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STANDARD OPERATING PROCEDURE
FOR
STAKEHOLDER'’S FEEDBACK MANAGEMENT

Preamble

For an HEI, getting different perspectives on the behavior and performance can be a
powerful method for self-reflection. Feedback process can be a driving force behind
understanding ourselves, increasing our practices and making constructive decisions about

any changes we may wish to make overall growth.

Mechanism of feedback collection and its analysis plays an important role in improvement
of quality enhancement, evaluation and revision of curriculum, teaching - learning
procedures, infrastructure and learning resources. Feedback provides the assessment of the
strengths, weaknesses, opportunities and threats relevant to quality assurance. Feedback
from stake holders like students, teachers, employers, alumni, parents and non-teaching staff
on various quality improvement aspects which allows to evaluate problems faced by them

along with their valuable suggestions.

This mechanism of feedback collection, analysis provides opportunity for the conduct of
revision for improvement in quality measures and allows institution to gain a set of

standardized results, which after analysis help us to reflect upon institutional performance.

Implementation: The Feedback Analysis Committee and Internal Quality Assurance Cell of

the University will ensure the implementation of structured feedback mechanism effectively.

Feedback Mechanism:

Taking systematic feedback from the important stakeholders such as students, teachers,
employers, alumni, parents and non-teaching staff should be a regular process and
compulsory followed by all Deans/HOI/HOD of the Faculties/Colleges/Departments of the

University.




a. Preparation and Validation of Stakeholder’s Feedback Forms:
e The questionnaire of the feedback forms would be prepared by the IQAC in

consultation with Feedback Committee.

Feedbacks of the following stakeholders would be prepared focusing on areas like

curriculum, Satisfaction Survey, Classroom Teaching, Exit Survey, Hostel and Overall
Institutional performance;
Students
. Teachers
Alumni
Employers
e. Parents
f. Non-teaching Staff
g. Peer Reviewer
The questions thus prepared are compiled and reviewed by all the members. The
questions are modified to increase the clarity of the questions. Duplicate questions
are removed.
The feedback forms are submitted to the Vice Chancellor for validation and approval.
The accepted feedback forms are submitted to IT department for processing.

The E-forms are integrated to University website for the online feedback process.

b. Filling Process of Stakeholder’s Feedback Forms:

The feedback collection process are distributed as per the following framework:

Stakeholders Focused areas for Feedback Implementation
Collection
Students Curriculum Mid Term

Classroom Teaching After Completion of Each Unit
Exit Survey Once a Year from all outgoing
students

Student Satisfaction Survey Once a Year from all Final Year
Overall Institutional Performance Once a Year from outgoing
students

Teachers Curriculum Once a Year

Exit Survey Once a Year




Alumni Curriculum Once a Year
Alumni Engagement Survey Once a Year
Parents Satisfaction Survey Once a Year
Employers Curriculum Once a Year
Overall Perception about Once a Year
Institution
Non-Teaching Staff | Exit Survey Once a Year

Peer Reviewers Overall Perception about Once a Year
Institution

The IQAC shall announce the Academic schedule for collection of feedback from
stakeholders.

All the digital facilities, user manual and technical support will be provided by IT
department.

The feedback forms are sent to only 20% of each stakeholders (Parents, Employers,
Peer Reviewers and Alumni) who are randomly selected by the computer, on their e-
mail by IT department as per the scheduled timeframe.

100% of Students, teachers and Non-teaching Staff will fill the feedback forms
through their Student/EMS Profile. The link of the feedback would be reflected as
notification on their Student/EMS dashboard during stipulated time.
Dean/HOI/HOD/Director/Other Administrative Offices will ensure the timely
submission of all responses from the respective stakeholders of their respective
Faculty/College/Department/Section.

Students and Teachers need to submit their respective feedback before specified
timeframe after due time of timeframe; feedback link will be turn off automatically
The IT department will maintain the confidentiality on who has been chosen for the
feedback as the anonymity of the individual increases the validity of the feedback.

At the same time, IT department will send a reminder to all the non-responsive
stakeholders to provide feedback within a period of three days. In case of no response,
the stakeholders would be reminded through repeated E-mail/ SMS for a period of 1

week.




Compilation and Submission of Stakeholder’s Feedback Analysis Report:

Online submitted feedback are analyzed by using in-house developed ERP by IT

Department

IT department will forward all the analyzed data to IQAC of the University for further
analysis.

IT department must send the segregated data (Filled Feedback forms of all
stakeholders, Excel sheet of the responses including suggestions, Overall Analysis of
all the stakeholders) to all Faculties/Colleges/Departments/ Other Offices to utilize it
for enrichment.

All Faculties/Colleges/Departments/ Other Offices coordinators are provided access
the feedback information.

All Faculties/Colleges/Departments/ Other Offices will submit the Feedback analysis
report along with Action Plan.

Final compiled report is prepared by respective feedback committee in coordination
with IQAC which would be further presented in Academic Council Meeting through
IQAC Meeting.

At the end of the next session, Action Taken Report based on action plan to be
prepared by Faculties/Colleges/Departments/ Other Offices and will forward to IQAC
for compilation.

Under the Chairmanship of Hon’ble Vice Chancellor, the Feedback Committee and
IQAC will present the Action Taken Report in Academic Council along with their

remarks and remedial actions to complete the existing gaps.

d. Publishing the Annual Stakeholder’s Feedback Report:
e [QACwill send the approved Annual Stakeholder’s Feedback Report with Action taken

to IT department for publishing on website.




