion of their course. 
They are thus replaced by new student from the I B.P.Th. / MPT

In addition, at the time of curriculum revision as proposed by MUHS, Visiting members, 
which are Subject Experts for external subjects may be invited.

Frequency of meetings:



1st meeting after the constitution of the committee and briefing new student members (1st

BPTh) about their responsibilities and forming the academic calendar.

2nd meeting: before terminal examination, to monitor progress of the syllabus completion as 
planned.

3rd meeting: after the completion of the prelim examination to ensure the completion of the 
syllabus. With this meeting, the student members also endorse the completion of the 
syllabus by signing on the attendance registers of the respective subjects. 

More as required by the committee. 

Objectives: 

ensure effective curriculum planning, delivery and evaluation through a well-defined 
process.

Roles and Responsibilities:

Of the Teacher Members:

Planning:

A) The committee forms an academic calendar of the college for the entire year. This is 
to define the general timelines for the following:
i. 1st and 2nd terms
ii. Schedule of the terminal and preliminary exam
iii. Distribution of the topics between the two terms
iv. Formation of the academic schedule

B) The academic schedule of each year is planned by the class coordinators of the 
respective years before the beginning of the new academic year. This involves 
i. Incorporation of inputs from the external faculty members.
ii. Distribution of the topics of all the subjects (internal and external) between the 

two terms
iii. Assignment of lecture slots (days and dates) based on the daily timetable and 

the number of lectures required in the previous academic year and with inputs 
from the concerned teacher.

iv. Once ready, the class coordinators make it available to the other staff members 
and the schedule is also put on the notice boards of the respective classes and 
on the ERP for the students to access.

v. Thus, the students are made aware of the teaching plan for the 1st term.
vi. During the terminal exams, before the term break, the schedule for the 2nd

term is displayed / uploaded.

Delivery:

C) The curriculum committee ensures a timely completion of the syllabus. This is 
verified by cross checking the academic calendar with the attendance sheets that also 
maintain a record of the topics taught. The class coordinator and student members of 



the curriculum committee confirm this by endorsing the completion of the syllabus on 
the attendance sheets, along with the concerned external faculty. 

Apart from the above, the committee also discusses, as circumstances arise, about different 
factors that may affect the effective implementation of the above. 

Of the Student Members:

Provide timely feedback about the progress of curriculum delivery as planned

Curriculum Evaluation 
This is ensured through the structured feedbacks devised by the Internal Quality Assurance 
System (IQAC). These feedbacks receive inputs from all the stake holders listed as follows: 

Students: primary stakeholders

Teachers: provide necessary upgradation in content of syllabus aligning with current 
trends in various areas and reduce the outdated portion of the syllabus from 
curriculum 

Employers: to understand expectations of industry and cater to its needs by creating 
competencies required 

Alumni: to understand the real challenges faced by the alumni while working in the 
industry 

Parents
learning

Stakeholders feedback on programmes received thus, is recorded, analysed systematically 
and consolidated for presentation to the IQAC and eventually to the MUHS in the event of a 
periodic Curricular Revision held to improve the quality of curriculum offered.It also 
recommends subsequent action, when necessary, and devises a mechanism to monitor the 
action taken. The Action Taken Report is made for the feedback taken from the Alumni and 
Parents through the open-ended question. This may involve a modification in the 
implementation at the College, within the scope permitted by the university. The responses 
received through the close ended questions are presented in tabular / graphical manner.

Procedure of obtaining feedback:

The feedback form is uploaded on the official email (office.physiotherapy@despune.org) and 
shared through student members of the Curriculum committee and responses are received.

Frequency of obtaining feedback:

Students: at the end of their UG / PG, as applicable

Teachers: Before a revision of the curriculum by the MUHS

Employers: once during the tenure of the curriculum

Alumni: 2 years after having passed out from the college

Parents: -graduation



The systematic procedure followed, helps to maintain the quality and standard set by the 
college and is also the hallmark of the Deccan Education Society.

The feedback thus obtained is presented in the Curriculum committee for the necessary 
deliberation and notified to IQAC. 

Recordkeeping 

The Curriculum Committee must document the performance of its designated functions. This 
documentation also serves to ensure that the education competencies are fulfilled and that the 
education program is progressing appropriately. 

Recordkeeping Functions: 
attendance and minutes 

Feedback obtained; data analysis; action taken report
Curriculum completion: the student members and class coordinators of the respective 

attendance record. 
Student checklist

Organogram:

Student members

Teacher members

       Secretary

Co-Ordinator

Internal Quality Assurance Cell

Local Management Committee

CURRICULUM 
COMMITTEE



Template for Student representative checklist

Academic year: ______________

Sr. 
No.

Criteria I 
B.P.Th. 

II 
B.P.Th. 

III 
B.P.Th. 

IV 
B.P.Th. 

I MPT II MPT

1 Academic 
Calendars were 

formed and shared

2 Syllabus planned 
for the terminal 

exams was 
completed

3 Endorsed by 
student in 

attendance register

4 Syllabus planned 
for the prelim 
exams was 
completed

5 Syllabus was 
completed

6 Endorsed by 
student in 

attendance register

Signature of 
student

Signature of Principal
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LIBRARY
STANDARD OPERATING PROCEDURE (SOP)

Preamble: 

An integral part of the college infrastructure, a library provides a suitable learning 
environment and an access to an extensive range of informative resources like books, e-
books, journals, e-journals, magazines, question banks, to improve the knowledge and 
thought process of the academic fraternity and students. 

Objectives of the library: 

1. Library serves the information needs of college students, faculty, and researchers. College 
libraries typically provide access to a broad range of resources, including books, journals, 

research interests.
2. It develops a habit of the deep and advanced studies of subjects beyond the textbooks of 

subjects in students.
3. It informs the teacher of the latest updates in their respective subject area
4. To provide materials to support the curriculum to enhance the understanding of different 

subjects among the students, 
5. To foster effective study habits among the students and teachers. 
6. To provide the teachers and students with updates in their respective subject area. 

Roles and Responsibilities of the Librarian: 

To issue the library cards to the students at the time of admissions and conduct 
orientation for use of Library facilities.

To issue library resources and services to the staff and students. 
To update Library database as and when the new books are purchased and assign 
appropriate accession numbers to the books. 
Cataloguing and record keeping of library materials
To organize collection and acquisition of new library material, i.e. Ordering books, journals 
and other resources
To serve the users information about online facilities.
To monitor the usage of computers of the library. 
To carry out stock verification and loss of books periodically.
To write off and weed out the old books, journals, magazines, after following standard 
procedures
Acting as a link between students and faculty members.
Making sure all users can access library resources
To monitor discipline in the library premises and maintain the footfall. 



Library Committee:

Constitution

Sr. No. Designation in 
committee

1 Principal Chairperson
2 Faculty member Committee Coordinator
3 Librarian Secretary
4 4 HODs Member
5 Student members 1 from each I, II, III, IV 

B.P.Th. and I , II MPT
Member

Roles and Responsibilities

To sues such as 
      access to materials, behavior within the library, and use of technology. 

To 
collection development, technology, and programming. 
To serve as a forum for user input and feedback, allowing library users to provide input on 
issues such as collection development, programming, and policies. 
To work towards the modernization and improvement of library and documentation services.
To adopt the measures to enhance the maximum utilization of the resources
To arrange for the stock checking of the library. 
To recommend the authorities the fees and other charges for the use of library 
To recommend the departments in procuring the books, journals etc.

SOP for Purchase of Library Books: (Acquisition)

1. Faculty recommendations 
2. Reviews of professional literature 
3. Price and date of publication 
4. Relation to current trends 
5. Reputation of author and/or publisher
6. Quotations invited from the vendors
7. Finalised by the Principal
8. The order will given to the vendor whose quotation is lowest.

After procurement: Cataloguing functions

1. Cataloging and classification.
2. Physical preparation of material for use.
3. Maintaining catalog records.

Processing of the books includes pasting of the issuing slips, placing the barcode tags and 
stamping the books. After that recording all the information about the book in Accession Register 
and ERP..
The books are then display in the new arrival shelf kept outside the library and later placed in the 
shelves according to their classification number.
Books are ready to issuing transaction



Integrated Library Management System -ILMS
A library management system is software that is designed to manage all the functions of a library. 
It helps librarian to maintain the database of new books and the books that are borrowed by 
members along with their due dates.
This system completely automates for 
and handle countless books systematically is to implement a library management system
software.
A library management system is used to maintain library records. It tracks the records of the 
number of books in the library, how many books are issued, or how many books have been 
returned or renewed or late fine charges, etc.
Also, librarian can find books in an instant, issue/reissue books quickly, and manage all the data 
efficiently and orderly using this system. The purpose of a library management system is to 
provide instant and accurate data regarding any type of book, thereby saving a lot of time and 
effort.
The acquisition & cataloguing module of the library management system enables the librarian to 
select & buy books, journals, and other resources and create a database of the same for easy book 
search.
The serial control module of the library software enables the librarians to handle or control 
processes such as subscription, renewals of books or their cancellations and generate accurate. 
The circulation module enables the librarian to create and manage borrower types along with 
keeping a tab on their book issue date, return date, dues and fines. It enables a smooth circulation 
of books in the library.
Management information systems or MIS reports related to the library allow the librarian to 
extract crucial data & information of all the library transactions at a few clicks. Accurate MIS 
reports fostering better decision-making.

Deccan Education Society purchased ERP software from MasterSoft Education in 2020-21 
academic year. ERP Software is cloud-based software for schools and colleges that automates all 
major processes of an educational institute.

M-OPAC (Mobile-Online Public Access Catalogue)- Library Mobile App 

M-OPAC is a digital catalogue that enables the users to search for books, journals, or any other 

Mobile - Online Public Access Catalogue or M-OPAC is a mobile-based smartphone app that 
enables users to search for any book via their smart phones by entering keywords such as 

Users have to download M-OPAC app free from Google Play store and register himself/herself.
When students enter in the library they should scan QR code for check in and checkout time.
Many types of reports have become easier with the help of ERP.

Rules regarding issue and reissue of books: 

1. One book can be issued to a BPTh (UG) student for a period of 8 days. 
2. Two books can be issued to MPTh (PG) student for the period of 8 days.
3. A book can be reissue at a one time
4. Three books can be issued to the teaching staff for a period of 365 days.
5. Student library card to be submitted during the period of issue the book.

Return of books: 
1. Books are physically checked
2. Fine of Rs 10 per day will be charged to the students in case of delay in returning the book



Stock Taking: 

Stock verification in a library is a very important function and involves checking of books that are 
in stock. The stock verification in library is performed to count the number of missing books and 
the ones that are in circulation along with those books that exist at the library shelves.

The library staff will also go through the book lists that are available in the library and physically 
checked the books. 

I would like to quote Dr Ranganathan, the father of Library Science in India tter to 
lose a book than to lose a reader

E Resources

MUHS Digital Library Institutional registration of e-resources

1. National Digital Library India
2. SWAYAM
3. KNIMBUS
4. E-shodhganga Free access
5. E-Shodhsindhu
6. Others as purchased

Library Services

1. Borrowing and Issuing of Books / Journals/Projects/CDs

2. Access to e-resources (e-Journals /e-books)

3. Reference Service 

4. Internet Browsing

5. Reprographic Service (Xeroxing, Printing and Scanning)

6. Old Question Papers 

7. Library OPAC

8. Book Bank Service

9. Library Orientation Programme

10. Departmental Library

11. Interlibrary Loan

Library Activities:

Vachan Prerna Diwas



World Book Day (Visit to Wadia Library)

Book Exhibition

Strengths:

1. The Library has the good collection of books 

2. The library is equipped with internet facilities 

3. The library has an open access system 

4. Print out facilities is provided with minimal charges.

5. Is frequently updated.



 
 

 
 

 

 
 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 



 

 



, Pune

College Magazine Committee 

Logo of the Magazine: 

Email of the magazine: magazine.descop@gmail.com
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SOP:

The committee is responsible for the designing and publishing of the annual magazine of 
the college.

Objectives: 

1. A platform like the Magazine encourages students to participate, think and write, thus 
developing their creative and literary talents. 

2. Carry an educative value. 

3. The students find it encouraging having their name / photo in the magazine. 

4. May serve as an incentive / source of motivation.

5. Exchange of ideas and constructive interaction amongst the members and beyond.

6. Serves as an official record of activities taken up by the college.

Thus, serves as an essential activity taken up by the college to ensure a holistic 
development of the student.

Content:

1) Articles: In the form of essays, Poems, experiences written by the students (Present 
and past) and teachers (Full time / Visiting).

2) Records, achievements of the students, teachers and the college.

3) Information about activities conducted by and other facilities provided by the college

4) May have additional features like Opinion Polls / Photography Contest / Cross word / 
Word search as supported by the theme.

5) Information about the governance of the Deccan Education Society and DESBJCOP



6) Group photos: Year wise and of committees, staff, achievements and events

Policy:

Publisher of magazine: D. E. Brijlal Jindal College of Physiotherapy

Place of publication: Fergusson College Campus, Fergusson College Road, Pune-411004

Periodicity of publication: Annual

Disclaimer: Particulars stated in the magazine are true to the best of our knowledge and 
belief. Opinions expressed in the magazine are those of the authors and do not necessarily 

religious, social or any other beliefs.

Budget:

The faculty will be responsible for accounting for the budgetary requirements related to 
the magazine. These may include charges for designing (even for E copy) and / or 
printing of the issue. Any additional expenses,based on the requirement of that specific 
issue, may be accounted for. Discussions will be done with the Principal and accounts
clerk for the same. Quotations will be requested from the Central Purchase Committee.

Theme: 

The theme will change every year. Will usually address an important and relevant event, 
academic/ social, of the previous year.

Formulation of Committee: 

The Magazine committee is constituted at the beginning of each academic year and 
consists of:

Sr. No. Designation
1 Chairperson Principal
2 Convener Faculty member
3 Editors Faculty members
4 Student members 2 students from each class.

*The committee may seek guidance and opinions of experts in the field as is necessary. 



Appointment of student members:

Appointment of the student members in the committee proceedings is based on students
flair for literary interests. 2 students from each class , who volunteer to participate will be 
included in the committee. In case of more than 2 volunteers, the candidates will be 
chosen with Chit method. 

The same students will continue in the committee till their internship. New I B.P.Th. and 
I MPT students will be included each year. 

Roles and responsibilities of the faculty members of the committee: 

Initiate proceedings for the upcoming issue of Synergy and conduct timely 
meetings for discussion / brainstorming within members of the committee. 

Record keeping function:  record of meetings, agenda, minutes, attendance, 
policies

Archive soft copies and / or hard copies of all previous issues.

Archive soft copies of submissions made towards the magazine.

Generate specific requirements related to the magazine viz. Physical or E copy, 
Paper (thickness/ type), Number of pages / copies, Colour schemes, Layout, 
Design

Inviting quotations from printers through the Central Purchase Committee

Invite literary and art contributions for the magazine.

Guide student representatives 

Editing of received contributions and communication with Designers and printers

Ensure correctness of information

Roles and responsibilities of the student members:

As important stake holders, the student members are expected to: 

Attend meetings to provide inputs related to Theme, Layout etc of the magazine.

receive information and disburse it to the respective classes.

Generate a list of the contributors from each class and maintain a follow up. 

Update the committee, in a timely manner, about the activities conducted and 
maintain a record of the same.  

Assist with collection of information / write ups / photographs of events 
facilitating a smooth progress of the publication.



Take feedback about previous issue and share in the meetings, to facilitate 
improvisation in the subsequent issues.

Guide batchmates about mode of submission based of the type of contribution:
(English write ups: to be emailed to magazine address in Word format
Marathi / Hindi write ups: to be submitted as hard copy / to be emailed to 
magazine address in Word format in Shree Lipi
Artwork: to be submitted as hard copy / good quality photograph
Photos: to be emailed to magazine address in JPEG/ JPG/ PNG format)

Organogram: 

contributions articles / artwork

Student representatives of each class

Faculty representatives

Designer and Printer
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                                                  Maintenance Committee 

Policies of the Committee: 

1. Objective: 
                       The objective is to maintain & improve infrastructural 
facilities, amenities, instrumental facilities & other support systems. 
                       To ensure proper maintenance of physical property & 
campus facilities. 
                       Plans for repairs/replacement of equipment. 
 

2. Rules & Responsibilities: 
                       Campus facility services includes building & ground 
maintenance, material handling, utilities, safety & security. Request for 
maintenance & services are generated t  
                       Campus facilities are protected with security systems. 
Internal processes, policies & procedures are developed & revised on 
continuous basis to address current & future security concerns. The 
security incharge provides periodic brief detailing of current security 
concerns & facility information, which is evaluated & used for continuous 
improvement. 
 

3. Campus Operation, Development & Improvement Planning: 
                        Development & improvement of the college is undertaken 
in accordance with college code & procedures, which defines a process for 
the request, approval & capital generation for the development & 
implementation. After the maintenance committee approval, the 
maintenance work would be processed further to the estate department. 
Depending upon the nature of expense incurred either the principal can go 
for direct expenses after the approval from LMC or the resolution is passed 
through estate through finance to Governing body 



 
4. Facility & Equipment Maintenance & Repair: 

                     The staff member submits requests for facility & equipment 
maintenance &/or repair to maintenance committee. When requests are 
submitted the committee contacts appropriate maintenance personnel to 
respond to the request. 
                     Requests that require advanced or specialized knowledge 
&/or skill, vendors & 3rd party vendors are contacted to oversee the project. 
 
 
 

5. Equipment & Supplies: 
                     Equipment & supplies are requested annually as a part of the 
college budget process. Facilities, equipment & supplies needs are revised 
& approved by the college purchase committee. 
                     & services are on Annual 
Maintenance Contract (AMC),where the company representatives visit 
regularly for the same, where as 
the dedicated technicians on a periodic basis. 
                      Policy states that current relevant, sufficient & up-to-date 
equ & materials used is acquired, repaired or replaced in a timely 
manner to support program goals. Purchase & maintenance committee 
evaluates equipment & supply needs & submit annual budget requests for 
required purchases. 
                      If the expenditure is less than 5000 Rs, approving authority 
is the principal of the institute. If more than 5000 Rs, the requirement is 
raised by the unit head & approved by the Governing Body of the institute. 
                     Committee ensures quality & safety standards in accordance 
with requirements, codes, laws & regulation pertaining to specialized 
materials & equipment & their intended use. 

           All the purchases are made after GB approval and after receiving CPCR. 

 

 

 

 

 

 



Functions: 

Periodic maintenance of Classroom, Corridors, Washrooms, Labs, Library, 
Sports Facilities, OPD, Pantry &  including 
tubes/bulbs/fans/tables/chairs. 

ponsible for the 
maintenance & monitor the quality & given time frame of the job. 

Maintaining Inventory & Usage. 

Identifying & repairing faulty equipment. 

To monitor routine annual maintenance of the Institute & related infrastructure 

Maintenance of cleanliness & sanitation of premises. 

Referring, through proper channel, to the Central departments as necessary for 
Electrical/Plumbing/Civil/Computer work/Ground & Gym maintenance & 
expert/vendors for specific equipment used. 

Appropriate disposal of equipment/material. 

Maintain the records of the above. 

Maintenance Committee Team:              

Principal Dr Snehal Joshi (PT). 
Teaching Staff Representative Dr Rutuja Kowale (PT). 

Non-Teaching Staff 
Representative 

Smt Radhika Apte. 
Smt Nilam Nikam. 
Shri Pranav Yele. 

Members Shri Santosh More 
Shri Sunil Gajmal. 

Housekeeping Smt Meena Mandlik. 
Smt Kantabai Mane. 

 

 

                   
 

                                             
































































