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[bookmark: _wi7g62lu2o8i]Course Coordinator Minutes 
Laboratory Course 



	Academic Year
	

	Semester
	

	Department
	

	Programme
	

	Course Type
	

	Course Code
	

	Course Name 
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[bookmark: _5nm2lihciw3u]Course Information



	Prerequisites
	

	L-T-P-C
	
	
	
	

	Contact Hours
	

	SDG Mapping
	

	TRL Level
	







Meeting Schedule

	S.No
	Content
	Tentative Date
	Actual Date

	1
	Meeting 1 – Pre-Semester Planning
	
	

	2
	Meeting 2 – After Completion of Model Examination
	
	

	3
	Meeting 3 – Post SEE Results & Continuous Improvement  
	
	









[bookmark: _3u34ngtzyina]Faculty Allocation


	Course Coordinator Name
	:

	Asst. Course Coordinator Name
(if Applicable)
	:





	S.No
	Faculty Name
	Slot
	No. of Students
	Remarks
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	Total No of Faculty
	:
	

	Total No of Slots
	:
	

	Total No of Students
	:
	





[bookmark: _lw6ogsj850p2]Meeting 1 – Pre-Semester Planning

	Date of Meeting
	
	Meeting Venue
	



[bookmark: _cffsunrhihab]Agenda:

1.1. Review of  Laboratory Course Design
1.2. Review of Previous CO Attainment 
1.3. Laboratory Task Plan Review 
1.4. Lesson Plan Review
1.5. Teaching–Learning Strategy
1.6. Laboratory Assessment Planning
1.7. Laboratory Resources Readiness
1.8. Any other item


Members Present	Members Absent
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	Agenda 1.1: Review of Laboratory Course Design
1. Verification of the Approved Course Syllabus
2. Review of the Course Preamble, Prerequisites, and Course Objectives
3. Verification of Course Outcomes (COs) and Skill Levels
4. Verification of CO–PO–PSO Mapping
5. Review of Sustainable Development Goals (SDGs) and Technology Readiness Level (TRL) Mapping

	Discussion

	Resolutions:



	Agenda 1.2: Review of Previous CO Attainment 
1. Review and Analysis of Previous Course Outcome (CO) Attainment
2. Review of Previous Course Review Recommendations and Corrective Actions

	Discussion

	Resolutions:







	Agenda 1.3: Laboratory Task Plan Review
1. Verification of Laboratory Experiments/Tasks and Practical Schedule

	Discussion

	Resolutions:





	Agenda 1.4: Lesson Plan Review
1. Review and Approval of the Laboratory Lesson Plan
2. Status of upload of lesson plan in AMS

	Discussion

	Resolutions:




	Agenda 1.5: Teaching–Learning Strategy
1. Planning and Integration of ICT-Enabled Teaching–Learning Methods
2. Review of Digital Learning Platforms, Simulations, Software Tools, and Virtual Laboratory Resources
3. Planning of Student-Centric and Experiential Learning Activities 

	Discussion

	Resolutions:




	Agenda 1.6:  Laboratory Assessment Planning
1. Review of the Model Practical Examination Plan
2. Review of Laboratory Assessment Rubrics

	Discussion

	Resolutions:



	Agenda 1.6: Learning Resources Readiness
1. Review of Laboratory Manual Preparation and Upload Status in the Academic Management System (AMS)
2. Verification of Software Installation and Readiness
3. Review of Laboratory Platforms, Digital Tools, and Technology Integration

	Discussion

	Resolutions:
















	Agenda 1.7: Laboratory Safety & Compliance
1. Verification of Laboratory Safety Measures and SOP Compliance
2. Review of Safety Instructions and Student Orientation
3. Verification of Equipment, Instruments, and Laboratory Readiness
4. Review of Emergency Response and Safety Compliance Requirements

	Discussion

	Resolutions:




















	Agenda 1.8: Any other item

	Discussion

	Resolutions:



Action items arise from meeting resolutions:

	S.No
	Agenda #
	Action to be taken
	To be reviewed
(Meeting #)
	Responsible Person

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




	Observations of HoD

	Observations of Dean




[bookmark: _v8pr6pvsylr9][bookmark: _4l7sie2x6nm9]Meeting 2 – After Completion of Model Examination

	Date of Meeting
	
	Meeting Venue
	



[bookmark: _gv8bf5dl3viz]Agenda:
	2.1 Action taken report of the previous meeting.
                   2.2 Laboratory Progress Review
2.3 Student Attendance Review
2.4 Model Exam Performance Analysis
2.5 Continuous Improvement Analysis
2.6 Any other item

Members Present								Members Absent

	Agenda 2.1: Action taken report of the previous meetings Action Item 1:
Action Item 2:

Action Item 3:

Action Item 4

	Status of Action Item 1:















Status of Action Item 2:




	Status of Action Item 3:





















Status of Action Item 4:























	Agenda 2.2: Laboratory Lesson Plan Progress
1. Review of Practical Experiments and Laboratory Task Completion Status
2. If Tool integrated, review the number of task completed in the platform
3. Analysis of Deviations from the Laboratory Lesson Plan and Corrective Measures

	Discussion

	Resolutions:



	Agenda 2.3: Student Attendance Review 
1. Review of Overall Student Attendance
2. Review of Students with Low Attendance and Attendance Deficiency
3. Review of Action Taken Report (ATR) for Attendance Improvement

	Discussion

	Resolutions:



	Agenda 2.4: Model Exam Performance Analysis
1. Analysis of Student Performance and Marks Distribution
2. Analysis of Course Outcome (CO) Attainment
3. Analysis of Difficult Experiments/Assessment Components
4. Review of Student Feedback
5. Review of Faculty Observations and Recommendations

	Discussion

	Resolutions:



	Agenda 2.5: CO Attainment Review.
1. Review of CO-wise Practical Activity Completion
2. Evaluation of the Quality of Practical Performance and Learning Outcomes
3. Analysis of Student Participation and Engagement in Laboratory Activities

	Discussion

	Resolutions:



	Agenda 2.6: Any Other Item

	Discussion

	Resolutions:



Action items arise from meeting resolutions:

	S.No
	Agenda #
	Action to be taken
	To be reviewed
(Meeting #)
	Responsible Person

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Observations of HoD

	Observations of Dean



[bookmark: _huo8n7awam0h][bookmark: _sqebzdy91vea]Meeting 3 – Post SEE Results & Continuous Improvement

	Date of Meeting
	
	Meeting Venue
	



[bookmark: _lh9cjztaw697]Agenda:

	3.1 Action taken report of the previous meetings.
3.2 Semester End Examination Performance Analysis
3.3 Review of CO Attainment 
3.4 Student Feedback Analysis
3.5 Best Practices & Innovations
3.6 Recommendations for Next Course Offering
3.7 Any other Items


Members Present							Members Absent


	Agenda 3.1: Action taken report of the previous meetings Action Item 1:
Action Item 2:

Action Item 3:

Action Item 4:

Action Item 5:

	Status of Action Item 1:















Status of Action Item 2:






















	Status of Action Item 3:
















Status of Action Item 4:















Status of Action Item 5:















	Agenda 3.2: Semester End Examination  Performance Analysis 
1. Analysis of Student Performance and Grade Distribution
2. Analysis of Course Outcome (CO) Attainment
3. Analysis of Pass Percentage and Failure Cases

	Discussion

	Resolutions:



	Agenda 3.3: Review of CO Attainment 
1. Analysis of Course Outcome (CO) Attainment Trends
2. Identification and Analysis of Weak Course Outcomes (COs)

	Discussions

	Resolutions:

















	Agenda 3.4: Student Feedback Analysis
1. Analysis of Student Feedback on Course Delivery
2. Analysis of Student Satisfaction 

	Discussion

	Resolutions:



	Agenda 3.5: Pedagogical Effectiveness
1. Review of Innovative Teaching–Learning Practices
2. Review of Active Learning Methods (ALMs) and ICT Integration
3. Review of Best Practices Adopted in Course Delivery

	Discussion

	Resolutions:



	Agenda 3.6: Recommendations for Next Course Offering
1. Recommendations for Course Content and Syllabus Enhancement
2. Recommendations for Teaching–Learning and Pedagogical Improvements
3. Recommendations for Assessment and Evaluation Enhancements
4. Recommendations for Learning Resources, Laboratory, and Infrastructure 

	[bookmark: _GoBack]Discussion

	Resolutions:







	Agenda 3.7: Any Other Item


	Discussion

	Resolutions:



Action items arise from meeting resolutions:

	S.No
	Agenda #
	Action to be taken
	To be reviewed
(Meeting #)
	Responsible Person

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




	Observations of HoD

	Observations of Dean
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