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COURSE CODE / TITLE 

2510MA1002/CALCULUS AND TRANSFORMS

















No. 42, Avadi-Vel Tech Road, Avadi, Chennai, Tamil Nadu, Pincode-600 062.
Email: vtu@veltech.edu.in, Website: www.veltech.edu.in.

Minutes of the Meeting of Course/Module Coordinator

Department	:	Semester	:

Date of meeting	:	Course code and course name   :

Meeting Number	:	Meeting venue	:

Meeting: 1 should be conducted before the commencement of semester after subject allocation is done.
Agenda:

1. Overview of Course outcomes with course content.
2. Discussion on the observations made by the Course coordinator during meetings of the previous academic year.
3. Identification of Content delivery and assessment methods.
4. Verification of 1st unit Course materials as per Lecture Plan including content delivery.
5. Discussion on the preparation of Assignment sheets.
6. Discussion on the Lecture plan and modification of the same including the topics to be covered by Guest Lecture/ Industrial visit/ workshops etc.
7. Identification of the requirement of learning resources.
8. Any other item







Members Present	Members Absent
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	1. Agenda 1.1: Overview of Course outcomes with course content.

	Discussion

	Resolutions:



	Agenda 1.2: Discussion on the observations made by the Course coordinator meetings of the previous academic year

	Discussion

	Resolutions:



	Agenda 1.3: Identification of Content delivery and assessment methods.

	Discussion

	Resolutions:



	Agenda 1.4: Verification of 1st unit Course materials as per Lecture Plan including content delivery.

	Discussion

	Resolutions:



	Agenda 1.5: Discussion on the preparation of Assignment sheets.

	Discussion

	Resolutions:



	Agenda 1.6: Discussion on the Lecture plan and modification of the same including the topics to be covered by Guest Lecture/ Industrial visit/ workshops etc

	Discussion

	Resolutions:



	Agenda 1.7: Identification of the requirement of learning resources.

	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





Minutes of the Meeting of Course/Module Coordinator

Department	:	Semester	:

Date of meeting	:	Course code and course name   :

Meeting Number	:	Meeting venue	:

Meeting: 2 should be conducted after the completion of Test – 1 as per academic calendar

Agenda:
1. Action taken report of the previous meeting.
2. Discussion on the observations made by the HoD over the previous meeting.
3. Verification of completion of syllabus with respect to the lesson plan.
4. Analysis of Students Performance in Test-1.
5. Verification of Course materials for the unit –II & III.
6. Discussion on the preparation of Question Bank for competitive exams / GATE etc.
7. Discussion on the readiness of Course Orientation Presentation / material.
8. Analysis of Online Students’ feedback and any other issue.
9. 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:

Action Item 5:

Action Item 6:

Action Item 7:

Action Item 8:

	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:



	Status of Action Item 6:












Status of Action Item 7:










Status of Action Item 8:





	Agenda 2.2: Discussion on the observations made by the HoD over the previous meeting

	Discussion

	Resolutions:





	Agenda 2.3: Verification of completion of syllabus with respect to the lesson plan.

	Discussion

	Resolutions:



	Agenda 2.4: Analysis of Students Performance in Test-1.

	Discussion

	Resolutions:



	Agenda 2.5: Verification of Course materials for the unit –II & III.

	Discussion

	Resolutions:



	Agenda 2.6: Discussion on the preparation of Question Bank for competitive exams / GATE etc.

	Discussion

	Resolutions:



	Agenda 2.7: Discussion on the readiness of Course Orientation Presentation / material.

	Discussion

	Resolutions:



	Agenda 2.8: Analysis of Online Students’ feedback and any other issue.

	Discussion

	Resolutions:





	Agenda 2.9: 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





Minutes of the Meeting of Course/Module Coordinator

Department	:	Semester	:

Date of meeting	:	Course code and course name   :

Meeting Number	:	Meeting venue	:

Meeting 3 should be conducted after the completion of Test - 2 as per academic calendar.
Agenda:
1. Action taken report of the previous meetings.
2. Verification of completion of syllabus with respect to the lesson plan.
3. Analysis of Students Performance in Assignments and Test 2.
4. Attainment of Course outcomes based on the Test-1, Test-2 and assignment
5. Verification of Course materials for the unit –IV & V .
6. Any other item







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:

Action Item 6:

Action Item 7:

Action Item 8:

Action Item 9:

	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:














Status of Action Item 6:



	Status of Action Item 7:












Status of Action Item 8:














Status of Action Item 9:





	Agenda 3.2: Verification of completion of syllabus with respect to the lesson plan

	Discussion

	Resolutions:



	Agenda 3.3:. Analysis of Students Performance in Assignments and Test 2

	Discussion

	Resolutions:



	Agenda 3.4:. Attainment of Course outcomes based on the Test-1, Test-2 and assignment

	Discussion

	Resolutions:



	Agenda 3.5: Verification of Course materials for the unit –IV & V

	Discussion

	Resolutions:



	Agenda 3.6: 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





Minutes of the Meeting of Course/Module Coordinator

Department	:	Semester	:

Date of meeting	:	Course code and course name   :

Meeting Number	:	Meeting venue	:

Meeting 4 should be conducted after the completion of Test – 3 as per academic calendar
Agenda:
1. Action taken report of the previous meetings.
2. Verification of completion of syllabus with respect to the lesson plan.
3. Analysis of Students Performance in Test 3.
4. Analysis of Online Students’ feedback and any other issue.
5. Discussion on the Design of Course exit survey to be deployed at the end of the semester.
6. Any other item



Members Present










Members Absent



	Agenda 4.1: Action taken report of the previous meetings Action Item 1:
Action Item 2:

Action Item 3:

Action Item 4:

Action Item 5:

Action Item 6:

	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:














Status of Action Item 6:



	Agenda 4.2: Verification of completion of syllabus with respect to the lesson plan

	Discussion

	Resolutions:





	Agenda 4.3:. Analysis of Students Performance in Test 3

	Discussion

	Resolutions:



	Agenda 4.4: Analysis of Online Students’ feedback and any other issue

	Discussion

	Resolutions:





	Agenda 4.5: Discussion on the Design of Course exit survey to be deployed at the end of the semester

	Discussion

	Resolutions:



	Agenda 4.6: 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





Minutes of the Meeting of Course/Module Coordinator

Department	:	Semester	:

Date of meeting	:	Course code and course name   :

Meeting Number	:	Meeting venue	:

Meeting: 5 should be conducted after the declaration of end semester exam results.
Agenda:
1. Action taken report of the previous meetings.
2. Analysis of Course Outcome attainment based on the Direct Assessment and Course exit survey.
3. Identification of the changes / improvements to be brought in terms of course content / syllabus and content delivery based on the Course Outcome attainment / Course exit survey.
4. Discussion on the identification of the faculty “FDP” requirements based on the Course Outcome / course exit survey attainment level.
5. Reviewing on the Quality of CIA and End semester Examination Question papers.
6. Any other item


Members Present	Members Absent



	Agenda 5.1: Action taken report of the previous meetings Action Item 1:
Action Item 2:

Action Item 3:

Action Item 4:

Action Item 5:

Action Item 6:

	Status of Action Item 1:








Status of Action Item 2:










Status of Action Item 3:
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	Status of Action Item 4:
















Status of Action Item 5:


















Status of Action Item 6:




	Agenda 5.2: Analysis of Course Outcome attainment based on the Direct Assessment and Course exit survey

	Discussion

	Resolutions:



	Agenda 5.3:. Identification of the changes / improvements	to be brought in terms of course content / syllabus and content delivery based on the Course Outcome attainment
/ Course exit survey

	Discussion

	Resolutions:




	Agenda 5.4: Discussion on the identification of the faculty “FDP” requirements based on the Course Outcome / course exit survey attainment level

	Discussion

	Resolutions:




	Agenda 5.5: Reviewing on the Quality of CIA and End semester Examination Question papers

	Discussion

	Resolutions:




	Agenda 5.6: 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
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