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TOAC Brief Report of Add-on Course

Academic Year-2017-2018

Name of Add-on Course Certificate course in Functional English
Academic year of course 2017-2018
Department conducting the  Department English
course
Duration oLIEe course _3Months A_v o
Number of students completing 21 Students
| the course -
Brief Report

Certificate cours¢ in  Functional English was
undertaken by the department of English for 3 days in
which total 21 students were participated. All the
students completed the course and also appeared for the
cxamination conducted at the end of the course, They
have been given grades. The certificates are also given to
them. The duration of the course was from April to June

2017,
Number of Beneficiarics:  Students: 21 B
Criterion No: 1 Tetric No: 1.2.1 & 1.2.2
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Purushottam Kahaparde Health & Education Society’s

Yashoda Girls’ Arts & Commerce College

Sneh Nagar, Wardha Road, Nagpur-440015
Accredited B++ with 2.82 CGEA for First Cyele by NAAC

Department of English

Spectrum Students’ Forum

in association with

Skill Cookie

Announces

Certificate Course - Functional Skills English
Academic Session - 2017 - 2018

The students are hereby informed that Department of English has initiated the
Spoken Skills Course in association with Skill Cookie for 3 months with no entry

fee. Those who are interested should enrol their names with Ms Poonam Pache (Student
Representative) of B A Semester | or with respective Teacher of English or on or before
September 15, 2017 The Certificate Course - Functional Skills English timings will 12

noon onwards and timetable in detail will be intimated shortly,

(edaes

(Students’ Representative) Course Coordinator
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Department of English Spectrum Students’ Forum Announces
In association with Skill Cookie

Certificate Course Functional Skills English .

Serial | Name of the Students Faculty | Semester | Contact Number | Signature

l/ma.e-m&- ek 1'B 322294659 | Ptk

ARashni o Hisapure |Aste | 1 =51 932704249| Qlnapis,

2Dl 1 Pruozige, |Azts | 1 ~ Al 7sssu0sese Dugeli

_iuguz) i Powcig | PR 1P as53ueseye |Naguns

. /Som'\i S dnq.kula. Bads| L- 39061121939 <andlj
Yevaly Dot a/j 2 -AlFcinypyszy| ssuasi—

S Y 7| 93509137 | feles
: '//H{’MImeMﬁgz{mﬂrb I-a 6.2 29999 He [otic
4 anilsha, Vodagel ofeds | 4904 | do15095 144 3 Kedapo.

\

Labk /B?/Ja etz 4—29881584950 | Dhs
ABadba’ 6. ;L@@ 1% 952931891 g_%@&
}’oo/d olsfe P’ | 25 155800 W’}‘v
¢ Pac/ou‘M,, akolasmly. A zz\%?»%fiﬁdm,
£ %Wm 1- | 4851962309 ;
A Renu Panaedt | Aads | T 5 a4 4g ez si@pnud: |
ﬂlkl’?‘b\ dalewe | Ants | =M 5‘°°h°\h6’1‘(&&m
b Geghinive | Atds [IT=# | A8escn 0 (Mbure
= Dol papinie) deds | TTTEA 9325 %5003 i
N\> 5 MMM‘A’ /éﬂmﬁr”/h/‘ 77~ B [T5%3% € 1998 gl |
W‘A Vodhats By A=/ 7715 403368790 Ppess

© 2 Layats @’/ “"Vf'?//f?v/' LT-A w3374 'é‘*“‘ coles
¥ W\?’ C \M&W

11

12

S 13

16

L

17

18




Purushottam Kahaparde Health & Education Society’s

Yashoda Girls' Arts & Commerce College

Sneh Nagar, Wardha Road, Nagpur-440015
Accredited B+ with 2.82 OGPA for Frest Cyele ty NAAC

Department of English

Spectesm Students’ Forum

Department of English - in association with Skill Cookie Announces
Certificate Course in Functional Skills English - Academic Session - 2017 - 2018

S No Name of the Students (Final List)

1. Sushama B Raut
2 Rashmi V Hirapure

3. | Dipali M Bawariya .
4. Mayuri m Bawariya |
5. Sonali S Chakole
6. Swati Tiwari
T Poonam Pache
8. Hemlata Meshram ]
9. Samiksha Kodape
10. | Sneha Bagade .

" 11. | Bedabai G Sahu 3

12. | Pooja Dube - ; i
13. | Payal Dahake
14. | Vaishali Ambedare
15. Ranu Hunwat
16. Nikita Dahane
17. | Arushi Gajbhive
18. Damini Mohature
19. Bhagyashri Kumbhare

~ 20. | Vaishali Bhoyar 3
21. Sayeli Deshmukh

Course Coordinator

Yashoda Girls Arts & Commerce College
Sneh Nagar, Nagpur-15



{ e pabtiiens of Evglish Registration Form

Certificate Cuw. v in b unotional SKill in English

| Name (in Block Letters) _(B%lk xfm}za fulw -
(Su@ ey (Fust Nane)  (Fther/Husband’s Name)
2. Address: _Mmdq W‘, W -

3. Landline & Mobile No: __ 44 21052 33
4, Email 1D;

5. Educational Qualification: _ W Q> Q’ Cemn ﬁ

Kidly sk the toae copies 120hSed and/or Degree mark sheet.

6. How would you grade your English Language Proficiency?
Excellent [ ] Very Good| |CGood| | Average| |Yes[ | Poor[\_L- No| ]

7. Father Occupation............ .. V\a\ 3

8. Salary Per month....... VOO0 W&o

Undertaking
I have gone through the syllabus carefully and understand that -
L 75% attendance is a pre-requisite for obiaining the certificate issued by the Department of

English’)ﬁ?.‘af Q’ﬂl B the oud of the course.

Il I'will not cause disciplinary problems I also agree to return the books borrowed from the

departmental library within 15 days and not damage the books in any way.

Date: \ ; la‘l 20 | ; Signature of Student



L \ PR ',....uuca.l ul l'u:.:h."ll l_‘_t‘nglfdﬁl!Ll_EM

Certificate Couad i Fuactional SKill in English

' Naxte (in Block Letters) \S&lw &J&u g

St nu] Farst Npmé {Fa(hu/ {ushand's \ame)
2. Address: ‘ /,cja M Wl

3. Landline & Mobile No: _ FH 725701

4. Email ID;

5, Educational Qualification M%_BA'_SMDL

Kindly atach e teae vopres 12ehSed and For Degree mavk sheet.,

6. How would you grade your Englisl Language Profic uncv’
Excellent[ ] VeryGood| |Good | | Average| | Yes| Poor [\# No| 1]

7. Father Occupation.......... (_ﬁbﬁ% :

8. Salary Per month......... 9008

Undertaking
I have gone through the syllabus carefully and understand that -
L 75% attendance is @ pre-rouisity for obtaiiing the certificate issued by the Department of
English?:-5.1.2 ')ﬁa}q" end of the conrse

1L I'will not cause disciplinary problens I ulso ayree to return the books borrowed from the

departmental library within 13 days and not damage the books in any way.

Due%ﬂ q / %,?/ Sigl@(&:mdem

L LYY



pepend of Baglish Registration Form
245 o u .

Certificate Cowi v o b nactional Skill in English

1 Name(m Block Letters) Quwdeq W maned
(Supnanse)  (Fust Name) (F ather/Husband's \am(.)
2. Address: Rameshibou Ringy Roud Qahajc Nagar. NagpPuR.

3. Landline & Mobile No: __ 0020 /49823
4 Email 1D:

5. Educational Qualification (B H I (&cma g 8

Kindly stitieels the o coptes 12th h!cmd/nrncgnrmurksheel

6. How would you grade your English Language Proficiency?
Excellent| | VeryGood| |Good | | Average| | Yes| | Poor{) | No[ |

\
7. Father Occupation........... ‘ [“\on s
8. Salary Per month........... 8 , 000
Undertaking

I have gone through the syllabus carcfully and understand that -

I 75% attendance is a pre-requisite jor obtaimong the certificate tssued by the Department of
Eﬂg’ISh ................. at the vad of the course.
Il I'will not cause disciplinary problems I also agree to return the books borrowed from the

departmental library within 15 days und not damage the books in any way.

.

Date: | [2 [ Q( 9- Signature of Student



About the Course

This course focuses on equipping students/participants with the essentials of
English required for both Good Listening and Speaking Skills in the first stance,
and Reading and Writing in one more slot. This course can help in better
communication in required job eavironment and in groups. With the coming out of
the global market-place, the English language has found its place as the global
medium of communication. Most of us would like to believe that fluency in English
is the capability not only to read and write, but listening and speaking also. Far too
often this is neglected in the lea ning of a language

Course Objectives:

To improve the four skills of Listening, Speaking, Reading, and Writing
To furnish foundation for necessary phonetics, vocabulary & fine grammar
To use the language in detailed situations

To furnish advance learners’ comprehension, interaction session & fluency
To equip the learners with strategies to improve their communication skills
To certify the training is useful to the learners to succeed in the valid one.

Expected Learning Outcomes

Eliminating Mother Tongue Influences - Indian-ism
Articulating Words

Maximizing on your natural style

Correct Grammar

Eliminating Redundancies

Using the right word at the right time

Softening a negative message

Presenting with Greater Clarity and Confidence
Handling Questions and Objections Positively
Being Concise

Framing effective questions

Choosing the right tone

Structuring paragraphs and sentences

Writing to keep the reader engage




Purushottam Khaparde Health & Education Society’s ‘@

Yashoda Girls'
Arts & Commerce College, Nagpur

= Recognized by Government of Maharashira = Affiliated to RTM Magour University, Nagpur
SNEH NAGAR, WARDHA ROAD, NAGPUR - 440 015. (M.S.) INDIA
wTal : 0712 - 2290637 w Fax No. - 0712 - 2290368 » www.ygcngn . org » Emall : ygo ngp(@redittmall com

YGC No.s M) o[ ComsatfCummit egfas 2013 ~3-01] Date l‘l_f-_]% 12

Academic Session - 2017-2018

NOTICE
 Constitution of Committee for N -
Designing Curriculum for Add- on- course on ‘

Functional Skills in English

\ As per the decision of the Internal Quality Assurance Cell of the Institution to
introduce Add-on- Course on Functional Skills in English for 3 Months for the students of
Arts Faculty with the specific purpose to bridge the gap and supplement the advanced
learning contents, a committee of faculty members and experts is being constituted for

framing the curriculum for the said Add-on- Course. The names of the committes

members are as under:-
1. Prin, Dr Sharad Sambare  Chairman
2. DrKJSibi Member S S Jaiswal College, Arjuni Morgaon
3. Dr Shailesh Bahadure Member Dr Ambedkar College, Nagpur
4. Dr Amol Raut Member

All the committee members are hereby informed that:-

1. They should frame the syllabus remaining committed to curriculum standards.

2. The duration of the Add-on-Course should be kept in mind while framing the
syllabus.

3. The syllabus should be framed in an organized, efficient manner taking into
proper consideration the, specific objectives of the course and the course
outcomes (COs).

Note: Copy forwarded for information and action to all the committee members.




Unit 1: Listening
Listening and responding to simple narratives, statements, questions,  straightforward

explanations and instructions (both face-to face and on the telephonc) Listening and responding
to spoken language and following detailed explanations and multi-step mstructions of varying
length.

Unit 2: Speaking
Speaking to communicate basic information, feelings and opinions on familiar topics using
appropriate formality, both face-to-face und on the telephone Speaking to communicate straight

forward and detailed information ideas and opimons clearly, adapting speech and content to take
account of the listener(s), medium, puspose and situation.

Unit 3: Reading

To apply relevant reading strategy, distinguish between facts and opinions, decipher
facts and make inferences

Unit 4: Writing
Writing to communicate basic infurmation, feclings and opinions on familiar topics.

Required Materials

Where required materials will be fabnicated 1o 1each the student a particular strategy
will be sourced from newspapers, audio-visunls, sue of Smart Board, erc,

M@é e




* Evaluation Pattern based ou Spoken Skills -

Engaging in conversations witl) ne or more people in a given situation making relevant
points and responding to what others say (0 reach a shared understanding about
familiar / unfamiliar topics in an informal exchange connected with ordering at a
restaurant, booking tickets; asking directions, and discussing a maich.

Class Room Interacuon
Classroom Activities
Basic Skills

Listening

Speaking

Reading

Writing

NOTE: Students with less thun 75% aitendunce will not be allowed to take the exam.

Proposal submitted for your kind consideration and approval .

( Ashutosh Lawtawar) (S, Amzb,shm C. Lawtawar) }'Dr Amol Raut)
Visiting Faculty Course Coordinator Co-ordinator




Department of English
Spectram Students’ Forum

Academic Session 2017 -2018
In association with Skill Cookie

Announces

Certificate Course
Functional Skills English
Eligibility: 12 Pass Studenty
Date of Commencement: Mid September, 2017

Course Duration - 3 months

Time
12:00 am - 1:00 pm

Free Course - ( Arts Faculty )

No of Seats: 25
Registration Starts: - September 1, 2017 (10:00 am to 12:00 noon)

Admissions on First-Come-First Served Basis

Contact Faculry
Amol Raut, PAD
9822277497

Visiting Faculty
Ashutosh Lawtawar
7387914813

Department of English

Spectrienm Stadents” Foesorny
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ATTENDANCE SHEET / CHART
JANUARY 22 - 31, 2018 FEBRUARY 1 - 28, 2018
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Purushotram Khaparde Health & Education Society's

Yashoda Girls'
Arts & Commerce College, Nagpur

« Recognized by Governmen! of Maharashira e Affiliated to RTM Nagpur University, Nogpur
SNEH NAGAR, WARDHA ROAD, NAGPUR - 440 015, (M.5.) INDIA

Accredited
B++
by NAAC

YGC No./ Date

A Report on Certificate Course Conducted on Functional Skills in English
(September 20, 2017 to February 28, 2018)

The Department of English organized a Certificate Course on Functional Skills in English for the
students of B. A Semester | under the Initiative of IQAC for 3 months. The objective of this
course was to apply basic knowledge required for both Good Listening and Speaking Skills in
the first stance, and Reading and Writing in one more slot. This course was designed and
implemented to develop better communication among the students required in job market and
in daily use. The focus of the course was the four skills - Listening, Speaking, Reading and
Writing, The students were evaluated on hands on activities and on final examination. All
the students successfully completed the course during the period September 20, 2017 to
February 28, 2018. The lectures are delivered by Mr. Ashutosh Lawtawar, Smt. Antakashari
Lawtawar and Dr Amol Raut. The topics were covered as per the syllabus designed by the
committee. The course was delivered through lecture and useful sessions. The students were
assessed conducting examination at the end of the course. Total 21 students were benefitted
and satisfied with the course. After completion of the course certificates were distributed to the
participants who completed the course,

Course Outcomes:

* The students were able to use the English language in groups and in different situations

during the course.
* The students acquired the four basic language skills, including clarity and confidence,
framing effective questions as well as handling questions and objections positively.
* The confidence level of students was enhanced while communicating.

* The interaction sessions proved as an enrichment to the objectives of the course.

M,

%

wTel 1 0712-2290637 whax No.: 0712- 2290368 @ Webiite - www yashodagiriscollege edu in m Emall - ygngpiireditimall com



Purushottam Kahaparde Health & Education Society's

Yashoda Girls’ Arts & Commerce College
Snch Nagar, Wardha Road, Nagpur-440015
Accredited B++" with 2.82 CGPA for First Cycle by NAAC
Department of English STC Question Paper- Function Skills in English

All Questions are compulsory
Q.1 Answer the following question in short - 20 M
a. What are language skills?
b. What are the four Language Skills?
¢. What are the advantages of building language skills?
d. Write a note on the habit of communicating impactful

Q.2 Choose the correct answer from the given options- 30 M
|. How much listening effect on our communication?

a) 20-35%
b) 5-15%

c) 25-40%
d) 40-70%

2. We listen at % efficiency without training?

’) 20%
b) 25%
c) 30%
d) 35%
3. How much words could be spoke by a person in a minute?
a) 70-80
b) 90-100
¢) 125-150
d) 120-140

4. How much time required to shortly memorizing a content?
a) Immediately
b) 5 minutes

¢) 10 minutes
d)15 minutes

5. A person can think how many words in a minute?

a) 150
b) 200
¢ 300
d) 400

6. What will be the third stage of listening?

a) Responding
b) Evaluating
¢) Understanding m

.

d) Remembering 1 ]
3
1 $ 5)



10.

11,

12,

13.

14,

15.

Which of these is not step in the listening process??
a) To stop talking

b) Receiving

¢) Misinterpreting

d) Responding

Which of these is the first step in the listening process?

a) Stop talking

b) Receiving

c¢) Interpreting

d) Responding

Which of the following is the third step of listening?

a)Stop talking
b) Receiving

¢) Interpreting
d) Responding

_____ is the last step of listening process?
a) Stop talking

b) Receiving

¢) Interpreting

d) Responding

Which of these is based of effective listening?

a) Note talking
b) Note talking
¢) Letter talking
d) Predicting

Which of these should be avoided while note talking?

a) Concentration
b) Evaluation

c) Listening

d) Using phrases

Which of these is not a deterrent to the listening process?

a) Reference material
b) Chats

¢) Scientific text

d) Technical text

Which of these is not a deterrent to the listening process?

a) Lack of interest

b) Ego

c) Confidence

d) Fear

What will be the third stage of listening?
a) Responding

b) Evaluating

¢) Understanding

d) Remembering




16.

17.

18.

19,

20.

21.

22.

23.

24,

Listening a
a) Absorbable
b) Visible

c) Invisible

d) Eco able

How many stages of oral processes?
a)l
b) 2
c)3
dj) 4
Bottom-up and top-down processing are the process of __?
a) Listening
b) Hearing
c) Eco
d\ naneaf these
When the learner tries to understand what is happening?
a) Learning of gist
b) Learning of objective

¢) Hearing

d) None of these

How many kind of media use for broadcasting?
a) 1

b) 2

c)3

d) 4

All story in the news that explain the news lead?
a) Body

b) A lead

¢) Templates

d) Soul

Learner problem in listening except?

a) Lack of confidence

b) Limited vocabulary

¢) Fail to recognize signals
d) Lack of self-respect

The speed of news delivery is quit fast in which sort of media?

a) Television news
b) Newspaper news
¢) Internet news

d) Radio news

The greatest difficulty with listening is inability to control?
a) Speaker speed
b) Language
c)Bothaand b
d) None of these

mental process that play vital role in our daily life?



25.

26.

27.

29,

30.

What to do to explain listening ability?

a) Provide easiest material

b) Hearing news

¢) Limited vocabulary

d) Provide challenging material

Which step in the listening process involves assigning meaning to messages?
a) Understanding

b) Responding

¢) Listening

d) Attending

The fear of misunderstanding others is called ?

a) Emotional noise

b) Being self-absorbed

¢) Lisner apprehension

d) Responding

Which of the following is the best definition of empathy?
a) Feeling sorry for other

b) Feeling what someone else is feeling

¢) Understand the situation

d) Feeling guilty

Active listening involves responding in what three ways?
a) Content, feeling and thought

b) Feeling, understanding and thoughts

¢) Thoughts, skills and understanding

d) Mentally, verbally and non-verbally

In which stage the listener assesses the information they?
a) Responding

b) Evaluating

c)Understanding

d) Remembering

60 o
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Purushottom Kahaparde Mealth & Education Society's

Yashoda Birls’ Arts & Commerce College

Sneh Nagar, Wardha Road,

Nagpur-440015

Recredited B+ vk 282 CQER for oest Oyvle by NAALC

Department of English

Spectrim Students” Forum

Department of English - in association with Skill Cookie Announces
Centificate Course in Functional Skills English - Academic Session - 2017 - 2018

Score Sheet - Grade Obtained
I
S No Name of the Students Obtain Grades
1.  Arushi Gajbhiye A
2. | Bedabai G Sahu B |
3. | Bhagyashri Kumbhare B !
4. | Damini Mohature A %
5. | Dipali M Bawariya A
6. | Hemlata Meshram A |
7. | Maynri M Bawariya A '
8. | Nikita Dahane B ) l
3 Payal Dahake A |
10, Pooja Dube A
11. | Poonam Pache A i
12. | Ranu Hunwat B
13. | Rashmi V Hirapure B
14.  Samiksha Kodape A 1'
15. | Sayeli Deshmukh A 3
16.  Sncha Bagade B
17. | Sonali S Chakole B
18. | Soshama B Raut B
19. Swati Tiwari A
© 20, Vaishali Ambedare B
21. Vaishali Bhoyar } B
Total students benefitted 31

Yashoda Gicls Arts & dommarce College
Sneh Nogar, Nagpur-15



Purushottam Khaparde Health & Education Soclety, Nagpur

Yashoda Girls
Arts & Commerce College

Sneh Nagar Nagpur 440015

Certlflcate
S

Awards this certificate to

xu___foomm__fgt_drg‘.m-----....----_ class BASomD

on satisfactory completion of the 3 months Add on Course In Functional Skills in English run by Department of
English of this institution during the Academic Sesston 2017-2018 as per the direction of lnlemal Chuality Assurance

Cell fmmﬁD.‘Dﬂ‘B.l}. to 22‘9"“2-0_3_.511& passed the examination in grade_____

SeBA

Co-ordinator




Purushottam Khaparde Health & Education Soclety, Nagpur

Yashoda Girls
Arts & Commerce College

Sneh Nagar Nagpur 440015

Certificate
.;.){(,,

Awards this certificate to
R ( class EQ:S.MDSI

on satisfactdty completion of the 3 months Add on Course In Functional Skills in English run by Department of
English of this institution during the Academic Session 2017-2018 as per the direction of Internal Quality Assurance

‘A

Cell from ’_l.lv.’.’.i. 0. 22]02-) 2018 she passed the examination in grade.... _..‘&-.....--

Sered v\"r}

* IQAC Coordinator




