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ABOUT ST. XAVIER'S INSTITUTE OF EDUCATION
(AUTONOMOUS)

St. Xavier's Institute of Education (Autonomous), established in 1953, is the oldest
Government-aided Christian minority Teacher Education College in Mumbai.
Affiliated with the University of Mumbai and recognized by the National Council for
Teacher Education (NCTE), the Institute offers B.Ed. and Ph.D. programs, along with
a range of Value-Added Courses and Extension Services for students, teachers, and
the wider community.

Managed by the Jesuit Mumbai Province of the Society of Jesus, the Institute was
granted autonomous status in the academic year 2022—2023. The B.Ed. program is
a full-time, two-year degree course, accredited by NAAC with an ‘A’ grade valid until
December 31, 2027.

Over the decades, the College has built a strong reputation for teacher education,
with alumni serving as Principals of leading colleges, Heads of Departments of
Education, and even a Vice-Chancellor of the University of Mumbai. Guided by its
Jesuit ethos, the College is committed to academic excellence, holistic development,
and character formation rooted in the love of God and the service of humanity. Its
mission is to form educators and citizens who embody integrity, social responsibility,
and a deep commitment to both God and country, leading lives that are purposeful
and transformative.

VISION STATEMENT OF THE INSTITUTE
‘Joyous Creative Teacher Education’

MISSION OF THE INSTITUTE
‘To Provide Quality Education for
Empowerment and Enlightenment to
create a Just and Humane Society and
strive to build a World of Faith, Freedom
and Fellowship forGod's Greater Glory’
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OBJECTIVES OF THE INSTITUTION IN ALIGNMENT TO ITS VISION

AND MISSION

1. To provide creative teacher education
2. To provide innovations in teacher education for continuous
improvement.
3. To develop thinking skills: self-directed and independent thinking.
4. To be a resource center in teacher education:
a. Provide extension services.
b. Make teaching resources available to member schools.
c. Provide educational consultancy services.
d. Establish greater presence in academic circles and policy
making bodies.
e. Greater collaboration with other teacher education colleges.
f. Greater collaboration with model school (SXBA).
g. Provide a forum for schools to voice their needs and problems.
5. To make greater use of educational technology.
6. To develop research skills.
7. To be more productive through research activities and publication of
articles.
8. To make teaching-learning an enjoyable experience
9. To find out what makes for an enjoyable experience.
10. To plan events which make teaching-learning enjoyable.
11. To prepare agents of social change
12. To sensitize students about Women's issues, environment, non-
formal education, etc.
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ETHOS OF THE INSTITUTE

St. Xavier’s Institute of Education is an institution with a long-standing reputation of
forming competent, committed and well-groomed teachers. The teacher education
program at the Institute lays emphasis on capacity building of its student teachers in
order that they are able to make sustained progress in their profession. The endeavor
of the Institution is to make the future teachers, embodiments of universal values and
practitioners of effective strategies of teaching learning. The Institution educates not
only through direct instruction but also through a total atmospheric approach. The
all-pervading essence of the practices in the Institution is the Ignatian Pedagogical
Paradigm (IPP) and the Universal Apostolic Principles (UAP).
The thrust of the Institute being to develop reflective practitioners, the IPP and UAP
have a significant role in influencing student teachers to undergo the requisite
transformation. The Ignatian Pedagogical Paradigm is a framework of education that
serves to fulfill the goals of Jesuit education namely —

1. To form men and women for others.

2. Tofind God in all things

3. To facilitate full growth of a person leading to action that is based on sound

understanding and enlivened by contemplation.
4. To form men and women of competence, conscience and compassionate
commitment and...

5. To form a whole person.
The Ignatian Pedagogical Paradigm encourages student activity in learning, fosters
growth in human excellence and promotes formation of faith and values along with
the transmission of knowledge and skill as integral dimensions of the learning
process. This is essential to meet the local and global value challenges facing
individuals today. The Paradigm focusses on the context of the learner that would
drive the designing of instructional experiences leading to reflection and
contemplation. This exercise would form the basis for focused action. The paradigm
lays emphasis on evaluation as a key to further improvisation of educational
endeavors and thereby strive for the Magis (going beyond and striving for more).
The Universal Apostolic Principles (UAP) are the torch lights that guide human
actions. There are 4 main UAPs namely, Showing the way to God, Journeying with
the Youth: Walking with the Excluded and Caring for Our Common Home. The
Institute consciously and ardently incorporates the philosophical principles of IPP and
the UAPs in all its academic as well as co-curricular activities, thereby striving
towards God’s Greater Glory.
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POLICIES OF THE INSTITUTION
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INTERNSHIP POLICY

The two-year B.Ed. (CBCS) Program of St. Xavier's Institute of Education, Mumbai is
governed by NCTE, a statutory body by the Act of Parliament in 1993. In keeping with the
vision and mission of the institution, the curriculum has been enhanced and enriched by
adding newer dimensions to the existing syllabus, including Internship. The NCTE lays
significant emphasis on the Internship aspect of teacher education. St. Xavier's Institute of
Education (SXIE) too follows the Internship program stringently, meaningfully and intensely.
Internship, which is part of the Project based Course of the B.Ed. Program is designed and
structured by the Institute along the following lines:

¢ The vision and mission of the institute that reflect local, national, and global expectations

o The Ignatian Pedagogical Paradigm (a framework for teaching and learning founded on
pedagogical principles laid down by the founder saint of the Institution, St. Ignatius of
Loyola). The paradigm seeks to enhance the teaching-learning experiences through
reflective practices and contemplative action.

e The theme decided for the academic year 2024-25 is ‘Valuing Diversity through Holistic
education’.

o The Jesuit goals of Education that primarily aim at development of men and women for
others,and form individuals with competence and compassionate commitment.

e The objectives of the teacher education program at large.

OBJECTIVES OF INTERNSHIP

e The objectives of Internship at SXIE are as follows.

e To develop insights among student teachers regarding the dynamics of school
administration.

o To develop among the student teachers and enable the application of the skills, theories

and concepts learned in the classroom.

To bridge the gap between theory and practice of teaching and learning.

To facilitate the understanding of the multi-faceted role played by a teacher.

To foster a sense of professionalism and right conduct among student teachers.

To promote professional acumen through focused observation and reflection.

To promote the transformation of student teachers into reflective practitioners with

sound pedagogical judgement thereby empowering them to face the challenges of the

profession.

e To develop soft skills (interpersonal skills, teamwork, confidence and self-efficacy)
among student teachers.

e To facilitate the acquisition of new and complex aptitudes related to the teaching

profession.

To develop an understanding of the role of stakeholders in an educational institution.

To promote an understanding and appreciation of a school eco-system.

To encourage the development of research culture among student teachers.

To equip the student teachers with the requisite competence that would enhance

employability.

PROCEDURE OF INTERNSHIP AT SXIE

Internships shall be conducted in all the four semesters. Internships would include a total of
30 lessons, Observation of School activities, Community Work, Lesson Observation and
various other activities. The period of Internship would be for 20 weeks in all. A constructivist
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approach shall be followed wherein student teachers would need to reflect on the
experiences and construct a mental model ofthe teaching profession through deliberation.
Internship shall be followed at the Institute in the following steps:

Pre-Internship Capacity Building Course (PICB)

The Institute shall organize a PICB course to develop the teaching competencies. The
course would be conducted in each Semester with each phase at an advanced stage
than the previous phase. Each phase of the course would include input,
demonstrations and practice sessions including feedback. The inputs would be on
essential skills, strategies and approaches of teaching and assessment. The types of
lessons that would be dealt with are general lessons, co-teaching lessons, theme-
based lessons and experiential lessons.

Planning and Implementation

Planning of Internship would be done in consultation with the principals / supervisors
of the Cooperating schools. School grouping, Timetable framing, Coaching and
guidance, lesson observation and feedback would be done by the student teachers
as required by the cooperating school and the Institute. Additional activities would be
conducted Student teachers would be maintaining a reflection journal. A code of
conduct drawn up by the Institute for Internship would be strictly adhered to. (refer
attachment)

Debriefing and Reflection

Debriefing sessions would be conducted at the end of each week of Internship. Each
student teacher should maintain a reflective journal in the format prescribed by the
Institute.

Attendance: It will be mandatory for each student to maintain attendance of minimum
90%

ASSESSMENT

The passing percentage for Internship is 40%. The assessment of Internship would
be done based on Rubrics prepared for each aspect of internship. Oral as well as
written feedback would be rendered to the student teachers. Feedback would be
qualitative as well as quantitative. If a studentmisses a lesson on a particular day in
a specific semester, then s/he is expected to complete that lesson in that semester
itself for which the student would be given again chance to give the lesson.

If a student fails to complete the lesson presentation in the same semester when the
lesson is missed then s/he will be marked absent, and no marks would be awarded
for that particular lesson.

RESPONSIBILITIES

The teacher/s -in-charge of Internship shall be responsible for its planning and smooth
conduct. Decisions regarding Internship would be taken by the Principal and the faculty
members of the Internship committee. The decisions taken by the committee would be
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binding on the students. Grievances regarding Internship will be received and
addressed by the teachers-in-charge. In case of any serious issue, the matter will be
resolved in consultation with the Principal. All records would be maintained by the
teachers-in-charge.

Number of lessons

The total number of lessons are distributed over the semesters.

Student-teachers are required to present 100% of the lessons as prescribed in the
syllabus

Lesson plans

e Each student-teacher’s practice lessons will be coached by a staff member.

e Lessons would be permitted to be delivered only after being approved by the
respective coaches.

e Lesson plans ought to be planned in keeping with the guidelines/format provided.

e Only complete lesson plans would be accepted by the respective coaches.

e Draft Lesson plans should be submitted well in time to enable the coaches to
check and provideguidance.

e Each practice lesson will be supervised and evaluated by a member of the
staff. Constructive feedback will be provided on each lesson.

e Student teachers are required to reflect upon each of their lessons on the
template provided.

e Student teachers are required to collect their units well in advance from the
concerned school teachers, and at a convenient time. Collecting units during
class hours is to be avoided.

Feedback

Students will be trained for and provided with a feedback template for reference

Any feedback provided by the professors is for the purpose of improvement and
should be taken with a positive attitude, though student teachers are allowed to ask
for justification in case any.

Timetable planning

The entire week timetable for Practice lessons of each school must be entered in the
format provided. This will be handed in by the group leader to the faculty-in-charge of
the school group. After the approval of the staff-in-charge the timetable should be
submitted to the Internship coordinators, at least one week before the lessons are
due to be given.

No change in the timetable, the standard, division or subject may be made, once the
time-table hasbeen submitted to the Internship coordinators.

In case of any change in the timetable due to unavoidable circumstances in the
school, the same needs to be communicated to the Internship coordinators, staff-in-
charge of the school, the school authorities as well as the college supervisor for the
given day.
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Cancellation of lessons

If for some reason the practice lessons in a school are cancelled in advance of
the given date, thegroup leader is expected to inform the Internship coordinators,
staff-in-charge of the school, the school authorities and the college supervisor.

If for any reason lessons are suddenly cancelled on the day itself, student
teachers are required to go back to the college and engage in their academic
work or any other task assigned by the principal.

A unit once taken cannot be changed without the school teacher’s consent.

No change in the class timetable can be made without the consent of the school
supervisor. The same needs to be brought to the notice of the staff in charge of
the school as well as the college supervisor.

Under no circumstances should student teachers cancel lessons on their own.
Cancellation of lessons would strictly be the decision of the principal, the
internship coordinators, and the respective coach.

Observations & Recordings

Student teachers are required to be involved in the activities assigned to
them by the school authorities, besides fulfilling the Internship requirements
expected of the B.Ed. Programme.

Each student teacher is required to observe peer lessons.

Details of each internship day activities should be recorded and duly signed
by the collegesupervisor on the day itself to avoid any last-minute issues.

All records should be maintained neatly in the respective formats duly signed
by the staff member concerned and presented on the day assigned for Record
checking.

School Attendance & punctuality

All rules and regulations of the Internship school should be strictly followed.

Every student teacher is required to enter their respective time of arrival and
departure in theprovided register.

Daily attendance and punctuality are insisted upon.

Student teachers reporting late (up to 15 minutes from the beginning time of the
day) to the internship school on any given day would be marked half day absent
for the day.

Student teachers reporting late (up to 30 minutes from the beginning time of the
day) to the internship school on any given day would be marked full day absent
for the day.

Leave of absence will not normally be granted, other than for illness or any
untoward circumstance. The principal would be the final sanctioning authority
for any leave of absence. Supporting documents need to be submitted as
evidence if asked for by the college authorities.
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e Leave of absence due to medical reasons should be supported by authentic
documents duly certified by appropriate medical officers. The institute reserves the
right to scrutinize the documentsin case of suspected discrepancy.

e School timings should be strictly adhered to. Student-teachers are required to be
punctual at the Internship school. If running late to school due to any unavoidable
circumstance, the student teacher is required to inform the Internship
coordinators, staff-in charge of the school, the school group leader, and the
college supervisor.

e Due permission needs to be taken from the Internship Committee (Principal and
the Internship Coordinators) in case of any leave of absence.

e Student-teachers should report to the group leader / any other member of the
group and the college supervisor in case of going late or being absent. This is
necessary to inform the school authorities and to make necessary alternate
arrangements.

Assessment of Lessons

e The lessons will be divided into different categories like general lessons, Co-
teaching lessons with the school subject teacher, Co-teaching lessons with the
peers, and Theme based lessons.

e The procedure of Evaluation would include — rubrics for each type of lesson,
verbal and written feedback by the supervisor from the college, qualitative
feedback (coach, supervisor, school teacher, peer) , quantitative feedback in
marks.

Every student-teacher is required to fulfill all the requirements of Internship as
specified by theinstitution for each Semester. The ordinances / regulations of
the institution regardingInternship would be binding on all student-teachers.
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1. Library

St. Xavier’s Institute of Education (Autonomous) has a well-equipped library with
physical and digital resources. It is Wi-Fi enabled and spacious which is conduciveto
intensive study. Librarian and a library Attendant are available on-site to assist with
book searches and other library-related queries. The college additionally, provides
the facility of Inter-Library-Loan service from neighboring institutions like -Bombay
Teachers' Training College, Nirmala Niketan - College of Social Work (Autonomous)
and St. Xavier's College, Mumbai (Autonomous) and Institutional membership with
SNDT Women's University Library. St. Xavier's Institute of Education strives to
contribute towards developing Efficient Future Teachers & Researchers. The library
is designed to help its users to become Competent, Compassionate, Committed, and
Conscientious. The library works towards stimulating the process of teaching,
learning and developing life- long learners.

St. Xavier’s Institute of Education Library has over ten thousand Books, Journals,
Periodicals, Newspapers, E-Resources and other learning resources etc. Library’s
resources aim at making a difference in the overall formation of student teachers.

Resources in The Library
— Books
— Print Journals
— E-Journals
— E-Books
— Periodicals
— Encyclopedia
— Newspapers
— Bound Volumes
- CD-ROM/D
- VDs
— Thesis & Diss.

2. Vision of the Library-
Promoting a Knowledge Culture for - “Joyous and Creative Teacher Education”

3. Objectives-
e To promote the value of inclusion through equitable access to all library
resources.
e To promote reading and research skills in all readers.
e To facilitate the knowledge flow process.
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e To enrich readers with knowledge resources for lifelong learning &research.
e To encourage the readers for knowledge society

4. Library Advisory Committee

Library Advisory Committee plays an advisory role and helps to facilitate the library
development plans & activities. The Library Advisory Committee would serve as a
conduit for information exchange between the library and its readers. The Committee
would assist in meeting the needs of readers, for the smooth functioningof the library.

5. Collection Development Policy
A collection development is a framework for characterizing library collections and
setting a formal set of principles for building and supporting collections. The
collection development goal of the College Library is to find recorded information
pertinent to existing research, instructional, and institutional programs, and to
purchase and preserve selected resources at levels proper to the scope and depthof
those programs.

a. Responsibility for Selection- The library & the staff members oversee the
selection, development and maintenance of the collection which is monitored by
the Library Advisory Committee of the Institute. Staff members provide
suggestions asper the need and demand of the curriculum selection and endorse
the library’s subject collections that match their requirements. The Library
Advisory Committee also plays an important part in monitoring the process.
Selection of all materials includes guidelines such as: the library will provide
accessto representative materials in all fields of knowledge, with a concentration
on topic areas. It would be linked to and support the academic programme of the
College. Duplicate copies of the material concerned are purchased only by
selection (demand, usage, reference, or statistics.) or accepted as gifts. The
emphasis is on acquiring current resources with anticipated long-term value. If
accessible and considered relevant, lost or stolen material will be replaced as the
funds will allow. Ifthe original content is no longer available, it may be replaced by
new information onthe same subject.

b. Collection Development Criterion-

A uniform collection development criterion shall be used to all mediums.

The following criteria may be considered:

A variety of academic levels, to serve a wide range of interests andabilities.

Authoritativeness of the author, or reputation of the publisher.

Availability of funding.

Demand & need for reference books, textbooks and journals.

Value of resources over the years.

Opposing sides of controversial issues to aid readers with critical thinking.

Strength of present holdings in the same or similar subject areas.

Suitability of format to content and compatibility with college-ownedequipment.

Usage statistics of similar items.

Journals & Periodical- Journals are an effective medium for communicating

DOONORWON =
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research findings, recent discoveries and breakthroughs, and future research
opportunities to the general audience. The library subscribes to a total of 19
journalsand 1 periodical. Subscriptions are added or deleted with the consent of
library advisory committee members.

d. Electronic Resources- Electronic Resources is one of the emerging
environments in libraries & Information communication in the competitive service.
Today e-resource is essential tools for scholars related to the easiness,
readability, affordability, and accessibility of the literature type. E-Resources
consist of e-books, e-Journals, articles, newspaper, thesis, dissertation,
databases, and CD-ROMs, which are likely to be the alternative to the print
media. In our library we are subscribing to four e-journals & INFLIBNET-N-LIST
(National Library and Information Services Infrastructure for Scholarly Content from
Guijarat). Open Online E- resources are also made available for the readers.

e. Newspapers (Print and Electronic) - The library subscribes to local and state
newspapers. A few newspapers were made available online too, along with
physicaldisplays of the national newspapers.

6. Procedures for the Acquisition of Library Resources-
The library would go through the following procedures for the acquisition of library
resources:

1. Budgeting for purchase of books, Journals & Periodicals

2. The library would procure books and other learning materials that are related

tosyllabi. Reading materials that are useful for competitive examinations, books
onmotivation, fiction books & Inspirational books.

3. Textbooks, Pure reference books and handbooks on relevant subjects are
purchased from time to time. Printed/online journals & periodicals as well as
anonline database can be procured. Staff and students can also recommend
books& reading material that would be beneficial to them.

Utilization & supervision of the allocated grants.

Arrangement of publisher catalogue and book seller’s catalogue, in the library.

Informing staff members for checking the publishers' catalogue department.

Inviting booksellers/publishers for the supply of books & reference books, etc.

Staff members are invited from time to time to select books and suggest

namesof books required by them.

9. After selection of books by staff members, the catalogue and library stock
wouldbe checked to avoid duplication.

10.Placing order for the purchase of books & other resources.

11.Follow up of orders, in case of delay in providing resources to the library.

12.Physical checkup & pagination of the books after being received.

13.Accessioning of the arrived documents: Books would be entered in the
physical accession register with details like Author, Title, Edition, Supplier,

Cost, Publisher, Page Numbers etc.
14.Payment of bills would be made on time.
15.Technical Processing - It involves checking availability of books in stock,

checking condition of books, readability, editions, cost of books in case of

foreignbooks, the price list, checking missing pages inside the books, putting
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stamps, labelling,

16.Bar-coding, preparing book cards, pasting pockets etc.

7. Library Privacy Policy and Procedures

The library respects the privacy of people who use it. The library staff is not permittedto share
registration information on borrowers, their requests for information and items, or any related
transactions. Any information needed regarding a specific reader must be obtained from the
College/Institute Office.

Information considered as private includes-

Al

Reader's name (or if an individual is or has been a registered borrower)
Reader's physical address,

Reader's telephone number,

Reader's e-mail address,

Reader's library circulation record and its contents are examples of
private information.

8. Circulation & Borrowing Privileges (Library Usage Policy)-

1.
2.

Textbooks & Reference books are issued for 4 & 8 days to the B.Ed. Students.
Reference Books, Journal & Periodicals, Research Publications (Theses &
Dissertation), Action Research Projects, Newspapers, Question Paper sets
areissued only for Current Reading & not for Home Issue, they are allowed to
takephotocopy of these resources if required. Readers may avail themselves of
the photocopying/Reprography facility at Rs. 1/- per page.

Library fine is Rs. 2/- per day, (including holidays,) would be charged for
books that are not returned within the specified time. Each reader would be
responsiblefor the library resource issued to him/her.

Readers should not mark, underline, write or tear page/s. Action will be taken
& readers shall be asked to make good, any loss or damage to library
resources. Readers have to replace the loss with a new copy and pay 20% of
the cost of thebook as fine.

No Library resource can be taken out of the library, without the permission of
theLibrarian or Library staff.

Readers shall be entitled to collect their Mark Sheets/Leaving
certificates/NOC,only after all library resources against their names have been
returned/replacedor paid for.

Only two books would be issued at a time, per student, for current reference
against their ID card, & only three books would be issued for home reading,
perstudent.

9. Provision of Library Reader Services -

SXIE Library aims to become a community hub, for developing reading culture. Library
maintains and updates its webpage, on the college website with informationabout the library.
Guest membership would be offered to external students and new visitors with prior
permission of the Principal of the Institute.

Following are Library Services for readers:
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i.  Circulation Service
ii.  Library Orientation
iii.  New Arrivals-Display
iv. Reading Room
v. Reference service
vi.  Reprography
vii.  Library Initiatives
viii. E-Resources
ix.  Library Online (WEBOPAC)
X.  Open Access Resources

10.Internet, Wi-Fi & Computer Facilities

The library has a computer facility with an internet connection and Wi-Fi for the
benefitof the readers. E-Referencing Library is available for readers for access to E-
resourcesof the library, and this setup is strictly for academic and research work. The
library follows the internet usage policy of the college. Use of VPN, Proxy servers,
and private firewalls, tunneling software, connectivity sharing software, hacking,
gamesand movie trailers are strictly prohibited in the library. Strict disciplinary action
will be taken against those who engage in such activities. Downloading or printing of
the entirebook or journal is strictly prohibited.

User Guidelines are designed for responsible conduct within the online environment.
Readers may conduct academic or research studies as desired. Reader must indemnify
for loss or damage to computer hardware (the physical part of the computer system).
Also, readers will be penalized if they engage in "unauthorized" activities and the
publisher will deny access to these resources to the entire user community of our
college.

11.Research Room Facility

The Research Room is available for Ph.D. Scholars for research work. This provides
the researchers space, freedom for discussion with their supervisors, reading and
doing serious study with diligence.

12.Library Rules & Regulations

i.  Working Days-The Library remains open on all working days except Sundays
and notified public holidays. The opening hours of the library are 8.30 a.m.
to 4.30 p.m. (Monday to Saturday)

ii. Library Membership- Library Membership can be obtained by regular students
on showing the admission fee receipt. A non-member can use library
resourcesas Guest Membership by Paying Rs. 60/- for a day as membership
fees, on thepremises with the permission of the Principal.

iii. Recording visit in the Visit Register-Every reader is required to record their
visitin the Visit Register of the Library and also required to show the Identity
card tothe library staff on demand.
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Vi.

Vii.

viii.

Xi.

Xii.

Xiii.
Xiv.
XV.

XVi.

XVii.

Open-Shelf System-The Library follows an Open-shelf system. Members are
free to browse through the collection, in the stack area.

Use of Baggage Cabinet- Before using the library resources, readers are
requested to leave their bags, files, and folders in the baggage cabinets,
outsidethe library. The library accepts no responsibility for personal property
left in the library, by concerned readers. If such items are discovered, they will
be kept in the Administrative Office of the institute.

Authorization for use- No library resource may be removed from the library
without the approval of library personnel, whether for reading in the library or
taking a library resource home.

Current Reference Facility-Two Books are issued at a time, per student, for
Current Reference against their ID card.

Home Reading Facility- Two Books are issued for home reading, per student.
Facility for Ph.D. Students-Ph.D. Students are allowed, Five books for current
reference and two books are issued for home reading for fifteen days—Ph.D.
Students are allowed, Five books for current reference and two books are
issuedfor home reading for fifteen days, per student.

Issue & Renewal of resource-Text Books for the B.Ed. Course will be issued
for4 days only. Other Books would be issued for one week. Books may or may
notbe renewed, at Librarian’s discretion as per case of books “in demand”. 11-
Current Reference Resources-Question Paper Set, Reference Book,
Syllabus, Newspapers, Journals & Periodicals can only be used within the
library premises.

Prohibition on eating and drinking-Consumption of food & drink is not
permitted in the library. It is expected that silence, decorum and discipline
must be maintained in the Library.

Lost or Damaged Library Resource- Readers should not mark, underline,
write, tear page/s. Appropriate action will be taken & the readers shall be
asked to make good, any loss or damage to library resources. They shall have
to replacethe loss, with a new copy and pay 20% of the cost of the book as
fine.

Suspension of Library Privileges -The Librarian may temporarily or
permanentlysuspend the Library membership of reader if he/she found
causing any damage to library resource or violating of the rules and
regulationsof the library.

Reader’s Responsibility- Readers are liable for any borrowed materials. In
addition to meeting deadlines, they are required to accept liability for
fines incurred because of late delivery, loss, theft, or damage to the material while in
their custody.

Fines & Reprography fees- A Library fine of Rs. 2/- per day (including
holidays), will be charged for books, not returned within the specified time.
The reader will be responsible for library resources issued to him/her. Readers
may avail ofthe photocopying/ Reprography facility at Rs. 1/- per page.

Use of Mobile phones- Use of mobile phones is not allowed in the library.
Phonesshould be either switched-off or set on silent mode. Failure to comply
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with theserequirements may result in a fine and/or expulsion from the library.
18-No Obijection Certificate (NOC)- Readers shall be entitled to collect their
Mark Sheets/Leaving certificates, only after obtaining NOC from the Librarian,
(after returning all library resources against their names, have been
returned/replacedor paid for).

xviii.  Recalls- If a book/material has been borrowed for 4 days (if it is a textbook) or
8 days (if it is a reference book), the reader can renew it, if the book is needed
back / If there are enough copies of said book / there is no demand from any
other reader, said book will be renewed. Readers are eligible for immediate
recall, after the first recall notification has been issued, a time period of 7 days
isallowed for the items to be returned. After sending notification these books
can no longer be renewed.

xix.  Grievances- Grievances regarding problems pertaining to the library, would
be resolved within the library by approaching the librarian, for the solution of
the problem. Feedback is solicited by the Institute from the staff and the
students. Ifany problem or subject is deemed to be outside its scope, the
reader may contact the Library Advisory Committee.

13.Library Audit -

Library Audit is conducted considering the Institution's library acquisition,
infrastructure and services. This kind of audit is a special audit. In general, the audit
procedure is the same as any other audit.

14.Weeding Policy-

Considering the condition of the material (Torn, tattered, damaged or poor condition,
obsolete library resources), the Library Advisory Committee will authorizethe weeding
out of library resources according to the list of materials to be weeded out from the
library with the principal's approval.

15.Amendments in Library Policy-

Amendments in the library policy can be made if the Members of the Library
Advisory Committee deems it essential and useful, and accordingly alterations or
additions will be made to the aforementioned policy.
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VALUE ADDED COURSES POLICY
Introduction

The field of education is transforming, and the process of transformation is quite
challenging. Globalization, liberalization and privatization are playing a vital role in
demanding the product that is coming out of education field needs to be of world
class. In this process of transformation catering only to the prescribed curriculum is
not going to develop the overall personality of the learners. Hence, in the world where
knowledge is evolving rapidly higher education institutions need to work towards
capacity building for the learners. Those in the field of education need to think about
various ways not just to develop individuals but also nation development.
Achieving these challenges and demands looks possible only through going beyond
the prescribed curriculum and syllabus and enhancing employability of the students
which needs to be aligned to the industry’s expectations.

Value added courses will serve the purpose to bridge the gap between the
curriculum and the employability. Apart from developing skills education system also
needs to work towards developing right kind of attitude and values among the
individuals keeping in mind the plural and diverse nature of the nation and at large
the world.

As Valued-Added courses are part of the curriculum designed to provide necessary
skills to increase the employability quotient and equipping the learners with essential
skills to succeed in life St. Xavier’s Institute of Education offers value added coursesof
the duration 30 hours or more every year.

Objectives
i.  To promote values among the student teachers
i. To equip student teachers with necessary skills of the profession
iii.  To acquaint student teachers about the latest trends in education
iv. To develop insight about sustainable development among the student
teachers
v. To acquaint student teachers about the inclusiveness of education
vi.  To promote sense of exploring potential among the student teachers
vii.  To encourage student teachers to think out of the box
vii.  To train student teachers to experiment with the innovations in the field
ofeducation
ix.  To provide student teachers an understanding of the expectations of industry
Xx.  To acquaint student teachers about multi-disciplinary nature of education

Course Designing
a. Before designing the course, necessary discussion and feedback should be
taken from the alumni and experts so that an apt course is designed by
identifying the gaps.
b. Value Added Course developed by the faculty should be placed before the
Board of Studies and approved by the Academic Council
c. The course offered should be different than the courses listed in the
]
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prescribed curriculum of the respective semesters.
d. The course should have maximum two modules with 3 sub themes in it.
e. A unique course code is to be given for each course.

Annexure -1 Guidelines for conducting value added courses

The following guidelines are to be followed for the conduct of Value-Added
Courses(VAC):

a. Conduct of VAC Classes
The classes for all VAC will be conducted from on during the academic year .OR
Classes for VAC will be conducted during the RESERVED Time Slot in a week or
beyond the regular class hours.
The classes for VAC shall be held in online/offline/hybrid mode. However, the
practical component of the VAC must be conducted in physical mode only.
The duration of a value-added course is minimum 30 hours with a combination of 18
hours (60%) of theory and 12 hours (40%) of practical. However, the combination of
theory and practical shall be decided by the faculty in-charge of the Course with the
approval of the Principal.

b. Registration For VAC
Procedure for Registration (Mandatory VAC)

i. The institute will offer two Value Added Courses during the Two-Year B.Ed.
Program. It is mandatory for the students to enroll for 2 Value Added Courses
that is one VAC per Academic Year.

i. The list of Value-Added Courses shall be displayed on the college website
alongwith the syllabus.

iii. A student shall register for a Value-Added Course offered during the
AcademicYear by submitting the duly filled registration form.

iv. ~The faculty in-charge of the value-added course shall scrutinize the
applications.

v. The list of the students for value-added courses for the academic year
shouldbe displayed on the college website.

c. Voluntary VAC (Online Courses)
Online courses like SWAYAM and other online courses can be encouraged to be
taken up by the students, these will be nhon-mandatory courses which the students
can take up voluntarily

Annexure — Il Registration Form

Duration - The duration of value-added course should not be less than 30 hours.
Venue - The course coordinator shall provide class room/s based on the number of
students/batches.
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Credits - Each Value-Added Course will have 2 credits and will be certified by the
institute.

Fee Structure for the VAC - The nominal fee of Rs. 500/- per VAC per year will be
charged at the beginning of Two-Year B.Ed. Program. The charges will be non-
refundable.

e Attendance

1. The Course Coordinator of each VAC shall be responsible for the maintenance of
Attendance and Assessment Record of the students who have registered forthe
course.

2. The Record shall contain details of the students’ attendance, marks obtained in
the Internal Assessment Tests.

3. Documentation of Assignments, Seminars, etc. conducted along with the themeor
topic should be maintained.

4. The record shall be submitted to the principal once a month for monitoring the
attendance and syllabus coverage.

5. At the end of the academic year, the record shall be duly signed by the Course
Coordinator and the Principal and placed in safe custody for any future
verification.

6. Each student shall have a minimum of 75% attendance in all the VAC failing
which he or she will not be permitted to write the End-Semester Examination.

7. Relaxation of attendance requirement up to 10% may be granted for valid
reasons such as illness, representing the University in extracurricular activities
and participation in NCC.

8. The passing requirement for value added courses shall be 40% of the marks
prescribed for the course.

9. A candidate who has not secured a minimum of 40% of marks in a value-added
course shall reappear for the course in the next semester/year.

10.The grades obtained in VACs will not be included for calculating the CGPA.

e Awarding Certificate
Participants will get a certificate after they have registered for, written the exam
andsuccessfully passed.

Annexure -l

St. Xavier’s Institute of Education Value Added CourseFormat- for the proposal
of Value-Added Course

Title of the Value- Added Course:

Name and Designation of the faculty in-charge: Proposed Duration/ hours:Year:

B.Ed. Batch:

Purpose of the course:

Objectives of the value-added course: Outcomes of the value-added course: Modules:List of
Resource Person/s: Collaboration if any:
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Mode: Online/Offline/Hybrid/Any Other Assignment Pattern with the marking scheme:
Budget:
Certificate Format:

Annexure - IV

St. Xavier’s Institute of Education Value Added Course Registration Form
Name of the Student:
Roll No:
B.Ed. Year:
Name of the Value-Added Course:
Signature of the Student:
Note: The form has to be filled by the student and handed over to the Value-Added Course
Coordinator within Seven days after the opening of the course. Option once exercised
cannot be changed.
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INFRASTRUCTURE POLICY

St. Xavier’s Institute of Education’s (SXIE) Policy towards infrastructural facilities is
acquiring, maintaining and upgrading the infrastructural facilities for joyous, creative
and effective teacher education. Based on this principle, the activities and
proceduresare planned for every year.

Maintenance of The Facilities

1. The Institute ensures optimal allocation of budget and utilization of budget for
acquiring, maintaining and upgrading the infrastructural facilities.

2. The staff in-charge of Infrastructural Technology records the status of
theinfrastructural facilities available, and reports about the required facilities to
be made available.

3. A certain amount of budget is allocated mindfully for bearing the expenses of
acquiring, maintaining and replenishment of the available facilities.

4. With regards to the technological equipment and facilities, outsourcing is done
for repairs, maintenance and upgradation.

5. Support staff and are allocated duties, for regular cleanliness and sanitization,
inand around the infrastructural facilities.

6. Grants and funds received are judiciously distributed and utilized for the
infrastructural facilities.

Utilization

The infrastructural facilities are wasted and stagnated with scarce and zero
utilization. SXIE believes that the facilities in the laboratory, library, classrooms,
computer labs, learning resource rooms are meant for operational learning process.
This can lead to scaffolding for making education, demonstrative and real. Thus, the
optimum use of the infrastructural facilities is for educational empowerment of its
students and faculty. Thestudents are also a part of care for infrastructural facilities in
the following ways: -

1. The induction to every new batch of students focuses on the availability and
accessibility of infrastructural facilities for the students learning process. At the
same time, clear code of conduct regarding the proper utilization of the
facilities is sounded to the students. The website displays the upgraded
infrastructural facilities for students’ benefits.

2. Student volunteers are appointed for alert and vigilant observation of effective
use of facilities in the classrooms, laboratories etc, for longer and better
service
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of the infrastructural facilities like the library, laboratory, classrooms, computerroom,

etc.

Library

1.

The need for new books is assessed annually by the librarian from the
perceptionof the curriculum and the stakeholders. The list of books, journals,
library software etc. to be purchased is sent to the faculty for approval with the
allocatedbudget, the final decision is taken by the Principal.

The Library Code of Conduct is clearly articulated on physical as well as
digitalnotice boards. The strict adherence to the rules and regulations of the
library has to be followed by the users of the library.

The library facilities promote student-friendly places with the help of the
studentsand faculty representatives of the Library Advisory Committee. They
plan and execute innovative ways like knowing my library, devoted time to
engaging in the library, holding exhibitions, and displaying new arrivals of
books in the library.

The librarian makes efforts to encourage students to make full use of the
library facilities and guides them to the different cupboards and bookracks, as
per the requirements of the semesters.

The library ensures the active use of inter-library facilities, N-list and other
digitalresources connected to the library. The library is well maintained with
regards to cleanliness, sanitation and user-friendly setting, to increase the
reader footfall.

Library is the hub of the college, and its facilities are the vehicle for smooth
and stimulating learning process.

Laboratories Psychology and Science Laboratory

4.
5. Classrooms, computer lab, cleanliness and sanitation put forth the

1. Stock record of the laboratory applications is maintained.
2.
3. Perceiving as a place of experiment, exploration, enhancement of subject

Physical verification of equipment and registration is done.

isdone by Pedagogy masters.
The maintenance and upgradation of laboratory is done by the support staff.

requirement.

Classrooms

1.
2.

Requirements of classroom furniture are looked into and recorded.

The maintenance and minor repair of classrooms is looked into by the
management and the Principal. Any classroom facilities required and repairs
are carried out during the students’ vacation so as not to disturb the
educational process.

1
ST. XAVIER’S INSTITUTE OF EDUCATION, ACADEMIC HANDBOOK 2024 - 25 23
(AUTONOMOUS) MUMBAI



3.

4.

Classroom cleanliness and sanitation is a daily routine. It is supervised by the
Principal.

The cleanliness and keeping the class neat and clean is looked into by the
efforts of the support staff but the prospective teachers take it up as their
responsibility to keep the class clean and tidy. The technology equipment are
student marshalslooking into it.

Computer Laboratory

1.

The computer lab is kept well-equipped with necessary number of computers
soas to ensure students' first-hand experience in their courses on ICT, able to
create digital learning resources, prepare their assignments and presentations
with computer facilities. The Institute is sensitive to students who do not have
computers and internet at home.

The computer facilities are upgraded and wherever necessary repair work is
carried on. The computer lab is maintained with annual and regular check and
maintenance. A certain amount in budget is maintained for maintenance and
repairs. Special precautions are taken of the computers, its electrical
extensionsand internet facilities during the monsoon season to protect it from
damage.

Equipment and Facilities — Sports and Music

1.

2.

3.

The sports, music and technical equipment are maintained well with regular
careand cleanliness

The repairs and maintenance of the equipment and goods are regularly
monitored.

Indoor games are kept away from dust and dirt. The student council is vigilant
about the equipment and facilities. The equipment, games and goods are
stored back in the cupboards after use. Special precautions are taken of the
equipmentduring the monsoon season to protect it from damage.

Separate music and art room and sports equipment storage is maintainedfor
students to motivate students to participate and actively involve themselves in
recreational and leisure activities.

The infrastructural facilities and equipment are maintained and upgraded for
students’ enhanced learning and involvement in co-curricular activities. Along
with academic advancement, it is important that the students develop their
physical, mental, social skills and sports culture. Thus, SXIE maintains and
upgrades its infrastructural facilities for the well-being of its students and
faculty.
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PLACEMENT POLICY

Introduction

Placement Cell is an integral part of the Institute. It is a platform for students-
teachers, and the prospective employers have a common ground to meet, interact
and have mutual opportunity to acquire employment as well as to select prospective
employees. The B.Ed. Program is a professional course, wherein the graduates from
different fields are being equipped with competencies for an effective secondary
school teaching work. Thus, placement in the campus is important area of the
Program. The focus of Campus Placement Cell of SXIE is not just employment but
employability skills along with it. During the internship as well as community work and
theoretical academics the students are made aware of the requirement of the
effective teacher.

Placement services
The Institute’s Placement Cell invites principals/heads of institutes from schools of
thenational and international boards for Campus Interview of the student teachers.
Objectives of the SXIE Placement Cell:
i.  To orient students about the trends in the teaching career.
i. To stimulate their thoughts on the current challenges of the teaching
professionlike stress, mental health, special children, student related problems
iii. To make students aware of the career opportunities in various
educationalinstitutions.
iv. To conduct campus interviews to enable students to have variety of
opportunitieswithin the institution.
v. To give practical experience to students about the various educational settings.

Activities to be conducted

i. Workshops /Talks on certain topics like problems in schools, mental health,
stress in students and teachers, special children, rules related to teachers,
RTE,RTI

i. A noticeboard to be maintained.

iii. Pre-Campus Placement Program

iv. ~ TET/ CTET Training

v. Campus Placement Program

Vision of Placement Cell
The Vision of the Placement Cell is to strive for complete placement of the students
interested in entering the world of work.

Highlights of the Campus Placement
i. Percentage of the students benefit from this program: 100%
ii. Session on International Board Curriculum
iii.  Session on Preparation for Interview
iv.  Session on Preparing a Curriculum Vitae
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v. Session on Scope of E-tutor and E-Learning designer

vi.  Personality Improvement programs

vii.  Orientations to school’s work culture, ethos and practices
viii.  Support students to prepare for CTET / TET orientation

Pre-Campus Enrichment Programs

The Campus Placement conducts — Pre-campus Enrichment Program to prepare the
student teachers with Resume Making, preparing for Mock interviews, Sessions by
School Principals from different Boards state, National and even International. The
preparation is the policy of the Placement Cell to equip students and mentor them
before the Campus Placement.

Program: Recruitment process
i.  Schools participated On-Campus
ii.  Schools participated Off-Campus
iii. Students who participated in the recruitment process
iv.  Students who opted for higher education
v. Mode of campus placement program: Offline Interview /demo

Program: Post Campus Placement
i.  Follow up on the recruitment process
ii.  Provide necessary guidance to students to select the schools
iii. Feedback was taken from students

Campus Placement Guidelines

i. The student teachers must be full-time students and have a reasonable
attendance to participate in the Campus Placement. The students must follow
the Code of Conduct of the Institute.

i.  The students applying for the Campus Placement must fill up the Employment
Form with accurate and reliable details. A database is created every year on the
basis of the information collected.

iii. The students should maintain the decorum during the campus interview
process.

iv. The students should go through the prospective employers through the
campusplacement rather than going for direct contact.

v. The organizations wishing to attend the Campus Placement have to go
throughthe Campus Placement Cell. All pre-campus offers should be routed
through thePlacement Office.

Placement Cell
The Campus Placement Cell Is headed by the Principal of the Institute. The
faculty members are placement officers, and the team includes student
representatives.

Terms and Conditions
i. All the Second-Year students, St. Xavier's Institute of Education (SXIE),
|
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Vi.

Vii.

viii.

Mumbai,must register for Campus Placement Program. It is not mandatory for
a candidate who willingly decides not to participate in any placement drive.
But Campus Placement Registration form should be submitted by mentioning
the reason for not participating in the campus placement program.

The institute provides you with a platform and guidance to apply to various
School Boards through Campus Placement.

The Campus Placement of SXIE does not assure the participation of number
ofinstitutes in the campus placement program nor guarantee job through the
Campus Placement.

Students will not be allowed Campus Placement if the Institutional norms and
regulations are not adhered at any stage during their B.Ed. course.

The appointment and confirmation of a job is between the employer and the
candidate.

The Final B.Ed. marksheet will be handed over to the students only after the
submission of: -

The CTET/TET passing certificate

Any other qualifying exam like NET/SET etc.

Offer Letter from the Employers

Admission to further / higher education

Self-employment

It is mandatory for the registered students to attend all the orientations and
programme organized by the campus placement cell.

For all matters not covered by the above stated, the Management of the
Institute/the Campus Placement Committee will use its own discretion to take
appropriatedecisions from time to time and case to case placement policy for
students of St. Xavier’s Institute of Education, Mumbai

Moreover, the Institute has full discretion to change or modify the rules from
timeto time.

All the terms and conditions should be agreed upon.
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PREVENTION OF SEXUAL HARASSMENT OF WOMEN AT THE
WORKPLACE

INTERNAL COMPLAINTS COMMITTEE (ICC)

The institution prevents sexual harassment of women at the workplace through the
following ways:

1. Prohibits unwelcome behaviour that constitutes workplace sexual harassment

2. Champions prevention of workplace sexual harassment through orientation,
awareness and sensitization sessions

3. Provides a detailed framework for redress https://dor.gov.in/circulars/handbook-
sexual-harassment-women-workplace

The Internal Committee Members of St. Xavier's Institute of Education
(Autonomous) are as follows:
e Convenor : Dr. Vini Sebastian , Professor,
e Members: Dr. Shadab Paloji, Professor
Ms. Nishi Kumar, Assistant Professor
e NGO Representative: Ms. Priya Dhongre, Administrative Head, Young
Women'’s Christian Association (YWCA)

The Gender Development Cell members are: As per the UGC guidelines

1. Dr. Vini Sebastian (Convenor)
2. Dr. Shadab Paloji
3. Ms. Nishi Kumar
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ECOLOGY POLICY

Foreword

The Ecology Committee of St. Xavier's Institute of Education (SXIE) drafted an
Ecology Policy to articulate the philosophy and action of SXIE towards ecology,
energy conservation and waste management. The Institute has endorsed the
principle of harmonious living with self, nature, and society as an underlying current
for its policy. The mission statement of SXIE focuses on creating a just and humane
society reflectingits ecological consciousness over 6 decades of its establishment.

The SXIE Ecology Committee dedicated to St. Ignatius’ contribution of Ignatian
Pedagogical Paradigm (IPP) bases its policy on understanding the context of the
society, experience, reflection, action and evaluation of the action. The stages are
not linear but an interplay of experience, reflection and action. On the basis of
reflective evaluation of the actions there is an evolution of the action to meet the new
needs and context of the society and the stakeholders. Thus, the SXIE Ecology
Policy is a living document as it is modified and enriched by our reflection and action
over the years.

The main objective of the Ecology Policy is to: -

1. Understand the ecological context: The stakeholders are made aware of their
ecosystem. The changing situation of the environment is a concern or
challenge for the Institution. The policy promotes the awareness and
understanding of the ecological experience, reflect on it so as to take an
action to improvise it.

2. Promote the ecology policy as a mindset, a mindfulness, a way of reflective
activity

3. Educate the stakeholders about the ways and means to sustain the
ecosystem in effective way. Build a system of waste management which with
succeeding years can accentuate to higher levels and reach wider circles
from self to community at large.

4. Initiate the process of empowerment towards ecological sustainability through

the steps like:
Awareness
Initiation
Mobilization
Organization
Action
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Mapping the Objectives into Action

With these objectives as the purpose of ecological sustenance and well-being, SXIE mapped
the path to make the Institute and its surroundings greener, cleaner and a better place for its
stakeholders.

1.

Integrating the ecology policy in the B.Ed. Program and all the other
endeavors of the Institute. The Institute has included Environmental Education
Course as a part of its elective array. The daily value-based assemblies focus
on the promotion of concern and care for surrounding nature, a harmonious
existence with the natural beings. The co-curricular events like organizing
activities and competitions are also connected to environment and its care.
The students are made responsible through the induction into the Institute’s
vision, mission and theme of the year and code of conduct towards the care
for earth. Nurturing through its explicit and hidden curriculum, promoting the
inter-dependence and cooperation of humans with nature.

Mindful energy consumption and energy saving thoughts and actions - The
Student Council, Student Marshalls and all the students at the Institute are
accountable for monitoring the judicious use of energy in the Institute. This
habit of energy conservation is then disseminated to the student teachers to
internship schools, community centers, their residential places and even
public places. Thus, the policy is based on the reaching out to society

A collaborative effort -The Institute plans street plays, various competitions in
form of poster making, poetry writing, slogan writing, creating socially useful
products from waste. The awareness campaigns and activities promote each
one as accountable for the betterment of society, from school children to pre-
service teachers. It is a collaborative effort and notjust duty of the support staff.

Maintaining cleanliness and hygiene in the Institutional spaces and educating
the others about it. The maintenance of cleanliness and sanitation is an
important requirement of the Institute. Each floor and the compound
surrounding the Institute is kept clean and hygienic for better environment.

Awareness and promotion of significance of greenery and care for
environment is done, through proactive steps and respecting the themes like
reflective harmony and waste management. The digital world also brings withit
the e-waste and toxic elements, the disposable of the toxic e-waste is carried
out with the help of concerned organizations.

Care for ecology: Being a caregiver of the ecosystem rather than mere
consumers of nature is consciously instilled in the minds of the stakeholders
so that they feel like organization citizens, rather than self- centric people who
believe that the ecosystem is meant for their convenienceand use.
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7.

Following the 4 Rs of reduce, reuse, recycle and renew for effective use of
ecological energy. One more very indispensable R for SXIE is reflect and
repurpose for the conscious and mindful assurance of the ecological
principles. The Institute maintains its compost recycling machinery to take
small steps towards ecological sustenance.

Investment in conserving and utilization of energy resources is focused upon,
for example purchasing energy savers like LED bulbs, installing solar panels.
Annual environment, water and green audits are to be conducted.

Waste Management

Waste Management is an important element of the ecology policy. SXIE has been
advocating well-planned waste management approach for decades. The waste handling
from waste reduction, waste segregation to sustainable waste disposal follows the
ecology policy. At SXIE, the waste management refers to

1.

2.

Waste segregation into e-waste, wet waste and dry waste is maintained for
effective waste management.

The system of waste management will be updated as per newer and better
techniques and technologies.

The physical equipment required for waste management and physical spaces
will be maintained. The physical placement of the waste management
equipment will be indicated clearly as well as placed in the apt places.
Framing waste management as one of the best practices of the Institute.
Collaborating with NGOs and Governmental organizations for sustainingwaste
management as a conscious and serious endeavor of the Institute.

Education and dissemination of education about waste management to the
stakeholders esp. the internship schools, community centers and local
communities.

The purpose of the ecology policy is to make the stakeholders of the Institute more
connected and less alienated from the ecology and ecosystem. The policy of the harmonious
and connected community is to strengthen the care for environment.
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CERTIFICATE COURSES INSTITUTIONAL POLICY

Introduction

The institute strives to provide quality teacher education. The Institution has developed
the need-based certificate courses for Enrichment, Enlightenment and Empowerment.
The National Education Policy 2020 has emphasized on
Multidisciplinary/Interdisciplinary experiences. St. Xavier’s Institute of Education has
extended its services beyond the prescribed curriculum to reach beyond the horizon
of learning. The Institute shows a firm commitment to futuristic education, authentic
assessment and life transforming experience to achieve harmony in society. The
Institute will offer certificate courses to blend the objectives of evolving teacher
education and fulfil its commitment to quality education.

Objectives of Certificate courses
i. To provide varied experiences to enhance knowledge, skill and attitudes

i.  Tointroduce latest technologies and teaching methodologies to enrich
teachers

iii. To provide means of assessing knowledge, skills and attitudes of students

iv. ~To develop the teacher for facing the different challenges in the
teachingsituation

v. To firmly focus on enriching the content knowledge of the teacher and
equip them with different methods

vi. To enable participants to accumulate  credits for further
professional development

(The outcomes of the certificate courses will be specific to each course and will be
mentioned in the respective course brochure made by the respective course
coordinators)

Norms for certificate courses

1. All certificate courses must be designed keeping in mind the needs of the
students, society and the vision and mission of SXIE. All courses will be under
the aegis of St. Xavier’s Institute of Education.

2. The certificate courses offered by the Institution could be online, offline or
blended mode or MOOCs

3. The certificate courses would be paid courses. Decisions about the fees,
number of participants and the timings for each course will be finalized at the
institutionallevel by the Principal along with the course coordinator and other
academic bodies of the Institution. Participants cannot claim the fees/course
resources if the participants do not complete the course requirements. Fees once
paid will not be refunded under any circumstances.

4. The nature of the participants for each certificate course will be decided by the
course coordinator as per the requirements of the course and the objectives
forwhich the course is designed.

5. All course coordinators will be responsible for listing all the features,
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objectives and outcomes of the course in the course brochure at the
beginning of the course. The brochure prepared will be used for publicizing the
course in variousgroups. The course coordinator is responsible for validating
the course.

6. The course coordinators are responsible to the participants during the conduct
of the course and will follow all the requirements of the course as mentioned
in the brochure. No part of the curriculum already mentioned in the brochure
will be compromised at any point of time. The completion of the course is the
sole responsibility of the participant.

7. The rubrics for assessment as well as the passing criteria will be designed by
the course coordinator which could be modified after suggestions given by
different stakeholders.

8. All certificate course materials will be the Intellectual Property of St. Xavier's
Institute of Education. All course materials will be available to participants with
the discretion of the course coordinator.

9. The course will be either developed by the staff of SXIE or could be
collaboratively offered by SXIE and other agency/body/group of persons of
repute as decided by the institution.

10.All courses will be divided into Modules; each module will be minimum 30
hours of duration which could include actual teaching and notional hours of
student work. The entire course will not be less than 2 credits.

11.The participants will get a certificate at the end of the course after completing
all the course requirements. The course coordinator will be responsible for
ensuring the same. The decision of the course coordinator/s will be final and
binding in each case.

12.Certificate courses will be conducted at a time decided by the institution.

SXIE reserves the right to change the policy for certificate courses as and when
theneed arises.
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RESEARCH AND CONSULTANCY POLICY

Introduction

Research is an integral part of St. Xavier’s Institute of Education and effort is made
to encourage research among staff and students. Institution nurtures faculty driven
research projects within and outside the institutions. The institution has a Ph.D.
centeraffiliated with the University of Mumbai. The research policy encompasses the
following: Doctoral research, Undergraduate research, Faculty research
(Sponsored/Funded and Independent), Institutional research. The research
conducted is mainly based on teaching-learning, student-related, classroom
management, technology-based learning and other related areas for improving the
teaching-learning process.

1.1 The admissions procedure to Doctoral research in the institution is governed by
the UGC and the University of Mumbai from time to time. Each student is supposedto
prepare the research proposal under the guidance of the research guide and presentit
to the RAC constituted by the institution. The research proposal will be sent to the
RRC (Research Review Committee) of the University of Mumbai for topic approval.
Doctoral students are required to undergo a 6-month Pre - Ph.D. course. All doctoral
students are required to follow all the norms laid down by the affiliating University
and UGC.

1.2 The funded/sponsored research work must follow the guidelines of the
funding/sponsoring agency. The researchers engaged in funded/sponsored research
must submit all reports as required by the sponsoring/funding agencies.

1.3 In order to conduct action research, a strong relationship between the internship
schools and the institution is developed. The problems adopted for action research
ought to be socially/academically relevant All research work must be properly
documented in a research project which has to be submitted by all who are
conductingresearch.

1.4 Promotion of research within the institution: The institution shall promote
researchby providing seed money to each faculty. If faculty get funds from any other
sponsoringagency, then the seed money will not be available to them. Each faculty
may apply for the seed money with the research proposal/publication/paper
presentation in seminarsand conferences. The research proposal/publication must
be presented to the Research Review Board. The publication of research findings will be
encouraged in theinstitutional research journal. The institution will provide support ( library
and technology) to any faculty/research scholar of the institution engaging in research. There
will be opportunities like research circle/internal seminar/ interactive session on research,
within the institution to present research work.

1.5 The institution follows a code of ethics for research. The code applies to all staff
and students. The code complements and upholds the ethical research codes set by
the University of Mumbai, University Grants Commission, Government of India or
]
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any reputed professional or regulatory body and does not replace them. The code
upholdsthe institution’s vision and mission and also satisfies the regulations of the
institution. The code of ethics is a dynamic document and is amenable to revision as
given by regulatory authorities.

2.0 General Guiding Principles for conducting Research

St. Xavier’'s Institute of Education is committed to academic research and is
committedto develop new knowledge for enlightenment and empowerment for social
transformation. St. Xavier’s Institute of Education aims to maintain high standards in
research, with the highest quality standards. The code of conduct is binding to all
facultyand students.

Research activates the spirit of excellence which is a part of the institution’s
commitment to the knowledge creation process. Research in the institution has to
contribute significantly to the social, political, cultural and economic progress of
society. Research in the institution is focused for the overall well-being of
researchersand stakeholders.

2.1 Professional conduct of research participants

All researchers will participate in research with utmost research integrity and
collaboration with other researchers and stakeholders. Researchers must uphold the
code of conduct for researchers and maintain the reputation of the institution.
Researchers are not advised to compromise on trust and honesty based on personal
or financial conditions. Research process must follow a transparent manner based on
scientific principles.

2.2 Collaboration for research

The institution members can collaborate with staff, students and researchers of other
institutions to obtain the maximum output of research with respect to the objectives it

is designed for. Collaborative research is encouraged to develop networking between
institutions and collaboration with professionals and other reputed institutions.

2.3 Dissemination of Research work, Publication and Authorship

Research work conducted at minor or major level must be disseminated in
journals/magazines/newsletter of repute. The duplication of any research work is strictly
prohibited. Researchers are encouraged to apply the findings of their research in the
relevant context. Researchers must acknowledge work and must avoid plagiarism of alltypes.
Researchers must make themselves aware of all the ethics of publication. All research data
must be confidential and must translate to research findings keeping in mind proper
procedures of analysis of data.

2.4 Research Ethics and Code of conduct for research

It is the responsibility of those conducting research in the institution to follow all the norms of
the Research ethics as laid down by the UGC / University of Mumbai. All those engaged in
research must submit a Plagiarism report to the Research cell of the institution.

2.5 Consultancy
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Consultancy will be defined as involvement of the staff/institution in a long term
projectof at least 6 months duration that involves financial agreement. The break-up
of the remuneration of the institution and the individual staff would be 70:30
respectively. Thedocuments of consultancy or MoU whichever is applicable will be
appropriately maintained by the institution. The staff will follow all guidelines
prescribed in the agreement or MoU for consultancy.

Research Ethics

1. All those involved in research must keep themselves constantly updated on
current trends in education and build professional competency.

2. Research guides should provide due autonomy to the researchers to decide
their topic of interest and follow research procedures, according to the kind of
research.

3. All researchers will collect informed consent from the participants before
collecting data or any kind of information required for their research.

4. All researchers are required to maintain privacy and confidentiality of the data
collected and protect the identity of the participating school/participant as the
case may be.

5. The researchers or guides will not engage in deceptive practices/malpractices
while engaging in research.

6. Researchers will see that they and their students avoid plagiarism in
anyresearch activity as well as in their research publications.

7. Researchers must avoid data manipulation and misrepresentation during
research.

8. All researchers are expected to follow the rules and procedures of the
scientificmethod for research and avoid scientific misconduct.

9. All participating in research must maintain honesty and integrity throughout
theresearch process.

10.All researchers are encouraged to disseminate their work either within or
outsidethe institution’s publications or both, whichever is possible.

Note:

The research policy will follow all the guidelines of the UGC from time to time. The
following are the links to the UGC documents related to plagiarism and publications
ethics which will be followed by the institute.

Academic Integrity UGC Gazette 2018

https://www.ugc.ac.in/pdfnews/7771545 academic-integrity-Regulation2018.pdfUGC
Care List

https://ugccare.unipune.ac.infapps1/home/index Good Academic Research
Practices Sept, 2020https://ugc.ac.in/e-
book/UGC_GARP_2020_Good%20Academic%20Research%20Practices.pdf
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EXAMINATION POLICY AND PROCEDURES

Prelude

St. Xavier's Institute of Education believes in quality assessment based on the vision and
mission of the institution. The Examination system fosters holistic development of all
individuals and focuses on ‘cura personalis’ that is care for individual persons. The institute
pledges to work on the whole person and strives for a world of faith, freedom and fellowship
for God's greater glory.

The Examinations Policy is formulated to provide information on the procedures associated
with examinations and assessment during the academic year. The Examination Policy
includes information on Continuous Internal Assessment and Passing Norms.

CAVEAT: The authority to review the application of the Policy will be with the Hon Principal
and Examination Board depending on the circumstances under consideration.
The Examination Policy contains the following points:

Point No. Contents

1.0 Introduction

1.1 Examination Committee

1.2 Proposed Software for Examination Work
1.3 Marksheet Preparation

2.0 Scheme of Examination for the Two Year B.Ed. Program
2.1 Distribution of Marks(entire B.Ed. program)
2.2 Paper Pattern Theory courses

231 Internal Assessment - Part A

2.3 Internal Assessment Part B

2.3ii.a. Distribution of marks Internal Assessment Part B
2.3ii.b. Semester wise details Project Based Part B
2.4 Ability courses

2.5 Audit courses

3.0 Examination Criteria

3.1 Evaluation of the student

3.2 Ordinances for passing, gracing and grading
3.2a.i. Ordinance — Grace Marks - General

3.2 a.ii. Ordinance — Grace Marks- Higher Class/Grade
3.2 a. iii. Ordinance — Grace Marks - Distinction
3.2b. Grading system

3.2c Passing Criteria

3.2c.i. Fail /F Grade

3.2c.ii. Calculation of GPA/CGPA

4.0 Final compilation of marks

4.1 Submission of marks

4.2 Verification of Internal assessment marks
4.3 Marksheets

4.4 Loss of original marksheets

5.0 Moderation

6.0 ATKT

7.0 Revaluation
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Point No. Contents

8.0 Reassessment

9.0 Photocopy of answer sheets

10.0 Absenteeism in Examination

11.0 Condonation

12.0 Grievance Committee

13.0 Amendments of Results due to Errors
14.0 Declaration of Results

15.0 Policy of Transparency

16.0 Discarding old answer sheets

17.0 Awards for Outstanding Performance
18.0 Exam Audit

19.0 Value Added Courses

20.0 Certificate Courses

21.0 Completion of Course requirement
22.0 Academic Integrity

23.0 Guidelines for the Chairperson

24.0 Guidelines for the Paper Setters

25.0 Guidelines for the Answer Key

26.0 Examination Norms for Students With Disability
27.0 Conclusion

1.0 Introduction:

The Examination system is decided by the institution under the UGC guidelines for
autonomous colleges. The conduct of the Two - year B.Ed. Examination is the sole
responsibility of the Examination committee constituted by St. Xavier's Institute of
Education.

(All ordinances and procedures in this policy are adapted from the resolution passed
in the Academic Council of the University of Mumbai dated 23 May 2016, Item No.
4.17 & Additional Provisions to the General Ordinances with respect to the Choice
Based Semester and Grading System (CBSGS) as per the Academic Council of the
University of Mumbai dated 25/05/2011, Item No. 4.101)

1.1 Examination committee consists of the Principal/Chief Controller of Examination,
Controller of Examination, Deputy Controller of Examination, Support staff and a peon.
The responsibilities of the Examination committee are - Conducting Planning meetings,
Policy meetings, conduct of exam, Results process, Declaration of results, Distribution of
results, Data mining for analysis, Convocation and any other work related to
Examination from time to time. The Examination Committee along with the staff in
charge will develop blue prints of question papers, 2 final question paper sets, and
marking schemes before the examination. The |lists of examiners/
supervisors/moderators/ revaluator's /paper setters is prepared by the Examination
Committee. The examination personnel follow all the ethics of examination work as laid
down by the parent university.

1.2 Proposed Software for Examination work : A Comprehensive software is available for
Examination work for compilation of marks, dissemination of exam related information
and marks, generating report cards, facilitating feedback of each exam and also aligning

]

ST. XAVIER’S INSTITUTE OF EDUCATION, ACADEMIC HANDBOOK 2024 - 25 38
(AUTONOMOUS) MUMBAI



of course related outcomes and program related outcomes. Students will be trained in

the use of the software.

1.3 Mark Sheet Preparation: The marksheet of the institute is prepared by the Examination
committee and has embedded security features in order to avoid any malpractice.

2.Scheme of Examinations for the Two-year B.Ed. Program
2.1 Distribution of Marks (entire B.Ed. Program): The distribution of marks for internal and

external assessment are as follows:
B.Ed. CURRICULUM FRAMEWORK

Courses Credits External | Internal | Total
Marks Marks Marks

Semester1

Core Course 1: Childhood and Growing up 4 60 40 100

Core Course 2: Knowledge and Curriculum 4 60 40 100

Interdisciplinary Course 1: Gender, School 4 60 40 100

and Society

Ability Course 1: Digital Education 2 - 50 50

Project Based Course 1 4 - 70 70

Total 18 180 240 420

Semester 2

Core Course 3: Learning and Teaching 4 60 40 100

Elective Course 1: Pedagogy of School 4 60 40 100

Subject 1

Interdisciplinary Course 2: Educational 4 60 40 100

Management

Project Based Course 2 6 - 90 90

Total 18 180 210 390

Semester 3

Core Course 4: Assessment for Learning 4 60 40 100

Elective Course 2: Pedagogy of School Subject 2 | 4 60 40 100

(Any one)

Interdisciplinary Course 3: Language Across 4 60 40 100

the Curriculum

Project Based Course 3 15 -— 170 170

Total 27 180 290 470

Semester 4

Core Course 5: Contemporary India and 4 60 40 100

Education

Elective Course 3: Special Field Action |4

Research/Guidance and Counselling/Environmental 60 40 100

Education (any one)

Interdisciplinary Courses 4: Creating an 4 60 40 100

Inclusive School

Ability Course 2: Reading and Reflecting on 2 o 50 50

Texts
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External | Internal | Total

Courses Credits Marks Marks Marks

Project Based Course 4 10 -—- 170 170

Any one Audit Course (Understanding the Self, Art
in Education) will be opted by students in Semester | 2 - - -
1 and Certified in Semester 4

Total Credits 26 180 340 520

Total Credits: 89; Total Marks 1800 (1 Credit =15 Hours)

2.2, Paper Pattern Theory courses: Semester End Examination
Theory Courses comprise of:
1. Core courses
2. Interdisciplinary courses
3. Elective courses
The total marks for each theory paper are 60 marks. The semester end examination of 2
hours duration for each theory course.
The pattern for Semester End Examination is as follows:
1. Out of 8 questions answer any 5 and question 9 is compulsory is short notes (out of 4
any 2)
2. 5 questions of 10 marks each with external choice
3. 2 short notes of 5 marks each with internal choice

Semester End Examination will be held by the institution.
(Templates are attached separately. All Core courses, Interdisciplinary courses and Elective
courses will have the abovementioned paper pattern)

2.3 i) Internal Assessment - Part A: Internal assessment activities of theory component
(Core courses, Elective courses and Interdisciplinary courses) consists of 40 marks. For
each theory component of Part A, 40 marks of Internal assessment will consist of the
following:

Sr.No Particulars Marks

1 Content test/Assignment/ Activity held in the | 10
semester

2 Course Tasks 15

3 Tests 15
Total 40

2.3 ii) Internal Assessment Part B: Internal assessment activities of Project Based
Courses :
2.3 ii) a) Distribution of marks of Internal Assessment Part B :

1. Semester 1--Project Based Course 170 Marks
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2.
3.
4.

Semester 2--Project Based Course 290 Marks
Semester 3--Project Based Course 3170 Marks
Semester 4--Project Based Course 4170 Marks

2.3 ii) b) Semester wise details of Project Based Courses (Part B)
Semester | (All activities should be systematically documented and maintained for the
purpose of internal assessment) — 70 marks

OOk wWwN =

Internship for 2 weeks (1 week + 1 week community work I)
Observation of lessons given by S.Y. B.Ed. peers (5 lessons)
Observation of one school activity

Teacher shadowing

Reflective Journal

Participation in Co-curricular Activities in college

Semester Il (All activities should be systematically documented and maintained for
the purpose of internal assessment) — 90 marks

aRrLON=

Internship for 4 weeks

Observation of lessons given by F.Y.B.Ed. peers (5 lessons)
Teaching lessons in Pedagogy of school subject | (7 Lessons)
Reflective Journal

Multicultural & Multidisciplinary Initiative (Assembly Presentation)

Semester Il (All activities should be systematically documented and maintained for
the purpose of internal assessment) -170 marks

1.
2.

o0k w

© ~

Internship for 9 weeks

During Internship teaching not less than 9 lessons in the opted Pedagogy of school
subject | distributed over different standards from V to Xll of recognized secondary
and higher secondary Schools/ Colleges selected by the Institution as practicing
School/ College

2 theme-based lessons in the above school/college.

2 co-teaching lessons with school teachers

Maintain Reflective Journal with reference to internship program.

Administration of Unit Test and analysis of results (in the pedagogy of school subject
| opted)

Learning Resource

Multicultural Initiative

Semester IV (All activities should be systematically documented and maintained for
the purpose of internal assessment) — 170 marks

1.
2.

o Ok

Internship for 5 weeks (4 weeks + 1 week community work II)

During Internship teaching not less than 5 lessons in the opted pedagogy of school
subject Il distributed over different standards from V to Xll of recognized secondary
and higher secondary Schools/ Colleges selected by the Institution as practicing
School/ College. For those students who have opted Peace Education they have to
take 5 lessons from Pedagogy of school subject I.

5 Co-teaching lessons with peers

Maintain a Reflective journal with reference to internship program.

Action Research

Participation in Community work Il in collaboration with schools/ NGO's (for a period
of 1 week)
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7. Skilling for Inclusion or Entrepreneurship or 21st Century Skills

2.4. Ability Courses (100 Marks) : Two courses 50 marks each (Detailed
documentation of the courses)

1. Semester 1- Digital Education

2. Semester 4 - Reading and Reflecting on Texts

2.5 Audit Courses: Any one Audit Course (Understanding the Self / Drama and Art in
Education) will be opted by student in Semester 1 and certified in Semester 4 by the head of
the institution (No marks allotted, Students are required to complete the hours of workshop
organized by staff in charges)

3. Examination criteria: The passing criteria, gracing pattern and the grading pattern is
according to that prescribed by the University of Mumbai. Revaluation, Moderation and
Reassessment services will be available on students’ request. The Exam code, Course code
and the Question paper code is generated by the institution.

3.1 Evaluation of the student:
The performance of the student shall be evaluated in two parts in each semester through
internal assessment and external assessment:

1.Internal assessment by way of continuous evaluation of the course areas of Theory and
Practicum (Part A and Part B) as envisaged in the Credit Based Choice System by way of
participation of students in various Internal Assessment assignments/task of theory courses
and Practicum component per semester of the B.Ed. programme.

Internal Assessment Policy

The Policy of the College regarding testing and evaluation is as follows:

1. The internal Assessment (IA) of students will be through three categories like
Assignment, Course Tasks, Tests, as decided by the Examination Committee of the
College as well as approved by the statutory bodies of the college.

2. The Internal Assessments (IA) will be done during the semester (within the class
hours/designated time slots) or as deemed by the institution. IA will be for a total of
40 marks.

3. 1A will be conducted by the college for all the courses prescribed for the respective
semester from | to IV.

4. All assessment categories are compulsory and students must necessarily attend and
undertake all the testing components administered for various courses during the
semesters | to IV.

5. Students who have missed internal assessment due to representing college in event
where college has given the permission / due to a death in the immediate family; will
be administered the internal assessment/s after due process.

6. The above ordinances may be altered through the special authority vested with the
Principal.

2.Semester End Assessments by way of assessing the performance of the student in the
semester end theory / written examination.

1. A candidate who has completed 2 Years of the B.Ed. Degree Examination but who
has either not appeared for ‘Theory’ (Part A), will be permitted at his/her option to
carry forward the internal assessment mark of that course and grade obtained in
‘Practicum’ (Part B) to two subsequent semester examinations. The candidate will
appear only for the course/s he/she has failed. Candidates exercising this option
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shall be eligible for the grade.

A candidate who has passed in ‘Theory component’ (Part A) but has not completed
or has failed in ‘Practicum’ (Part B) will be permitted at his/her option to carry forward
the marks obtained in ‘Theory’ to two subsequent semester examinations. The
candidate is required to revise his grade in the ‘Practicum’ (Part B) only in areas he /
she has not completed or failed. Candidates exercising this option shall be eligible for
the grade.

A candidate who has failed in ‘Theory’ (Part A) and ‘Practicum’ (Part B), will be
required to put in 50% attendance in the subsequent year at the College from which
he/she appeared for the University Examination and completes the work of
‘Practicum’ (Part B) in which he /she has failed and reappears in the theory course of
‘Theory’ (Part A).

Semester End Examination (ESE) will be for a total of 60 marks.

Semester End Examinations will be held on dates as prescribed in the College
Academic Calendar unless otherwise determined by the institution for reasons best
known to the institution.

3.2 Ordinances for passing, gracing and grading are as per the University of Mumbai.

3.2 a ) i) ORDINANCE 0.5042 — A: Grace Marks passing in each course/ head of
passing (Theory/ Practical/ Oral/ Sessional/ TW/ External / Semester End Exam /
Internal Assessment)

The examinee shall be given the benefit of grace marks only for passing in each course /
head of passing (Theory / Practical / Oral / Sessional/ TW) in External / Semester End
Examination or Internal Examination Assessment as follows:

2.

3.

Head of Passing Grace Marks upto
Upto 50
051-100
101-150
151-200
201-250
251-300
301-350
351-400
And 401 and above 10
Provided that the benefit of such gracing marks given in different courses/head of
passing shall not exceed 1% of the aggregate marks in that examination.

Provided further that the benefit of gracing of marks under this Ordinance, shall be
applicable only if the candidate passes the entire examination of semester / year.
Provided further that this gracing is concurrent with the rules and guidelines of
professional statutory bodies at the All India level such as NCTE, UGC.

OO N[ |WIN

3.2 a) ii) ORDINANCE O. 5043 A: Grace Marks for getting Higher Class / Grade

4.

A candidate/learners who passes in all the subjects / courses and heads of passing
in the examination without the benefit of either gracing or condonation rules and
whose total number of marks falls short for securing Second Class / Higher Second
Class/ First Class or next Higher Grade by marks not more 1% of the aggregate
marks of that examination or up to 10 marks, whichever is less, shall be given the
required marks to get the next higher or grade as the case may be.
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5.

7.

Provided that benefits of above mentioned grace marks shall not be given, if the
candidate fails to secure necessary passing marks in the aggregate course / head of
passing also, if prescribed, in the examination concerned.

Provided further that benefits of above mentioned grace marks shall be given to the
candidate for such examinations only for which provision of award of Class / Grade
has been prescribed.

Provided further that this gracing is concurrent with the rules and guidelines of
professional statutory bodies at the All India level such as NCTE, UGC.

3.2 a) iii) ORDINANCE 0.5044 A: Grace Marks for getting distinction / Grade ‘O’ in the
subject / course only

1.

A candidate/learners who passes in all the Courses or Subjects/ Heads of passing in
the examination without benefit of either gracing or condonation rules and whose
total number of marks in the courses/ subject/s falls short by not more than three
marks for getting Grade ‘O’/ distinction in the courses / subject/s respected shall be
given necessary grace marks up to three (03) in maximum two subjects, courses
subject to maximum 1% of the total marks of that Head of Passing whichever is
more, in a given examination.

2. Provided that benefits of above mentioned grace marks shall not be given to the
candidate only for such examination/s for which provision for distinction in a course /
subject has been prescribed.

3. Provided further that this gracing is concurrent with the rules and guidelines of

professional statutory bodies at the All India level such as AICTE, MCI, Bar Council,
CCIM, CCIH, NCTE etc.

3.2 b) Grading System : Conversion of Percentage of Marks to Grade Points:

1.

The External examination of Part A of Theory component (Semester end theory
examination), will be submitted at the end of each semester.

2. The Internal assessment marks of Theory component and Part B Semester wise
Practicum component will be submitted after a week of the respective internal
assessment.

3. The aggregate of marks obtained in each year for Theory cum Practicum (i.e. Part A

& Part B) shall be converted into Grades as given in the scheme. (R4257)

The marks obtained by a student in a course shall be indicated by a grade point and a letter
grade and Performance is follows:

Ten Point Grading System (As per the University Circular UG/79 of 2016-17)

Marks Grade points Grade Performance
Less than 40 0 F Fail

40-44.99 4 D Pass

45-49.99 5 C Average
50-54.99 6 B Above Average
55-59.99 7 B+ Good

60-69.99 8 A Very Good
70-79.99 9 A+ Excellent

80 and above 10 (o) Outstanding
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RANGE OF MARKS

% 5 10 15 40 60 GRADE | Remarks
Less than Lessthan2 | Lessthan4 Less than 6 Less than 16 | Less than 24 F Fail
40 %
40-44.99 | 2.00—-224 | 4-4.49 6-6.74 16 —17.99 24 —26.99 D Pass
45-49.99 | 225-249 | 4.5-4.99 6.75-7.49 18 —19.99 27 —29.99 C Average
50-5499 | 25-274 5-5.49 75-8.24 20-21.99 30 -32.99 B Above
Average
55-5999 |275-299 | 55-5.99 8.25-8.99 22 —23.99 33-35.99 B+ Good
60-69.99 | 3-3.49 6 —6.99 9-10.49 24 —27.99 36 -41.99 A Very Good
70-79.99 | 3.5-3.99 7-7.99 10.5-11.99 | 28 -31.99 42 — 47.99 A+ Excellent
80% & 4 & above 8 & above 12 & above 32 & above 48 and 0] Outstanding
above above

3.2 c) Passing Criteria :

Each student must complete all the requirements of the B.Ed.

course mentioned above in point 2.1 that is 89 credits. All students are also expected to
complete an additional 4 credits (2 Value added courses of 2 credits each) during the two-
year B.Ed. course for passing. Participation in Extracurricular activities will fetch 2 credits.
Students who have not completed two Value added courses and Extracurricular activities
offered by the institution will not be issued the final marksheet till they do so. Such students
will not be considered for the final certification of the B.Ed. degree.

3.2 ¢)i) Fail / F grade :

1.

8.

The ‘F’ grade, once awarded to a student, stays in the grade card of the student and
is not deleted even when he/she completes the course successfully later. The grade
acquired later by the student shall be indicated in the grade sheet of the final year in
which the candidate has appeared and fulfilled the credit criteria.

If a student fails in the internal examination of the core or elective course, he/she will
have to appear for the internal examination of the course when the course is offered
again.

If the student fails in the semester end examination of a core or elective course or
interdisciplinary course, he/ she may re-appear for the same examination, when it is
held again in the following semester. A student can appear at the most three times
including the original attempt. If a student obtains a letter grade ‘F’ in all the three
attempts, he/she will have to seek fresh admission.

If a student obtains letter grade ‘F’ in any course in a given semester the letter grade
‘F’ will continue to be shown in the grade card for that semester, even when the
student passes the course subsequently in another semester.

If the student obtains minimum 40 % marks in the internal assessment and fails to
obtain minimum 40 % marks in the semester end examination of any course in any of
the semester, the marks of the internal examination shall be carried forward.

If a student is absent from Semester end examination or Internal assessment in any
course including the project course, he/she will get a grade point of 0 and a letter
grade of ‘F’.

A candidate who passes in the internal examination but fails in the semester end
theory examination shall reappear for the said paper/papers only. However his/her
marks of the internal examinations shall be carried over and he/she shall be entitled
for grade obtained by him/her on passing.

A candidate who passes in the semester end examination but fails in the internal
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assessment of the course shall reappear for the internal examination of that course.
However his/her marks of the semester end examination shall be carried over and
he/she shall be entitled for grade obtained by him/her on passing.

3.2 ¢) ii) Calculation of GPA and CGPA:

The semester wise GPA and CGPA shall be printed on the grade card of the student along
with the table of the 10 Point Grading System. The final semester grade card shall also
have the aggregate percentage marks scored by the students in all the courses in which
student has obtained the relevant credits.
The grade card issued at the end of the semester to each student shall contain the following:
a) The credits earned for each course registered that year
b) The performance in each course indicated by the letter grade
c) The Grade Point Average (GPA), of all the courses registered for the semester
d) The Cumulative Grade Point Average (CGPA)
e) Overall Weighted Percentage of Marks (OWPM), and cumulative grade point
average after completing the programme will appear only on the grade card for the
final year.

4. Final compilation of marks:

4 i. Submission of Marks : The staff in charges shall forward to the Examination committee
the Semester wise original marks awarded to every candidate in internal assessment of
theory component (Part A) and Practicum component of each semester (Part B) as per the
format provided by the Examination committee at the Semester end along with the
Certification of Audit course in the Semester 4 which will be scrutinized by the Examination
Committee.

4 ii. Verification of Internal Assessment marks : For the purpose of co-ordination of
Internal Assessment marks in Part A and Part B of Practicum, the Examination Committee
will scrutinize the same. The committee shall go through Internal Assessment marks and
grades awarded to students at the end of each Semester. If any discrepancy is found in the
standard of marking and/or grading, the Principal will be informed who will inform the staff in
charge. The staff in charge concerned would be required to accordingly modify the marks as
per the directions given by the Examination Committee. The Examination Committee is
authorized to check all the internal work of the students, to verify the marks awarded by the
College and make the necessary changes wherever required.

4 iii. Marksheets: Marksheets will be designed and marks will be compiled and printed by
St. Xavier's Institute of Education. The final degree certificate will be awarded to the students
by the University of Mumbai.

4 iv. Loss of original marksheet by students : In case of loss of original marksheet, the
students can apply for a ‘DUPLICATE’ marksheet. The fresh mark sheet issued to the
student in this case will have the word ‘DUPLICATE’ mentioned on the top right corner with
all the necessary details as mentioned in the original marksheet. The duplicate marksheet
can be used by the student for further study or career purpose.

5. MODERATION : ORDINANCE O. 5046 A
a) The Moderation System shall be application to the End semester examination only.
]
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b) 100% moderation of the answer book shall be carried out in the case of candidates
failing by 10% of marks of the aggregate marks of that course / paper.

c) 100% moderation shall be carried out in case of candidates obtaining 70% and
above marks or Grade ‘O’.

d) The moderation of answer books of at least 5% of total humber of candidates
obtaining marks between Grade ‘E’ / minimum passing marks and marks required for
Grade ‘A’ and above First Class/ distinction shall be carried out on random sample
basis.

e) One moderator shall be appointed per paper for atleast 2-3 examiners as the case
may be. However senior faculty will act as the moderator, when moderators are not
available.

f) Moderation work shall be carried out simultaneously with the assessment of answer
books.

g) Where marks awarded by the moderator vary from those awarded by original
examiner, the marks awarded by the moderator shall be taken as final.

h) The scheme of moderation will be decided by the Examination committee.

6. ATKT (Allowed to Keep Term)

A student shall be allowed to keep terms for Year Il irrespective of number of heads of failure
in the Year I. The result of Year Il shall be kept in abeyance until the student passes each of
the courses in Part A & Part B for Year | & Year Il.

7. REVALUATION: Students can avail of revaluation facility after submitting a written
request to the Examination committee within 3 days after the result is declared. No request
will be taken after 3 days of the result. Students have to submit the application for
revaluation. An external examiner will be asked to reevaluate the paper. The marks of the
student will be totalled again and checked for errors. If no errors found the marksheet will
remain the same. If there are errors a fresh marksheet will be issued to the student
concerned. Students have to pay an additional charge for this facility.

8.REASSESSMENT: Students can avail of reassessment facility after submitting a written
request to the Examination committee within 3 days after the result is declared. No request
will be taken after 3 days of the result. Students have to submit the application for
reassessment. An external examiner will be asked to reassess the paper. The marks of the
external examiner will be considered for finalization of marks. If there is a lot of discrepancy
the staff in charge of evaluating that paper will be informed about the same. A fresh
marksheet will be issued to the student concerned if there is a change of marks. Students
have to pay an additional charge for this facility.

9.PHOTOCOPY of the evaluated answer sheet will be provided to a student on payment
after submitting the application for the same. This request can be applied for within 5 days of
the declaration of result.

10. ABSENTEEISM IN EXAMINATION: Students are expected to follow the rules and
regulations of the University of Mumbai. A student who is absent for the Semester End
Examination must inform the Examination Committee about the reasons within 5 days of the
conduct of the examination along with the necessary documents and testimonials. The
additional examination will be conducted after the student makes the payment prescribed by
the college.

11. CONDONATION: ORDINANCE O. 5045 A
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a) If a candidate/learners fails in only one course/ head of passing, having passed in all
other courses/ heads of passing, his/her deficiency of marks in such head of passing
may be condoned by not more than 1% of the aggregate marks of the examination or
10% of the total number of marks of that course / head of passing in which he/she is
failing, whichever is less. However condonation, whether in one head of passing or
aggregate head of passing be restricted to maximum up to 10 marks only.

b) Condonation of deficiency of marks can be shown in the Grade Card/ Statement of
Marks in the form of asterisk and Ordinance number.

c) Provided that this condonation of marks is concurrent with the rules and guidelines of
professional statutory bodies at the All India level such as NCTE, UGC.

12.0 Grievance committee : All grievances of students related to Examinations must be
directed to the ‘Grievance Committee’. The grievance committee will look into the matter and
provide the necessary redressal for the same.

13.0 Amendments of Results Due to errors

ORDINANCE O. 504 A: In any case where it is found that the result of an examination has
been affected by errors, the Controller of Examinations shall have power to amend such
result in such manner as shall be in accordance with the true position and to make such
declaration as is necessary, with the necessary approval of Principal provided the errors are
reported / detected within 6 months from the date declaration of results. Errors detected
thereafter shall be placed before the Board of Examinations.

Error means:

1. Error in computer/data entry, printing or programming and the like.
11. Clerical error, manual or machine, in totalling or entering of marks on ledger/register.
11i. Error due to negligence or oversight of the examiner or any other person connected

with evaluation, moderation and result preparation.

Fraud, malpractices etc. In any case where the result of an examination has been
ascertained and published and it is found that such result has been affected by any
malpractices, fraud or any other improper conduct whereby an examinee has benefited and
that such examinee, has in the opinion of the Examination Committee been party of privy to
or connived at such malpractice, fraud or improper conduct, the Examination Committee
shall have power at any time notwithstanding the issue of the Certificate or the award of a
Prize or Scholarship, to amend the result of such examinee and to make such declaration as
the Examination Committee considers necessary in that behalf .

14.0 Declaration of Results: Results will be declared within 30 days after the last paper of
the exam.

15.0 Policy of Transparency: Transparency will be maintained at all levels of examination.
The students will be informed about the dates of examinations in the academic calendar.
The last date of Semester End Exam the student will be informed about the suitable date to
assemble in the college for checking their checking semester end exam answer scripts and
marks. Absentees for the same will not get another chance.

16.0 Discarding of old answer sheets: The old answer sheets will be discarded after 3
years. Some answer papers will be kept for NAAC purposes.

17.0 Awards for outstanding performance: The Examination committee decides the
awards for meritorious students and distribute awards/certificates as per the criteria laid
down by the institution
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18.0 Exam Audit: An exam audit will be conducted by internal members every year.
External exam audit with external members will be conducted only once in the NAAC
assessment year. The Examination committee will decide the names of the members of the
Exam external audit.

19.0 Value added courses: Students can avail of Value-added courses offered by the
institution from time to time to upgrade their knowledge and skills. Each student is supposed
to complete atleast 2 Value added courses within the two-year B.Ed. course. Each Value-
added course will yield 2 credits. Policy for Value added courses is available in the college
website and is followed by the Examination Committee. The credits and the certification of
the Value-added courses is the responsibility of the Examination committee. The credits for
Value-added courses will be a part of the overall credits of the B.Ed. course.

20.0 Certificate courses: Students can avail of Certificate courses offered by the institution
from time to time to upgrade their knowledge and skills. All certificate courses are paid
courses and students can avail them as per their interest and requirement. The Examination
Committee will follow the policy for certificate courses available in the college website. The
credits and the certification of the certificate courses is the responsibility of the Examination
committee. The credits for certificate courses will NOT be a part of the overall credits of the
B.Ed. course.

21.0 Completion of Course Requirements: All students are required to complete 89
credits of academic work and 6 credits which includes 2 credits for Value added courses and
2 credits for extracurricular activities (Participation in PRAYAS — 1 credit and Research
Forum — 1 credit)

22.0 Academic Integrity
St. Xavier’s Institute of Education (Autonomous), Mumbai has the responsibility to promote
academic honesty and integrity.
Use of Unfair means
1. During Term End Examination students are not permitted to:
a. Carry on their person/deposit within their reach mobile phones, smart watches,
programmable

calculators, notes, books, scribbled chits etc.
b. Write any matter pertaining to the test/examination on their body/clothing or
c. Communicate with any other candidate while the examination is in progress.
2. All rules applicable to a regular student, apply to a student with disabilities as well.
3. A student observed using unfair means will have to depose before the Unfair Means
Committee constituted by the College. The committee, after talking to the student and
reviewing the case will recommend a course of action to the Principal. The penalty for an act
of academic dishonesty may vary from an assignment of zero marks for that specific course
or for all the courses of the concerned semester, wherein a grade of "F" i.e. Failed in all the
courses may be applied. Those found abetting such dishonest behaviour are also liable to
attract a similar penalty

Plagiarism

1.The Plagiarism check shall be applied for the Assignment and Action Research as per the
college plagiarism policy based on the UGC regulation 2018 for plagiarism

2. Incase if it is exceeded the students shall be asked to submit a revised script within a
stipulated time period by the college.
]
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23.0 Guidelines for the Chairperson

e Chairperson of each course in every semester is responsible to appoint the paper
setters in consultation with the principal.

e The chairperson should convey the rules of paper setting to the external and internal
paper setters.

e Question paper setter after finishing the work of paper setting will submit copy of
question paper along with answer key to the Chairperson

e The final check regarding the weightage that is unit wise distribution of the questions
and the proof reading will be done by the Chairperson

e The chairperson should convey that the question papers comply with the
requirements of Bloom’s Taxonomy at various cognitive levels.

e Make sure you have given the latest version of the syllabus to the paper setters.
24.0 GUIDELINES FOR PAPER SETTERS
e There will be three question paper setters per course (one internal and two external)
e FEach paper setter will have to submit one set of question paper along with the
answer key.

e The question paper for Semester End Examination will be of 60 marks and 2 hours
durations.

e The question paper should indicate the common instructions.

e Check that the duration of the examination is entered correctly on the question paper.

e The paper setter should design the question paper such that the questions are
unambiguous, are written in simple and meaningful words, should indicate
appropriate marks and should cover the entire syllabus prescribed for the course.

e After paper setter prepares the question paper he/she is expected to proof read the
text.

e Paper setter must ensure that no question is out of syllabus.

e FEach Question paper should contain three questions which are application based
with the quote.

e Send the finalized draft of the question paper to the Chairperson for the checking of
the unit wise weightage and proof read.

e Make the necessary changes in the question paper and the marking scheme as
advised by the Chairperson.

e Submit the final question paper with the blue print to the Chairperson.

25.0 Guidelines for the Answer Key:

e The total number of marks given for each question and each part of a question should be
shown in the marking scheme and must tally with the marks shown on the question
paper.

e Marking schemes must encourage the examiner to use the full range of marks available.

Allocate marks in proportion with the demands of questions

e Include the mark allocation for each question and parts of a question, with a more
detailed breakdown where necessary.

e State the possible responses to each question.

26.0 Examination Norms for Students with Disability

As per the provisions of the Rights of Persons with Disability Act, 2016 students with

physical and visual disabilities will get extra time for writing examination papers. This extra

time would be 20 minutes per hour i.e. for a 3-hour paper extra time would be 1 hour. These
candidates can also ask for a writer if required in giving an application one month before the
exam. Candidates with physical and visual disabilities will get compensatory time for writing
examination papers. This extra time would be 20 minutes per hour i.e. for a 3-hour paper
extra time would be 1 hour. These candidates can also ask for a writer if required.
]
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Candidates with Specific learning disability (Dyslexia/Dysgraphia & Dyscalculia) will get
compensatory time for writing the examination paper [Maximum is 1 hr for a 3 hr paper].
(Amendment IQAC meeting 11th October 2023)

Candidates seeking the above provisions will have to apply in a prescribed format in
advance to Principal of the College with appropriate supporting documents for getting
approval and necessary permission.

Scribe (writer) Amanuensis/Reader/Reader-cum-Writer may be made available to the person
with disability by the College. The Question Paper may be read out, but not explained in any
way to the candidate(s). Such support is to be provided free of cost to the candidate. The
scribe/writer should be from the same stream of subjects but a lower class and must not be
related to the candidate. The need for the scribe may be judged on a case per case basis
concerning the function affected.

In addition to the adaptation of the Mumbai University guidelines for students with special
needs/with a disability during examinations, students with visual disabilities will be exempted
from answering the question based on statistics in the paper. Instead of a question based on
statistics, the Research Paper will include all questions from the theory covered in the
research course.

26.0 Conclusion: All points in this policy in terms of procedures holds good for the B.Ed.
program, Value added courses and Certificate courses conducted by the institution. The
Examination committee is finally responsible to the Management, Principal, staff and
students of St. Xavier's Institute of Education. The decision taken by the Examination
committee will be final and binding on all members of staff and the students. All terms in the
policy are subject to change with the permission of the Management and the Academic
Council of St. Xavier’s Institute of Education, Autonomous.
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