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PREFACE
The Quality Assurance and Accreditation (QAA) in higher education is a global concern. As
part of the global community, Nepal cannot be an exception and the country needs to ensure
quality in higher education and make it compatible to global practice. The QAA process
has been formally implemented in Nepal in 2007.The University Grants Commission
(UGC) Nepal is the only authorized agency to accredit Higher Education Institutions (HEIs)
in Nepal. The UGC has formed Higher Education Quality Assurance and Accreditation
Council (HEQAAC) in 2074 (2017) that oversees the accreditation system by designing,
endorsing, and upgrading the assessment criteria and indicators. The Council mobilizes a
team of expert assessors to assess each of the participating HEIs, who, later present their
assessment reports to the Council. Upon the satisfactory performance of particular HEI
on the set of criteria and indicators, the Council recommends it to UGC for accreditation.
The Nepali accreditation system and process is compatible to international standard. UGC
has also obtained membership of international network of accreditation agencies such as
International Network for Quality Assurance Agencies in Higher Education (INQAAHE)
and Asia-Pacific Quality Network (APQN). Membership in the international network has
also helped Nepali QAA System recognized abroad.
The HEQAAC-UGC Nepal is working hard to assure the quality of higher education in
Nepal. However, since the practice is new in Nepali context, many stakeholders are not
well-informed about the system and process yet. The system itself is being refined, so some
changes are obvious. The 'Rastriya Shiksha Niti 2076' (National Educational Policy 2019)
has fully recognized the QAA system and has stressed that all HEIs must go through QAA
process earliest. In this context, the stakeholders of the higher education are expected to be
fully aware of and familiar to the QAA system and process. Moreover, our commitment is to
bring Nepali higher education to the next level so we could ensure the competitive standard
in our graduates. This requires well-informed and responsible stakeholders. Therefore, to
facilitate the smooth operation of the QAA system in Nepal, the Quality Assurance and
Accreditation Division (QAAD), UGC Nepal is developing and publishing a number of
documents, forms, formats, and guidelines. Lately, the QAA Division has come up with this
QAA Handbook 2020 as an update to the system and process and this document has been
published with an intension of making the stakeholders familiar to the system and process,
and excels the Nepali accreditation practice.
This Handbook consists of five chapters. In the first chapter, the context of QAA in higher
education is briefly presented, followed by an introduction to the existing QAA system in
Nepal. The performance evaluation and QAA schemes together with defining a few of the
concepts used in the process have been outlined. The principles and core values adopted
by HEQAAC have also been presented here. Since various policies and plans related to
higher education have already spelt out QAA as a mandatory for assuring quality in higher
education, the chapter also introduces institutional mechanisms dedicated to strengthen the
QAA system and practice in Nepal.

Chapter two - the main component of this handbook, familiarizes the stakeholders on Nepali
QAA process and existing practice. It provides summary-guidelines to participating HEIs
from the step of Letter of Intent (LOI) i.e. the first step, through the entire assessment
process to accreditation certification. The system adopted a non-linear process and there
exists feedback mechanism between QAAD and participating HEIs at different stages of
assessment. These steps and progression include LOI submission àFormation of the Internal
Quality Assurance Committee (IQAC) and Self-Assessment Team (SAT) à Quality Gap
AnalysisàPreparation of Schedule and BudgetàFormation of Institutional Mechanism (i.e.
internal committees) to QAA àDevelopment of Comprehensive Guidelines àCollection
of Documents to be included in the Annexure of the SSRàPreparation of the Self-Study
Report (SSR) àReview of the SSR Report and Internal MarkingàSubmission of the SSR
to QAA Division. After submission of SSR, a number of feedback ßà response activities
take place as a part of comprehensive assessment for accreditation.
Chapter three is primarily aimed for the Assessors and related issues. Therefore, it contains
Guidelines for Peer Reviewers, together with the information on Criteria, Indicators,
and Themes for the Assessment. There are eight criteria of assessment – (i) Policy and
Procedure, (ii) Curricular Aspects, (iii) Teaching Learning and Evaluation System, (iv)
Research, Consultancy, and Extension Activities, (v) Infrastructure and Learning Resources,
(vi) Student Support and Guidance, (vii) Information System, and (viii) Public Information.
The criteria ‘Policy and Procedure’ is mostly related to designing and endorsing necessary
policies and defining procedures of the actions to be taken. Rests of the criteria are related to
the practice in HEIs and documented results/outcomes necessary to get accreditation. Based
on these criteria and 120 key indicators with several sub-indicators, the Peer Review Team
(PRT) assesses the HEIs’ performance. The chapter also elaborates the process, methods,
and steps of peer review.
Professional ethics of the parties involved in the QAA process is very important and chapter
four highlights the Professional Ethics and Code of Conduct to different stakeholders as
endorsed by Higher Education Quality Assurance and Accreditation Council (HEQAAC).
These include the Professional Ethics and Code of Conduct for the HEQAAC/UGC
Authorities, the HEIs under Review/Assessment, the Peer Reviewers, and for the QAAD Staff
Members. The last chapter of the handbook briefly highlights the Institutional Arrangement
and Certification Process of accreditation.
Finally, I would like to thank all those involved in bringing this document out in this form.
The team-work of the QAAD and the technical feedback of the experts are appreciated. I
hope this document will be helpful to all those who are concerned with an effective and
smooth implementation of the QAA in higher education in Nepal.
Prof. Bhim P. Subedi, PhD
Chairman,
HEQAAC/University Grants Commission
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CHAPTER
ONE

INTRODUCTION

1.1 The Context
The higher education system of Nepal is catered basically by three different types
of institutions; constituent higher education institutions (HEIs) of Nepali universities/
academies, affiliated HEIs of Nepali universities, and affiliated HEIs of foreign universities.
The affiliated HEIs are of two types – running not for profit (community campuses and
HEIs run by private trust) and running for profit (the private campuses/colleges). There are
Central Departments, Schools, and Central Campuses of the universities as well; however,
their governance system looks like that of the constituent HEIs. Nepal has witnessed rapid
expansion in higher education in the last few decades, especially after the establishment of
multi-party democracy in 1990s. Currently, eleven universities and six autonomous academic
institutions (Health Science Academies) are in operation within the country having 423,996
students. Total number of HEIs is reported to be 1356 (UGC, 2019) by the end of 2019. These
HEIs are under 11 Universities and 6 Health Science Academies.
There are 40 Central Departments, 17 Schools, 10 Central Campuses, and 123 Constituent
Campuses of the Universities in Nepal. These HEIs are running under the rules and regulations
– academic, general administration and financial – of the respective universities. As the
constituent campuses are concerned, majority of them (51%) constituted to TU, function under
different degrees of autonomy. A total of 41 constituent campuses of TU are functioning as
partially autonomous HEIs under the TU decentralization rules, 2055. The two institutes under
TU (i.e., Engineering and Medicine) have been exercising specific autonomy for conducting
entrance examination for students' admission and semester/annual examinations even before
the ‘2055’ rules were promulgated. Now, 8 constituent campuses of TU are exercising
governance autonomy as well. Enrollment criteria across the constituent campuses of TU
also vary to a large extent. Some of the institutions/colleges/programs are also exercising
their separate academic calendars (semester, annual or other systems) too. Compared to
academic administration, constituent campuses are exercising less decentralization on the
general administrative and financial rules and regulations of respective universities. Even the
block grants receiving campuses of TU have very limited authority in these matters. Other
universities also have diverse system of managing and governing the constituent HEIs. By
this, the institutional autonomy has been exercised differently in different higher education
institutions across the country. Consequently, the functional outcomes also vary accordingly.
Affiliated campuses/colleges, in general, run the programs of respective universities.

HANDBOOK FOR SELF STUDY & PEER REVIEW

1

However, there are cases where some of the affiliated campuses run academic programs
which are not owned by their affiliating universities as their constituent programs. For such
programs, the curricula are de-facto developed by the affiliated campus management and
then after endorsed by the (academic council of the) university as its program. They are wellknown as the autonomous programs. Students' enrollment criteria are also not similar across
the affiliated colleges within as well as among universities. Some of the affiliated colleges
enroll students who pass the entrance examinations conducted by the University Dean Office,
whereas others conduct separate entrance examination on their own.
Unlike the constituent campuses, the affiliated campuses are relatively autonomous in
financial as well as academic administration. They also exercise freedom in teaching and
internal evaluation process. The management committees of the affiliated campuses under
private provision basically consist of promoters with a least involvement of the stakeholders,
whereas the community campuses do have stakeholders' representation in their campus
management committees. Further, the fee structure of the private campuses is higher compared
to that of the community campuses.
The pre-requisites to appear in the entrance examinations of similar programs across the
universities are different. However, there are several Professional Councils in the country,
which have decided minimum requirement for all Universities/HEIs in case of enrollment and
other requirements related to technical/professional disciplines. Weightage for the internal
evaluation and final examinations in programs of similar nature and duration is also not similar
across the universities. Similarly, in some universities/programs, affiliations are provided
under pre-defined norms and standards, whereas in others, such norms and standards are in
very tender stage, and similar is the case for other requirements of institutional functioning.
With such diverse systems of institutional functioning within and across the universities,
it is challenging to develop common assessment criteria and benchmarks which would adhere
with two important and interrelated aspects – (i) create voluntary interest of the institutions
for their evaluation and accreditation, and (ii) replicate the international best practices
of accreditation. Both of these aspects are equally important from the view point of (i)
initiating the process in the beginning, and (ii) being with the recognition of the regional
and international QAA systems. This is one of the ‘must’ requirements of the Nepali higher
education institutions today for their guaranteed sustainability in the global market economy.
This has also been focused with emphasis in the 'National Educational Policy, 2067' of the
Government of Nepal.

1.1.1 Existing Mechanism for Quality Assurance in Higher Education
The existing organizational systems to look after the quality of higher education
institutions in Nepal can be categorized into four groups; (a) University Grants Commission
(UGC) operating through Higher Education Quality Assurance and Accreditation Council
2
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(HEQAAC), as a functionally autonomous agency of the UGC, (b) Respective universities/
academies through the Internal Quality Assurance Committee (IQAC), (c) Professional
Councils established by law, and (d) Professional Societies. As assuring quality is the primary
responsibility of the concerned HEIs, the HEQAAC is facilitating the process of establishing
Internal Quality Assurance System (IQAS) in all the HEIs to establish, develop, maintain,
enhance, and monitor the institutional quality of higher education.
Some of the activities carried out by the UGC in the past to improve the quality include, but
not limited to – offering the refresher courses and training to the faculty members, promotion
of research culture, educational mobility programs, organizing seminars and conferences,
library/laboratory strengthening and supporting for the procurement of equipments, physical
facility development, teaching materials development, and research fellowships, and so on.
All the universities/academies of Nepal have their own legal and policy mechanisms for
regulating their academic, administrative and financial activities. These rules and regulations
have made provisions of various bodies with their hierarchal systems for quality assurance.
However, these provisions as such are not regularly and consistently monitored within the
system so do not keep distinct character and processes of QAA activities.
Today, there are eight professional councils in Nepal promulgated by respective Acts.
These are dedicated only to professional education - Nepal Medical Council (2020), Nepal
Bar Council (2050), Nepal Nursing Council (2053), Nepal Health Professional Council
(2054), Nepal Engineering Council (2056), Nepal Veterinary Council (2056), Nepal Pharmacy
Council (2058), and Nepal Ayurvedic Medical Council (2058). The duties and responsibilities
of these councils as stated in their acts in general include fixing minimum criteria for
respective syllabus, entry requirements of students and examination systems, recognition
of higher education institutions based on pre-defined norms and standards, and licensing
of professionals. Recently, the Government of Nepal has established Medical Education
Commission (2019) to regulate, control, and monitor the medical education.
Various professional societies are functional in Nepal; however, most of them are in
tender stages. Societies of Physicists, Chemists, Geologists, Mathematics, Linguistics, and
Architects are to name a few of them. The basic aim of these societies is to develop their
professionalism through various missions including quality enhancement of the professionals.
Regulations are to be developed and many other forums and councils are to be created so
as to leverage the mission of QAA system in the country. The HEQAAC as a formal body may
be able to encompass these activities in the days to come, provided all the internal as well as
external stakeholders promote this matter equally.
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1.1.2 Performance Evaluation
Performance Evaluation of Nepali academic institutions by themselves or by other
agencies is very pathetic. There are limited documentary evidences as to the impacts of
UGC’s Quality Assurance (QA) activities – achievements and drawbacks. Similar is the
situation about the implementation of university/academy organizational provisions for
QA – regularity in implementation, consistency in output, etc. Major focus of professional
councils is basically towards regular evaluation of institutional capacity, especially to run new
programs rather than emphasis on continuous and consistent evaluation of their performances,
in practice.
Potentiality of the professional societies is also not utilized to make the QA process
efficient. UGC and universities/academies are more responsible to play the proactive role
in this mission. There seems tacit understanding of UGC and universities/academics about
the importance of internationally practiced multi-facet benchmarks and their interdependence
characteristics for overall performance enhancement of HEIs. But no specific benchmarks
and documents have yet been prepared and practiced accordingly in Nepali higher education
regulations as the recognition of the importance of such benchmarks. Consequently, universities
and academies have developed varying norms and standards based on their requirements and
performances. In order to check the uniformity in quality, generic and specific benchmarks
reflecting the higher education needs and international practices are to be developed. Such
documents will help stakeholders to understand the pros and cons of the existing QA system
and its compatibility with international practice, and to take appropriate measures to enhance
the system and its efficiency.

1.1.3 Probable QAA Schemes
Auditing and Accreditation can be used as methods to address the two aspects – quality
assurance and quality certification. In the case of auditing, compliance of performances is
checked against the institutes' existing benchmarks, whereas in accreditation such compliance
is checked against benchmarks developed by Accrediting Agencies. Auditing may be of
more mandatory character for the institutions (as the compliance of their benchmarks being
required under their rules and regulations). Auditing is a process to strengthen educational
quality thereby strengthening the QAA system. It involves both academic and administrative
audit. The former is related to teaching, learning and evaluation whereas administrative
audit is based on the concept that a good governance is supportive to quality education. It
is as important as QAA itself which is concerned with the evaluation of effectiveness of
quality assurance within the HEI. It supports ongoing quality improvement. However, there
is no such practice of QAA in Nepalese HEIs that formally proceeds to attain the desired
goals. This is the high time to begin the practice to support further to achieve the goals of
HEQAAC to assure quality in education and to accredit it. Academic audit is quality audit
and a parameter of quality education. It evaluates inputs, processes and the products. It is a
4
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tool to suggest for continuous improvement assessing strength and weaknesses of HEIs. It
provides a basis to overcome weaknesses and improve quality. It reviews entire activities of
the Central Departments and Schools at Universities and other HEIs. It confirms maximum
output from the faculties and students. This is a very essential practice to ensure excellence
in higher education which is to be understood as mentoring, not monitoring. IQAC remains
engaged in functioning of quality enhancement. This practice needs to be made systematic
and permanent. Thus, in this scheme more institutions can be involved in the evaluation
process. However, in Nepali education system it will entail with many drawbacks – it does not
produce a common measuring rod to compare the performances of academic institutions from
different universities and provisions; audit of this nature cannot embrace the international
practice of QA; and such audit ultimately ends up with two-step activities – initially auditing
and then accreditation – asking for approximately double cost to that of accreditation.
There are academic institutions/programs with good academic records. They are very
much interested to be ranked as "good" institutions/programs for their sustainability in local
and global market. Thus, it has been assumed that there will be ample number of HEIs/
programs to participate in the accreditation process. The essence of National Education Policy,
2019 of Government of Nepal also has indicated in the same line as it intends to bring all the
HEIs in the country to bring within the framework of QAA within a certain period of time.

1.2 The Concept
In general terms, quality product or service is aimed to fulfill or exceed stakeholders'
expectations. Operating a quality system requires some special activities. Particularly, auditing
and good training is important to ensure an effective system. Initially, quality assurance was
developed in manufacturing companies to meet the needs of quality control activities, which
is meant to find problems but today it has been used increasingly in all businesses. More
recently and largely quality assurance has been applied to service activities for example,
professional services.
Quality assurance is the activity of providing evidence needed to establish defined
quality at work, and that activities that require good quality are being performed effectively.
Basically, it differs from quality control as it focuses on avoiding problems, stabilize and
improve products or services. QA is to ensure the product or service as the best possible
product. All those planned or systematic actions necessary to provide enough confidence that
a product or service will satisfy the given requirements is generally considered as quality.
Thus, it is a degree of excellence and satisfaction.
Accreditation is a process of quality assurance, whereby an institution and/or a program
in an approved institution is critically appraised at defined intervals (generally not exceeding
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five years) to verify that the institution and/or the program meets the norms and standards
prescribed by the HEQAAC, UGC from time to time. Accreditation is certification of
competency, authority and credibility accomplished after completing a process under the
prescribed standards and guidelines. It is the outcome of an evaluation process based on
application of pre-defined standards. Accreditation enhances reputation and uplifts status of
the HEI. It serves accountability and also develops the outlook of academic auditing, monitor
and self-evaluation. Quality accreditation further enhances professionalism and develops
rigorous mentality to work. It provides source of improvement and ensures quality of works.
It satisfies demands and expectations of stakeholders. Accreditation does not seek to replace
the system of award of Degrees and Diplomas by the Universities and Academies. It only
provides quality assurance that the aims and objectives of the institution are known to be
honestly pursued and effectively achieved by the resources currently available, and that the
institution has demonstrated capabilities to ensure effectiveness of the educational program(s),
over the validity period of the accreditation. It monitors and evaluates products or services
and drives towards excellence.
Thus, QAA is the process by which an authorized body (HEQAAC) evaluates the quality
of a higher education institution as a whole or of a specific educational program in order to
formally recognize it as having met certain predetermined minimal criteria or standards. The
result of this process is usually the awarding of a status (a yes/no decision), of recognition,
for a time-limited validity. It is to acknowledge the performances of and efforts made by the
HEIs, and recognize their efforts/performances against set benchmarks locally/globally. The
process can imply initial and periodic self-study and evaluation by external peers. Evaluation
varies among countries or agencies, however, there are common features as part of accepted
international norms such as autonomy of the evaluation process, self-evaluation as the first
step of evaluation, external review is to enhance positive effects of self-evaluation and external
review groups writes the report which is published thereafter.

1.2.1 Need of Quality Assurance
The need and demand for accreditation has arisen because of the explosive growth in
the number and variety of such educational institutions and programs since the decade of
the nineties. The overwhelming objective of the accreditation process is to recognize and
acknowledge the value-addition in transforming the student admitted to the program into a
capable technical professional, having a sound knowledge and skills of fundamentals and
an acceptable level of professional and personal competence for ready to employability in
responsible technical assignments. The need of quality assurance can further be spelt out in
the following points:

6

••

To meet statutory requirements

••

To satisfy professional obligations
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••

To meet stakeholders' expectations

••

To get internal and external confidence

••

To meet accountability for development

Quality assurance is not an absolute concept. It is influenced by different internal and
external forces and procedures. The following table has presented some of them as examples:
Table 1 : Forces influencing the internal and external quality assurance

Internal Forces and Procedures
•
•
•
•
•
•
•
•
•

University regulations
Strategic planning
Program design and approval
Teaching and learning processes
Student assessment and course monitoring
Reviews and audits
Validation
Annual monitoring
Role of the faculty members

External Forces
•
•
•
•
•
•

Regulatory bodies
International collaborators
Funding
Government's requirements
External examiners
Professional bodies

In this bedrock, the general structure of quality assurance is elaborated in the following
chart:
In this bedrock, the general structure of quality assurance is elaborated in the following chart:
Quality Assurance
System

Internal Quality Assurance
 Quality Planning
 Self-assessment
 Monitoring & Evaluation

External Quality Assurance
 Benchmarking
 Audit
 Review/Assessment

Accreditation (Institutional/
Program/Specialized)
Accountability
Continuous
Improvement

Fig 1 : General Structure of quality assurance
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1.2.2 Purpose of Accreditation
Accreditation is generally for recognition and particularly for sustainability in the
competitive era. As it assures the quality, it gains national/international credibility, which
further help to develop confidence to both the employees and employers acknowledging
the efforts made by the institution. It assesses the strengths and opportunities and provides
grounds for further improvement as well. It ensures the product to be best as they can be. It
realizes minimum standard. Thus, accreditation particularly serves the following purposes:
••

Assuring Quality: Accreditation is the primary means of assuring quality of
education to students and the public.

••

Recognition: Accreditation of institutions and their programs make them recognized
as a symbol of high quality education practitioner. The government system openly
refers these institutes to the students and encourages them to consider only accredited
institutes, which creates further path-way in the international arena.

••

Source of Improvement: Accreditation provides a source and urge for continuous
improvement in the educational practices followed by that HEIs due to the periodic
evaluation by the (internal and) external agencies.

••

Engendering Employers' Confidence: Accredited status of an institution or
program is important to employers when evaluating credentials of job applicants
and providing financial support to current employees seeking additional education.

••

Easing Transfer: Accreditation of institutions and programs is important to students
for smooth transfer of programs among HEIs and universities with earned credits.

1.2.3 Goals of the QAA in Nepali Higher Education
The main goal of the Quality Assurance and Accreditation (QAA) is to provide independent
and impartial information to the stakeholders including government, students, and employers
as to which academic institutions meet standard for quality provision. It approves that the
service is the best possible one and of desired quality. Further, it provides an instrument
for comparing the academic programs within the country as well as internationally. Thus,
it is to promote quality improvement at both the aspects (program and institution) of higher
education system in the country. As the strategic plan of the HEQAAC is concerned, the goals
of QAA in Nepal are as mentioned below:
i)

To enable institutions engaged in higher education in Nepal offer quality programs
defined in terms of success in exhibiting knowledge, skills and abilities.

ii) To develop core competencies of Nepali HEIs in niche areas with capabilities,
faculties, engagement, and outputs.
8
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1.2.4 QAA Approach of HEQAAC, UGC
The approach of QAA considered in the context of Higher Education in Nepal is to
leverage the quality of higher education in the country by following ways:
••

Motivating the HEIs for voluntarily participate in the QAA system

••

Facilitating the participating HEIs to be able for the assessment/review

••

Periodic review/evaluation and accreditation of institutions (and their academic programs)

••

Inspiration of the academic environment for the promotion of quality of teachinglearning and research through grants support

••

Encouragement for institutional accountability, autonomy and innovation

••

Collaboration with other stakeholders of higher education for quality evaluation,
promotion and sustenance nationally/internationally

••

Establishment of the linkage with international agencies of quality assurance and
accreditation

The HEQAAC follows certain procedural norms. The national standard it follows for
entire quality assurance process is illustrated as below:
1.
IQA

Internal – Used by
QAAs:
To assure the
quality of their own
activities for self
assessment in
preparation of EQA

Internal – Used by
HEIs:
To assure their own
quality when doing
self assessment for
the purpose of
quality

NSG
- QA
2.
EQA

3.
QAA

External – Used by
QAAs:
When conducting
audits/review of
HEIs or their
programs
Figure
1: Inter-linkage
of three
partsofofnational
Nationalstandard
Standardand
and guidelines
Guidelines set
set by
by HEQAAC
Fig
2 : Inter-linkage
of three
parts
HEQAAC
HANDBOOK FOR SELF STUDY & PEER REVIEW

9

1.2.5 Scope of the QAA
In context to Nepal, the scope of QAA covers quality audit, quality assurance and quality
accreditation on the basis of voluntary participation of the HEIs of diverse nature and their
academic programs. The QAA process starts with quality assurance/audits which gives
the institutions information about their current status. The institutions/programs with good
performance may apply for accreditation. The HEQAAC, as an authorized body to implement
QAA system, assesses/reviews for accreditation. Finally, the UGC under the recommendation
of HEQAAC awards the HEIs or their certain programs accreditation certificate.
While program-based QAA would be better than institution-based evaluation for the
purpose of helping potential students make better informed choices, there is a risk that
program-based QAA may overwhelm the system at least initially. To mitigate the risk, the
HEQAAC encourages for both program-based and institution-based quality evaluation, so
that the choice of the approach can be based on the implementation experience, including
needs and demands of students and policy-makers.
The review/assessment for Institutional Accreditation covers the accreditation of
Universities, Health Science Academies, Central Departments of the Universities, Schools of the
University, Central/Constituent Campuses, and Affiliated Community and Private Campuses/
Colleges. However, the HEQAAC has not started the accreditation of the Universities and
Health Science Academies yet. Program accreditation covers all the university level programs
(from bachelor's degree to Ph.D.), which is not yet started to assess by the HEQAAC.

1.2.6 Governing Principles and Core Values of QAA
QAA is an academic approach for ensuring participatory decision making and collective
responsibility/accountability. There are governing principles as well as the principles of
evaluation. The major governing principles of QAA in Nepal are as below:

Table 2 : Governing principles of QAA

Principles
Autonomy
Safeguarding
Societal Interest
Encouragement
and Support
Thoroughness
Flexibility

10

Descriptions
Recognizes that providers of higher education have the primary
responsibility for the quality of their provisions and their assurance.
Safeguards the interest of society in the quality and standards of higher
education through quality improvement.
Encourages culture of quality within higher education institutions
and recognizes institutional objectives and implementing processes to
achieve them.
Carries out activities as thoroughly as possible based on the principle.
Acknowledges the institutional diversity and originalities in activities.

HANDBOOK FOR SELF STUDY & PEER REVIEW

Principles
Collaboration
Transparency

Descriptions
Works in collaboration with other quality assurance agencies,
especially the professional councils and international institutions.
Keeps QAA procedures open and transparent to public scrutiny.

As the core values of QAA in Nepal is concerned, the HEQAAC has set the following
values that would be practiced in the course of implementing QAA system in Nepal:
(a) Determined to quality culture in education,
(b) Research and development for effective QAA system,
(c) Efficient and simplified assessment process through independent reviewers,
(d) Integrity, transparency and accountability in quality assessment process,
(e) Participatory and sustainable approach for strengthening QAA system and its
outcomes, and
(f) National and international collaboration and resources sharing.

1.2.7 Accreditation Policies of the HEQAAC
Previously, the policy directive of the Higher Education Policy (2072) of the Government
of Nepal was the base for accreditation policies in the country. Now, there is the National
Education Policy-2076, which has addressed QAA of higher education as a mandatory endeavor.
The policy decisions made by the UGC and HEQAAC are other sources of accreditation
policy. Above all, the QAA system in Nepal is guided by the following operational policies:
a)

Accreditation is a voluntary process for institutions now. However, it will gradually
be implemented as a mandatory endeavor.

b) Accreditation process is open to all the HEIs fulfilling the minimum eligible
threshold.
c)

All the foreign university affiliated Nepali HEIs should undergo the process of QAA
by the national accreditation agency.

d) The HEQAAC, under UGC Nepal is implementing the Institutional Accreditation. It
shall gradually go to program accreditation in near future.
e)

The authorized accreditation body (UGC) will assure the operation of all the
eligible HEIs based on the National Quality Framework (NQF) for QAA. Provision
of additional grants and other facilities will be provided to the HEIs based on
accreditation status.
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f)

Institutional accreditation is awarded to the Central Department/School of University,
central campus, constituent campus, and affiliated community and private campus/
colleges.

g) Assurance of the internal quality is the primary responsibility of the HEIs. So, they
must have in place QA policy and determination and effective IQA mechanism.
h) The review and assessment is conducted by a team of free and independent assessors.
i)

The HEQAAC ensures credibility of the assessment and reviews avoiding
institutional as well as circumstantial conflict of interest amongst the reviewers
based on a workable code of conduct in place.

j)

Different professional councils shall be involved in QAA system and process,
as fulfillment of the council requirement is considered to be eligibility for QAA
participation.

k) The validity of accreditation certificate will generally be for five years. The HEIs
should follow the same process to renew (re-accredited) the accreditation certificate
after the validity period is over.
l)

In case of the affiliated HEIs, the accreditation certificate remains valid only within
the validity period of the affiliation.

m) There will be regular annual review and progress monitoring of the Accredited HEIs.

1.3 Institutional Mechanisms and Arrangements
Various existing Acts, Regulations, Directives, and polices provide legal basis for Quality
Assurance and Accreditation Agency and the QAA process in Nepal. The initiation and
implementation of QAA system is the mandate of the UGC Act, 1993; based on the provision
of article 6 (1) (Cha). The system of Quality Assurance and Accreditation in higher education
was formally initiated in Nepal through the implementation of the Second Higher Education
Project (SHEP) in 2007. University Grants Commission, the implementing agency of SHEP,
had formed a 21-member Quality Assurance and Accreditation Committee (QAAC) under
the chairmanship of UGC Chairperson and established QAA Division to formally operate and
facilitate the QAA related activities. Later, in course of implementing the Higher Education
Policy, 2072; government of Nepal brought into action the Educational Quality Assurance and
Accreditation Regulations, 2074. The UGC approved the Higher Education Quality Assurance
and Accreditation Directives in 2074 and granted functional autonomy to the council. Thus,
UGC is the supreme body to make operational the QAA system in Nepal.

1.3.1 University Grants Commission, Nepal
After the approval of the University Grants Commission Act on Monday, 22 November
1993 by the parliament, the University Grants Commission (UGC) was established in Nepal.
12
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However, it came into functioning only during 1994. The UGC is a body consisting of eleven
members presided by the Chairman. The Government of Nepal appoints all the members
(except the ex-officio members). The Chairman and the Member-Secretary are the fulltime
office bearers and other nine members are not the full timers. The members include honorable
member of National Planning Commission (education); the Secretary of the Ministry of
Education, Science, and Technology; the Secretary of the Ministry of Finance; two ViceChancellors of the universities; two prominent educationists and two distinguished Professors.
According to the act, the main objectives and/or functions of the UGC are to coordinate
among the universities; advise the Government of Nepal on the establishment of new
universities; formulate policy for the allocation of government grants to the universities and
higher education institutions; disburse grants to universities and make recommendations
to the concerned bodies for additional grants; take necessary steps for determination and
maintenance of standards of higher education. Formulate necessary policies and programs and
take appropriate steps for the promotion and enhancement of quality and standards of higher
education; and make necessary arrangement on the exchange of scholarships, fellowships
etc. between the universities and educational institutions within or outside Nepal are also its
major function.

1.3.2 Higher Education Quality Assurance and Accreditation Council
The Higher Education Quality Assurance and Accreditation Council (HEQAAC) is a
functionally autonomous agency of the UGC Nepal. Established based on the provision of
the Educational Quality Assurance and Accreditation Regulations (EQAAR), 2017 of the
Government of Nepal, the council formulates necessary policies and strategies, and acts
accordingly in implementing the Quality Assurance and Accreditation system in the country.
Preparation of necessary criteria, benchmarks, and indicators for the quality of higher
education and the implementation of the National Quality Framework (NQF) to ensure the
operation of all the Higher Education Institutions (HEIs) based on the framework is one of
the major and important functions of the council. The eleven-member council is headed by
the Chairperson, who is also the Chairman of the UGC. The member-secretary of the UGC,
three prominent and renowned educationists, four chairpersons of the related professional
councils, and the joint secretary of the Ministry of Education, Science and Technology (higher
education) are the members of the council. The director of QAA Division (QAAD), UGC
plays the role of member-secretary of the council. The members of the council are nominated
by the UGC generally for the period of four years.
UGC has approved the Higher Education Quality Assurance and Accreditation Directives
(HEQAAD) in 2018 for smooth and free implementation of the QAA system. The directives
have not just determined the organizational structure of the QAA system in the country but also
has spell out the role and responsibilities of each and every mechanism, units, and individuals
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involved. Based on this, the council is working only for the assessment for institutional quality
assurance and accreditation of the HEIs, but not the program accreditation yet.
As the institutional accreditation is concerned, the council is assessing for mainly the
four types of HEIs – Central Departments of the Universities; Schools/Central Campuses
of the Universities; Constituent Campuses; and the Affiliated Community and Private
Campuses/Colleges. The assessment of the Universities and equivalent bodies for institutional
accreditation is yet to start in Nepal.
According to the EQAAR 2074, the major functions, duties, and responsibilities of the
HEQAAC are as below:
••

Determine the criteria, benchmark, and indicators for QAA of higher education,

••

Assure the system, process, and methods of QAA of higher education and act
accordingly,

••

Ensure the operation of the HEIs based on National Quality Framework,

••

Recommend the eligible HEIs and their programs to UGC for the accreditation based
on the set criteria, benchmark, and indicators,

••

Integrate the entire development of higher education with QAA system,

••

Coordinate among the universities, professional councils, and higher education
institutions for quality assurance, quality assessment, quality promotion,
accreditation, and continuous credibility, and

••

Establish and develop networking with the international agencies related to QAA.

1.3.3 QAA Technical Committee
The HEQAAC has the rights to formulate a Technical Committee (TC) for technical
facilitation of its works and activities. For this purpose, a seven-member TC has been
formed associating the renowned experts working in the field of QAA. The TC mainly gives
approval of the Self Study Report (SSR) submitted by the HEIs and recommends forming
the Peer Review Team (PRT) for quality assessment of the particular institution. The TC can
also provide the HEQAAC other technical inputs related to QAA of higher education. The
composition of the TC along with its working procedure is defined by the HEQAAD, 2074.

1.3.4 Quality Assurance and Accreditation Division (QAAD)
Consistent to the government policy, The UGC using the authority provided in its
Functional Regulation 2004 has formed QAA Division as the permanent functional entity
to undertake quality assurance and accreditation related matters. Now, the UGC Nepal

14
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through the HEQAAC has launched the QAA program, as an important aspect of reforms in
Nepalese higher education system. As the council has been formed for the development and
implementation of QAA activities in higher education, the QAA Division (QAAD) in UGC
has been established to facilitate the HEQAAC as its secretariat and to perform regular and
daily activities related to QAA. The division is headed by the director, who is also the member
secretary of both the HEQAAC and the TC. A categorically defined Job Description (JD) has
been given to all the experts and the personnel working in/on behalf of the division. Currently,
the division is mobilizing the pool of 200 national and more than 300 international experts
to implement the QAA related activities. Above all, the summary of the roles of different
agencies involved in executing QAA related activities in various levels of the organization
are as mentioned below:
Table 3 : Roles of the agencies and related activities
Agencies Involved
The primary performers
QAAD of UGC
The implementing body
External Consultants/QAA Experts
The primary contributors in technical part
Review Experts (including foreign)
The independent assessors/reviewers
Technical Committee
The primary feedback providers and provider of
Technical Input to the HEQAAC
HEQAAC of UGC
The decision maker on system operation and assessment
UGC Nepal
The policy maker and decision maker/ approver
MOEST/ GON
The policy makers

1.3.5 National Quality Framework (NQF)
Following former practice of the UGC Nepal, and provision of the higher education
policy, the HEQAAC has adopted National Quality Framework (NQF) for QAA of higher
education in the country. The framework mainly consists of 120 indicators within 8 broad
criteria. The council has provisioned to assess the HEIs with 100 full marks, while assessing
for the institutional accreditation. The HEIs obtaining minimum of 50 percent of the full
marks in aggregate are generally regarded as the eligible HEIs for the accreditation. Based
on the evidences produced (in the SSR) to prove and verify the claims presented in the
particular indicators, the council has decided to provide four types of marks (25%, 50%,
75%, and 100%) against full marks of each of the indicators. The table below has shown
the criteria-wise full marks of the indicators practiced for institutional accreditation of HEIs
in the country:
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Criteria
No.
1
2
3
4
5
6
7
8
Total

Table 4 : Criteria wise marking of the indicators
No. of
Name of the Criteria
Indicators
Policy and Procedures
15
Curricular Aspects
10
Teaching, Learning, and Evaluation System
21
Research, Consultancy, and Extension
16
Infrastructures and Learning Resources
28
Student Support and Guidance
14
Information System
8
Public Information
8
120

Full Marks
15
10
15
10
20
10
10
10
100

1.3.6 Institutional Arrangement of Nepali QAA System
Consistent with the Higher Education Policy, University Grants Commission (UGC), using
the authority provided in the Educational Quality Assurance and Accreditation Regulations
2074 (2017 AD), has formed Higher Education Quality Assurance and Accreditation Council
(HEQAAC) as the permanent entity with functional autonomy to undertake quality assurance
and accreditation related matters. The council is responsible for executing quality assessment
for accreditation of higher education institutions and programs.
The Quality Assurance and Accreditation Division (QAAD) of UGC has been functioning
as the secretariat to the council. The division is responsible for facilitating regular activities
related to QAA; organizing dialogues with various stakeholders (academic community,
students and employers), drafting benchmarks for academic institutions and programs
in collaboration with the leading academicians, drafting the manual for self-assessment,
facilitating SSR preparation and self-assessment in participating institutions, and supporting
peer-reviews. The functioning of the QAAD including the QAA procedures to carry out the
accreditation is documented in the Quality Assurance and Accreditation Directives and QAA
Guidelines. The Division is headed by Director, who also works as member secretary of the
HEQAAC, is a full-time staff member with adequate qualifications.
A seven-member Technical Committee (TC) consisting of professionals led by a senior
academician/professional has been formed by the council to assist QAAD to maintain the
standards of QAA and to provide necessary technical inputs to the council. The Technical
Committee may form technical sub-committees as needed for the implementation of QAA
related activities and will report to the council.
Based on the provision of Educational Quality Assurance and Accreditation Regulations
– 2074 and the HEQAA Directives, 2074; the UGC and HEQAAC are facilitating the
16
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establishment of Internal Quality Assurance System (IQAS) in all the universities and
participating HEIs. Formation of an Internal Quality Assurance Committee and making it
functional with defined ToR is the responsibility of the concerned university/HEIs. This
committee basically works to assure internal quality of education in the institution/university,
and to conduct administrative and academic audit. There is a separate Directive to make the
IQAC functional so as to make the IQAS lively. Thus, the following diagrammatic institutional
arrangement has been drawn to clarify the relationship and accountability of every mechanism
Institutional
Arrangement
involved in QAA of higher
education
in Nepal:of Nepali QAA System

University Grants
Commission

Higher Education Quality Assurance
and Accreditation Council

QAA Technical
Committee

QAA Technical
Sub-Committee

Quality Assurance and
Accreditation Division

University

University
Level IQAC

HEI Level
IQAC

Higher
Education
Institution

SAT
Fig 3 : Institutional arrangement of Nepali QAA system
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CHAPTER
TWO

GUIDELINES FOR
PARTICIPATING HEIS

The QAA procedure for any of the HEIs starts with the submission of Letter of Intent
(LoI) and getting approval of it from the QAAD. Formation of Internal Quality Assurance
Committee (IQAC) and Self-assessment Team (SAT) in HEIs is mandatory for all the
participating HEIs after getting approval of the LoI. It is also recommended for participation
of the IQAC and SAT members in an orientation organized/facilitated by the QAAD.
Preparation of the Gap Analysis Report (GAR) and the SSR preparation schedule is vital to
conduct the self assessment. Preparation of the self study report (SSR) and submission of the
report to QAAD is primary responsibility of the participating HEIs. The HEQAAC initiates
the review and assessment based on the SSR submitted by the institution. This chapter deals
with the process and systems how a higher education institution can start the QAA journey
and what different activities it should do to prepare and submit the self study report (SSR).
Basically, it focuses on preparation of the SSR, which is an important document, a reflective
mirror, of the institution required for its review and assessment.

2.1 Submission of a Letter of Intent
The interested HEI should submit a Letter of Intent expressing their intention to take part
in the QAA process. Participation in QAA system and following the due procedure is still
a voluntary endeavor of HEIs. The specified format for LoI along with the information for
eligibility to participate in the QAA process is available in the UGC/QAAD website, which is
also available in appendix -1 of this handbook. The QAAD also provides the format and other
necessary information regarding QAA participation up on the request. The HEIs should pay
a nominal LoI registration fee as determined by the HEQAAC, which can be deposited in the
respective bank account after consulting with the QAAD staff.
The HEQAAC has defined certain eligibility criteria to be fulfilled by the HEIs to
participate in QAA system and process. Thus, all the HEIs are requested to fulfill these
thresholds before filling up the LoI form. There are two sets of eligibility criteria (a) initial
participation, i.e. for approval of the letter of intent, and (b) assessment for accreditation, i.e.
acceptance of the Self Study Report. The eight eligibility criteria for initial participation are
as below:

HANDBOOK FOR SELF STUDY & PEER REVIEW

19

i.

Executive Head, Head of the Departments (HoDs), Program Coordinators, and the
Coordinator of the IQAC must be fulltime qualified faculties.

ii. The minimum number of students should be 200. However, this will not be applicable
to the Central Departments and Schools of Universities and the institutions running
on quota based admission in specific subjects.
iii. HEIs must have been established at least five years before and should have run the
academic program(s) for at least four batches of the students regularly (continuously).
iv. In the case of the HEIs offering professional courses/programs, the HEIs should
meet the minimum criteria stated by the professional councils.
v.

HEIs must strictly follow the non-conformity of multiple affiliations within the same
premises (abiding by the rules and regulations of individual affiliating universities).

vi. The organizational structures of the HEIs must explicitly be expressed in schematic
form showing the institutional head and other portfolio members/mechanisms.
vii. HEIs must allocate their annual budget and formulate plan.
viii. The institution must have provision of allocating budget for academic and/or
institutional development (applicable only for private institutions).
After receiving the LoI document, the QAAD checks the fulfillment of basic eligibility
and provides a letter of eligibility to the institution meeting the eligibility criteria. The format
of SSR, handbook for SSR preparation and peer review and other necessary documents/
formats are also provided along with the letter of eligibility. Further, the QAAD informs and
formally invites for the participation in an orientation program, in which the HEIs are oriented
with the basic system of QAA and process for SSR preparation along with the documentation
system.

2.2 Formation of the IQAC and SAT
The preparation of SSR and initiation of peer review for the assessment of institutional
quality do not move ahead unless the Internal Quality Assurance System (IQAS) of the HEI
assures the internal quality. Thus, formation of the Internal Quality Assurance Committee
(IQAC) is very essential to establish, maintain, enhance, and sustain the institutional quality.
The participating HEI must set up its internal quality assurance system for internalization
of QAA process and its sustenance as regular feature of quality audit and feedback for
improvements. For this, the institution must have an Internal Quality Assurance Committee
(IQAC) along with a Self-Assessment Team (SAT), and a provision of dedicated official
arrangement and support for facilitating IQAC activities and documentation. A separate
Directive of the IQAC (IQAC Directivs 2020) is available both on the website and in print
for further detail about structure, functions and working procedures/guidelines for the IQAC.
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The SAT is a technical team of the institution having 3-5 members that collects data,
information and documents required to prepare the SSR, and prepare the SSR by analyzing
those information/data and documents. The team is responsible for organizing the facts and
the results into a logical and cohesive report. The coordinator of the team functions as the
institutional facilitator during the on-site visit of the review team from HEQAAC. S/he should
have considerable writing skills and the ability to organize and direct a complex project. S/
he must be able to motivate others. The person may be relieved of his/her normal duties to
the extent that s/he is required to devote the time necessary to lead the SSR preparation team.
Further, some clerical and other office support may be provided. Computer facilities and other
logistic supports are also necessary for the team to accomplish the job.

2.3 Gap Analysis
The first and most important initial activity carried out by the SAT is to prepare the
Gap Analysis Report (GAR) by analyzing the status of fulfillment and gap of the given
indicators for assessment. A specified format for GAR is suggested by the council to maintain
uniformity among all the participating HEIs, which has been annexed in Appendix – 2 of the
handbook. The gap analysis provides the institution clear status about the fulfillment and gaps
of the given indicators so that necessary action could be taken to fulfill the requirement of the
indicators. It further helps to generate ideas so as to complete the ongoing activities to address
the requirements of the indicators as well.

2.4 Preparation of the SSR Preparation Schedule and Budget
After preparation of the GAR, the SAT of the participating HEI prepares a working
schedule and required budget to prepare the SSR. The schedule helps the SAT systematize
their activities in one hand and on the other hand, it guides the SAT towards timely completion
of the report. Further, it may direct the administration and management of the HEIs to facilitate
for activities to be completed for the preparation of SSR. The QAAD assumes that the SSR
preparation of any of the participating HEIs completes within one academic year. A sample
of SSR preparation schedule has been annexed in Appendix – 3 of the handbook for further
details. The QAAD expects to receive the duly approved GAR and the SSR preparation
schedule with budget within four months of approval of the LoI so that necessary facilitation
from the QAAD is possible to the HEIs in course of preparation and finalization of the SSR.

2.5 Formation of Necessary Committees as Institutional Mechanisms
As quality assurance expects the participation of stakeholders in decision making,
dynamism in bearing responsibility, and collective accountability; working in team with
formal mechanism is one of the important efforts to achieve this essence. Based on the
institutional need and the capacity of faculty members and staff; the HEI is expected to form
required committees to work in specific areas of the institutional activities. This assures
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specialization in the assignment in one hand; and on the other hand, it helps to make everyone
responsible towards the administration of the institution and to have common ownership of all
the stakeholders on the SSR. What is very important is that all these institutional mechanisms
should be included in the duly approved Organizational Structure of the HEI.

2.6 Preparation of Comprehensive Guidelines
All HEIs are functioning with collaborative participations of institutional mechanisms
(committees), institutional organs (sections/units/cells), and individuals (faculty members
and staffs). The institution should provide explicitly described terms of references (ToR)/
job description (JD) to all the mechanisms, organs, and individuals so as to make them more
responsible towards the assigned duty. It further helps to minimize the conflict and creates
harmony in the work. Further, clearly defined job description is the base for performance
evaluation too. Based on the nature and type of the HEI, many of them have already been
defined in their statute, rules/regulations, bylaws, and directives. Thus, it is the responsibility
of the participating HEIs to prepare a comprehensive guideline in order to define and
assign whatever is not already defined and assigned. It is better to include the functions/
duties/responsibilities, working modality, tenure, composition, formation process, service
and facility, and other details so that respective responsibility can be assigned to the defined
mechanism, organ, and individual as well as conduct the monitoring accordingly.

2.7 Collection of Documents to Prepare Annexure of the SSR
As quality assurance focuses on compliance of the assignment with full evidence, the
HEI should produce adequate and appropriate documents that are generated by the activities
conducted through systemic approach. That is, the explanation of each indicator needs valid,
appropriate, adequate and functional documents to validate the compliance of the works done.
This is why; the collection of evident documents and their systematic arrangement is the
first and basic function to be done. However; this is possible only if the assignments are
completed systematically and evidences are well-documented. In case of the unavailability
of the document and incompletion of the related activities, the HEI should complete the
ongoing activity through the defined systemic approach (based on annual program, plan,
budget, and academic/operational calendar) so that related documents could be produced. The
HEQAAC suggests the participating HEIs to arrange these documentations at least in nine
different volumes; each one for given eight criteria and remaining one for institutional profile
(preamble). Multiple set of bindings can also be produced within the same volume if there
are many documents having maximum pages. It would be highly appreciated if the related
documents annexed in the appendix could be hyperlinked and given along with each response
to the given questions (while preparing the SSR).
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2.8 Preparation of the Self-Study Report
Preparation of the SSR is an internal exercise for the participating HEIs expected to be
done with honesty, self-trust, capacity, and confidence. It aims at providing an opportunity
for the institutions to measure their effectiveness and efficiency and to identify their core
strengths and weaknesses. Thus, a self study report is the output of a rigorous and in-depth
self-assessment presented in the given format.
The Self-Study is a formal process during which an educational institution or program
critically examines its structure and substance, overall level of effectiveness relative to the
specified institutional goals and learning domains. Analysis of the current status and the status
of the fulfillment/gap of the given criteria is one of the important parts of the self study. It
identifies specific strengths and deficiencies, and indicates a plan for necessary modifications
and improvements in future.
Quality improvement in the educational system is possible and sustainable from selfstudy by itself and external audit and assessment can function as catalysts. It is believed that
an introspective and frank self-assessment help the institution to perceive its strengths and
weaknesses, and set it on the path of quality enhancement.
Thus, a successful self-study must have the total commitment of the governing body,
administration and every member of the faculty, staff and students of the institution. That
is, all the stakeholders of the institution should not only be kept fully informed but also be
as closely involved in the study as possible. The three basic commitments essential to a
successful self-evaluation are given below. In order to achieve them, the leadership - the head
of the institution - has to play a continuous, positive and creative role.
••

Willingness to invest the necessary money, time and efforts,

••

The support of all institutional mechanisms/personnel, and

••

A conscious dedication at all levels to perform the task.

After collecting and arranging all the related documents (proofs) needed for compliance
of the activities in order to validate the requirement of the given indicator, the SSR preparation
starts hereafter. The HEIs are requested to use the Data Collection Format for Self Study
Report, which is annexed in the Appendix – 4 of the handbook. It is in fact, a questionnaire
used to collect data/information to prepare the SSR.
After completing the collection of required data, the HEI needs to be familiar with the
organization of different contents, before the start of writing the SSR. The HEQAAC has given
the basic structure of the report, to maintain uniformity among the HEIs; the participating
HEI is requested to follow the same (mentioned below) while preparing the report. However,
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flexibility has been given to the HEI to add different related sub-contents without deleting/
escaping the given basic contents. After being familiar with the organization and formatting
of the report, the HEI can start writing the SSR following detail guidelines given in Appendix
– 5 of the handbook.

PRELIMINARIES OF THE REPORT (SSR)
•

Cover Page

•

Inside Cover Page

•

Declaration by Head of the Institution

•

Acknowledgements

•

Executive Summary

•

Abbreviations/Acronyms Used in the Report

•

List of Tables/Figures Used in the Report

CORE CONTENTS
PART ONE: DATA COLLECTION FORMAT FOR INSTITUTIONAL SSR
Section A: Information for Institutional Profile
Section B: Benchmark-Wise Inputs for Institutional SSR
PART TWO: ANALYSIS OF THE DATA
2.1 Preamble (Introduction)
2.2 Criterion Wise Analysis
2.3 Summary of the SSR
2.4 Appendix/Annex
The SSR is an institutional property of HEI, but it is also a public document. Thus, the
participating HEI is requested to maintain the standard of language and contents as well as
research rigor in presenting, discussing, and analyzing the data. That is, logical presentation
with apparent justification and validation of the contents complying with the proof in the
annexure is highly desirable. Furthermore, precise, concise, standard (official), and simplified
presentation is expected while writing the report.
One of the major roles of the IQAC during the period of SSR preparation is to guide,
facilitate, supervise and monitor the SAT in preparing the report. Thus, the IQAC should
check the validity and reliability/credibility of data and documents incorporated in the SSR
along with their presentation and organization. The SAT is expected to present the final draft
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report among the group of primary stakeholders (management, administration, faculty, and
students) in the institution for the purpose of sharing the findings and getting feedback, if any,
in the report. This will further ensure the ownership of larger group of stakeholders in the
report.

2.9 Review of the Report and Internal Marking
Before submitting the report for assessment, IQAC and SAT of the HEI should review the
report thoroughly to verify that the report is complete, perfect, and standard in all the aspects,
as required. Another purpose of the review is to ensure the incorporation of appropriate
feedback of the stakeholders. During this period, the SAT is expected to score the SSR based
on the given quantitative measurement to ensure that the SSR meets the minimum eligible
marking during peer review. This also gives the opportunity to review the documentation and
their presentation in the report so as to find out any points to maximize the marking.
Another important assignment to be completed by the IQAC/SAT during this phase is to
re-check for the eligibility criteria, as the institution should fulfill two additional minimum
requirements (compared to LoI acceptance) to submit the SSR. Such eligibility criteria for
acceptance of the SSR for accreditation process are as mentioned below:
i.

The HEI must have at least 50% full time qualified faculty members (adhered to in
the core subjects).

ii. Executive Head, Head of the Departments (HoDs), Program Coordinators and the
Coordinator of the IQAC must be full time qualified faculties.
iii. Minimum number of students should be 200. The number for special cases may be
varied according to the decision of HEQAAC (However, this will not be applicable
to the Central Departments and Schools of Universities and the institutions running
on quota based admission in specific subjects).
iv. The HEI must have been established at least five years before and should have run the
academic programs for at least four batches of the students regularly (continuously).
v.

In case of the HEI running professional programs, the HEIs should be recognized by
their respective professional councils and meet the minimum criteria/requirements
stated by the council.

vi. The HEI must strictly follow the non-conformity of multiple affiliations within the
same premises (abiding by the rules and regulations of the individual affiliating
university).
vii. The organizational structures of the HEIs must explicitly be expressed in schematic
form showing the institutional head and other portfolio members/mechanisms.
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viii. The HEI must allocate their specific budget for the promotion and sustenance of
research culture within the institution.
ix. The HEI running on leased properties must have a plan for institutional sustainability
and continuity, including their own infrastructural development and commitment to
implement the plan within five years (applicable only for private institution).
x.

The HEI must have set aside at least 10% of its total budget for the academic or
institutional development (applicable only for private institution).

2.10 Submission of the SSR
The duly completed SSR should be submitted by the head of the institution at QAAD,
UGC. It is expected that the head of the institution have reviewed the document prior to
submitting it. That is, the HEI submits the SSR to QAAD after completing/fulfilling all the
requirements, activities, and formalities. A specified number of copies should be prepared
for the Review Team. The number of copies required will be dependent on the complexity of
the programs within an institution and the size of the Review Team as the SSR and appended
materials will be provided to the review team prior to the external reviewers' visit to institution.
Generally, the division expects 5 hard copies of the SSR and one set of annexure along with
the digital (soft) copy of them. The HEI should keep one set of SSR and Annexure in the
institution for official records. The submission requires an official formal letter addressing
to the Chairperson of the HEQAAC along with the information that verifies the fulfillment
of minimum eligibility requirement to accept the report. Appendix – 6 of the handbook has
annexed a sample of submission letter and declaration of eligibility fulfillment for reference.
The SSR submitted by the institution will be reviewed initially by QAAD to observe
whether it is in compliance with the prescribed format, structure and required documentation.
The SSR meeting all the requirements and the eligibility may also be reviewed by a technical
expert. To address the feedback and suggestion provided by the expert/QAAD is the
responsibility of the participating HEI. Afterward, the updated SSR undergoes scrutiny by
Technical Committee (TC). The TC can also put forward certain feedback/suggestion for
further improvement in the SSR before declaring it approved from TC, if necessary. In such
case, it will be the duty of the participating HEI to address the raised issues and re-submit the
updated SSR acknowledging the feedback provided by the TC. Finally, the SSR is approved
by the TC with recommendation to the HEQAAC to form the Peer Review Team (PRT) for
the review and assessment of the institution. The HEI should upload the approved SSR in the
website for public disclosure after it is approved by the TC.

26

HANDBOOK FOR SELF STUDY & PEER REVIEW

CHAPTER
THREE

GUIDELINES FOR THE
PEER REVIEWERS

3.1 Criteria, Indicators, and Themes for the Assessment
QAA is accomplished through a process of self-assessment and Peer Review using
predefined criteria derived from generic and discipline-related areas. To build a culture of
compliance with academic standards, a quality audit process has been initiated in parallel
to assess the compliance of the activities of the HEI and a given program with the academic
standards prescribed by the Universities, Councils, Institutions, and any other bodies
concerned. However, program accreditation is yet to start in Nepal.
The generic criteria are equally applicable to all central departments of the universities,
schools/central campuses of the universities, constituent campuses, affiliated campuses and
the programs, whereas specific criteria are applicable for specific programs and institutions.
These criteria form the bases for both preparing the SSR by the institutions and the validation
of the SSR by the Peer Review Team (PRT).
As HEQAAC/UGC is undertaking only the institutional assessment for accreditation
currently, program accreditation will be initiated in the near future. Thus, it has so far defined
the generic criteria only. The details about the generic criteria as identified by the HEQAAC
to serve as the basis of its assessment procedures for HEIs are as presented below:

3.1.1 Policy and Procedure
This criterion is related to the governance system of the HEIs, which incorporates 15
indicators of the SSR having 15 percentage of total weightage. As the purpose of this criterion
is concerned, formal policies and procedures provide a framework for good governance within
which higher education institutions can develop and monitor the effectiveness of quality
assurance system. It also helps to increase public confidence. This criterion forms the basis
for conductive various activities for all of the other 7 critieria. The formation/development of
legal provision to facilitate the activities for other criteria are also accounted for this criterion
while the respective action and associated outcome are accounted for specific criterion. For
the purpose of review/assessment, these indicators have been organized within six different
themes as mentioned below:
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(i) Institutional strategy for quality and standards
(ii) Organization of quality assurance system
(iii) Responsibilities of individual departments, units and individuals for the assurance of
quality
(iv) Relationship between teaching and research in the institution
(v) Involvement of students in quality assurance
(vi) Ways in which the policy is implemented, monitored and revised

3.1.2 Curricular Aspects
This criterion deals with how the curriculum - either assigned by a university or
marginally supplemented or enriched by an institution, or totally remade, depending on the
freedom allowed in curricular design; aligns with the mission statement of the institution. In
addition, issues of academic flexibility and diversity to suit different levels of learners, career
orientation aspects, multi-skill development and involvement of stakeholders in curriculum
updating, are also the relevant areas under this criterion. Altogether, 10 indicators having
10 percentage of the total weightage is covered by this criterion. For the purpose of review/
assessment, these indicators have been organized within following five different themes:
(i) Stated goals and objectives that are communicated systematically to all its
stakeholders
(ii) Consistency of programs of the institution with goal and objectives
(iii) Wide range of programs of the institution offering adequate academic flexibility
(iv) Feedback system from academic peers, students, employers and other stakeholders
to initiate, review, and redesign the programs
(v) Practices of sustainable curriculum to achieve academic excellence

3.1.3 Teaching Learning and Evaluation System
This criterion deals with the efforts of an institution to serve students of different
backgrounds and abilities through effective teaching-learning experiences. Interactive
instructional techniques that engage students in 'higher order thinking' and investigation
through the use of interviews, focused group discussions, debates, projects, presentations,
experiments, internship and application of Information Communication Technology (ICT)
resources are important considerations. It also probes into the adequacy and competence as
well as the continuous professional development of the faculty members responsible to handle
the programs. The efficiency of the techniques used to evaluate continuously the performance
of teachers and students is also a major concern of this criterion. There are 21 indicators with
15 percentage of total weightage that are categorized into 10 themes for review as follow:
28
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(i) Transparency in admission process
(ii) Programs of teaching and learning to cater individual differences amongst learners
(iii) Facilities for the effective conduct of teaching-learning processes
(iv) Provision for use of ICT in the enhancement of teaching process
(v) Effective mechanism to recruit adequate and qualified faculty
(vi) Reliable and valid evaluation process of the students
(vii) Regulations on students' absence due to illness and other circumstances
(viii) An open and participative mechanism for evaluation of teaching and promoting
work satisfaction of the faculty
(ix) Opportunities for continued academic growth and professional development of staff
(x) Good practices in teaching, learning and evaluation to achieve academic excellence

3.1.4 Research, Consultancy, and Extension Activities
This criterion seeks information on the policies, practices and outcomes of the institution,
with reference to research, consultancy and extension. It deals with the facilities provided
and efforts made by the institution to promote a ‘research culture’. The institution has the
responsibility of enabling faculty to undertake research projects useful to the society. Serving
the community through extension and outreach activities, which is a social responsibility and
a core value to be demonstrated by the institutions; is also a major aspect of this criterion.
This criterion covers 16 indicators that carry 10 percentage of the total weightage. For the
purpose of review/assessment, these indicators have been grouped within six different themes
as mentioned below:
(i) Promotion of research culture among faculty and students
(ii) Encouragement to faculty to publish their works in academic journals
(iii) Encouragement to faculty to participate in professional development programs
(iv) Promotion of faculty participation in consultancy works
(v) Institutional responsiveness to community needs through the relevant extension and
outreach activities
(vi) Good practices in research, consultancy and extension to achieve academic excellence

3.1.5 Infrastructure and Learning Resources
This criterion seeks to elicit data on the adequacy and optimal use of the facilities available
in an institution to maintain the quality of academic and other programs in the institutions.
It also requires information on how every stakeholder of the institution – students, teachers
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and staff – benefit from these facilities. Expansion of facilities to meet future development
is included among other concerns. This criterion covers 28 indicators having 20 percentage
of the total weightage (in two parts), which have been grouped into ten major themes for the
purpose of review/assessment as mentioned below:
(i) Adequacy in using the physical facilities for the delivery of the educational programs
efficiently
(ii) Balancing the growth of the infrastructure with the academic growth of the institution
(iii) Effective mechanisms for maintenance and optimal use of infrastructure
(iv) Adequacy of computer facility and its output
(v) Health services and facilities available in the institution
(vi) Physical and infrastructural facilities for sports and physical education and provision
for outstanding students
(vii) Organization structure and staffing of the library
(viii) Library system and availability of adequate learning resources in the library
(ix) E-library with sufficiency of related e-resources
(x) Library budget and proper utilization of the allocated budget

3.1.6 Student Support and Guidance
The purpose of this criterion is seeking the efforts of an institution to provide necessary
assistance to students, to acquire meaningful experiences for learning at the institution and to
facilitate their holistic progression. It also seeks information on student and alumni profiles.
This criterion covers 14 indicators having 10 percentage of the total weightage, which has
been grouped within five themes for the purpose of review/assessment.
(i) Provision of clear information to students about admission, completion requirements
for all programs; the fee-structure and refund policies; financial aid and student
support services
(ii) Sufficient and well-run support services to all its students
(iii) Effective monitoring of students' progression
(iv) Mechanisms for student counseling and placement services
(v) Profile of student population and graduates
(vi) Effective mechanism to use student feedback for quality enhancement
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3.1.7 Information System
The purpose of this criterion is to assure the functionality of information management
system ensuring that the institution collects, analyzes and uses relevant information for the
effective management of their programs and other activities. There are 8 indicators that carry
10 percentage of total weightage. These indicators have been grouped into seven different
themes for the purpose of review/assessment as mentioned below:
(i) Effective mechanism to analyze and record various academic data
(ii) Areas of analysis and record keeping system
(iii) Access of stakeholders on institutional data
(iv) Mechanism to receive comments/feedbacks on the published data
(v) Coverage of information system on students' progression and success rates,
employability of graduates, students' satisfaction with their programs, and
effectiveness of teaching
(vi) Institutions' own performance indicators
(vii) Impacts of information system on decision making and quality improvement

3.1.8 Public Information
The purpose of this criterion is to seeking information regarding regular dissemination of
updated and accurate quantitative and qualitative information and data about the institutions as
well as services and awards offered. The information should be accurate, impartial, objective
and readily accessible to the all stakeholders and should not be used simply only for marketing
of its programs. It is its responsibility to play good public role. This includes 8 indicators
having 10 percentage of total weightage that have been categorized into six different themes
for the purpose of review/assessment as follows:
(i) Mechanism to manage public information
(ii) Coverage (area) of public information: programs they offer, intended learning outcomes,
qualification they award, and teaching, learning and assessment procedures used
(iii) Frequencies, and tools of publishing information
(iv) Major publications related to public information
(v) System of seeking responses on the publication
(vi) Impacts of public information and system of evaluating the impact
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3.2 Peer Review
In general, peer review is the evaluation of work done by some people/institution with
similar competences as the producers of the work (peers). It functions as a form of selfregulation by qualified members of a profession (equals) within the relevant field. As the
professional field of study is concerned, the peer review methods are used to maintain quality
standards, improve performance, and provide credibility. Peer review can be categorized by
the type of activity and by the field or profession in which the activity occurs. Professional
peer review focuses on the performance of professionals, with a view to improving quality,
upholding standards, and/or preparing for providing certification.
As peer review in relation to QAA is concerned, it is an external review and evaluation of
the quality and effectiveness of an institution, it's academic programs, staffing, and structure,
carried out by a team of external evaluators, who are specialist in the field of review and
knowledgeable about higher education in general.
The academia regards peer review as a high class assessment of the peers conducted so as
to assist them to find out their strengths and grounds for further improvement. It is a process
used for checking the work performed by one’s equals (peers) to ensure that it meets specific
criteria. Peer review is used in working groups for many professional occupations because it
is thought that peers can identify each other's errors quickly and easily, speeding up the time
that it takes for the review. The review process is to verify whether the work satisfies the
specifications for review, identify any deviations from the standards, and provide suggestions
for improvement.

3.3 Peer Review Team and Peer Review Procedure
The Peer Review Team (PRT) is a significant and vital component of the entire assessment
and accreditation process as the decision for accreditation is primarily based on the report of
the PRT. The QAAD of UGC Nepal has a database of experts, both national and international,
who are reputed academics, senior educationists and higher education researchers. These
experts undergo an Orientation to Roster Assessors prior to being inducted as Peer Review
Team Members. The PRT members should be familiar with the standards for accreditation;
plan to be an active and fully involved member of the team; review the self-study report
thoroughly; plan and undertake field visit for onsite observations on the basis of the review of
the SSR; be on time according to review schedule, during field visit arrive at the institution on
time, remain for the entire visit, and be punctual in meeting.
In general, the composition of PRT comprises of a Coordinator, two members (national),
one international expert, and a staff member from/on behalf of QAAD. Respective council's
representative will also be nominated as member for the review of those HEI that is running
the professional programs regulated by the professional councils. Each PRT consists of a
32
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female member to balance the gander sensitivity during the review. The HEQAAC may
decide to add more members if the size of the institution is larger in terms of the programs,
departments, and the number of students.
The assessor's role in PRT is considered to be vital as all the remaining decisions primarily
base on the report of the peer review. As international practice of peer review is concerned, for
an effective assessment, the reviewers need to:
••

Commit full time and attention to the assessment process

••

Provide expertise as and when required facilitating the smooth execution of the
process

••

Obtain and evaluate the objective evidence fairly and frankly

••

Constantly and consistently evaluate the observations and interactions made by self
and/or the team during the exercise

••

Arrive at generally acceptable conclusions based on the observations and findings
during the visit

••

Remain true to the
conclusions
jointly
arrived at and reach
a consensus despite
pressure to change or for
fear or favor

••

Have no conflict
interest to the HEI

of

QAAD organizes different
refresher programs and frequent
interaction with the international
experts regularly. The HEQAAC
selects potential members for a
review panel, bearing in mind
the scope of the assessment and
any special characteristics of the
institutions/programs/agencies
from the updated roster. Among
other considerations, the team
should include members from
higher education administration,
research, business and industry
background, and sound in higher

Basic aspects to be covered in the orientation of
the PRT
•

Concept of quality assurance and accreditation

•

QAA system and process

•

Internal quality assurance system and academic
and administrative audits

•

Background of HEQAAC and overview of the
review process

•

Responsibilities of review team members

•

Current status, directions and changes in higher
education sector

•

Institutional generic benchmarks, indicators
and marking system

•

Reviewing and analyzing the SSR

•

Using performance measures and evaluating
evidences

•

Effective information gathering techniques

•

International practice of accreditation

•

Format, style, contents, and ways of reporting

•

Other related issues
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education pedagogy and research. Among the list of panel, special consideration is also given
to include assessor with characteristics required to be the Coordinator of the Peer Review
Team.
Once a Review Team has been constructed for a particular institution, HEQAAC asks the
prospective members of the team to declare formally any matters that could pose a conflict
of interest in serving for the particular institution. If the perspective member responds in
affirmative, the HEQAAC may remove her/him from consideration, or, having considered
the reasons, may decide that in fact no conflict exists. Similarly, the executive head of the
institution, in confidence, is also requested to declare on behalf of the institution to indicate
whether it is aware of any reason why any of the potential assessors should not be involved in
the assessment team. Afterward, the HEQAAC make the final decision on appointing formally
the Peer Review Team taking into account any valid concern of the institution as well. This is
to avoid the possibilities of the conflict of interests. Appendix - 7 of the handbook has annexed
the formats for self declaration of the "no conflict of interest" by both the PRT and the HEI to
be reviewed.

3.3.1 Roles and Responsibilities of the PRT
The PRT is responsible for conducting review of the SSR and institution's self-assessment
and undertaking field observations of the institutions to identify the real status and to make
sure that the desired improvements are going on effectively to adhere to the standards of
accreditation.
The major function of the PRT is to review the compliance of the policies, plan, programs,
and activities with their action having full evidence. It is also to ensure that the activities are
conducted in a systemic way so that the HEI has bases for quality service. Further, the team
assesses the adequacy of the improvement process and the action plan, identifies strengths of
the institution, and suggests recommendations, which may help to strengthen their efforts,
assesses compliance with the standards for accreditation, and develop a written report of the
findings.
The Peer Review Team Members should be able to work in a very cohesive environment
to carry out the review work more effectively. Members should not attempt to apply preconceived templates to their consideration of the institution/program. Similarly, they
should not be limited within the perspective of their own specialty or practice of their own
organization. More specifically, the job responsibility of the PRT is as given below:
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Phases
Prior to
Appointment

Table 5 : Job Responsibility of the peer review team
Job Responsibility
• Inform HEQAAC any matters that are or could be perceived to be a
conflict of interest in undertaking the review.

At the Time of
Appointment
On Receipt
of Self Study
Report

• Sign and return the CoI Declaration Form and complete any other
administrative details, as needed.
• Read thoroughly the SSR and associated documentation provided
to become thoroughly familiar with the review policies, procedures
and criteria for quality and the purpose and possible outcome of the
review.
• Provide brief written comments on the SSR (in the specified format)
to HEQAAC prior to the Portfolio Meeting (i.e., one day meeting of
the PRT after receiving the SSR).
Phases
Job Responsibility
During the
• Participate fully in the meeting.
Portfolio
• Be willing to accept special responsibility for one or more areas or
Meetings
topics.
• Refresh knowledge of HEQAAC review method.
Following
• Comment on the documentation prepared by the QAAD staff member
the Portfolio
on the review team as an outcome of the Portfolio Meeting.
Meeting and
• Read supplementary documentation supplied by the institution in
before the
response to the team's requests.
Review Visit
• Participate in the development of questions to be asked by the team
at the Review Visit.
During the
• Participate fully in all aspects of the visit, including interview and
Review Visit
discussion sessions, team only discussion, and decision-making.
• Team members should respect the agenda agreed by the team for
various meetings and support the Coordinator.
• Where the panel divides into sub-groups for parallel sessions, panel
members may be asked to take lead role in sub-group discussions.
After the Review • Draft the report, read and provide comments on draft(s) of the Review
Visit
Report. If desired, they may also contribute to its actual drafting
more directly by developing suggested new or revised section(s).
• Score the SSR based on given marking scheme that comply with the
documentation and action done by the HEI.
• All team members should be satisfied that the Review Report is
accurate and balanced.
• As desired, provide feedback to HEQAAC on the entire review
process.
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•
•
•
•
•
•
•

•
•
•

•

Additional Responsibilities of Peer Review Team Coordinator
Call and Chair the Portfolio Meeting.
Accompany in Preparatory Visit with QAAD staff to the institution
Create critical professional discussion atmosphere with the institution representatives.
Welcome the group and introduce other team members at the start of each group meeting.
Quickly outline the major items which the team wishes to cover during the discussion.
Keep the discussion to the agreed time, intervene if the discussion is diverted or stuck on
matters that are differences of opinions.
Balance adherence to the agreed program with flexibility in admitting unanticipated
issues (along with the QAAD staff member).
Ensure that the sub-coordinator has an agreed agenda for the session and reports the
results of the sub-group for inclusion in subsequent sessions, if for any meeting, the team
splits into sub-groups, coordinated by other members of the team.
Lead the team in summarizing the discussions, in the team-only meeting between
interviews (along with the QAAD staff member). This maintains an accurate record and
assists the team to maintain a collective position.
Guide the team towards decisions or conclusions, which are appropriate, carefully
thought through and clearly expressed; at the end of the Review Visit (along with the
QAAD staff member).
Present orally an outline of the Team’s conclusion and recommendations to the executive
head of the institution (possibly with other senior staffs of the institution), in the Exit
Meeting. The group may seek clarification of some points, substantive discussion should
not occur at this meeting. The Coordinator may on occasion need to be firm about this.
Submit formally the report of the review/assessment visit.

The QAAD staff member is the managerial assistant to the team. S/he works on behalf
of the HEQAAC/QAAD to facilitate the review and assessment. Thus, there will be vital
role of the assigned staff from managerial point of view. Specifically, the staff member's
responsibility in the review process and afterword will be as mentioned below:
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Table 6 : Job Responsibility of the staff member
Phases
Prior to
Review
Visit

•
•
•
•
•
•
•
•
•
•
•

During
the
Review
Visit

•
•
•
•

After the
Review
Visit

•
•
•
•
•
•
•

Job Responsibility
Make available the SSR and formal nomination/appointment to the team
with ToR.
Establish dates for the Portfolio Meeting (Team Meeting) and visits.
Make necessary arrangements for the Portfolio Meeting and assist the Team
Coordinator in the conduct of that meeting.
Attend the portfolio meeting with the Team Coordinator.
Liaison with the institution regarding the team’s requests for additional
information and ensuring that the information is provided in an appropriate
and timely fashion.
Liaison with the institution regarding the Review Visit and the working
schedule.
Make necessary administrative and logistic arrangements for the Review
Visits (Preparatory/Assessment/Follow-up Visits) to the institution.
Ensure that all arrangements for the team's accommodation (if required)
and subsistence are made and they are appropriate.
Assist the Coordinator in keeping the planned program.
Liaison with the institution’s nominated contact person throughout the visit.
Ensure that administrative and logistic arrangements for the visit proceed
smoothly.
Assist the Coordinator to ensure that all team members fully understand the
agreed agenda for each session.
Assist the Coordinator in conducting the private (team-only) meetings.
Assist the Coordinator guiding team members towards decisions or
conclusions which are appropriate and carefully considered.
Advise as necessary an appropriate actions and conclusions for the team to
take or reach.
Assist the Coordinator to conduct the Exit Meeting
Assist the team for producing the Review Report in consultation with the
coordinator.
Oversee the process of gaining feedback from the institutionsand other
team members after the publication of the report.
Record the performance of the team in the given assignment.
Report about the review to the QAAD and HEQAAC Chairperson.
Assist the QAAD to put forward the agenda related to the review in the
meeting of HEQAAC.
Prepare the Accreditation Report to be presented in the HEQAAC and UGC
Meeting.
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3.3.2 Methods of Peer Review
The peer review is a detail and rigorous study of the activities performed and documented
by the one's peer. One of the main responsibilities of the peer review team is to assess the
compliance of the activities done by the peers against the set standard. For this, the following
three methods are generally used during the review process, however; the methods and
techniques used to review may vary based on the capacity of the review team as well.
(a) Meetings: The peer review team conducts several isolated-group meetings with the
concerned stakeholders during the review. The main purpose of these meetings is to
dig out first hand information about the institution, its system, working process, service
and facility, and stakeholders' satisfaction towards the service. Interaction is used as a
technique to collect related and required data. The team invokes/provokes the situation
so as to give the participants clues to express themselves. Thus, the team takes less time
and gives more chance to the participants so that required information/facts could be
discovered. Most of such meetings will be formal; however, the team (any member of the
team) may conduct different informal and non-formal meetings with small groups and
individuals to seek the information in order to validate the tasks done by the peers.
(b) Observation: On-site visit for the observation of all the services and facilities provided
to facilitate the teaching, learning, assessment and other related services for all-round
personality development of learners is done by the review team. The purpose of this
is to assess the adequacy of the service and facilities against the set standards. The
quality and relevancy of the service and facilities are reviewed to ensure that the system
is functional having basic infrastructures and learning resources, which could further
assist the enhancement of the quality of education. It is the responsibility of the HEI to
take photographs of the observation visit and assessment/review both for institutional
memory as well as for the proof.
(c) Document Study/Inspection: All the related and functional documents of the institution
including the SSR and its annexure are studied, reviewed, and analyzed critically by the
team to assure the compliance of them with the activities done by the institution. Using
judgmental sampling, some documents are inspected to verify their functionality and
use for daily operation. The documentation system of the institution and its impact on
decision making and quality enhancement are also the points for review, which gives
clear idea about how the institution is functioning.
(d) Others: The peer review team, based on the need and demand of the situation may apply
other methods of review during the review period. The coordinator, in consultation with
the team, may finalize and use such methods when/as needed.
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3.3.3 Peer Review Procedure
As both Self Study Report (SSR) and Peer Review Report (PRR) are the public
documents, both of them should meet the set standard, and fulfill the basic requirements.
Thus, critical review of SSR for standardization and the peer review based on the final SSR
are the two major milestones of peer review procedure. Generally, the following seven-step
review procedure is in practice regarding finalization of the SSR and commencing the peer
review so as to validate the compliance of the activities against the set criteria, benchmarks
and indicators. Fulfillment of the earlier (final SSR) is the responsibility of concerned HEIs,
and the later (PRR) is of the Peer Review Team.
(a) Draft Completion
During this phase, the authors (SAT of concerned HEI) compose the contents of assigned
subject matter and edit as required as per the guidelines of QAAD. The draft of SSR will
be the output of this procedure, single copy of which the HEI submits, along with the
annexure, to QAAD for initial review.
(b) Initial Peer Review
The QAAD, with the help of QAA Expert, reviews the SSR submitted by the HEI. The
reviewer (who is also subject experts), examine each section of the SSR, reviews based
on the given format and generate feedback for further improvement. The reviewer reports
to QAAD in the specified format (as annexed in the Appendix – 8 of the Handbook);
which the QAAD forwards to the concerned HEI and requests for further improvement
in the SSR.
(c) First Editing
The authors (SAT of concerned HEI) edit the SSR in accordance with the peer reviewer's
recommendations. They update the contents, edit the language, add annex, manage format,
verify data, and prepare the updated version of the SSR. They can note (i) the areas of
contention and conflicting reviews; and (ii) any of the peer reviewer’s comments with
which they disagree, while editing and updating the report. The HEI submits softcopy
of the SSR in "pdf format" through email to QAAD for the purpose of assuring the
incorporation and updating of the SSR as suggested.
(d) Second Peer Review
The QAAD requests the former reviewer to re-examine the edited report and return their
final comments/feedback to the division. The second review can be done by the experts
of Technical Committee as well. If points of contention remain between the authors and
Peer Reviewer, the Director of QAAD makes final decision regarding contents, involving
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other experts when/as necessary. If not, the reviewer's comments/feedback of the second
round is provided to the HEI requesting to finalize the SSR accordingly, by the QAAD.
(e) Second Editing
The authors (SAT) make any necessary changes in the SSR in accordance with the
feedback/comments of the second review and/or the suggestion of the Director. The
report along with the annexure is corrected, edited, updated, checked, and verified by
SAT with the help of IQAC, produces desired copy of them as specified, and submits.
(f) Uploading Draft SSR on the Website
The SAT submits the final draft of SSR to the QAAD both in hard and soft copies. The
draft SSR is also uploaded by the HEI on the official website of the institution. The
purpose of uploading is to make the report publicly accessible to all the stakeholders so
that any points for further improvement could be received.
(g) Final Review
The Peer Review Team, officially nominated team of experts, evaluates the draft web
report for final review and assessment. If possible, QAAD also provides the hard copy of
the report (SSR) to the reviewers.

3.3.4 Major Activities of the PRT
Nepal is adopting the formative approach for the development of HEIs to make them
ready for accreditation first, and conducting reviews and assessment based on the defined
procedure later on. Thus, the stages of activities to be carried out by HEQAAC and its subordinate bodies and teams towards accreditation consist of sequence of actions. The key
activities are stated and explained in detail elsewhere in this handbook too. The major and
step-by-step activities of the PRT are as mentioned below:
(a) Portfolio Meeting
After formation of the PRT by HEQAAC, the QAAD calls an introductory meeting of the
PRT, in consultation with the Coordinator. Before the meeting, SSR along with the format
of review report (as annexed in the Appendix – 9 of the handbook) and format of marking
(as annexed in the Appendix – 10 of the handbook) are provided to the Team requesting
for the review and marking of the SSR. The review team assembles for one-day meeting
at QAAD (the Portfolio Meeting) for the purpose mentioned below. If a single meeting
cannot address all the below mentioned activities, another portfolio meeting can also be
called before Pre-visit.
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a.

accepting the nomination officially and familiarizing to each other

b.

discussing on the SSR in detail based on the review and the initial marking

c.

identifying any further information or clarification required from the institution

d.

deciding on information needed in advance, and at the Site Visit

e.

deciding the list of questions to be asked with the groups of stakeholders

f.

providing input to the peer review report of the pre-visit

g.

deciding on the common recommendations to be provided for further improvement

h.

planning the preparatory visit and approving the draft of visit schedule

i.

identify provisionally specific topics for investigations and approaches to adopt

(b) Preparatory Visit
The preparatory visit (pre-visit) is conducted by the Team Coordinator and the QAAD
staff member to the Institution during the period that is mutually agreed. Generally the
visit will be for two working days, however; it depends upon the nature and size of
the institution. The activities performed during the visit are governed by the Pre-visit
Schedule, which is annexed in Appendix – 11 of the Handbook. The three primary
purposes of this visit are:
i)

To prepare the institution for peer review assessment by identifying and grounds for
improvement and suggesting them along with the ways of addressing.

ii) To discuss the provisional Review Visit Program - check the appropriateness of
selections and combinations of interviewees, clarify the role and responsibilities of
various bodies, ensure that the program for the Review Visit addresses the team's
need and feasible for the institutional readiness.
iii) To discuss for further information required by the team - this might include questions
of clarification and requests for further documents. The institution may prepare
provisional answers to the questions and assemble possible documents in advance
of the Pre-visit, and these can be reviewed during this visit to see whether they
will meet the team's requirements. The team and the institution will agree on the
most appropriate means of the institution providing answers to the questions. The
agreement will be in writing in the form of Pre-visit Report; a template of the report
has been annexed in Appendix – 12 of the handbook for reference.
The SAT is responsible to address the given recommendation and to prepare Response
Report in the specified format (as given in the Appendix – 13 of the handbook).After
addressing and implementing all the recommendations, the institution is expected to
submit the response report officially.
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(c) Peer Review Team's Review (Assessment) Visit
While the institution submits updated SSR along with the Pre-visit Response Report,
QAAD informs the PRT about the progress made. QAAD also shares the report among
the team. The PRT Coordinator calls portfolio meeting to discuss on the response report
and the SSR as earlier. Fulfillment of the given recommendations and readiness of the
institution for PRT visit is discussed during the meeting. A program for the Review Visit is
prepared by the QAAD staff member in consultation with other panel members. The staff
member also produces a document detailing the issues identified by the team, grouped by
topic, and the requests for further information identified at the previous Portfolio Meeting
and suggested by the Pre-visit. The meeting also approves the PRT visit schedule, which
is generally planned after 15 days of the meeting in mutual consensus with the institution
under assessment/review. The duration of the PRT visit is scheduled generally for four
working days, however; it may vary depending on the nature, size and complexity of the
institution. It will be comprehensive and detail as well. Various activities are conducted
during the Review Visit. For reference, an indicative program schedule for the PRT
Assessment of an institution has been given in Appendix – 14 of the handbook.
The main purpose of the review visit is to allow the team to test the statements and
descriptions in the SSR and acquire further insight into the institution's operation through
first-hand investigation and personal interaction. Those who meet the team are invited
to explain the institution's strength and discuss the difficulties being faced. Review team
members should seek to establish a genuine dialogue with those they meet. The visit
program should sufficiently be flexible for the provision of further information through
extended interviews with specific people if felt necessary.
A comprehensive Peer Review Report (PRR) is expected as the output of the peer review
process. The team produces its review report, same to the report of Pre-visit (Appendix-12).
Here, the team’s investigations are to be attentive to identify the commendable practices.
Report will include both highlighted ‘commendations’ as well as other favorable
comments throughout the text. ‘Recommendations’ in the Review Report will be related
to areas of required improvements. Recommendation will alert the institution to the
areas for further attention. As an affirmation, some areas for improvements, which are,
in general, identified by the institution in the SSR, are also validated by the review team
in its report.
The preparedness of the institution and PRT determine how well and smoothly the
Institutional Review/Assessment is conducting. That is, there are certain things that the
assessors and institution have to prepare for this review process, some of which are given
below:
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Institution's Preparation
The institution's stakeholders and community should be informed about the review,
review process, and scope as well as biographies of the team members. This is supposed
to be helpful if the staffs are aware of the activities. In addition, the institution may
wish to hold meeting of those individuals who will be interviewed by the Review Team.
Basically, the institutional mechanisms (committees) will have vital roles during the
institutional review. The points below give a glimpse of the committee's responsibilities
during peer review:
••

Academic welcome to the PRT (in the committee's office, if any)

••

Presentation of

••

••

o

Annual plan, program, and budget of the committee

o

Operational plan (calendar) of the committee

o

Details of annual activities of the committee

o

Future plan of the committee

o

Problems, issues, and challenges of the committee

o

Way forward

Demonstration of the related documents
o

Annual/periodic report of the committee

o

Photos of the related activities that are accomplished

o

Documents related to committee's activities

Commitment of the committee towards quality enhancement

PRT's Preparation
(i) Interactive Session: The interaction may begin with brief informal gathering of
social nature, involving a number of people who will be of common interest, i.e.,
homogenous in nature. During the visit, the team should operate as a single group,
but may split into subgroups for visits to different areas or to allow for a session with
a large group of interaction. Arrangements for such activities should be discussed
and defined with the institution at the Preparatory Visit. However, a person in the
institution might have hold many positions at a time, the team would not generally
expect to meet a person more than twice and preferably only once. It is generally
inefficient and unhelpful to see the same person many times.
In those cases in which the group met is a selection from a wider population (selection
from students, or community representatives) QAAD may ask the institution to be
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responsible for making the selection in line with the parameters set down by the
team. QAAD will discuss with the institution about the basis on which it proposes
to make the selection. While inviting anyone to meet the team, the institution should
make clear the purpose of the meeting.
(ii) Open Session: This session refers to a period set aside in the program when any
interested person may make an appointment to meet the team. The open session
meeting provides a mechanism for input to be provided by individuals outside the
groups and categories identified by the team. This opportunity is advertised by the
institution in advance of the visit and each applicant is allocated for a short session
with the team and may limit up to 4 to 5 people. Any information received at the
open session will become the part of the large amount of information analyzed and
evaluated by the team.
(iii) Information Gathering Techniques: The review team should attempt to assure
itself that it has obtained information for its conclusions. In order to come to such
conclusion the team members should try to clarify issues and glean explanation and
justification, for which they need to –
••

explore differences between what is written and what is said

••

listen as well as ask

••

concentrate on major rather than minor issues

••

participate in a collaborative manner, and

••

distinguish between those interviewee opinions that fairly represent the
institution's view as a whole, and those which may be views of individuals

By this way, some of the techniques to be adopted in obtaining the information would
be but not limiting to sampling, triangulation, and style of questioning.
Sampling: The review team should identify from the SSR and from the interview the
areas, which are noteworthy as good practices or problematic and select for further
investigation. In case of insufficiencies of time for interview the ‘open sessions’ may
be used more affectively for this purpose.
Triangulation: This is the approach in which the selected policy implementations
are checked for their consistencies from various stakeholders – senior management,
other staff, and student. Topics may be checked through committee minutes,
course and teaching evaluation documents, external examiners' report and others.
Where conflicting information is received from different sources, the team must
immediately decide how to further investigate the topic, so it can reach a considered

44

HANDBOOK FOR SELF STUDY & PEER REVIEW

decision. Given the restricted time available, the review team may be unable to reach
conclusion on a particular topic. In such situation, the review team may simply draw
attention to the inconsistency in the Review Report and response accordingly in the
evaluation.
Styles of Questioning: Atmosphere of genuine dialogue is to be created during the
Review Visit and the review team should ensure that all interviewees are actively
engaged in the discussion. In order to make this happen, the review team is advised
for (i) asking multiple questions; (ii) using wordy preamble to questions; (iii)
telling anecdotes or making speeches; (iv) detailing the relevant situation in their
own organization; and (v) offering suggestions or advice only within the limit of
elucidating further information.
(iv) Flexibility: The program for review visit includes sufficient flexibility to allow
the inclusion of unforeseen sessions that emerge during the visit. The QAAD staff
member in the team maintains regular contact with the institution contact person to
request further information and arrange any further meetings. One or more sessions
will be reserved as “free for further interviews” and the team may request to see
various staff to check their reaction to issues that have arisen.
(v) Team-only Meeting: A private meeting of the team is held after every two or three
interaction sessions. During these meetings, the key points from previous session(s)
are agreed by the team. Similarly, plans are also made for forthcoming session(s).
Such buffer period also allows manage time in case of overrun in some session(s)
and sub-groups.
Team only meeting will also be held in the evening. In particular situation (out of
Kathmandu Valley) such meeting will be in the place, where the team members stay
as well. For such meeting the team members are to be arranged to stay in the same
place.
In a final private meeting, the team gathers up the conclusions it has reached about
the institution. It is important to reach the consensus, so that the Report reflects
the opinion of the whole team. Assisted by the Team Coordinator, the QAAD staff
member will record all the major points for inclusion in the Report. The precise
wording in the Accreditation Report will be developed through several drafts. Oral
report reflecting in general term, the flavor of the team’s observations and conclusions
can be offered in the Exit Meeting – a concluding meeting of the Review Team with
the institution. The team must ensure that the tone and content of the oral report will
be consistent with the subsequent full written report.
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(vi) Exit Meeting: A meeting of the team with the head of the institution along with
key stakeholders including the IQAC and SAT will be the formal conclusion to the
Review Visit. The meeting is coordinated by Team Coordinator and facilitated by
the QAAD staff member. The coordinator presents the summary, conclusion and
recommendations of the report on behalf of the team. The institution's staff may ask
for clarification, but the meeting will not be an opportunity for an extended dialogue.
If matters are raised by the institution at the Exit Meeting reveal a serious gap in the
team's investigation, the team may need to reconvene to consider some issue(s), and
further clarification may be needed before the written report is produced. Should the
team feel unable to make any substantive comments on the review at this stage, the
Exit Meeting may be confined to formal leave-taking. Before ending, the facilitator
may provide opportunity for the international expert to express his/her remarks based
on his/her experience on international QAA practices, keeping in view that this will
provide further input to the HEI under review.
(d) PRT's Follow-up Visit
The Chairman of HEQAAC decides whether the follow-up visit is needed to certain HEI,
in consultation with the PRT coordinator. In case it is required, it will be of 1-2 working
days depending on the type, nature and complexity of the HEI. If felt necessary, the
coordinator of the PRT and the QAAD staff member make a follow-up visit to those HEI,
in which further validation of PRT recommendations seems necessary. Appendix – 15
and 16 of the handbook has annexed the working Schedule of the Follow-up Visit and the
template for Follow-up Visit Report respectively.

3.3.5 Accreditation Report
Following the Review Visit, the HEQAAC produces a public written report on
accreditation. The Accreditation Report of an institution describes the institution's QA
arrangements and their effectiveness. The Report outlines the team's findings, which it has
reached through its interpretation of its specific evidences it has collected. It includes the
QAA journey of the HEI and notes both commendable practices, and areas for improvements.
Comments and statements on Accreditation Report should be based on firm evidences. The
Report is a public document and belongs to HEQAAC as a whole, not to the review team.
The writing of the Accreditation Report is the responsibility of the QAAD staff member
involved in the team, who prepares it in consultation with the team coordinator and fellow
members. An interactive process is to be followed, allowing for all team members to provide
comments as desired. The total time required completing the report; from drafting to including
the comments from the reviewers, may take about 15 days.
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When the team is satisfied with the report, it becomes a Definitive Draft and is sent
to the institution and HEQAAC members for their feedback/comments. The institution's
responsibility at this stage is to identify errors of any fact and provide comments on emphasis
or expression with precise reference to the relevant text of the report. Similarly, the institution
should also include explanation and background reasoning to support the comments.
On receipt of the institution's comments on the draft report, QAAD staff member provide
them to other team members. In consultation with the Team Coordinator, the staff member
produces a preliminary version of the final report and discusses this with the HEQAAC
Chairman and Team Coordinator (also with other team members as necessary). Further
clarification can be sought from the institution, if necessary. If considered necessary or
desirable, the staff member and Team Coordinator may seek a meeting with the institution
as well. Once the report is finalized, the Accreditation Report will then be submitted by
the QAAD staff member to the HEQAAC for approval. Unless the Accreditation Report is
approved, the HEQAAC does not recommend to the UGC for the award of accreditation to
the HEI under assessment.
The final report is approved by the HEQAAC, which is ultimately responsible for
Accreditation Report. The council is also responsible for setting and ensuring its policy
achievements in accreditation. Receiving the Definitive Draft on time, the HEQAAC members
will have ample time to read the report and subsequently, quickly approve the final version.
The HEQAAC's responsibility in this regard will be to:
••

ensure that HEQAAC's policies are being implemented

••

identify any statements that appear susceptible to legal actions

••

comment if they believe that the report does not appear as thorough as expected, and

••

comment about consistency of Accreditation Report

The comments of HEQAAC are noted in general rather than in specific way, and used in
relation to the improvements of further Review Reports.
As Accreditation Reports are public documents, the QAAD releases it publicly
immediately after the UGC decision for accreditation of the HEI through the official website.
If any of the accrediting institutions raise concern on the confidentiality of their information
such as some personal or commercial information, it shall be respected. Nonetheless, the
QAAD shall publish the report as agreed between review panel and the institution on issues
of confidentiality.
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3.3.6 Follow-up and Annual Review
The UGC and HEQAAC consistently monitor the progresses of the institution as a further
follow-up activity for quality assurance. As mandated by the national policy and directed by
the decisions of HEQAAC (made during recommendation for accreditation), and UGC (made
during decision for accreditation), the QAAD conducts annual review of the accredited HEIs.
For this, the HEI is requested to submit the progress report in the specified format. Appendix
– 17 of the handbook has annexed the format for annual review and progress monitoring of
the accredited HEIs. After receiving the progress report, a team of QAAD makes two day's
annual review and progress monitoring visit to the respective accredited HEIs and reviews the
progress status. A report is generated in the field and a copy of it is handed over to the HEI as
well. The team further submits the report to HEQAAC for further discussion. The HEQAAC
decision about any actions to be taken will be the final one in regard to the progress of the
institution.
Furthermore, the IQAC of the accredited HEI is requested to conduct academic and
administrative audit annually and report to QAAD. The QAAD plans to facilitate the HEI
based on the report of audit and annual review.
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CHAPTER
FOUR

PROFESSIONAL ETHICS
AND CODE OF CONDUCT

Ethics is always a role player in determining and measuring quality. Ethics recognizes
good deeds. It always refers to the values, principles and codes. To become ethical means taking
values seriously, and also to understand what one should do, in relation to the responsibilities
assigned. Ethics is a moral philosophy so it is social regulator which defines the limits of
acceptance.
The Code of Conduct is generally intended for good governance in the fields of
academic and educational activities. Designing and regulating code of conduct is a necessary
mechanism in all kinds of institutions and working conditions. The Code of Conduct needs to
be mandatory for those who work in particular areas, especially related to quality service and
assessment. It always guides and inspires, and functions as an aspiration for positive stimulus
for ethical conduct of the task. The code of conduct has certain benefits as it:
••

Makes people self-disciplined

••

Promotes ethics, ethical behavior, and integrity

••

Sticks to values and principles of the fields

••

Helps to handle difficult ethical situations

••

Maintains a standard of conduct

••

Improves professional ethics

••

Enhances morality

••

Facilitates smooth working

••

Makes works credible

••

Increases competency

••

Assures trustworthiness

••

Improves quality of work with good and desired results

The HEQAAC/UGC is the agency to conduct and regulate entire QAA related activities
in Nepal. It has been doing its job since the system of QAA was established in Nepal in
2007 AD. Its decade long activities have brought perceptible changes in the sector of quality

HANDBOOK FOR SELF STUDY & PEER REVIEW

49

assurance and accreditation. However, its smooth working also needs to have a Code of
Conduct for further betterment. It is generally assumed that after final codes are agreed upon,
the concerned individual or agency will abide by those codes so the QAA process remains in
place without flaws.
As the credibility of the review/assessment is an important phenomenon, the HEQAAC/
UGC has decreed a policy to avoid institutional and circumstantial conflict of interest in
the review process. Towards this line, self-declaration of all the concerned involved in the
assessment and accreditation process is used as an important tool both to ensure trustworthiness
and to make the concerned self-responsible/accountable towards the assignment. A format
has been developed, in which the Peer Review Team (PRT) members and the HEI under
assessment/review, are requested to declare formally, any matters that could influence or be
perceived to influence their ability to serve effectively and impartially in the review process.
The UGC/QAAD staff in their role as review member may also experience the similar types
of conflict of interest and so are obliged to declare any such matters to the council before
accepting the assignment.
The Professional Ethics and Code of Conduct to be followed by all the concerned
(HEQAAC / UGC authorities, Peer Reviewers, and Participating HEIs) are subject to the
provision of the Educational Quality Assurance and Accreditation Regulations (2074), and the
Higher Education Quality Assurance and Accreditation Directives (2074). This Professional
Ethics and Code of Conduct contain various points that have to be followed categorically by
involving parties/agencies in the QAA processes as mentioned below.

4.1. Professional Ethics and Code of Conduct for the HEQAAC/UGC Authorities
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••

Authorities of the HEQAAC/UGC should remain highly moral while involved in
QAA related activities.

••

Authorities of the HEQAAC/UGC should not work as PRT Coordinator or a PRT
Member. However, it will not restrict them to involve in such activities as ‘observers’
during the validity period of tenure and/or as PRT Coordinator/Member after three
months of the completion of their official tenure.

••

They should not keep any kind of relations that signify institutional/personal conflict
of interest with the HEI under the QAA process. In such case, self-declaration in
front of the UGC/HEQAAC Chairperson and leaving the decision making process
is highly desirable.

••

The authorities must not accept any gifts or other forms of treats from the HEIs under
review.

••

They are expected to remain highly confidential about the decision until the official
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process allows the decision to be made public.

4.2. Professional Ethics and Code of Conduct for the Higher Education Institutions
(HEIs) under Review
••

After entering into the QAA process, the HEI shall never seek favor from other
concerned agencies or parties of the national QAA system in obtaining accreditation.

••

The HEIs under review should not invite the PRT Coordinator/Members as Experts
or as Guests/Resource Person in any other academic/social programs of the HEIs
until the Peer Review (accreditation) process is completed.

••

The HEIs under review are not expected to contact the PRT members directly. Any
contact with PRT members should be made through the QAAD and the assigned
staff.

••

The HEI should not publicize the assessment and review process/results through any
means of mass communication including social media, until get the accreditation
takes place.

••

HEIs shall not use participation in QAA process for marketing purpose.

••

The HEI should be proactive to arrange/manage all the events/meetings stated in the
schedule, including the time management.

••

The HEI may offer simple and academic greetings/farewell to the Peer Review
Team. A lavish welcome and farewell is against to the norm of the PRT visits. Any
lunch/dinner/reception outside the working schedule for PRT must not be arranged.

••

The HEI under assessment should not offer any gifts or other forms of treats to the
Peer Review Team.

••

The HEI should facilitate smooth progression of PRT process so that the team
completes its tasks within the allocated time.

4.3. Professional Ethics and Code of Conduct for the Peer Reviewers
••

The Peer Review Team should be fully committed to the delegated tasks by
observing a strict work ethic. These include must is not limited to: respect to the
work-schedules; performance of all the assigned duties; efficiency and honesty in
task; and desist from any distraction that may come in the course of the discharge
of duties.

••

As the assessors, the PRT is expected to contribute in every way to uphold the image
of QAA system by their work with diligence, integrity and honesty

••

The PRT member shall work in the team and enrich their performance with individual
and collective inputs; extend their utmost cooperation to resolve conflicts, if any; and
enable the team to reach a logical consensus, where opinion of members are divided.

••

The team, while providing recommendations to the institution for further improvement,
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should be aware of the scope of set criteria and indicators for assessment.
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••

The team should be impartial in assessment, rising above institutional controversies,
rumors, litigations and internal politics, if any; while being on duty.

••

The PRT Coordinator and Members should make Self-declaration and disclose "No
Conflict of Interest" with the institution being assessed for accreditation.

••

Strict adherence to Human Rights in dealing with all the stakeholders of the institution
including the students, staff, faculty, administration and the management committee/
team.

••

Gender sensitivity and sensitivity towards diversities in terms of language, religion,
ethnicity, economy, disabilities, socially disadvantaged to be maintained honestly.

••

Sensitivity towards environment and respect to nature and culture to maintain
harmony with nature and culture.

••

Use of formal, unambiguous and polite language at all times to maintain academic
decorum.

••

Observance to a decent dress code suitable to weather conditions.

••

Avoidance of any activities that may impact the impartiality of assessment for
accreditation. This may include but is not limited to political grouping, accepting
gifts or other forms of treats, financial benefits, maneuvering of relation.

••

PRT Coordinator/Members must not engage / participate in other activities organized
by HEI under review, except in PRT process, until the accreditation decision is made.

••

Maintenance of some degree of distance from the HEI under review such as being
contacted directly, by any means, regarding/seeking facilitation on their assessment
and accreditation process. Any contract with HEIs, if it is necessary and justifiable,
should be made through the QAAD and the assigned staff.

••

No disclosure of the assessment and review process related documents / activities
including the findings/judgment through any means of mass communication
including social media, until official approval is obtained from the HEQAAC.

••

Non-performance of any activities that degrades the reputation/credibility of the
QAA System.
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CHAPTER
FIVE

INTERNAL ARRANGEMENT
AND CERTIFICATION PROCESS

As QAA accomplishes through a process of Self-Assessment and Peer Reviews using
pre-defined criteria derived from generic and discipline-related benchmarks and measurable
indicators, this follows a long process of documentation and related actions. The essence
of institutional accreditation is to assure the operation of the HEIs within defined system
following due procedure so that it could better the quality of services.
While Peer Review of certain HEI is completed, on behalf of the PRT, QAAD submits the
report to the HEQAAC for review/study. The major highlights of the SSR and details of the
Peer Review Report (PRR) are presented by PRT coordinator in the meeting of HEQAAC as
well. The council acknowledges the completion of QAA Assessment Cycle of the HEI based
on the PRR, which just means the successful completion of peer review process and nothing
else. The council has rights not to acknowledge the Completion of Cycle, if there seem certain
doubts on the assignment completed by the PRT. In such case, the council has to form another
PRT and re-assessment of the HEI undergoes accordingly by the new team. However, this is
rarely happened case beyond the expectation of the HEQAAC.
Being based on the report and presentation as well as discussion/interaction with the
PRT coordinator, the council takes further decision regarding assurance of the quality and
recommendation for accreditation. That is, if the HEI needs to address the recommendations
of the PRT before making decision for accreditation, QAAD formally informs the HEI about
the HEQAAC decision. In such case, implementation of the indicative recommendations will
be the responsibility of the HEI under review. After fulfillment of those recommendations, the
HEI submits PRT Response Report. Based on the response report, QAAD decides whether
to assign the follow-up visit for the validation of given recommendations and actions made.
However, the follow up visit is not regarded as a mandatory assignment.
In case there are soft recommendations for further betterment of the HEI; the council
directly can recommend the UGC for accreditation of the HEI. This happens only if the
recommendations are developmental relating to the regular ongoing activities and incompletion
of the given recommendation do not affect the institutional quality. Thus, the acknowledgement
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of Cycle Completion (or not); letting the HEI fulfill/address the given recommendation; and
recommending to UGC for the accreditation of the HEI is the jurisdiction of the HEQAAC as
per the regulations.
The UGC makes final decision for award of the accreditation to HEI based on the
PRR and the recommendation of the HEQAAC. Following the HEQAAC Regulations,
the UGC decides to award Accreditation Certificate generally for the period of five years,
with the provision of annual review and monitoring of the progress. QAAD organizes a
short formal program, based on the UGC decision, to award the Accreditation Certificate
to the certified HEIs, in which the team of the HEI along with the IQAC and SAT are
invited to take part in. The UGC Chairman awards the HEIs with the Certificate of
Accreditation a sample of which has been annexed in Appendix – 18 of the handbook.
Generally, the UGC authority, HEQAAC members, and the PRT participate and observe
the award ceremony.
The institutions will have to apply for accreditation of another cycle and undergo a fresh
QAA process after five years. However, they may apply it even before the maturity of this
period and the process will be started accordingly. While doing so, additional assignment
may be provided to the HEIs by the council to evaluate the progress made during the validity
period of the accreditation.
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APPENDIX
APPENDIX – 1: FORMAT FOR LETTER OF INTENT (LOI)
Date:
The Chairperson,
Quality Assurance and Accreditation Council
University Grants Commission,
Sanothimi, Bhaktapur, Nepal.

Subject: Letter of Intent for Participation in Quality Assurance and Accreditation
Process
Dear Sir/Madam,
I am pleased to inform you that our institution has formally decided to request Quality
Assurance and Accreditation Council (QAAC), University Grants Commission (UGC),
Nepal, for the acceptance of the Letter of Intent (LoI) to ensure our participation in the Quality
Assurance and Accreditation process. The detailed information of the institution as per the
prescribed format of QAAC is attached herewith.

Yours Sincerely,
Authorized Signature:
Name of the Signatory:
Designation:
Name of the Institution:
Date:
Official Seal:
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PART ONE
BASIC INFORMATION OF THE INSTITUTION
1.

Introduction
Name of the Institution
Date of Establishment of the Institution
(DD/MM/YY in BS)
Date of Establishment of the Institution
(DD/MM/YY in AD)
Post Box No.
Ward No.
Street (Tole)
Metropolitan City/Sub-Metropolitan
City/ Municipality/ Rural Municipality
District
Province
Registered Telephone No.
Alternative Telephone No.
Mobile Number(s)
Registered E-mail
Alternative E-mail
Official Website
University
Type of the Institution1
Location of the Institution2
Date of IQAC Establishment
Cycle of Accreditation3

2.

Date of Commencement of the Bachelor or Higher Level Program(s):
SN

Name of Program(s)

Commencement Commencement
Date (BS)
Date (AD)

Add (or remove) the number of rows as per need
1 School/Central Department of University, Constituent Campus, Affiliated Community Campus, Affiliated
Private Campus
2 Urban, Semi-urban, Rural
3 First Cycle, Second Cycle, Third Cycle etc.
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3.

Eligibility Requirements
(a) Details of the Executive Head of the Institution:
Name
Designation
Higher level of academic qualification
Related working experience (in years)
Date of appointment
Type of Appointment4
Nature of Appointment5
Telephone No. (both home & office)
Mobile No.
Email- ID

(b) Details of Heads of Departments/Academic Heads of the Institution:
SN

Tenure
Name

Designation

From (AD)

To (AD)

1
2
3
4
5
6
7
8
9
10

Nature of
Appointment
(FT/PT)

Add (or remove) the number of rows as per need
(c) Internal Quality Assurance Committee (IQAC):
SN

Name

1
2
3
4
5
6
7

Designation

Contact No. (Office,
Residence or Mobile)

Email

Add (or remove) the number of rows as per need
4 Permanent/Temporary/Contract
5 Full time/Part time
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(d) Composition of the Governing Body (Board of Trustees, Governing Board, Executive
Council, Office of the Dean, Management Committee and so on):
SN

Name

1
2
3
4
5
6
7
8
9
10
11

Designation

Tenure
From
To

Contact
No.

Email

Add (or remove) the number of rows as per need
(e) Faculties (Teaching Staff)
Programs
Designation of the
Offered by
Faculties
the HEI
Professor
Associate
Professor
Lecturer/Asst.
Professor
Teaching Assistant
Professor
Associate
Professor
Lecturer/Asst.
Professor
Teaching Assistant
Professor
Associate
Professor
Lecturer/Asst.
Professor
Teaching Assistant

Program-wise Academic Qualifications of the Faculties
Based on Service Type
PhD
M. Phil
Master's Bachelor's
Total
FT PT/V FT PT/V FT PT/V FT PT/V FT PT/V
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Programs
Designation of the
Offered by
Faculties
the HEI
Professor
Associate
Professor
Lecturer/Asst.
Professor
Teaching Assistant
Professor
Associate
Professor
Lecturer/Asst.
Professor
Teaching Assistant
Total

Program-wise Academic Qualifications of the Faculties
Based on Service Type
PhD
M. Phil
Master's Bachelor's
Total
FT PT/V FT PT/V FT PT/V FT PT/V FT PT/V

Add (or remove) the number of rows as per need
(f) Non-Teaching Staff
SN

Name

Position

1.
2.
3.
4.
5.
6.
7
8
9
10

Type of Tenure (Full
Time/Part Time)

Highest Degree
Obtained

Add (or remove) the number of rows as per need

No. of Officer
Level Staff
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No. of Non-officer
Level Staff
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No. of Support
Staff

(g) Academic Programs, Program-wise Student Enrollment, and Graduation
I.

Program- wise Student Enrollment
Level

Bachelor

Academic
Programs

Year/Sem.
M
F
T

Student Enrollment
Year/Sem.
Year/Sem.
M
F
T M
F
T

Year/Sem.
M
F
T

Master

M. Phil

PhD

Total

Add (or remove) the number of rows as per need
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II. Graduate Output of the Institution (in the last three years)
Level
Bachelor

Academic
Programs

No. of Graduate Output Per Year (in the last three years)
Yr:
Yr:
Yr:
Total
M
F
T
M
F
T
M
F
T
M
F
T

Master

M. Phil

PhD

Total

Add (or remove) the number of rows as per need
(h) Recognition/Affiliation with any Professional Council/Bodies:
SN
1
2
3

Name of the Council

Date of Recognition

Recognized Program

Remarks

Add (or remove) the number of rows as per need
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(i) Please Select (Tick) the Type of the Institution (Only for Private Institution))
Nature
Sole Proprietorship
or ownership
Partnership

Private Limited
Company

Public Limited
Company

Cooperative

Trust
(Guthi)

Other
(Specify)

(j) Affiliating University (Only for Affiliated Campus)
SN

Name of
University

1
2
3
4
5

Status of
No. of
Full Timer
Affiliation
Programs
Remarks
Departments HoD (Yes/No)
(Temp./Perm.)

(k) The temporal plan of academic work (please select the one)
Annual
System

Semester
System

Both Annual and
Semester Systems

Other
(specify)

(l) Shift (Tick more than one, if applicable)
Morning

Day

Evening

(m) Date of Commencement of Academic Program (in AD)
Level
Bachelor

Programs

D

D

M

M

Y

Y

Y

Y

Master

M. Phil.
PhD

Please add number of rows as per the need
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(n) Major Components of the Organizational Structure (Organogram) of the HEI
(Please demonstrate the organizational structure of the institution in a graphical
form in the annex):
a)
b)
c)
d)
(o) Percent of budget allotted for
i)

Institutional development: ….………

ii) Academic development: …….………
(p) Resources in Library
Books

Description

Text
Reference
Others
Institutional Publication Journals
Prospectus
Brochure
Occasional
Papers
Journals6
National
International
E-resources
Research Reports
Government Documents
Others
Total

Number

Remarks

(q) Number of Multimedia Projectors: …………………………………...…….
(r) Number of Computers in the Computer Lab with Internet Facility:………...…
(s) Number of Computers for Faculty Use: ……………………………………..
(t) Number of Computers for Administrative Use: …………………………….
(u) Capacity of the Internet: .……………………………………………………..

4. Financial Information
(a) Unit Cost of Education (last academic year): Academic Year 20……..
(i) Total Amount of Budget: ______________________________________________
(ii) Total Amount of Annual Expenditure ________________________________
64
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a. Amount of Current Expenditure_________________________________
b. Amount of Capital Expenditure ________________________________
c. Unit Cost = total annual expenditure budget = __________________________
				
number of students
d.

Unit cost calculated excluding salary component

=
total annual expenditure budget - salary = ____________________________
			
number of students
(b) Main Sources of Financing (Please Tick)
SN

Owners Investment

1
2
3
4
5
6

Local Government
Provincial Government
UGC/GoN/MOE/MOF
University
Collaboration/Partnership
Others

Sources

SN
1
2
3
4
5
6

Donation (Individual/
Sources Remarks
Corporate)
Government (L/P/F)
Community
Students' Fees
Fund
Loan/Aid/Grant
Others/Trust

(c) Income and Expenditure of the Institution (for the Last Three Years)
SN
1
3
3

Fiscal Year

Total Income

Total Expenditure

Remarks

(d) Percentage Distribution of Income and Expenditure (for the Last Two Years)
Income
Student Fee
Government
Support
Consultancy
Donations
Interest
Nongovernment
support
University
Others

% of Total

Remarks

Expenditure
Salary
Academic
Improvements
Faculty
Development
Research and
Publication
Operational
Capital
Expenditure

% of Total

Remarks

Resources
Others
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PART TWO
ADDITIONAL INFORMATION RELATED TO THE INSTITUTION
Please tick ( √ )an appropriate option given below

1. The institution has a structured (inbuilt) internal quality
monitoring/ improvement system
2. Library

Open Access
Photocopy Service
Manual Cataloging
Software Driven Cataloging
Reading Room Facilities for Students and
Faculties

3. Institution has a mechanism for seeking regular feedback from
students regarding the teaching learning system
4. Basic computer literacy is ensured for all students
5. Basic computer literacy is ensured for all faculties
6. Basic computer literary in ensured for all non-teaching staff

7. Institution provides financial aid to certain percentage (at least
5%) to the general students
8. Institution has a student counseling unit
9. Institution has a placement unit to support job for student
10. Institution prepares and implements annual academic calendar
11. Institution has a mechanism for addressing grievances of
students
12. Institution has provision for promoting research activities

66

HANDBOOK FOR SELF STUDY & PEER REVIEW

Yes

No

Remarks

13. Institution has functional EMIS
14. Percentage of teachers using audiovisual aids including computer aided teaching
Less than 10%

10-25%

More than 25%

15. The number of social activities organized by the institution in the last year
Less than 2

Between 2-5

More than 5

16. Percentage of maintenance expenditure of the total annual budget on :
a) infrastructure:
b) other equipment and facilities/services:
17. Number of additional courses (credit/non-credit) offered by the institution:

18. No. of Regional, National and International awards received by students in sports, cultural and other
extracurricular activities (in the last year)
Local
:
Provincial :
National
:
International:
19. Number of research publications of the faculties (in the last year):
20. Number of research projects (completed or ongoing) with the faculties (in the last year):
21. Number of Academic Seminars/Conferences/Workshops organized in the last year:
Local

Provincial

National

International

22. Number of academic collaborations/exchanges with other national and international
institutions in the last year
National
Institutions

International
Institutions
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DECLARATION BY THE EXECUTIVE HEAD OF THE INSTITUTION
I, as the Executive Head of the institution, declare that the information provided above
is true to the best of my knowledge and experience. I also declare that the institution has
strictly followed the non-conformity of multiple affiliations within the same premise (abiding
by the rules and regulations of individual affiliating university). Further, I certify that the
aforementioned information has complied with all the norms stipulated from time to time,
by the Government of Nepal, University Grants Commission, and the (affiliating) University.
The self-attested copies of the related documents attached herewith in the annex help to prove
the information provided so far.
Authorized signature:
Name of the signatory:
Name of the institution:
Address:
Date:
Official Seal:
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ANNEXTURE
Please submit the self-attested copies of the following documents along with the LoI form
1.

Statute of the Campus/College (Bidhan, Prabandha patra/niyamawali), or Act of the
University

2.

Letter of the university stating the commencement of the academic programs or the letter
of affiliation

3.

Recommendation Letter from the IQAC of the University

4.

Appointment letter and Job Description (JD/ToR) of the executive head of the institution
(if on deputation, or on official lien, or consented leave, submit the copy of approval/no
objection letter as well)

5.

Appointment letter and Job Description (JD/ToR) of the academic leaders (HoDs) of the
institution

6.

Letter of recognition/approval from the respective council (in case of the HEI having
professional programs)

7.

Organizational structure (organogram) of the institution

8.

Approved annual budget of the current fiscal year

9.

Periodic (five year) strategic plan (Optional)

10. Audit report of the last fiscal year (Optional)
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APPENDIX – 2: FORMAT FOR GAP ANALYSIS REPORT (GAR)
[Name of the University]
[Name of the HEI]
[Address of the HEI]
Gap Analysis Report (GAR) for Institutional Self-Study (year)
Status (Tick the Appropriate One) Task to Required
Indicator
Indicators
(in
the
format
of
questions)
No.
Do
Documents
Complete Ongoing Absent
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
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Status (Tick the Appropriate One) Task to Required
Indicator
Indicators
(in the format of questions) Complete Ongoing Absent
No.
Do
Documents
28
29
30
31
32
33
34
35
36
37
38
39
40
41
42
43
44
45
46
47
48
49
50
51
52
53
54
55
56
57
58
59
60
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Status (Tick the Appropriate One) Task to Required
Indicator
Indicators
(in the format of questions) Complete Ongoing Absent
No.
Do
Documents
61
62
63
64
65
66
67
68
69
70
71
72
73
74
75
76
77
78
79
80
81
82
83
84
85
86
87
88
89
90
91
92
93
72
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Status (Tick the Appropriate One) Task to Required
Indicator
Indicators
(in the format of questions) Complete Ongoing Absent
No.
Do
Documents
94
95
96
97
98
99
100
101
102
103
104
105
106
107
108
109
110
111
112
113
114
115
116
117
118
119
120
….…………….			
Prepared By				

………………			
Verified By			

SAT Coordinator				

(IQAC Chairperson)		

……………….
Approved By
(Head of Institution)
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Formation of
IQAC and SAT

Arrangement of
IQAC Secretariat/
Office
Preparation of
SSR Preparation
Schedule & Budget
Formation of
Committees

Preparation of
Guidelines

Organization of
Different Activities

Completion of
Different Actions

Collection of
Documents for
Annex

1

2

5

6

7

8

4

3

Activities

SN

Proposed
Budget
1
(Rs)
2

3

4

5

6

7

8

9

10 11 12 13 14 15 16 17 18 19 20 21 22 23 24

Period in Months (Fill or Tick the Appropriate Column)

SSR Preparation Schedule (year)

[Address of the HEI]

[Name of the HEI]

[Name of the University]

APPENDIX – 3: SAMPLE OF SSR PREPARATION SCHEDULE AND BUDGET
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SSR Writing (First
Draft)

9

Proposed
Budget
1
(Rs)
2

3

4

5

6

7

8

9

10 11 12 13 14 15 16 17 18 19 20 21 22 23 24

Period in Months (Fill or Tick the Appropriate Column)

			

SAT Coordinator				

….…......………….			
Prepared By		

(IQAC Chairperson)		

……...…………			
Verified By			
		

(Head of Institution)

……………….
Approved By

Note: The activities stated in this table are only indicative and thematic. The HEI has to detail them down with all the activities based on the
GAR

14 Submission of the
SSR

13 Printing & Binding
of SSR

12 Finalization of SSR
(Final Draft)

11 Editing and
Updating SSR

10 Review of SSR &
Internal Marking

Activities

SN

APPENDIX – 4: DATA COLLECTION FORMAT FOR SELF STUDY REPORT
PART ONE
DATA COLLECTION FORMAT FOR INSTITUTIONAL SELF-STUDY REPORT
SECTION A: INFORMATION FOR INSTITUTIONAL PROFILE
1.

Institutional Information
Name of the Institution
Province
District
Metropolitan City/Sub-Metropolitan City/
Municipality/Rural Municipality
Ward No.
Street (Tole)
Post Box No.

2.

Information for Communication
a.

Office
Name of the Officials
Executive Head of the
Institution
Executive Assistant of the
Institution
Chairperson of the
Management Committee or
Equivalent Body

Telephone with
Extension No.

Fax No.

E-mail

Telephone with
Extension No.

Fax No.

E-mail

b. Residence
Name of the Officials
Executive Head of the
Institution
Executive Assistant of the
Institution
Chairperson of the
Management Committee or
Equivalent Body
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3.

4.

Type of Institution
••

Constituent £

••

Affiliated £

••

Degree Awarding Autonomous Institution £

Institutional Management
••

Public £

••

Community £

••

Private £

••

Other (please specify) £

5. Financial category of the institution
••

Government Funded £

••

Self-financing £

••

Community £

••

Other (please specify) £

6. Dates Related to the Institution
a)

Date of establishment of the Institution (dd/mm/yyyy):

b) Date of commencement of the Bachelor or higher level Program(s) (dd/mm/yyyy):
c)

Date of Government/UGC approval (only for Institution affiliated to foreign
universities) (dd/mm/yyyy):

7.

University to which the Institution is affiliated/related:

8.

Is the institution autonomous in terms of

9.

••

Financing £

••

Administrative Management £

••

Academic Management £

••

None £

Institution’s Land area in Ropanees/Bighas/Square Meters:

10. Location of the Institution
••

Urban £		

••

Semi-urban £

••

Rural £
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11. Current number of academic programs offered in the Institution under the following
categories: (Enclose the list of academic programs offered)
Academic Programs

Number of Program

Bachelor's
Master's
MPhil
PhD
Any other (specify)
Total
12. List the Departments in the Institution (faculty/institute-wise)
Faculty/Institute
Science and Technology
Humanities and Social Sciences
Management
Education
Law
Engineering
Medicine/Health Science
Agriculture
Forestry
Other Faculties

Name of the Departments

13. Give details of the self-financing/self-initiated courses, if any offered by the institution
(for public institutions only).
Programs

Level of Study

Eligibility
requirement for
student admission

Student Number
(Enrolment/Capacity)

14. State the norms and procedures for recruitment of teaching and non-teaching staff
of the Institution (Enclose the details):
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15. Number of faculty members at present
Particulars
Professor
Associate Professor/Reader
Assistant Professor/Lecturer
Teaching Assistant/Instructors
Full Time Teachers (Total)
Professor
Associate Professor/Reader
Assistant Professor/Lecturer
Teaching Assistant/Instructors
Part Time Teachers (Total)
Total

PhD

Academic Qualification
M. Phil Master's Bachelor's

Grand
Total

16. Give the details of average number of hours/week (class load)
Name of the Programs/Courses

For Full Timers

For Part Timers

Total

17. Number of the non-teaching staff of the institution at present
Particulars
Administrative Staff
Technical Staff
Total

Gender wise distribution of the staff
Male
Female
Other

Grand Total
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18. Regional profile of the students enrolled in the institution for the current academic year
No of Students Enrolled
From the same district where
the institution is located
From other districts
From SAARC countries
From other countries

F

UG

T

F

PG

T

MPhil
F
T

PhD
F
T

Total

Note: F= Female and T= Total
19. Details of the last two batches of students
Particulars
Admitted to the program
a. Drop-outs (within 4 month of
joining)
b. Drop-outs (afterwards)
Appeared for the final year/
semester examinations
Passed in the final examinations
Pass % of number appeared (Total)
Pass % with distinctions or Equiv.
Pass % with (First class or Equiv.)
Pass % with (Second class or
Equiv.)
Pass % with (Third class or Equiv.)

Batch 1: Year …….
UG
PG Others

Batch 2: Year ……..
UG
PG
Others

Note: For other types of evaluation system such as GPA, provide respective grades and
brief explanation about their ranges in percentage.
20. Give the last annual budget of the Institution with details of income & expenditure:
21. What is the institution’s ‘unit cost’ of education? [unit cost = total annual expenditure
budget (actual) divided by the number of students enrolled]. Also give unit cost
calculated excluding salary component.
22. What is the temporal plan of academic work in the Institution?		
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••

Semester System £

••

Annual System £

••

Any other (specify) £
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23. Tick the support services available in the institution from the following:
••

Central library/Library £

••

Departmental library £

••

E - Library £

••

Computer centre £

••

Health centre/unit £

••

Play ground £

••

Printing press £

••

Seminar hall £

••

Hostel £

••

Guest house £

••

Canteen £

••

Common room for students £

••

Changing room for students £

••

Any other (specify) £ --------------

24. Whether a duly formed Institution Management Committee is in place?
••

Yes £

••

No £

If yes provide the composition of the committee in separate sheet
25. Furnish the following details (in figures) for the last three years:
Particulars
Working days of the institution
Teaching days set by the university
Teaching days per semester/year
Teaching days per year
Working days of the library
Books in the library
Journals/Periodicals subscribed by the library
National:
International:
Computers in the institution
Research projects completed
Teachers who have received national recognition for
teaching/research/consultancy
Teachers who have received international recognition
for teaching/research/consultancy

Year I

Year II

Year III
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Particulars
Teachers who have attended international seminars
Teachers who were resource persons at national
seminars/workshops
No. of hours of instruction against the plan (per year
or per semester)

Year I

Year II

Year III

Note: Please attach the annual calendar of operations of the institution
26. Give the number of ongoing research projects and their total outlay.
SN

Name of the Project

Principle Researcher Funding Agency Funds (Rs.)

27. Does the Institution have collaborations/linkages with international institutions?
••

Yes £

••

No £

If yes, list the MoU signed and furnish the details of active MoU along with important
details of collaborations.
28. Does the management run other educational institutions besides the institution?
••

Yes £

••

No £

If yes, give details.
29. Give details of the resources generated by the institution in the last year through the
following means:
Source of Funding
UGC/Government grants
Donations
Fund Raising Drives/Activities
Alumni Association
Research and Consultancy
Fee from Self-financed/initiated courses
Fees from regular programs
Any others (specify) …….

82

HANDBOOK FOR SELF STUDY & PEER REVIEW

Amount (Rs.)

SECTION B: BENCHMARK-WISE INPUTS FOR INSTITUTIONAL SSR
1.

CRITERION 1: POLICY & PROCEDURES (15 MARKS)
Are there clearly defined vision, mission, goals, and objectives of the Institution in
written?
Yes £

No £

If yes, mention and attach the document.

2. Are there clearly defined plans, programs and strategies to achieve its specific goals and
objectives?
Yes £

No £

If yes, mention and attach the document.

3. Are there duly formed organizational structures where the policies of the Institution are
formulated, reflected, reviewed and updated?
Yes £ No £
4.

If yes, mention the organizational chart and member compositions.

Has the Institution adopted any mechanism/process for internal quality monitoring and
checks?
Yes £

No £

Justify with supporting documents.

5. Is there any document of the institution to specify the job responsibilities of departments,
units and individuals?
Yes £
6.

If yes, produce those schemes and examples of some practices

No

If yes, give details.

Does the institution have program(s) to strengthen the regular academic programs
through other self-sustaining programs/courses and others?
Yes £

9.

No £

Does the institution have strategic plan and action plan emphasizing on team work and
participatory decision making and a scheme for information sharing?
Yes

8.

If yes, give details/reference.

Is there any defined and written scheme to evaluate the pre-defined job responsibilities
of departments, units and individual staff?
Yes £

7.

No £

No £

If yes, give details.

Are there any formal provisions under which the institution brings “stakeholders or
community feed backs and orientation” in its activities?
Yes £

No £

If yes, give details.

10. Were any committees/external agencies appointed during the last three years to improve
the organization and management?
Yes £ No £

If yes, what were the recommendations?
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11. Are the students involved in institution management system and quality assurance?
Yes £ No £

If yes, give details.

12. Has there been an academic audit? Justify it.
by the university £
by the Institution £
Please attach the copies £
13. Is there any specific mechanism to combine teaching and research?
Yes £
No £
If yes, give details
14. Have you observed any positive outcomes of combination of teaching and research?
Yes £
No £
If yes, give details.
15. Provide institution specific other innovations which have contributed to its growth and
development.
CRITERION 2: CURRICULAR ASPECTS (10 MARKS)
16. Is there any provision for ensuring consistency of teaching and learning with the
academic goals and objectives of the institution? (0.5)
Yes £ No £

If yes, give details.

17. Are programs flexible enough to offer students the following benefits? (0.5 x 3 = 1.5)
a.

Time frame matching student convenience £

b.

Horizontal mobility £

c.

Elective options £

18. Indicate the efforts to promote quality of education with provision of skills transfer
among the students such as (0.5 x 5 = 2.5)
a.

Capacity to learn £

b.

Communication skills £

c.

Numerical skills £

d.

Use of information technology £

e.

Work as a part of a team and independently £

Please give evidence
19. Are there any additional focused programs and electives offered by the institution? (1)
Yes £

No £

If yes, give details.

20. Has the institution taken any initiative to contribute/feedback to the curriculum of the
university? Give evidence with the examples of last 4-5 years (1)
84
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21. Is there any mechanism to obtain feedback from academic peers and employers? (1)
Yes £
No £
If yes, give details.
22. Give details of institution-industry-neighborhood networks if any? (1)
23. Does the institution inculcate civic responsibilities among the students? Give brief
explanation in terms of activities (0.5)
24. What are the efforts of the institution towards all-round personality development of the
learners? Give brief explanation in terms of activities. (0.5)
25. What are the practices of the institution to impart moral and ethical value based
education? Give examples of some practices (0.5)
CRITERION 3: TEACHING LEARNING AND EVALUATION (15 MARKS)
26. Which of the following methods do you apply in admitting the new graduates? Select
as many as apply. (1)
£ through academic records
£ through written entrance tests
£ through group discussions
£ through interviews
£ through combination of above all
27. Is there any provision for assessing students’ needs and aptitudes for a course? (0.5)
Yes £
No £
If yes, cite examples.
28. Does the institution provide bridge/remedial courses to the academically weak and
disadvantaged students? (0.5)
Yes £
No £
If yes, cite examples (UGC or other supports received in this regard may be indicated).
29. Does the institution encourage the teachers to make a teaching-plan? (0.5)
Yes £
No £
If yes, gives details.
30. Are syllabi in harmony with the academic/teaching calendar? (0.5)
Yes £
No £
If yes, give details of implementation in terms of monitoring, coverage, correction, etc
31. How does the institution supplement the lecture method of teaching with other teaching
methods with specific weightage in terms of hours (directed studies, assignments,
presentations)? Produce some examples. (0.5)
32. Is there a facility to prepare audio visuals and other teaching aids? (0.5)
Yes £
No £
If yes, give details about the facilities.
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33. Furnish the following for the last two years (1.5)
Work load per week (for full time teachers): ----------------------Work load per week (for part time teachers): ----------------------Ratio of full-time teachers to part-time teachers: ----------------------Ratio of teaching staff to non-teaching staff: ----------------------Percentage of classes taught by full-time faculty: --------------------Number of visiting professors/practitioners: --------------------34 (a). Are the students oriented to the program, evaluation system, codes of conduct other
relevant institutional provisions and requirements? (0.5)
Yes £
No £
If yes give evidence.
34 (b). Are evaluation methods communicated to students at the beginning of the academic
session? (0.5)
Yes £
No £
If yes give evidence.
35. Does the institution monitor the overall performance of students periodically? (0.5)
Yes £
No £
If yes, give details
36. In the case of new appointment of the teaching faculty made by the institution itself,
select among the following funding criteria that are evidential in your institution. (1.5)
Operational Mechanism
Vacancy
Category

Job
Advertisement

Selection
Committee
Formation

Examination
by Selection
Committee

Evaluation
of Demo
Classes

Job Contract
Through
Interview
Formal
by Selection
Committee Appointment
Letter

Self-Funded
Government
Funded
Any other
category

37. Provide the following information (in number) about the teaching staff recruited
during the last two years. (0.5)
Teaching staff recruited
From the same district it operates
From other districts
Year I:
Year II:
Year I:
Year II:
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38. (a). Does the institution have the freedom and the resources to appoint and pay
temporary/ad hoc teaching staff? Are such provisions define in the institution act/
board decision/minute? (0.5)
Yes £

No £

If yes, give details of their salary structure and other benefits.
38 (b). Does the institution have provision and practice for inviting visiting/guest faculty
on regular basis? (0.5)
Yes £

No £

If yes give details
39. Number of teaching staff who have attended seminars/conferences/workshops as
participants/resource persons/organizer in the last two years: (1.5)
Particulars
Institutional level
National level
International level

Participants

Resource persons

Organizer

40. Does the institution follow the self-appraisal method to evaluate the performance of
the faculty in teaching, research and extension program? (0.5)
Yes £

No £

If yes, how are teachers encouraged to use the feedback? Provide justifications.
41. Does the institution follow any other teacher performance appraisal method? (0.5)
Yes £

No £

If yes, give details of the same and state how the results of the appraisal are used.
42. Does the institution collect student evaluation on institution experience? (0.5)
Yes £

No £

If yes, what is the significant feedback from students and how has it been used?
43. Does the institution conduct refresher courses/seminars/conferences/symposia/
workshops/programs for faculty development?(0.5)
Yes £

No £

If yes, give details.
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44. Give details faculty development programs and the number of teachers who benefited
out of them, during the last two years. (0.5)
Faculty Development Programs

No. of Beneficiaries

45. Furnish information about notable innovations in teaching. (0.5)
46. What are the national and international linkages established for teaching and/or
research? (0.5)
CRITERION 4: RESEARCH, CONSULTANCY AND EXTENSION (10 MARKS)
47. Research budget of the institution in % of total operating budget. (1)
48. How does the institution promote research? (1)
•

Encourage PG students doing project work

•

Teachers are given study leave

•

Teachers provided with seed money

•

Provision of Research Committee

•

Adjustment in teaching load/schedule

49. Is the institution engaged in PhD level programs? (1)
Yes £

No £

If yes, give details

50. What percentage of teachers is engaged in active research - guiding research scholars,
operating projects, publishing regularly, etc.? Give details. (0.5)
51. Mention the admission status of the MPhil/PhD scholars in your institution. (0.5)
Level
MPhil
PhD

Enrollment Status
Full Time
Part Time

Total

52. How many PhDs have been awarded during the last five years? (1)
53. Does the institution provide financial support to research students? (0.5)
Yes £

No £

If yes, give % of financial support from recurring cost.

54. Provide details of the ongoing research projects: (0.5)
Total number of projects
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Project Revenues (in NRs.)

55. Give details of ongoing research projects funded by external agencies. (0.5)
Funding agency

Amount (Rs.)

Duration (Years)

Collaboration, if any

56. Does the institution have research/academic publication? If yes, give details of
publications in the last two years. (0.5)
57. Does the institution offer consultancy services? (0.5)
Yes £

No £

If yes, give details.

58. Does the institution have a designated person for extension activities? (0.5)
Yes £

No £

Full-time £

If yes, indicate the nature of the post as –

Part-time £ Additional charge £

59. Indicate the extension activities of the institution and its details: (0.5)
•

Community development £

•

Training in Disaster Management £

•

Health and hygiene awareness £

•

Medical camps £

•

Adult education and literacy £

•

Blood donation camps £

•

AIDS awareness £

•

Environment awareness £

•

Any other £

60. Are there any outreach programs carried out by the institution (for example, Population
Education Club, Adult Education, National Literacy Mission, etc.)? (0.5)
Yes £

No £

If yes, justify.

61. How are students and teachers encouraged to participate in extension activities? Any
defined approaches? (0.5)
62. Does the institution work and plan the extension activities along with NGO’s and GO’s?
Give details of last 3 years. (0.5)
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CRITERION 5: INFRASTRUCTURE AND LEARNING RESOURCES (20 MARKS)
A. General Physical Infrastructure
63. Does the institution have a comprehensive master plan indicating the existing buildings
and the projected expansion in the future? (0.5)
64 (a). How does the institution plan to meet the need for augmenting the infrastructure to
keep pace with academic growth? Produce plan, if any. (0.5)
64 (b). What support facilities are available for conducting the education programmers in
the institution?(0.5)
•

Laboratory

•

Library

•

Others

Give details
65. Does the institution have provision for regular maintenance of its infrastructure? Provide
scheme. (0.5)
66. How does the institution ensure optimum utilization of its infrastructure facilities?
Produce the plan. (0.5)
67. Does the institution encourage use of the academic facilities by external agencies? (0.5)
Yes £

No £

If yes, give clearly defined regulations.

68. What efforts are made to keep the institution clean, green and pollution free? Give details
(0.5)
69. Are there computer facilities in the institution that is easily accessible to students and
faculty? (0.5)
•

Number of computer accessible to the students £

•

Computer accessible to the faculty £

•

Internet accessible to the faculty £

•

Internet accessible to the faculty £

70. Give the working hours of the computer centre and its access on holidays and off hours.
(0.5)
71 (a). How many departments have computers of their own? Give details. (0.5)
71 (b). Does the institution have provisions of internet/intercom/CC TV/other facilities Give
details (0.5)
72. Explain the output of the centre in developing computer aided learning packages in
various subjects during the last three years? (0.5)
90
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73. Is there any provision for maintaining/updating the computer facilities? Provide the
details of the system. (0.5)
74. Does the institution make use of the services of inter-university facilities? (0.5)
75. What are the various health services available to the students, teacher and other staff?
Give details. (0.5)
76. What are the physical and infrastructural facilities available in the sports and physical
education centre? Give details. (0.5)
77. What are the incentives given to outstanding sports persons? (0.5)
78. Give details of the student participation during the last year at the university, regional,
national and international events. (0.5)
Particulars

Participation of Students

District
National
International

Outcomes

79. Give details of the hostel facilities available in the institution? (0.5)
80. Give details of the facilities for drinking water and toilets. (0.5)
B. Library as a Learning Resource
81 (a). What are the working hours of the library? (0.25)
•

On working days _____

•

On holidays ______

•

Prior to examinations _____

81 (b). Does the library provide open-access to students? (0.25)
Yes £

No £

82. Mention the total collection of documents. (3.5)


Books

(0.2)

 Current Journals


Nepalese

(0.2)



Foreign

(0.2)

 Magazines

(0.2)

 Reference Books

(1.0)

 Text Books

(0.2)
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 Refereed journals

(0.4)

 Back Volumes of Journals (0.2)
 E- Information Resources


CD’s/DVD’s



Databases



Online Journals



AV Resources

 Special collection

(0.4)

(0.5)

(Please specify for example: UNO Depository center, World Bank Repository,
Competitive Examinations, Book Bank, Old Book Collection, Manuscripts)
83. Give the number of books/journals/periodicals that
library during the last two years and their cost. (1)

have been added to institution

The year before last
Number

The year before

Total cost

Number

Total cost

i. Text books
ii. Other books/References
iii. Journals/periodicals
iv. Any others

84. Mention (1)
(i) Total carpet area of the institution library (in sq.mts.) [

]

(0.25)

(ii) Total number of departmental libraries

[

]

(0.25)

(iii) Seating capacity of the Library

[

]

(0.25)

(iv) Open student access to library

[

]

(0.25)

85. Give the organizational structure of the library. (0.5)
(i) Total number of staff (0.3)
a. Professionals (List with qualifications)		
b.

Semi-professionals

c.

Others

(ii) Library advisory committee (0.2), Give details
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86. Staff development programs for library (0.5)
(i) Refresher/orientation courses attended
(ii) Workshops/Seminars/Conferences attended
(iii) Other special training programs attended
87. Are the library functions automated? (0.5)
Yes £

No £

If yes: Fully automated £

(0.5) Partially automated £ (0.25)

Name the application software used -------------------------------------------88. What is the percentage of library budget in relation to the total budget of the Institution?
(0.5)
89. Does the library provide the following services/facilities? (10 x 0.1 = 1)
••

Circulation Services £

••

Maintenance services £

••

Reference/referral service £

••

Information display and notification services £

••

Photocopying and printing services £

••

User Orientation/Information Literacy £

••

Internet/ Computer Access £

••

Inter-Library Loan services £

••

Networking services £

••

Power Backup facility £

90. Furnish details on the following (1; to be equally distributed)
(i) Average number of books issued/returned per day.

[

]

(ii) Average no. of users visited / Documents consulted per month

[

]

(iii) Please furnish the information on no. of Log- ins in to the

[

]

(iv) E-Library Services/E- Documents delivered per month

[

]

(v) Ratio of Library books to number of students enrolled

[

]
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CRITERION 6: STUDENT SUPPORT AND GUIDANCE (10 MARKS)
91. Furnish the following details: (0.25 x 4 = 1)
• Percentage of regular students appearing for the exam.
• Drop out rate (drop out from the course)
• Progression to further study (Bachelors to Master, Master to Mphil/PhD)
• Prominent positions held by alumni
92. How many students have passed the following examinations in the last five years? (0.25
x 4 = 1)
• Nepal Civil Services Examinations
• Other employment related examinations
• International level entrance examination
• Others (please specify)
93. Does the institution publish its updated prospectus annually? (1)
Yes £ No £
If yes, what are the contents of the prospectus? (attach a copy)
94. What kind of financial aids are available to students from the government, the institution
and others? Give details. (0.5)
95. Mention the number of students who have received financial aid during the last two
years. (0.5)
Financial aid
Year before last
Year before
i. Merit scholarship
ii. Merit-cum-Means
iii. Any others
96. Does the institution have an employment cell and a placement officer who offers career
counseling to students? If yes, give details of the cell and its office. (0.25 x 2 = 0.5)
i. Employment cell £
ii. Placement officer £
97. Do teachers participate in academic and personal counseling? (0.5)
Yes £ No £
If yes, give details as to how they are involved.
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98. How many students were employed through placement service during the last year? (1)
Particulars
UG students PG students Research scholars
i. Local firms/companies
ii. International firms/companies
iii. Government
iv. Public (semi-government) sector
v. Private sector
99. Does the employment cell motivate the students to seek self-employment? (1)
Yes £ No £
If yes, how many are self-employed (data may be limited to last 5 years)?
100. Does the institution have an Alumni Association? (0.5)
Yes £ No £
If yes, indicate the activities of the Alumni Association.
101. How the policies and criteria of admission are made clear to prospective students? (0.5)
102. State the admission policy of the institution with regard to international students. (0.5)
103. What are the support services given to international students? (0.5)
•

International student service office £

•

Special accommodation £

•

Induction courses £

•

Socio-cultural activities £

•

Welfare program £

•

Policy clearance £

•

Visa Support £

104. What are the recreational / leisure time facilities available to students? (1)
• Indoor games £
•

Outdoor games £

•

Nature Clubs £

•

Debate Clubs £

•

Student Magazines £

•

Cultural Programs

•
•

Audio Video facilities £
		
Any others ---------------------

£
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CRITERION 7: INFORMATION SYSTEM (10 MARKS)
105. Is there any cell in the institution to analyze and record various academic data? (2)
Yes £

No £

If yes, mention how does the cell work along with its compositions?
106. What are the areas on which such analysis is carried out? (1.5)
107. How these analyzed data are kept in the institution records? (1)
108. Are these information open to the stakeholders? (1)
Yes £

No £

If yes, explain how they are disclosed?
109. Are the methods of study and analysis also open to the stakeholders? (1)
Yes £

No £

110. Is there any mechanism to receive comments or feedbacks on the published data? (1)
Yes £

No £

If yes, explain how does it happen?
111. What are the impacts of such information system on decision making process? (1.5)
Produce in brief the impact analysis.
112. Give examples of quality improvements initiated due to the use of information system.
(1)
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CRITERION 8: PUBLIC INFORMATION (10 MARKS)
113. Is there public information cell within the institution? (2)
Yes £

No £

If yes, give details.
114. What are the areas of information published by the cell? (1)
•

Academic £ (0.25)

•

Administration £ (0.25)

•

Financial £ (0.5)

•

All £ (1.0)

115. Where are these information published? (1.5)
•

Newspapers £ (0.5)

•

Magazines £ (0.5)

•

Institutional special magazine dedicated for this £ (0.5)

116. How often are these information published? (1)
•

Yearly £ (1)

•

In 4 years £ (0)

117. Mention all such publications of last two years (1)
Areas

Year I

Year II

118. Does the cell also collect responses, if any, on the published information? (1)
Yes £

No £

If yes, give details
119. Is there any system to evaluate the impact of public information on quality
improvements? (1)
Yes £

No £

If yes, how these impacts are measured?
120. Mention some positive impacts made by the public information practice. (1.5)
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APPENDIX-5:
ORGANIZATION/STRUCTURE OF THE SELF STUDY REPORT

SELF STUDY REPORT FOR INSTITUTIONAL ACCREDITATION
(FIRST/SECOND/THIRD/… CYCLE)

SUBMITTED BY
[NAME OF THE HEI]
[ADDRESS OF THE HEI]
[MM/YY]

SUBMITTED TO
HIGHER EDUCATION QAA COUNCIL
UNIVERSITY GRANTS COMMISSION
SANOTHIMI, BHAKTAPUR, NEPAL
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PRELIMINARIES OF THE REPORT
•

Cover Page

•

Inside Cover Page

•

Declaration by Head of the Institution

•

Acknowledgements

•

Executive Summary

•

Abbreviations/Acronyms Used in the Report

•

List of Table/Figures Used in the Report

CORE CONTENTS
PART ONE
DATA COLLECTION FORMAT FOR INSTITUTIONAL SSR
Section A: Information for Institutional Profile
[This is in fact, the program data form, which contains demographic data currently on record.
Thus, updates of the demographic information should be made in the form as indicated. This
section includes the responses to the 29 items/questions with adequate proofs in the annex]
Section B: Benchmark-Wise Inputs for Institutional SSR
[This is the indicator-wise status report, which supplies data/information and documents
to prepare the Self-study Report. This section includes the answers/responses to the 120
indicators (in the form of questions) with adequate justification/proof in the annex]
PART TWO
ANALYSIS OF THE DATA

2.1 Preamble (Introduction)

Text Formatting
•

Paper Size: A4

• Paper Margin: 1.5” left and each 1.0” TDR
[The preamble of the SSR
highlights the distinctive characteristics • Font: Times New Roman
of the institution and the purpose • Font Size: 13
for which it undergoes the process • Line Spacing: 1.15 (6 pt before & 12 pt after)
of assessment and accreditation. • Alignment: Left with justify
This section of the report is logical
• Paragraphing: Block style
analysis of the 29 different responses
to the items/questions collected for
institutional profile. Generally, it includes the introduction to the HEI, statements of how
the Self-study was conducted (methods), the period of time devoted to the study, and a list
of mechanisms/participants and their committee assignments. Mainly, this section is opened
for the HEIs to express for themselves. It would be better to include (but not limiting to) the
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following information while preparing preamble of the SSR:]
•

Introduction to the HEI

•

Historical development

•

Physical infrastructures and property

•

Academic programs

•

Academic facilities and resources

•

Details of available human resources

•

Institutional mechanisms (committees)

•

Administrative system and organization

•

Financial status of the HEI

•

Critical appraisal of the HEI (SWOT/SWOC/SLOC analysis)

2.2 Criterion Wise Analysis
[This section is the logical analysis and interpretation of the criterion-wise data collected
as benchmark wise input for institutional SSR. Thus, it should strictly be based on the collected
data and their proof in the annex. It is advisable to prepare criterion-wise sub-section while
preparing/organizing the report. Each sub-section should be prepared stating (but not limiting
to) the purpose/objective of the criteria, current status, analysis of the fulfillment/gap, good
practices, efforts made to maintain/fulfill the gaps, critical appraisal (SWOC analysis) of the
criteria. The narrative of the report is the heart of the SSR and should reflect the findings and
conclusions resulting from the self-study process. The narrative should be written in paragraph
form in response to the standards. The section on the criterion-wise analysis should contain
the institution's perception of its own performance on the basis of the various indicators
and criteria for assessment. The institution may also provide information on its outstanding
achievements/distinguishing features under each criterion. The data collected on the basis of
each of the indicators should be analyzed as to make it clear how expectations indicated under
each criterion are matched with their fulfillment. It may discuss any challenges that were
identified in the functioning of the institution too.]

2.3 Summary of the SSR
[This is a brief summary of the significant findings from the Self-study including strengths
and its concerns and it should also include the discussions of the success of the program. The
summary of the SSR is the precise form of the preamble and criterion wise report. Thus it is
better to prepare in logically knitted paragraph; each single and short paragraph for all the
eight criteria and the preamble. It is advisable to prepare the concrete, concise, intelligible,
comprehensive and composite summary within 2-3 pages.]
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2.4 Appendix/Annex
[An appendix/annex is a supportive part for the report that includes a large volume of
institutional documents used/quoted in the report. For the systematic organization of the
documents, it is better to prepare the appendix in multiple volumes; at least in 9 different
volumes – one for preamble and remaining eight for the eight different criteria. Different subvolumes within the same volume can also be created based on the size of the documents. The
appendix should systematically be arranged/organized incorporating at least the Volume No.,
Annex No., Name of the Documents, and Page No.]
Note:

This is just a general guideline for the ease of the HEIs. The SAT of the HEIs can
use/apply their creative ideas freely while preparing and/or organizing the report/
appendix; however being within the approved framework, format and contents.
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APPENDIX – 6: SAMPLE OF THE SSR SUBMISSION LETTER AND
DECLARATION OF ELIGIBILITY FULFILLMENT

										

Date:

The Chairperson
Higher Education QAA Council, UGC
Sanothimi, Bhaktpur, Nepal
Subject: Submission of the Self Study Report with Declaration of the Fulfillment of
Eligibility Criteria.
Dear Sir,
We are pleased to inform you that we are submitting the Self Study Report for the purpose
of assessment for Institutional Accreditation meeting the following minimum eligibilities that
are required to be fulfilled as per the HEQAAC provision. The related documents that prove
the compliance of eligibility fulfillments are also attached herewith the submission letter.
Please find the attached report (five copies of the SSR and one copy of the annexure) along
with the soft copies of them for your perusal.
Thanking you and looking forward to hearing from you soon.
Eligibility Criteria for Acceptance of the SSR
SN

Eligibility Criteria

Status of the
Fulfillment
Yes

1

HEIs must have at least 50% full time qualified
faculty members (adhered to in the core
subjects)

2

Executive Head, Head of the Departments
(HoDs), Program Coordinators and the
Coordinator of the IQAC must be full time
qualified faculties.

102 HANDBOOK FOR SELF STUDY & PEER REVIEW

No

Remarks

SN

Eligibility Criteria

Status of the
Fulfillment
Yes

3

Minimum number of students should be
200. The number for special cases may be
varied according to the decision of HEQAAC
(However, this will not be applicable to
the Central Departments and Schools of
Universities and the institutions running on
quota based admission in specific subjects).

4

The HEI must have been established at least
five years before and should have run the
academic programs for at least four batches of
the students regularly (continuously).

5

In case of the HEI running professional
programs, the HEIs should be recognized by
their respective professional councils and meet
the minimum criteria/ requirements stated by
the council.

6

The HEI must strictly follow the nonconformity of multiple affiliations within
the same premises (abiding by the rules
and regulations of the individual affiliating
university).

7

The organizational structures of the HEIs
must explicitly be expressed in schematic
form showing the institutional head and other
portfolio members/ mechanisms.

8

The HEI must allocate their specific budget
for the promotion and sustenance of research
culture within the institution.

9

The HEI running on leased properties must
have a plan for institutional sustainability and
continuity, including their own infrastructural
development and commitment to implement
the plan within five years (applicable only for
private institution).

Remarks

No
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SN

Eligibility Criteria

Status of the
Fulfillment
Yes

10

Remarks

No

The HEI must have set aside at least 10% of its
total budget for the academic or institutional
development (applicable only for private
institution).

………………………..
									

[Name]
Head of the Institution

List of Documents attached herewith:
1) Recommendation Letter from the IQAC of the University
2) Appointment letters of the full time faculty members
3) Letter of affiliation/program approval from the respective university
4) Program-wise data of students' enrollment for the last fiscal year
5) Comprehensive organization structure of the HEI
6) Annual budget of the HEI for the current fiscal year
7) Letter of program recognition from the respective professional council (only for the HEIs
running the professional programs/courses)
8) Plan for institutional sustainability (only for the private HEIs)
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APPENDIX-7: FORMATS FOR DECLARING "NO CONFLICT OF INTEREST"
Appendix – 7 (a): Declaration Format for the Institution
DECLARATION OF "NO CONFLICT OF INTEREST"
On behalf of the Institution, I hereby declare that we have "No Conflict of Interest" with
the team of experts mentioned below, who will work in this institution as peer reviewers for
Institutional Quality Assurance and Accreditation.
•

To the best of our knowledge and experience, the team members have no any
involvement with the institution directly or indirectly and through their close
relatives (family members) presently or in the near past (within five years), either as
an employee or a member of any formal official bodies, or a consultant or a recent
graduate (within five years) or a currently enrolled PhD/Post-Doctoral Scholar.

•

We have no any affiliation with the team members in competing directly with the
proposed assignment.

•

We have no conflict of interest due to our vested interest between the team members
and our institution.

The Peer Review Team
S.N.
1
2
3
4
5

Name of Experts/Peer Reviewers

Designation
Remarks
PRT Coordinator
PRT Member
PRT Member
PRT Member
Foreign Expert
PRT Member
Staff Member

Executive Head of the Institution
Signature: ………………………………
Name: …………………………………..
Designation: ……………………………
Date: ……………………………………
Official Seal: …………………………...
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Appendix – 7 (b): Declaration Format for the Peer Reviewer
DECLARATION OF "NO CONFLICT OF INTEREST"
I hereby, declare that I have "No Conflict of Interest" with the higher education institution
mentioned below to work as a Peer Reviewer for Institutional Quality Assurance and
Accreditation. I have no:
•

Involvement with the institution directly or indirectly and through my close relatives
(family members) presently or in the near past (within five years), either as an
employee or a member of the formal official bodies, or a consultant or as a recent
graduate (within five years) or a currently enrolled PhD/Post-Doctoral scholar.

•

Affiliation with the institution in competing directly with the proposed assignment.

•

Conflict of interest due to vested interest between myself and the institution.

Higher Education Institution to be Reviewed
Name of the HEI:
Ward No.:
Rural Municipality/Municipality/Sub-Metropolitan/Metropolitan City:
District:
Province:

Peer Reviewer
Signature: ………………………………
Name:
Designation:
Date:
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APPENDIX – 8: FORMAT FOR INITIAL REVIEW REPORT OF THE SSR
UNIVERSITY GRANTS COMMISSION
HIGHER EDUCATION QAA COUNCIL
SANOTHIMI, BHAKTAPUR, NEPAL
Initial Peer Review Report of the Self Study Report
1.

Introduction
Name of the Institution
Address
University
Type/Nature of the Institution
Name of the Reviewer

2.

Impression/Observation on Information for Institutional Profile (Appropriateness
of the Responses to the Questions)
Q.N.

Impression/Observation

Recommendation

Please add the rows as needed

3. Impression/Observation on Benchmark Wise Inputs for Institutional SSR
(Appropriateness of the Responses to the Questions)
Q.N.

Impression/Observation

Recommendation

Please add the rows as needed
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4.

Comments/Feedback/Suggestions on the Report
SN
1
2
3
4
5
6
7
8
9

Feedback/Suggestions for
Improvement
Each row should have at least 3 bullets with full sentences
Preamble
•
Policy and Procedure
•
Curricular Aspects
•
Teaching Learning and Evaluation
•
Research, Consultancy and Extension
•
Infrastructures and Learning Resources
•
Student Support and Guidance
•
Information System
•
Public Information
•
Particulars/Criteria

5.

Commendations
a)
b)
c)
d)

6.

Overall Impression
1

2
3
4
5

Presentation of Organization of the SSR as
the SSR
per the QAA guidelines
Spelling, grammar and
language used in the SSR
Accuracy of the contents
Balance of the contents
(unbiased)
Consistency of information and claims of the
institution
Appropriateness of the use of jargon and key
words
Adequacy, accuracy, and appropriateness of the
evidences/ support documents in the annex
Overall impression

Reviewer’s Signature:
Date of the Review:
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APPENDIX – 9: FORMAT FOR SSR REVIEW REPORT
(PORTFOLIO MEETING)
UNIVERSITY GRANTS COMMISSION
HIGHER EDUCATION QAA COUNCIL
SANOTHIMI, BHAKTAPUR, NEPAL
Review Report of the Self Study Report
Name of the Institution:
Address:
Name of the Reviewer:
SN
1

Particulars/Criteria
Major Observations
Part One : General Impression
Presentation
the SSR

of Format of the SSR
as per the QAA
guidelines
Grammar and
language used in the
SSR
Accuracy of the
contents

3

Balance of the
contents (unbiased)
Appropriateness of
the responses to the
question (1-120)
Consistency of information and claims
of the institution
Evidences/support documents

4

Overall impression

1

Part Two : Criteria-wise Impression/Observation
(Each criteria should have at least 3 bullets with full sentences)
Policy and Procedure

2

Curricular Aspects

2
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SN
3

Particulars/Criteria
Teaching Learning and Evaluation

4

Research, Consultancy and Extension

5

Infrastructures and Learning Resources

6

Student Support and Guidance

7

Information System

8

Public Information

1

Major Observations

Part Three: Specific Suggestions
(Each criteria should have at least one recommendation in a full sentence)
Policy and Procedure

2

Curricular Aspects

3

Teaching Learning and Evaluation

4

Research, Consultancy and Extension

5

Infrastructures and Learning Resources

6

Student Support and Guidance

7

Information System

8

Public Information
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Part Four: Items Seeking Additional Information
(There should be at least one item seeking additional information with a specific
group during Pre/PRT assessment)
1

University/Management Authorities

2

Head of the Institution/ Administration

3

Academic Leaders of the Institution

4

Internal Quality Assurance Committee

5

Self Assessment Team

6

Faculty Members of the Institution

7

Administrative and Technical Staffs

8

Students

9

Different Institutional Committees

10

Parents and Community People

11

Employers

12

Alumni Association

Reviewer’s Signature:
Date of the Review:
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APPENDIX – 10: FORMAT FOR MARKING THE SSR
UNIVERSITY GRANTS COMMISSION NEPAL
HIGHER EDUCATION QAA COUNCIL
QAA ASSESSMENT OF (NAME AND ADDRESS OF THE HEI)
CRITERION-WISE EVALUATION (FOR INSTITUTIONAL ACCREDITATION)
Marking Criteria
Full mark (100% mark) if “Yes with justification and evidence”; 75% mark if “Yes with
justification but without full evidence”; 50% mark if “Yes with apparent justification without
record”; 25% mark if “Yes with apparent initiatives”; Zero (0) mark if the answer is (means)
“No”
Criterion 1: Policy and Procedures (15 Marks)
QN

Benchmark-wise imputes

1

Are there clearly defined vision, mission, goals,
and objectives of the Institution in written? If
yes, mention and attach the document.
Are there clearly defined plans, programs and
strategies to achieve its specific goals and
objectives? If yes, mention and attach the
document.
Are there duly formed organizational
structures where the policies of the Institution
are formulated, reflected, reviewed and
updated? If yes, mention the organizational
chart and member compositions.
Has the Institution adopted any mechanism/
process for internal quality monitoring and
checks? Justify with supporting documents.
Is there any document of the institution to
specify the job responsibilities of departments,
units and individuals? If yes, give details/
reference.
Is there any defined and written scheme to
evaluate the pre-defined job responsibilities of
departments, units and individual staff?
If yes, produce those schemes and examples of
some practices.

2

3

4
5

6
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Full
Mark
1
1

1

1
1

1

Obtained
Mark

Remarks

QN

Benchmark-wise imputes

7

Does the institution have strategic plan and
action plan emphasizing on team work and
participatory decision making and a scheme
for information sharing?
If yes, give details.
Does the institution have program(s) to
strengthen the regular academic programs
through other self-sustaining programs/courses
and others? If yes, give details.
Are there any formal provisions under which the
institution brings “stakeholders or community
feed backs and orientation” in its activities? If
yes, give details.
Were any committees/external agencies
appointed during the last three years to improve
the organization and management? If yes, what
were the recommendations?
Are the students involved in institution
management system and quality assurance? If
yes, give details.
Has there been an academic audit? Justify it.
Please attach the copies.
Is there any specific mechanism to combine
teaching and research? If yes, give
details.
Have you observed any positive outcomes of
combination of teaching and research? If yes,
give details.
Provide institution specific other innovations
which have contributed to its growth and
development.

8

9

10

11
12
13
14
15
Total

Full
Mark
1

Obtained
Mark

Remarks

1

1

1

1
1
1
1
1
15
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Criterion 2: Curricular Aspects (10 Marks)
QN

Benchmark-wise imputes

16

Is there any provision for ensuring
consistency of teaching and learning with
the academic goals and objectives of the
institution? If yes, give details.
Are programs flexible enough to offer
students the following benefits?
• Time frame matching student
convenience
• Horizontal mobility
• Elective options
Indicate the efforts to promote quality of
education with provision of skills transfer
among the students
• Capacity to learn
• Communication skills
• Numerical skills
• Use of information
• Work as a part of a team and
independently
Please give evidence.
Are there any additional focused
programs and electives offered by the
institution? If yes, give details.
Has the institution taken any initiative to
contribute/feedback to the curriculum of
the university? Give evidence with the
examples of last 4-5 years
Is there any mechanism to obtain
feedback from academic peers and
employers? If yes, give details.
Give details of institution-industryneighborhood networks if any?
Does the institution inculcate civic
responsibilities among the students? Give
brief explanation in terms of activities

17

18

19
20

21
22
23
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Full
Mark
0.5

1.5

2.5

1.0
1.0

1.0
1.0
0.5

Obtained
Mark

Remarks

QN
24

25

Benchmark-wise imputes
What are the efforts of the institution
towards all-round personality
development of the learners? Give brief
explanation in terms of activities.
What are the practices of the institution
to impart moral and ethical value based
education? Give examples of some
practices.

Total

Full
Mark
0.5

Obtained
Mark

Remarks

0.5

10
Criterion 3: Teaching-Learning and Evaluation (15 Marks)

QN

Benchmark-wise imputes

26

Which of the following methods do you
apply in admitting the new graduates?
Select as many as apply
• Through academic records
• Through written entrance tests
• Through group discussions
• Through interviews
• Through combination of above all
Is there any provision for assessing
students’ needs and aptitudes for a course?
If yes, cite examples.
Does the institution provide bridge/
remedial courses to the academically
weak and disadvantaged students? If yes,
cite examples (UGC or other supports
received in this regard may be indicated).
Does the institution encourage the teachers
to make a teaching-plan? If yes, give
details.
Are syllabi in harmony with the academic/
teaching calendar? If yes, give details of
implementation in terms of monitoring,
coverage, correction, etc.

27
28

29
30

Full
Mark
1

Obtained
Mark

Remarks

0.5
0.5

0.5
0.5
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QN

Benchmark-wise imputes

31

How does the institution supplement the
lecture method of teaching with other
teaching methods with specific weightage
in terms of hours? (directed studies,
assignments, presentations). Produce some
examples.
Is there a facility to prepare audio visuals
and other teaching aids? If yes, give
details about the facilities.
Furnish the items for the last two years
• Teaching days per semester against
the requirement:
• Working days per week against the
requirement:
• Work load per week (for part time
teachers):
• Ratio of full-time teachers to part-time
teachers:
• Ratio of teaching staff to non-teaching
staff:
• Percentage of classes taught by fulltime Faculty:
• Number of visiting professors/
practitioners:
a. Are the students oriented to the
program, evaluation system, codes of
conduct other relevant institutional
provisions and requirements? If yes
give evidence.
b. Are
evaluation
methods
communicated to students at the
beginning of the academic session? If
yes, give evidence.
Does the institution monitor the overall
performance of students periodically? If
yes, give details.

32
33

34

35

116 HANDBOOK FOR SELF STUDY & PEER REVIEW

Full
Mark
0.5

0.5
1.5

1

0.5

Obtained
Mark

Remarks

QN
36

Benchmark-wise imputes
In the case of new appointment of the
teaching faculty made by the institution
itself, select the funding criteria that are
evidential in your institution.
• Job Advertisement
•

Selection Committee Formation

•

Examination by Selection Committee

•

Evaluation of Demo Classes

•

Interview by Selection Committee

Job Contract Through Formal
Appointment Letter
Provide the information (in number) about
the teaching staff recruited during the last
two years
a. Does the institution have the freedom
and the resources to appoint and pay
temporary/ad hoc teaching staff?
Are such provisions defined in the
institution act/board decision/ minute?
b. Does the institution have provision
and practice for inviting visiting/guest
faculty on regular basis? If yes, give
details.
Number of teaching staff who have
attended seminars/conferences/
workshops as participants/resource
persons/organizer in the last two years
Does the institution follow the selfappraisal method to evaluate the
performance of the faculty in teaching,
research and extension program?
If yes, how are teachers encouraged to
use feedback? Provide justifications.
Does the institution follow any other
teacher performance appraisal method?
If yes, give details of the same and state
how the results of the appraisal are used.

Full
Mark
1.5

Obtained
Mark

Remarks

•
37
38

39

40

41

0.5
1

1.5

0.5

0.5
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QN

Benchmark-wise imputes

42

Does the institution collect student
evaluation on institution experience?
If yes, what is the significant feedback
from students and how has it been used?
Does the institution conduct refresher
courses/seminars/conferences/symposia/
workshops/programs for faculty
development? If yes, give details.
Give details of faculty development
programs and the number of teachers who
benefited out of them, during the last two
years.
Furnish information about notable
innovations in teaching
What are the national and international
linkages established for teaching and/or
research?

43

44

45
46
Total

Full
Mark
0.5

Obtained
Mark

Remarks

0.5

0.5

0.5
0.5
15

Criterion 4: Research, Consultancy and Extension (10 Marks)
QN

Benchmark-wise imputes

47

Research budget of the institution in
percentage of total operating budget
How does the institution promote research?
• Encourage PG students doing project
work
• Teachers are given study leave
• Teachers provided with seed money
• Provision of Research Committee
• Adjustment in teaching load/schedule
Is the institution engaged in PhD level
programs?
What percentage of teachers is engaged
in active research - guiding research
scholars, operating projects, publishing
regularly, etc.? Give details.

48

49
50
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Full
Mark
1.0
1.0

1.0
0.5

Obtained
Mark

Remarks

QN

Benchmark-wise imputes

51

Mention the admission status of the M.
Phil/PhD graduates in your institution.
How many PhDs have been awarded
during the last five years?
Does the institution provide financial
support to research students?
If yes, give percentage of financial support
from recurring cost.
Provide details of the ongoing research
projects
Give details of ongoing research projects
funded by external agencies.
Does the institution have research/
academic publication? If yes, give details
of publications in the last two years
Does the institution offer consultancy
services? If yes, give details.
Does the institution have a designated
person for extension activities?
Indicate the extension activities of the
institution and its details
Are there any outreach programs carried
out by the institution (for example,
Population Education Club, Adult
Education, National Literacy Mission,
etc.)? If yes, justify.
How are students and teachers encouraged
to participate in extension activities? Any
defined approaches?
Does the institution work and plan the
extension activities along with NGO’s and
GO’s? Give details of last 3 years.

52
53

54
55
56
57
58
59
60

61
62
Total

Full
Mark
0.5

Obtained
Mark

Remarks

1.0
0.5

0.5
0.5
0.5
0.5
0.5
0.5
0.5

0.5
0.5
10
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Criterion 5: Infrastructure and Learning Resources (20 Marks)
QN
63

64

65
66
67
68
69
70
71

Full
Obtained
Mark
Mark
A. General Physical Infrastructure
Does the institution have a comprehensive
0.5
master plan indicating the existing
buildings and the projected expansion in
the future?
a. How does the institution plan to meet the
1
need for augmenting the infrastructure
to keep pace with academic growth?
Produce plan, if any.
b. What support facilities are available for
conducting the education programs in
the institution?
Give details.
0.5
Does the institution have provision for
regular maintenance of its infrastructure?
Provide scheme.
How does the institution ensure optimum
0.5
utilization of its infrastructure facilities?
Produce the plan.
0.5
Does the institution encourage use of the
academic facilities by external agencies?
If yes, give clearly defined regulations.
What efforts are made to keep the
0.5
institution clean, green and pollution free?
Give details.
Are there computer facilities in the
0.5
institution that is easily accessible to
students and faculty?
Give the working hours of the computer
0.5
centre and its access on holidays and off
hours.
a. How many departments have
1
computers of their own? Give details.
b. Does the institution have provisions
of internet/intercom/CC TV/other
facilities Give details
Benchmark-wise imputes
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Remarks

QN

Benchmark-wise imputes

72

Explain the output of the centre in
developing computer aided learning
packages in various subjects during the
last three years?
Is there any provision for maintaining/
updating the computer facilities? Provide
the details of the system.
Does the institution make use of the
services of inter-university facilities?
What are the various health services
available to the students, teacher and other
staff? Give details.
What are the physical and infrastructural
facilities available in the sports and
physical education centre? Give details.
What are the incentives given to
outstanding sports persons?
Give details of the student participation
during the last year at the university,
regional, national and international meets.
Give details of the hostel facilities
available in the institution?
Give details of the facilities for drinking
water and toilets.

73
74
75
76
77
78
79
80
Total
81.a
81.b

Full
Mark
0.5

Obtained
Mark

Remarks

0.5
0.5
0.5
0.5
0.5
0.5
0.5
0.5
10

Library as a Learning Resource
What are the working hours of the library?
0.25
Does the library provide open-access to
0.25
students?
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QN

Benchmark-wise imputes

82

Mention the total collection of documents.
 Books (0.2)

Full
Mark
3.5

 Current Journals


Nepalese (0.2)



Foreign (0.2)

 Magazines (0.2)
 Text Books (0.2)
 Reference journals (0.4)
 Back Volumes of Journals (0.2)
 E- Information Resources (0.4)


CD’s/DVD’s (Book CDs)



Databases



AV Resources

 Special collection (0.5)

83

Please specify for example; UNO
Depository center, World Bank, Old
Book Collection, Manuscripts.
Give the number of books/journals/
periodicals that have been added to
institution library during the last two years
and their cost

i. Text books
ii. Other books
iii. Journals/
periodical
iv. Any others

The year
The year
before last
before
No. Total No. Total
Cost
cost
(NRS)
(NRs)
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1.0

Obtained
Mark

Remarks

QN
84

85
86
87
88
89

Benchmark-wise imputes
Mention
i) Total carpet area of the institution
library (in sq.mts.) [
]
(ii) Total number of departmental libraries
[
]
(iii) Seating capacity of the Library
[
]
(iv) Open student access to library [
]
Give the organizational structure of the
library.
Staff development programs for library
Are the library functions automated?
Name the application software used.
What is the percentage of library budget
in relation to the total budget of the
Institution?
Does the library provide the different
services/facilities?
• Circulation Services
• Maintenance services
• Reference/referral service
• Information display and notification
services
• Photocopying and printing services
• User Orientation/Information Literacy
• Internet/ Computer Access
• Inter-Library Loan services
• Networking services
• Power backup facility

Full
Mark
1.0

Obtained
Mark

Remarks

0.5
0.5
0.5
0.5
1.0
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QN

Benchmark-wise imputes

90

Furnish details on the following (1 to be
equally distributed)
(i) Average number of books issued/
returned per day. [ ]
(ii) Average no. of users visited /
Documents consulted per month [ ]
(iii) Please furnish the information on no.
of Log- ins in to the [ ]
(iv) E-Library Services/E- Documents
delivered per month. [ ]
(v) Ratio of Library books to number of
students enrolled [ ]

Total

Full
Mark
1.0

Obtained
Mark

Remarks
1

10
Criterion 6: Student Support and Guidance (10 Marks)

QN

Benchmark wise Inputs

91

Furnish the following details:
• Percentage of regular students
appearing for the exam:
• Dropout rate (drop out from the
course):
• Progression to further study (Bachelors
to Master, Master to M. Phil/PhD):
• Prominent positions held by alumni:
How many students have passed the
different examinations in the last five years
• Nepal Civil Services Examination:
• Other
employment
related
examinations:
• International level entrance exam:
• Others (Please specify):
Does the institution publish its updated
prospectus annually? (attach a copy)
What kind of financial aids are available
to students from the government, the
institution and others? Give details

92

93
94
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Full
Mark
1.0

1.0

1.0
0.5

Obtained
Mark

Remarks

QN

Benchmark wise Inputs

95

Mention the number of students who have
received financial aid during the last two
years.
Does the institution have an employment
cell and a placement officer who offers
career counseling to students? If yes, give
details of the cell and its office.
Do teachers participate in academic and
personal counseling? If yes, give details as
to how they are involved.
How many students were employed
through placement service during the last
year?
Does the employment cell motivate the
students to seek self-employment?
If yes, how many are self-employed (data
may be limited to last 5 years)
Does the institution have an Alumni
Association? If yes, indicate the activities
of the Alumni Association.
How the policies and criteria of admission
are made clear to prospective students?
State the admission policy of the
institution with regard to international
students.
What are the support services given to
international students?
• International student service office
• Special accommodation
• Induction courses
• Socio-cultural programs
• Welfare programs
• Policy clearance
• Visa support

96

97
98
99

100
101
102
103

Full
Mark
0.5

Obtained
Mark

Remarks

0.5

0.5
1.0
1.0

0.5
0.5
0.5
0.5
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QN
104

Benchmark wise Inputs
What are the recreational/leisure time
facilities available to students?
• Indoor games
• Outdoor games
• Nature Clubs
• Debate Clubs
• Student Magazines
• Cultural Programs
• Audio Video facilities
• Any others ------------

Total

Full
Mark
1.0

Obtained
Mark

Remarks

10
Criterion 7: Information Systems (10 Marks)

QN

Benchmark wise Inputs

105

Is there any cell in the institution to
analyze and record various academic data?
If yes, mention how does the cell work
along with its compositions?
What are the areas on which such analysis
is carried out?
How these analyzed data are kept in the
institution records?
Is the information open to the
stakeholders? If yes, explain how they are
disclosed?
Are the methods of study and analysis also
open to the stakeholders?
Is there any mechanism to receive
comments or feedbacks on the published
data? If yes, explain how does it happen?
What are the impacts of such information
system on decision making process?
Produce in brief the impact analysis.
Give examples of quality improvements
initiated due to the use of information
system

106
107
108
109
110
111
112
Total
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Full
Mark
2.0

1.5
1.0
1.0
1.0
1.0
1.5
1.0
10

Obtained
Mark

Remarks

Criterion 8: Public Information (10 Marks)
QN

Benchmark wise Inputs

Full
Mark

113

Is there public information cell within the
institution? If yes, give details.

2

114

What are the areas of information
published by the cell?
• Academic
• Administration
• Financial
• All

1

115

Where are these information published?
• Newspapers
•

Magazines )

•

Institutional special magazine
dedicated for this

Remarks

1.5

116

How often is the information published?
• Yearly
• In 4 years

1

117

Mention all such publications of last two
years

1

118

Does the cell also collect responses, if any,
on the published information?
If yes, give details.

1

119

Is there any system to evaluate the
impact of public information on quality
improvements? If yes, how these impacts
are measured?

1

120

Mention some positive impacts made by
the public information practice.

1.5

Total

Obtained
Mark

10
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Marking Summary

I
II
III

Full
Marks
15
10
15

IV

10

V(A)

10

V(B)

10

VI

10

Criteria

VII
10
VIII
10
Total
100
In Words:

Obtained
Marks

Particulars of the Criteria/
Benchmarks
Criterion 1: Policy and Procedures
Criterion 2: Curricular Aspects
Criterion 3: Teaching-Learning and
Evaluation System

Remarks

Criterion 4: Research, Consultancy and
Extension
Criterion 5: Infrastructure and
(General)
Learning Resources
Criterion 5: Infrastructure and
(Library)
Learning Resources
Criterion 6: Student Support and
Guidance
Criterion 7: Information Systems
Criterion 8: Public Information

Peer Review Team
SN
1
2
3
4
5

Name of the Peer Reviewers
Prof. Dr.
Prof. Dr.
Prof. Dr.
Prof. Dr.
Dr./Mr./Ms.

Designation
Coordinator
Member (Foreign Expert)
Member
Member
Staff Member

Date:
Place:
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Signature

APPENDIX – 11: PREPARATORY VISIT SCHEDULE TEMPLATE
UNIVERSITY GRANTS COMMISSION NEPAL
HIGHER EDUCATION QAA COUNCIL
SHEDULE FOR THE PEER REVIEW TEAM'S PREPARATORY VISIT OF
[NAME AND ADDRESS OF THE HEI]
[VISIT DATES BOTH IN AD AND BS]
Pre-visit Team:
Prof. …………….., Coordinator
Dr./Mr./Ms. …………., Staff Member
Activity
Preparatory
Meeting

Formal
Welcome

Time

-

One
Hour
One Hour -

Focus
Re-organizing the information about the SSR
of the institution
Division of works within the team
Informal Interaction with HEI's
administration
Program Chair by HEI's Authority
Welcome note by Executive Head of the HEI
Remarks on Peer Review process and role of
the participants/HEI by the PRT Coordinator

-

Presentation
Followed by
Interaction

Interaction
with CMC/
Similar
Authority

Presentation based on highlights of the
SSR and progress/plan, if any (by SAT
One
Coordinator)
Hour - Interaction (facilitated by PRT Coordinator)
- Session Closing (by the Chairperson of the
Program)

One
hour

-

Vision, Mission, Strategy & Action Plan
Policy and procedures
Appraisal system and feedback
Academic and operational calendar
Budget, programs and achievements
Clarification on raised issues
Further Commitment

Participants
Pre Visit Team
Pre Visit Team,
HEI's Authorities,
Executive Head
of the HEI,
HoDs, Other
Academic
Leaders, IQAC,
SAT, Faculties,
Administrative
staff, Students,
and Other
Stakeholders
Pre Visit Team
and CMC/
Similar Authority
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Activity

Time

Interaction
with Faculty
Members

One
Hour

Interaction
One
with NonHour
teaching Staff

Interaction
with
Academic
Leaders

One
Hour

Class
Observation

One
Hour

Interaction
with Parents/
Guardians
One
and
Hour
Community
people
Interaction
with
Academic
Peers,
Employer,
and Alumni

One
Hour

Interaction
One
with Students Hour

Focus
- ToR/JD and planned teaching
- Facilities for teaching-learning
- Research and publications
- Faculty development programs
- Faculty's relative satisfaction and commitment
- Problems, issues, and concerns
- Work load, ToR and satisfaction at work
- Opportunities for promotion and professional
development related activities
- Institutional support and career path
- Vision, Mission, Strategy and Action Plan
- Research provisions, trend, funding, activities
and achievements
- Support to the Campus's activities, and
Internal Quality Management
- Data management and use of the data
- Student counseling, feedback and placement
- ECA/CCA Activities
- Facilities in the classroom
- Ways of teaching, learning and evaluation
- Use of teaching plan, ICT and materials
- Perception, impression, awareness and
cooperation
- Role played and responsibilities borne on the
major progress/achievements
- Ownership and participation
- Collaboration and opportunity
- Relative satisfaction towards the service and
quality
- Perception, impression, role and cooperation
- Quality of curriculum and teaching learning
- Placement of graduates and impression on
their performance
- Provision of Alumni Association
- Activities of Alumni, scope and opportunities
- Feedback to the institution
- Students' satisfaction on teaching, learning &
evaluation process
- Availability and use of learning resources
- Facilities, services and opportunities for
overall/all-round development
- Student support services
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Participants
Pre Visit Team
and Faculty
Members of the
HEI
Pre Visit Team
and Non-teaching
Staff
Pre Visit Team
and Asst.
Executive
Head, HoDs,
Coordinators
of Different
Programs & Cells
and Committees
Pre Visit Team
and Concerned
Faculties
Pre Visit Team
and Parents/
Guardians,
Community
People

Pre Visit Team
and Academic
Peers, Employer,
and Alumni
Pre Visit Team
and
Representative
Students
Including the
SQC

Activity

Time

Focus
Seeking clarification on information
Discussion on quality matters/attempts
IQAC roles and responsibilities
IQAC activities and achievements
Providing feedback on SSR/Annexes

Interaction
with IQAC
and SAT

One
Hour
-

Observation
Visit to the
HEI and
Document
Inspection/
Review

- Observation of major infrastructures and
facilities
- Library and Lab management
Five
- Departmental records, teaching plans,
Hours
activities, academic calendar
- Plans, provisions, activities & records of
various cells/committees/sections/units

Interaction
with
Executive
Head of the
HEI
Preparation
of the Draft
Report
Internal
Sharing of
the Report

- Seeking clarification on the raised issues
- Perception towards the systems and quality
One
and commitment for further improvement
Hour
- Open discussion
- Key inputs
- Building Consensus on issues (if any)
Five
- Preparing the draft report
Hours
- Finalization of the Review Report of Pre-visit
One - Sharing of major highlights of the report
Hour - Building consensus on issues (if any)
- Understanding on the recommendations
- Incorporation of the feedback, if any

Exit Meeting One - Program Chair by HEI's Authority
with Formal Hour - Presentation of the major highlights of the
Closing
peer review report by PRT Coordinator
- Briefing of the process after Pre Visit and
other provisions by Staff Member
- Commitments by Executive Head of the HEI
- Session Closing with key notes by the
Chairperson (HEI's Authority)

Participants
Pre Visit Team
and IQAC &
SAT
Pre Visit Team
and Head of the
Departments,
Concerned
Personnel,
Coordinators of
the Cells and/or
Committees
Pre Visit Team &
Campus Chief

Pre Visit Team
Pre Visit Team
and Chief of
HEI's authority,
Executive Head
of the HEI,
Coordinators of
IQAC & SAT
Pre Visit Team,
HEI's Authorities,
Executive Head
of the HEI,
HoDs, Other
Academic
Leaders, IQAC,
SAT, Faculties,
Administrative
staff, Students,
and Other
Stakeholders
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Note:
•

The schedule will be finalized with mutual understanding among QAAD, Peer Reviewers,
and the HEI.

•

The schedule template has not included the time for (a) travel and arrangements; and (b)
lunch, which is expected to have at the canteen of the HEIs.

•

The working days with dates may be as per the nature, size and type of the HEI, however;
it will not be more than that of three working days.

•

The working hour may be varying as per the nature/size of the HEI and the number of the
participants.

•

The term 'Academic Leaders" refers to the Assistant Head of the Executive, HoDs,
Program Coordinators, Coordinators of different committees and cells.

•

The interactions will be held in a 'separate group interaction' format.

•

The participants' group of the interaction can be added/lessen as per the nature/type of the
institution.

•

The executive head of the HEI cannot take part in the interaction which is not particularly
designed for him/her.

•

One hour time has to be allocated for the 'Reflection of the Day' at the last session of each
working day, while preparing the detail schedule.

•

The HEI has to manage the photography of all the events stated in the schedule and the
attendance of the participants participated in the meetings/interactions.
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APPENDIX – 12:
TEMPLATE FOR PEER REVIEW REPORT OF PRE/PRT ASSESSMENT

PEER REVIEW REPORT OF PRE/PRT ASSESSMENT
[NAME OF THE HEI]
[ADDRESS OF THE HEI]

REVIEW DATE

START:
EXIT:

DD/MM/YY
DD/MM/YY

SUBMITTED TO
UNIVERSITY GRANTS COMMISSION NEPAL
HIGHER EDUCATION QAA COUNCIL
QAA DIVISION, SANOTHIMI
[DATE (IN MM/YY)]

SUBMITTED BY
THE PEER REVIEW TEAM
NAME, COORDINATOR
NAME, MEMBERS
NAME, STAFF MEMBER
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GENERAL INFORMATION

SECTION A

1. Introduction
Name of the Institution
Address of the Institution
Telephone Number
Fax Number
E-mail Address
Website
Date of Establishment
University
Type of Institution
Funding Provision
Head of the Institution
Contact No./Email
Date of IQAC Formation
IQAC Coordinator
Contact No./Email
Accreditation Cycle
Date of First Accreditation
2. Current Academic Programs Offered by the Institution
Level

Academic Programs

Bachelor's
Master's
M. Phil
PHD
Total
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No. of Program

3. Academic Departments Functional in the Institution
SN

Faculty/Institute

Name of the Department

4. Present Status of Student Enrollment (Year)

Level

Program

No. of Students Per Semester/Year
1st 2nd 3rd 4th 5th 6th 7th

Total
8

th

Bachelor

Master's

M. Phil
PHD
Total
5. Regional Profile of the Student (Year)
No. of Enrollment

Bachelor's
M F T

Master's
M F T

M. Phil
M F T

PHD
M F T

Total

From the same
district where
the institution is
located
From other districts
From SAARC
Countries
Total
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6. Human Resources Available in the Institution
Category
Full Time Faculty Members
Part Time Faculty Members
Visiting/Guest Faculty Members

Number

Non-teaching Staffs

7. Details of the Faculty Members
SN

Designation of the Faculties

1

Professor
Reader/Associate Professor
Lecturer/Asst. Professor
Teaching Assistant/Instructor

2
3
4

No. of the Faculties by Nature/Type
Full Time
Part Time
Visiting

Total

8. Other Details of the Faculty Members
Academic Qualification

No. of Faculties

Post Doc.
PhD
M. Phil
Master's
Bachelor's

Experience (in Yrs)

No. of
Faculties

More than 20 years
15 to 20 years
10 to 15 years
5 to 10 years
Less than 5 years

9. Details of the Non-teaching Staff
Particulars
Male

Distribution of Staffs by Gender
Female

Administrative Staff
Technical Staff
Total
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Total

SECTION B
CRITERIA WISE ANALYSIS adopt
The Peer Review Team (PRT) has made on-the-spot observation of the infrastructures and
facilities, interaction (and meeting) with different groups of stakeholders, and the review of
all the related documents in the process of peer review. Necessary documents have been
inspected to observe the compliance of the document with the tasks done. Based on these, the
PRT has come up with the following major observations:
Criteria 1: POLICY AND PROCEDURE
Formal policies and procedures provide a framework within which higher education
institutions can develop and monitor the effectiveness of their quality assurance system.
This also helps to increase the public confidence.
Area of Review
Major Observations
•
i) Institutional
strategy for quality
and standards
ii) Organization of •
quality assurance
system
iii) Responsibilities •
of individual
departments, units
and individuals for
the assurance of
quality
•
iv) Relationship
between teaching
and research in the
institution
v) Involvement of •
students in quality
assurance
vi) Ways in which •
the policies are
implemented,
monitored and
revised
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CRITERIA 2: CURRICULAR ASPECTS
This criterion deals with how the institution makes its institutional arrangement to fulfill
the objectives of the curriculum, enrich the curriculum, make suggestions for betterment of
existing curriculum. This aspect also seeks how the institution addresses the issues of job
market with the involvement of stakeholders. The other important aspect relates to how
curriculum is aligned with the mission statement of the institution.
Area of Review
Major Observations
•
i) Stated goals and
objectives that are
communicated
systematically to all
its constituencies.
•
ii) Consistency of
programs of the
institution with
goal and objectives
iii) Range of the
•
programs offered
by the institution
and the provisions
of academic
flexibility
iv) Feedback
•
system from
academic
peers, students,
employers and
other stakeholders
to initiate, review
and redesign the
programs
v) Curriculum
•
practices to
achieve academic
excellence and
efforts to sustain
such practices
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CRITERIA 3: TEACHING-LEARNING AND EVALUATION SYSTEM
This criterion deals with the efforts of an institution to serve students of different backgrounds
and abilities, through effective teaching-learning experiences. Interactive instructional
techniques that engage students in higher order ‘thinking’ and investigation, through the
use of interviews, focused group discussions, debates, projects, presentations, experiments,
internship and application of ICT resources, are important considerations. It also probes into
the adequacy, competence as well as the continuous professional development of the faculty
who handle the programs. The efficiency of the techniques used to evaluate the performance
of teachers and students continuously is also a major concern of this criterion.
Area of Review
Major Observations
i) Transparency
in admission
process
ii) Programs of
teaching and
learning to
cater individual
differences
amongst learners
iii) Facilities for
the effective
conduct of
teaching-learning
processes
iv) Provision for
use of ICT in the
enhancement of
teaching process
v) Effective
mechanism to
recruit adequate
and qualified
faculty
vi) Reliable and
valid evaluation
process of the
students

•

•

•

•

•

•
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vii) Regulations
on students'
absence due to
illness and other
circumstances
viii) An open
and participative
mechanism for
evaluation of
teaching and
promoting work
satisfaction of the
faculty
ix) Opportunities
for continued
academic growth
and professional
development of
staff
x) Good practices
in teaching,
learning and
evaluation to
achieve academic
excellence

•

•

•

•
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CRITERIA 4: RESEARCH, CONSULTANCY AND EXTENSION
This criterion seeks information on the policies, practices and outcomes of the institution,
with reference to research, consultancy and extension. It deals with the facilities provided
and efforts made by the institution to promote a ‘research culture’. The institution has
the responsibility of enabling faculty to undertake research projects useful to the society.
Serving the community through extension, which is a social responsibility and a core value
to be demonstrated by institutions, is also a major aspect of this criterion.
Area of Review Major Observations
•
i) Promoting
research culture
among faculty
and students
•
ii) Encouraging
faculties
to publish
their works
in academic
Journals
•
iii) Encouraging
faculty to
participate in
professional
academic
programs
•
iv) Promoting
participation of
the faculty in
consultancy work
v) Institutional
•
responsiveness
to community
needs through
the relevant
extension
and outreach
activities
vi) Good
•
practices in
research,
consultancy and
extension to
achieve academic
excellence
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CRITERIA 5: INFRASTRUCTURE AND LEARNING RESOURCES
This criterion seeks to elicit data on the adequacy and optimal use of the facilities available
in an institution to maintain the quality of academic and other programs in the institutions.
It also requires information on how every stakeholder of the institution – students, teachers
and staff – benefit from these facilities. Expansion of facilities to meet future development
is included among other concerns.
Area of Review
Major Observations
•
i) Adequacy
in using the
physical facilities
for conducting
the educational
programs
efficiently
•
ii) Balancing
the growth of
the infrastructure
with the academic
growth of the
institution
•
iii) Effective
mechanism for
maintenance and
optimal use of
infrastructure
•
iv) Adequacy of
computer facility
and its output
•
v) Health services
and facilities
available in the
institution
•
vi) Physical and
infrastructural
facilities for sports
and physical
education and
provision for
outstanding
students
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vii) Organization
structure and
staffing of the
library
viii) Library system
and availability of
adequate learning
resources in the
library
ix) E-library with
sufficiency of
related e-resources
and easy
access to all its
constituencies
x) Library budget
and proper
utilization of the
allocated budget

•

•

•

•
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CRITERIA 6: STUDENT SUPPORT AND GUIDANCE
The highlights of this criterion are the efforts of an institution to provide necessary assistance
to students, to acquire meaningful experiences for learning at the Campus and to facilitate
their holistic progression. It also seeks information on student and alumni profiles.
Area of Review
Major Observations
i)Clear information •
to students
about admission
procedure,
completion
requirements for
all programs; the
fee-structure and
refund policies;
financial aid and
student support
services
ii)Sufficient and
•
well-run support
services to all its
students
iii) Effective
•
monitoring
of student’s
progression
iv)Mechanisms for •
student counseling
and placement
services
v)Profile of student •
population and the
graduates
v) Effective
•
mechanism to use
student feedback
for quality
enhancement
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CRITERIA 7: INFORMATION SYSTEM
Campus should ensure that they collect, analyze and use relevant information for the
effective management of their programs and other activities.
Area of Review
Major Observations
i) Effective
•
mechanism to
analyze and
record various
academic data
ii) Areas of analysis •
and record keeping
system
iii) Access of
•
stakeholders on
institutional data
iv) Mechanism to •
receive comments/
feedbacks on the
published data
v) Coverage
•
of information
system on students'
progression and
success rates,
employability of
graduates, students'
satisfaction with
their programs, and
effectiveness of
teaching
vi) Institutions'
•
own performance
indicators
vii) Impacts
•
of information
system on decision
making and quality
improvement
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CRITERIA 8: PUBLIC INFORMATION
Campus should regularly disseminate updated and accurate quantitative and qualitative
information and data about the institutions as well as awards offered. It is its responsibility
to play good public role. The information should be accurate, impartial, objective and
readily accessible to the all stakeholders and should not be used simply only for marketing
of its programs.
Area of Review
Major Observations
i) Mechanism to •
manage public
information
ii) Coverage
•
(area) of public
information:
programs they
offer, intended
learning
outcomes,
qualification
they award,
and teaching,
learning and
assessment
procedures used
iii) Frequencies, •
and tools of
publishing
information
iv) Major
•
publications
related to public
information
v) System
•
of seeking
responses on the
publication
vi)Impacts
•
of public
information
and system of
evaluating the
impact
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SECTION C
CRITICAL APPRAISAL
Based on the Peer Review, the PRT has generated following appraisal results (SWOC) on the
institution:
Particulars
Appraisal Results
Strengths (S) of the
•
Institution
Weaknesses (W) of
•
the Institution
Opportunities (O) of •
the Institution
Challenges/ Concerns •
(C) of the Institution

SECTION D
CONCLUSION AND RECOMMENDATIONS
1. CONCLUSION
…………………..
……………………………..
……………………………………..
2. RECOMMENDATIONS
Based on the Peer Review, the PRT would like to put forward the following recommendations
to the institution for further improvement:
Criteria
1. Policy and
Procedure
2. Curricular
Aspects
3. Teaching
Learning and
Evaluation System

Recommendations

•
•
•
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Criteria
4. Research,
Consultancy and
Extension
5. Infrastructure
and Learning
Resources
6. Student Support
and Guidance
7. Information
System
8. Public
Information

Recommendations
•

•
•
•
•

PEER REVIEW TEAM
Name of the Peer Reviewers

Designation

Signature

Coordinator
Member
Member
Member
Staff Member

ON BEHALF OF THE INSTITUTION
Name of the Representatives

Date:
Place:

Designation
Chief of the
Management
Head of the
Institution
IQAC Coordinator
SAT Coordinator
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Signature

APPENDIX – 13:
TEMPLATE FOR RESPONSE REPORT OF PRE/PRT VISIT

PRE/PRT VISIT RESPONSE REPORT

SUBMITTED BY
[NAME OF THE HEI]
[ADDRESS OF THE HEIS]
[MM/YY]

SUBMITTED TO
UNIVERSITY GRANTS COMMISSION
HIGHER EDUCATION QAA COUNCIL
QAA DIVISION, SANOTHIMI, BHAKTAPUR

HANDBOOK FOR SELF STUDY & PEER REVIEW 149

1. Background
2. Purpose of the Report
3. Process of Report Preparation
4. Responses/Action Taken
Criteria

Recommendations

Actions Taken/
Activities Done

Documents
in the Annex

Annex
No.

Page No.

1
2
3
4
5
6
7
8

5. Conclusion
....................................................................................................................................................
....................................................................................................................................................
....................................................................................................................................................
…………..…… 		……………….				……………….
Prepared by 			
Forwarded by 				
Approved by
SAT Coordinator 		
IQAC Coordinator 			
Campus Chief
Date: ………………….
6. Annex
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APPENDIX – 14:
PEER REVIEW TEAM'S VISIT SCHEDULE TEMPLATE
UNIVERSITY GRANTS COMMISSION NEPAL
HIGHER EDUCATION QUALITY ASSURANCE AND ACCREDITATION
COUNCIL
SHEDULE FOR THE PEER REVIEW TEAM'S ASSESSMENT VISIT OF
[NAME AND ADDRESS OF THE HEI]
[VISIT DATES BOTH IN AD AND BS]

Peer Review Team:

Prof. …………….., Coordinator
Prof. …………….., Member (Foreign Expert)
Prof. …………….., Member
Prof. …………….., Member
Dr./Mr./Ms. …………., Staff Member
Activity
Preparatory
Meeting

Formal
Welcome

Presentation
Followed by
Interaction

Time

Focus
-Re-organizing the information about
the SSR of the institution
One Hour -Division of works within the team
-Informal Interaction with HEI's
administration
-Program Chair by HEI's Authority
-Welcome note by Executive Head of
the HEI
One Hour
-Remarks on Peer Review process and
role of the participants/HEI by the PRT
Coordinator
- Presentation based on highlights of
the SSR and progress/plan, if any (by
SAT Coordinator)
One Hour - Interaction (facilitated by PRT
Coordinator)
- Session Closing (by the Chairperson
of the Program)

Participants
Peer Review Team

Peer Review Team,
HEI's Authorities,
Executive Head
of the HEI, HoDs,
Other Academic
Leaders, IQAC,
SAT, Faculties,
Administrative
staff, Students, and
Other Stakeholders
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Activity
Interaction
with CMC/
Similar
Authority

Interaction
with Faculty
Members

Interaction
with Nonteaching
Staff

Interaction
with HoDs
& Program
Coordinator

Interaction
with
Research
Committee/
RMC

Time

Focus
- Vision, Mission, Strategy & Action
Plan
- Policy and procedures
- Appraisal system and feedback
One hour
- Academic and operational calendar
- Budget, programs and achievements
- Clarification on raised issues
- Further Commitment
- ToR/JD and planned teaching
- Facilities for teaching-learning
- Research and publications
One Hour - Faculty development programs
- Faculty's relative satisfaction and
commitment
- Problems, issues, and concerns
- Work load, ToR and satisfaction at
work
- Opportunities for promotion and
One Hour
professional development related
activities
- Institutional support and career path
- Communication of the program goals/
objective
- Teaching plan and monitoring of the
faculty
One Hour
- Annual plan, departmental activities
and budget
- Reporting, data management & record
keeping
- Annual plan of action and annual
budget for research activities and its
utilization
- Research provisions, trend, funding,
Half an
activities and achievements
Hour
- Promotion of research publication
- Future plans
- Reporting, data management & record
keeping
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Participants

Peer Review Team
and CMC/ Similar
Authority

Peer Review Team
and Faculty
Members of the
HEI

Peer Review Team
and Non-teaching
Staff

Peer Review
Team and HoDs
& Program
Coordinator

Peer Review Team
and Research
Committee/ RMC

Activity

Time

Focus
- Annual plan of action and annual
budget for ECA/CCA activities and its
Interaction
utilization
with ECA/
Half an - Activities for all-round personality
CCA
Hour
development of the students
Committee
- Future plans
- Reporting, data management & record
keeping
- Integration of the EMIS
- Data management and use of the data
Interaction
Half an
- Reporting, data management & record
with EMIS
Hour
keeping
- Future plans
- Vision, Mission, Strategy and Action
Plan
- Support to the Campus's activities,
and Internal Quality Management
Interaction
- Student counseling, feedback and
with Other
One Hour
placement
Academic
- Management of public information
Leaders
- Monitoring of committees' activities,
record keeping, sharing and periodic
reporting
- Facilities in the classroom
- Ways of teaching, learning and
Class
One Hour evaluation
Observation
- Use of teaching plan, ICT and
materials
- Perception, impression, awareness
and cooperation
Interaction
- Role played and responsibilities borne
with Parents/
on the major progress/achievements
Guardians
One Hour
- Ownership and participation
and
Community
- Collaboration and opportunity
- Relative satisfaction towards the
People
service and quality

Participants

Peer Review Team
and ECA/CCA
Committee

Peer Review Team
and EMIS

Peer Review Team
and Asst. Executive
Head, Coordinators
of Other Different
Cells and
Committees

Peer Review Team
and Concerned
Faculties

Peer Review
Team and Parents/
Guardians,
Community People
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Activity
Interaction
with
Academic
Peers,
Employer,
and Alumni

Interaction
with
Students

Interaction
with IQAC
and SAT

Observation
Visit to the
HEI and
Document
Inspection/
Review
Talent Show
Interaction
with
Executive
Head of the
HEI

Time

Focus
- Perception, impression, role and
cooperation
- Quality of curriculum and teaching
learning
- Placement of graduates and impression
One Hour
on their performance
- Provision of Alumni Association
- Activities of Alumni, scope and
opportunities
- Feedback to the institution
- Students' satisfaction on teaching,
learning & evaluation process
- Availability and use of learning
One Hour resources
- Facilities, services and opportunities
for overall/all-round development
- Student support services
- Seeking clarification on information
- Discussion on quality matters/
attempts
One Hour
- IQAC roles and responsibilities
- IQAC activities and achievements
- Providing feedback on SSR/Annexes
- Observation of major infrastructures
and facilities
- Library and Lab management
- Departmental records, teaching plans,
Five
activities, academic calendar
Hours
- Plans, provisions, activities & records
of various cells/committees/sections/
units
One and
Half
- Students' activities beyond curriculum
Hours
- Seeking clarification on the raised
issues
- Perception towards the systems and
One Hour quality and
commitment for further improvement
- Open discussion
- Key inputs
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Participants

Peer Review Team
and Academic
Peers, Employer,
and Alumni

Peer Review Team
and Representative
Students Including
SQC

Peer Review Team
and IQAC & SAT
Peer Review Team
and Head of the
Departments,
Concerned
Personnel,
Coordinators of
the Cells and/or
Committees
PRT & all the
concerns

Peer Review Team
& Campus Chief

Activity
Marking/
Scoring of
the SSR

Time

Focus
- Building Consensus on Issues (if any)
Two
- Marking the SSR
Hours
- Finalize and Seal the Mark-sheet
- Building Consensus on issues (if any)
Preparation
Five
- Preparing the draft report
of the Draft
Hours
- Finalization of the Review Report of
Report
PRT Visit
- Sharing of major highlights of the
report
Internal
- Building consensus on issues (if any)
Sharing of One Hour
- Understanding on the
the Report
recommendations
- Incorporation of the feedback, if any
- Program Chair by HEI's Authority
- Presentation of the major highlights
of the peer review report by PRT
Coordinator
- Briefing of the process after Peer
Exit Meeting
with Formal One Hour Review and other provisions by Staff
Member
Closing
- Commitments by Executive Head of
the HEI
- Session Closing with key notes by the
Chairperson (HEI's Authority)

Participants
Peer Review Team

Peer Review Team
Peer Review Team
and Chief of HEI's
authority, Executive
Head of the HEI,
Coordinators of
IQAC & SAT
Peer Review Team,
HEI's Authorities,
Executive Head
of the HEI, HoDs,
Other Academic
Leaders, IQAC,
SAT, Faculties,
Administrative
staff, Students, and
Other Stakeholders

Note:
•  The schedule will be finalized with mutual understanding among QAAD, Peer 			
Reviewers, and the HEI.
•  The schedule template has not included the time for (a) travel and arrangements; and
(b) lunch, which is expected to have at the canteen of the HEIs.
•  The working days with dates may be as per the nature, size and type of the HEI, 		
however;it will not be more than that of four working days, in general.
•  The working hour may be varying as per the nature/size of the HEI and the number 		
of the participants.
•  The term 'Academic Leaders" refers to the Assistant Head of the Executive, HoDs, 		
Program Coordinators, Coordinators of different committees and cells.
•  The interactions will be held in a 'separate group interaction' format.
•  The participants' group of the interaction can be added/lessen as per the nature/type 		
of the institution.
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• The executive head of the HEI cannot take part in the interaction which is not 		
particularly designed for him/her.
• One hour time has to be allocated for the 'Reflection of the Day' at the last session of 		
each working day, while preparing the detail schedule.
•The HEI has to manage the photography of all the events stated in the schedule and 		
the attendance of the participants participated in the meetings/interactions.

156 HANDBOOK FOR SELF STUDY & PEER REVIEW

APPENDIX – 15:
PEER REVIEW TEAM'S FOLLOW UP VISIT SCHEDULE
TEMPLATE
UNIVERSITY GRANTS COMMISSION NEPAL
HIGHER EDUCATION QUALITY ASSURANCE AND ACCREDITATION
COUNCIL
SHEDULE FOR THE PEER REVIEW TEAM'S FOLLOW UP VISIT OF
[NAME AND ADDRESS OF THE HEI]
[VISIT DATES BOTH IN AD AND BS]

Follow-up Visit Team:

Prof. …………….., Coordinator
Dr./Mr./Ms. …………., Staff Member
Activity
Preparatory
Meeting

Formal
Welcome
Followed by
Presentation

Interaction
with CMC/
Similar
Authority

Time

Focus
-Re-organizing the information about the HEI
One and the PRT Response (Progress) Report
Hour -Division of works within the team
-Informal Interaction with HEI's administration

-Program Chair by HEI's Authority
-Welcome note by Executive Head of the HEI
-Presentation on the progress made (based on
One PRT's recommendations) and the sustainability
Hour plan of quality education by SAT Coordinator
- Interaction (facilitated by PRT Coordinator)
-Session Closing (by the Chairperson of the
Program)

One
hour

- Systemic approach for higher education reform
- Sustainability of QAA system
- Annual plan, programs, and budget
- Clarification on raised issues
- Further Commitment

Participants
Follow-up Visit
Team
Follow-up
Visit Team
and HEI's
Authorities,
Executive
Head of
the HEI,
HoDs, Other
Academic
Leaders,
IQAC, SAT,
Faculties,
Administrative
staff, and
Students
Follow-up
Visit Team and
CMC/ Similar
Authority
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Activity
Interaction
with IQAC
and SAT

Time

Focus
- Seeking clarification on information
- Discussion on quality matters/attempts
- IQAC activities and achievements
One
- IQAC roles and responsibilities for the
Hour
sustainability of QAA system
- Academic and administrative audit
- Roles of SAT after accreditation

Observation
Visit to the
HEI and
Document
Inspection/
Review

Two
Hours

Interaction
with
Executive
Head of the
HEI
Preparation
of the Draft
Report

- Seeking clarification on the raised issues
- Assurance of internal quality and
One
commitment for further improvement
Hour
- Open discussion
- Key inputs
- Building Consensus on issues (if any)
Two
- Preparing the draft report
Hours
- Finalization of the Review Report of PRT Visit

Exit Meeting
One
with Formal
Hour
Closing

- Observation of major infrastructures and
facilities (based on/related to PRT's Review
Report)

Participants
Follow-up
Visit Team and
IQAC & SAT
Follow-up
Visit Team
and Concerned
Personnel,
Coordinators of
the Cells and/
or Committees
Follow-up
Visit Team
and Executive
Head of the
HEI
Peer Review
Team

Follow-up
Visit Team
and HEI's
Authorities,
- Program Chair by HEI's Authority
Executive
- Presentation of the major highlights of the
Head of
follow-up visit report by PRT Coordinator
the HEI,
- Briefing of the process after follow-up visit and
HoDs, Other
other provisions by Staff Member
Academic
- Commitments by Executive Head of the HEI
Leaders,
- Session Closing with key notes by the
IQAC, SAT,
Chairperson (HEI's Authority)
Faculties,
Administrative
staff, and
Students
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Note:
• The schedule will be finalized with mutual understanding among QAAD, Peer Reviewers,
and the HEI.
• The schedule template has not included the time for (a) travel and arrangements; and (b)
lunch, which is expected to have at the canteen of the HEIs.
• The working days with dates may be as per the nature, size and type of the HEI, however;
it will not be more than that of two working days, in general.
• The interactions will be held in a 'separate group interaction' format.
• The executive head of the HEI cannot take part in the interaction which is not particularly
designed for him/her.
• One hour time has to be allocated for the 'Reflection of the Day' at the last session of each
working day, while preparing the detail schedule.
•  The HEI has to manage the photography of all the events stated in the schedule and the
attendance of the participants participated in the meetings/interactions.
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APPENDIX – 16:
TEMPLATE FOR PEER REVIEW REPORT OF THE FOLLOW-UP
VISIT
UNIVERSITY GRANTS COMMISSION NEPAL
HIGHER EDUCATION QAA COUNCIL

QUALITY ASSURANCE AND ACCREDITATION FOLLOW UP FIELD
ASSESSMENT OF [NAME AND ADDRESS OF THE HEI]

Visit Team
[Name], PRT Coordinator
[Name], Staff Member

Visit Dates
Start
Exit

Quality Assurance and Accreditation Division
University Grants Commission
[MM/YY]

160 HANDBOOK FOR SELF STUDY & PEER REVIEW

1. General Information

SECTION A
INTRODUCTION

Name of the Institution
Address of the Institution
Telephone Number
E-mail Address
Website
Date of Establishment
Type
Funding Provision
University

2. Academic Programs, Departments, Students and Human Resources
SN

Particulars

1
2

Programs
Department

3

No. of Student

4

Full Time Faculty

5

Part Time Faculty

6

Non-teaching Staff

Number

Remarks

3. QAA Journey of the Institution
SN Particulars
1
2

LoI Approval
SSR Submission

3

SSR Approval

4

PRT Formation

5

Preparatory (Pre) Visit

6

Response of Pre-visit
Submitted
PRT Assessment Visit

7
8
9

Dates

Remarks

Response of PRT Visit
Submitted
Follow-up Visit
HANDBOOK FOR SELF STUDY & PEER REVIEW 161

SECTION B
OVERALL IMPRESSION
The follow up visit to [Name of the HEI] was planned after receiving the PRT Response
Report. Based on progress stated in the response report, the Follow-up Team interacted with
different stakeholders, visited and observed different wings and premises of the institution,
and made observation on major activities performed to validate the response report. The table
below presents the follow up team's impression/observation on the responses to the PRT
recommendations:
Recommendations
Response/Progress Follow
of the Peer Review
on the PRT
Up Team's
Criteria
Team
Recommendations Impression/
by the Institution
Observation
Policy and Procedure
Curricular Aspects
Teaching, Learning and
Evaluation System
Research, Consultancy
and Extension
Infrastructures and
Learning Resources
Student Support and
Guidance
Information System
Public Information

Please add the rows as needed
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SECTION C
CONCLUSION AND RECOMMENDATIONS
1. Conclusion

……………………..
……………………………………
……………………………………………….
2. Recommendations for Further Improvement
The follow up visit team would like to put forward the following recommendations to the
Institution for further betterment:
SN
Criteria
1 Policy and
Procedure
2 Curricular
Aspects
3 Teaching,
Learning and
Evaluation
System
4 Research,
Consultancy, and
Extension
5 Infrastructures
and Learning
Resources
6 Student Support
and Guidance
7 Information
System
8 Public
Information

Recommendations

•
•
•

•
•

•
•
•
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3. Recommendation of the Follow-up Visit Team to the HEQAAC
………………………………………………………….
……………………………………………………………………….
…………………………………………………………………………………
4. Mutual Agreement
Name

Designation
Signature
On Behalf of the Follow Up Visit Team
PRT Coordinator
Staff Member
On Behalf of the Institution
Head of the Management
Executive Head of the Institution
IQAC Coordinator
SAT Coordinator

Date:
Place:
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APPENDIX – 17 (a) :
FORMAT FOR ANNUAL REVIEW

AND
PROGRESS MONITORING OF ACCREDITED HEIS
UNIVERSITY GRANTS COMMISSION NEPAL
QUALITY ASSURANCE AND ACCREDITATION (QAA) DIVISION
QAA PROGRESS MONITORING AND REVIEW OF ACCREDITED HEIS

PART ONE

1. Introduction
(1a).

Institutional Profile

Name of the Institution
Address of the Institution
Telephone Number
Fax Number
E-mail Address
Website
Date of Establishment
University
Funding Provision
Type/Nature
Executive Head of Institution
Information Officer/
Spokesperson

Name:
Name:

Contact:
Email:
Contact:
Email:

Accreditation Cycle
First Date of Accreditation
Validity Period of Accreditation
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(1b).

Academic Program Wise Student Enrollment (2018/019)

Level

Academic
Programs1

Program
Approval/
Affiliation Date

Year/Semester Wise No. of Student
(Enrollment)
st
nd
rd
3
4th 5th 6th 7th 8th Total
1 2

Bachelor

Master's

M. Phil.
Ph. D.
Total

Please add or remove the rows as and/or when needed
(1c).
SN

Faculty Members Working in the Institution
Name of Faculty

Designation2

Tenure Type3

Highest
Academic
Qualification

1
2
3
4
5
6
7
8
9
10
11
1
2

Add as applicable
Professor, Associate Professor, Assistant Professor,
Teaching Assistant and so on

3

Full Time, Part Time, Visiting/Guest
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Remarks

SN

Name of Faculty

Designation2

Tenure Type3

Highest
Academic
Qualification

Remarks

12
13
14
15
16
17
18
19
20

Please add or remove the rows as and/or when needed
(1d).

Administrative Staff Working in the Institution

SN
Level
1 Officer

Class
First Class
Second Class
Third Class

2

Assistant

Senior Assistant
Junior Assistant

3

Office
Assistant

Peon/Helper

4

Technical
Assistant

Driver
Others

Type
Full Time
Part Time
Full Time
Part Time
Full Time
Part Time
Full Time
Part Time
Full Time
Part Time
Full Time
Part Time
Full Time
Part Time
Full Time
Part Time

Post/Designation

No.

Please add or remove the rows as and/or when needed
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(1e).
SN

Program Recognition/Accreditation from Concerned Professional 		
Council
Name of the
Program

Recognition
Date

Latest Monitoring/
Approval Date

Professional
Council

1
2
3
4
5
6
7
Please add or remove the rows as and/or when needed
(1f).
SN

Institutional Mechanisms (Functional Committees)
Name of the
Committee

Name of the Designation
Chief of the
in the
Committee Committee4

Tenure
Type
(FT/PT)

Validity of
the Existing
Tenure
From
To

1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
Please add or remove the rows as and/or when needed
4

Please provide detail composition of all the functional committees in the separate sheet
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(1g).

SN

Details of Heads of Department and Program Coordinators 			
(Institutional Portfolio)
Name

Institutional
Designation5

Name of the
Tenure Type
Department/
(FT/PT)
Program

Validity of
the Existing
Tenure
From To

1
2
3
4
5
6
7
8
9
10
Please add or remove the rows as and/or when needed
(1h).
SN

Institutional Budget of the Last Three Years
Fiscal
Year

Total
Current
Capital
Budget for Remarks
Budget
Expenditure Expenditure Institutional
(Approved)
Development

1
2
3

5

Chairperson, Coordinator, Chief etc.
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2. Organization of the Quality Assurance System
(2a).

Internal Quality Assurance System

SN

Particulars

1
2
3
4
5
6

Formation of the IQAC
Office of the IQAC
Functional Guidelines of the IQAC
Defined ToR/Job Description of Faculty
Defined ToR/Job Description of Staff
Defined ToR/Job Description of
Departments (Academic)
Defined ToR/Job Description of
Sections, Units, Cell (Administrative)
Performance Appraisal of Faculty/Staff
Peer Appraisal of the Faculty/Staff
Student Appraisal of the Faculty/Staff
Self Appraisal of the Faculty
Academic (Quality) Audit in Practice
Annual Report of the IQAC

7
8
9
10
11
12
13
(2b).
SN

Status
Yes
No

Remarks

Composition of the Internal Quality Assurance Committee (IQAC)
Name

Designation

Representation

1
2
3
4
5
Please add or remove the rows as and/or when needed
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Type
(FT/PT)

Validity
of the
Tenure

(2c).

Students' Quality Circle (SQC)

SN

Particulars

1
2
3
4
5

Formation of the SQC
Functional Guidelines of the SQC
Defined ToR/Job Description of the SQC
Reporting Practice
Formal Report of the SQC

(2d).

Status
Yes
No

Remarks

Organizational Structure (Organogram) of the Institution (Please 		
provide a separate copy of the Organizational Structure (Organogram)
of the institution)
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Criteria

Recommendation

1
2
3
4
5
6
7
8
9
10

SN

No. of Students Enrolled in the Institution
Annual Dropout (in %)
Overall Pass Percentage
Annual Graduation/Pass-out Students (in No.)
Students' Progression Rate (Distinction or Equiv.)
Students' Progression Rate (First Division or Equiv.)
Cost Sharing Rate (in Rs.)
No. of Functional Multimedia Projectors in Use
Number of students who received full scholarship
No. of students who received inter/national awards

Indicators

4. Progress on Major Program/Academic Indicators

Remarks

Year wise progress status from the base year to present
(Base year refers to the year of Accreditation)
Base
Year
Year
Year
Year
Year
Year
One
Two
Three
Four
Five
20…..
20….. 20…..
20…..
20…..
20…..

Implementation Status

Implementation of the Peer Review/Follow-up Team's Recommendations

Please add or remove the rows as and/or when needed

SN
1
2
3
4
5
6
7
8

3.
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No. of Computer/Laptop Available to the Students
No. of Collections in the Library (Text books)
No. of Collections in the Library (Reference books)
No. of Collections in the Library (Journals)
No. of Academic Programs
No. of Autonomous Academic Program
No. of National Linkage and Networking
No. of International Linkage and Networking
Allocation of Research Budget (in Rs.)
No. of Research Publication (by Institution)
No. of Research Publication (by Faculties) in non-ranked
journal
No. of Research Publication (by Faculties) in peer reviewed
journal
No. of Research Publication (by Faculties) in international
journal without impact factor
No. of Research Publication (by Faculties) in international
journal out impact factor and listed in major archival
No. of Faculties with M. Phil Degree
No. of Faculties with PhD Degree
No. of Faculties Participated in Research Projects
No. of Professional Academic Program Organized by the
Institution (Training/Seminar/Workshops etc.)
No. of Faculties Participated in Professional Academic Program
(Training/Seminar/Workshops etc.)
Number of Faculties presented papers in International
conference
No. of Research/Publication (By Students)
No. of Student Participated in Inter/national Level Program

11
12
13
14
15
16
17
18
19
20
21

5. Utilization of Financial Resources

31
32

30

29

25
26
27
28

24

23

22

Indicators

SN

Year wise progress status from the base year to present
(Base year refers to the year of Accreditation)
Base
Year
Year
Year
Year
Year
Year
One
Two
Three
Four
Five
20…..
20….. 20…..
20…..
20…..
20…..
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Grants Related to LoI Approval
Grants Related to SSR Approval
Grants Related to PRT Formation
Grants Related to QAA Cycle Completion
Grants Related to Accreditation
Total

Grants Received
(Rs)

6. Summary of the Major Achievements after Quality Accreditation

1
2
3
4
5

SN

Grants Details
Particulars
1
2
3
4
5

SN

Expenditure Details
Expenditure
Expenditure
Details
Amount (Rs)

A REPORT ON
ANNUAL REVIEW AND PROGRESS
MONITORING OF QUALITY ASSURANCE
AND ACCREDITATION (QAA)

NAME AND ADDERSS OF THE HEI

ANNUAL REVIEW AND PROGRESS MONITORING TEAM
…………….., Coordinator
…………., Member

SUBMITTED TO

HIGHER EDUCATION QAA COUNCIL
UNIVERSITY GRANTS COMMISSION
SANOTHIMI, BHAKTAPUR, NEPAL
[DATE: MM/YY]
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Date: ………….
The Chairperson,
Higher Education Quality Assurance and Accreditation Council
UGC Nepal, Sanothimi, Bhaktapur

Subject: Submission of the Annual Review and Progress Monitoring
Report of Quality Assurance and Accreditation (QAA)
Dear Sir,
It is our pleasure to inform you that the annual review and progress monitoring
of QAA for [NAME AND ADDRESS OF THE HEI] has been completed. Enclosed
herewith is the report of annual review and progress monitoring of the higher
education institution reviewed and prepared by the review/monitoring team.
Please find the enclosure for your kind reference. We would like to thank you
very much for this opportunity to work at your disposal and are looking forward
to have similar opportunities in the days to come.

......................................
......................................
Name								Name
Co-ordinator						
Member
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PART TWO
7.

Criteria Wise Status of the Major Indicators

SN
1
2
3

4
5
6
7

8
9
1
2
3

Area/Indicator of the Review
Major Observation/Impression
Criteria 1: Policy and Procedure
Clearly defined vision, mission, •
goals, and objectives of the HEI
in written
Implementation of the Strategic •
Plan
Implementation of the act,
•
rules/ regulations, functional
directive, operational guidelines
etc.
Implementation of the
•
Academic Calendar as well as
annual operational plan
Annual program and budget of •
the HEI
Formal feedback mechanism
•
and its activities
Organization and Management •
(O & M) survey and its
implication on organizational
development
Academic audit and its impact •
Good practices related to
•
governance system
Criteria 2: Curricular Aspects
Additional focused programs
•
and electives offered by the
institution
Institutional initiative to
•
contribute/provide feedback to
the curriculum of university
Mechanism to obtain feedback •
from academic peers and
employers
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SN Area/Indicator of the Review
Major Observation/Impression
4 Efforts of the institution
•
towards all-round personality
development of the learners
5 Practices of the institution to
•
impart moral and ethical value
based education
6 Self-sustaining programs/
•
courses to strengthen the
regular academic programs
Criteria 3: Teaching, Learning and Evaluation System
1 Methods of admitting the new •
students
2 Provision for assessing
•
students’ needs and aptitudes
for a course
3 Student orientation before
•
starting the new classes
4 System of identifying weak
•
learners and provision of
remedial classes
5 Teaching plan of the faculty
•
members/teachers
6 Methods of teaching
•
7 Use of ICT in teaching and
•
learning
•
8 Process of appointing new
faculty members
9 Performing refresher courses,
•
seminars, conferences,
symposia, workshops, etc for
faculty development
10 National and international
•
linkages established for
teaching and/or research
Criteria 4: Research, Consultancy and Extension
1 Institutional mechanism for
•
research
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SN Area/Indicator of the Review
Major Observation/Impression
2 Annual research budget of the •
institution
3 Ways of promoting research in •
the institution
4 Institution's academic and/or
•
research publication
5 Faculty's involvement in
•
research and publication
6 Institutional level consultancy •
services offered
7 Extension activities of the
•
institution
8 Outreach programs carried out •
by the institution
Criteria 5: Infrastructures and Learning Resources
1 Comprehensive master plan of •
the HEI
2 Adequacy/sufficiency of the
•
basic physical infrastructures
related to teaching/learning
3 Provision for regular
•
maintenance of the
infrastructure
4 Use of the academic facilities
•
by external agencies
5 Computer facilities easily
•
accessible to students and
faculty members
6 Health services available to the •
students, teacher and other staff
7 Physical and infrastructural
•
facilities available for the sports
and physical education
8 Hostel facility
•
9 Facility of clean/purified
•
drinking water and toilets
10 Library facilities and services
•
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SN Area/Indicator of the Review
Major Observation/Impression
11 Library management system
•
and its function/operation
12 Staff Development program for •
library
13 Annual library budget
•
Criteria 5: Student Support and Guidance
1 Publication of updated student •
prospectus
2 Ways of disseminating
•
admission policies and criteria
to the prospective students
3 Financial aids and scholarship/ •
free-ship/assistance-ship
available to the students
4 Employment cell, placement
•
officer, and the cell's activities
5 Annual tracing of the graduates •
6 Academic, psycho-social and
•
personal counseling provided to
the students
7 Students' alumni and their
•
activities
8 Recreational and/or leisure time •
facilities available to students
Criteria 7: Information System
1 Educational Management
•
Information System
2 Mechanism/unit to manage
•
and/or operate the EMIS
Criteria 8: Public Information
1 Public information system of
•
the HEI
2 Mechanism to manage/handle
•
public information
3 Publication of annual report
•
4 Mechanism to receive
•
comments or feedbacks on the
published data
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8.

Conclusion
…………………………..
………………………………………
……………………………………………………

9.

Recommendations of the Monitoring Team
The monitoring team for QAA would like to put forward the following
recommendations to the institution for immediate needful action as well as for
further betterment of its services and quality:

1.
2.
3.

4.
5.
6.
7.
8.

Criteria
Policy and
Procedure
Curricular
Aspects
Teaching
Learning and
Evaluation
System
Research,
Consultancy and
Extension
Infrastructure
and Learning
Resources
Student Support
and Guidance
Information
System
Public
Information

Recommendations
•
•
•

•
•
•
•
•

QAA Monitoring Team
Prof. Dr. …………………...…, Coordinator
Mr./Ms. …………………………..., Member
Date: 									
Place:
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APPENDIX – 18: THE FORMAT OF THE CERTIFICATE FOR
INSTITUTIONAL ACCREDITATION
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Major Operational Documents

Strategic Plan

Operational Guidelines/Procedure

Annual Plan of Actions

Academic Calendar

Operational Calendar

SN

1

2

3

4

5

Institutional Profile, Highlights of the Institutional Activities, Vision, Mission,
Goals, Objectives, Core Values, Guiding Principles, Institutional Policies,
Plans, Programs, Critical Appraisal (Strengths, Weaknesses, Opportunities, and
Concerns/Challenges), Institutional Strategies, Log-frame, and Annual Action
Plan with Estimated Costs
Preamble, Definitions, Functional Mechanisms (Committees/Sub-committees),
Institutional entities (Departments/Sections/Units/Cells), Formation/Deformation
Process, Purpose/Objectives, Composition, Tenure, ToR/Job Description,
Functional procedures and other related provisions
Annual Plan/Program/Activity, Dates for Implementation and Responsible
Mechanism or entities/ individuals (including allocated budget, if possible)
Defined dates/periods for register, cancel, withdrawal, and drop the classes for
each session, that is, the dates for admission open and close, dates for registration,
the first and last day of class, class breaks like holidays, dates for final examination
and graduation commencements
Landmark dates that drive much of the day-to-day activities at the higher education
institution; that is, list of activities, responsible mechanism/entity/individual,
detail dates of the commencement of the proposed activities of HEI's management,
administration, functional mechanisms, institutional entities (including the
activities of students and faculty members)

Essential Contents to be Incorporated in the Documents

APPENDIX – 19:
LIST OF MAJOR OPERATIONAL DOCUMENTS
AND
THE FUNDAMENTAL CONTENTS TO BE INCLUDED IN THEM
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Major Operational Documents

Performance Appraisal Form

Faculty Self Appraisal Form

Faculty Peer Appraisal Form

Format for Student Appraisal on
Faculty Members

SN

6

7

8

9

Personal details of the faculty members/staffs, his/her job description, major
activities performed by the faculty/staff during the appraisal period, other
activities/special duties performed, space for applicant's endorsement, and format
for evaluation as well as qualitative/quantitative grading including remarks
Personal details of the faculty members, status, description, and remarks of the
major activities done in relation to (a) teaching-learning & evaluation (b) research,
consultancy and publication, and extension/outreach/administrative activities
(that are - Teaching as prescribed/assigned, Involvement in assessment and/or
examination management, Involvement in formal counseling of the students,
Involvement in conducting the extension and outreach activities, Involvement
in the task of committee, Guiding the students for research and projects/cases,
Leading the research projects, Assisting in carrying out the research, Presenting
research paper/abstract in the seminar, Publishing research articles in the nonranked journal, Publishing research articles in the peer reviewed/refereed
journal, Publishing research articles in the national/international indexed journal,
Participation in (attending) the capacity development training, Participation in
different seminar, workshop, symposium, Involvement in consultancy works,
Upgrading academic qualification, Editing/reviewing research journal and/
or papers/articles, Providing expert’s services, and so on including space for
applicant's endorsement)
Personal details of the faculty member, his/her performance on (a) professional
knowledge (of teaching and learning), (b) instructional planning, (c) instructional
delivery, (d) assessment of and for student learning, (e) learning environment,
(f) professionalism, (g) student academic progress/ students achievement, (h)
research, (i) regional engagement and internationalization, and so on
Personal details of the faculty member, his/her performance on different minor
indicators under (a) inter-personal behavior, (b) social behavior, (c) professional
behavior, and so on

Essential Contents to be Incorporated in the Documents
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Annual Teaching Plan

13

Report of Organization and
Management (O&M) Survey

11

Report of Administrative and
Academic Audit (AAA)

Non-credit Course

10

12

Major Operational Documents

SN
Title of the course, minor details of the course (course number, nature of the
course, full marks, pass marks, faculty, level, year/semester, weightage etc.),
course description, justification of the course, general objectives, content-wise
specific objectives, content-wise specific weightage, instructional techniques,
instructional materials, evaluation schemes, expected learning achievements/
outcomes and prescribed books
General background, justification of carrying out the survey, objective/purpose
of the survey, survey methodology, delimitations of the survey, analysis of
institutional organogram and the existing posts of human resources, work load
analysis, problem faced on existing organogram and the level/posts of the HR,
proposed/amended organogram, projection of required HR, ToR/JD of the created
posts, conclusion, and recommendations
Institutional profile (introduction, details of academic programs, departments,
students, faculty members, staffs, details of physical facilities and so on),
indicator-wise thematic review/audit (related to managerial, administrative,
and academic aspects), critical appraisal of the institution (SWOC analysis),
statement of institutional good practices, and conclusion & recommendations
Number of class/period, unit/chapter-wise distribution of the course, unit/chapterwise expected learning outcome/achievements, description/particulars of the
contents, objectives, teaching methods, instructional materials, evaluation, classwise learning achievement/outcomes and prescribed/basic book to be used for
self/detail study
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Annual Report of the HEI

Annual/Periodic Report of the
Committees under the HEIs

SN
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15
•
•
•
•
•
•
•

•

•

•

•

•
•
•
•

Institutional profile of the HEI
Executive Summary
General Background
Academic Progress, pedagogy, trend analysis of enrollment, pass
rate, and graduates (at least by programs, level, gender and caste/
ethnicity)
Physical Progress (Infrastructural Development and Educational
Aids)
Financial Progress (Analysis of Financial Resources/Income,
Expenditures Analysis, Audit Observations/Issues and Steps
Taken
to Mitigate the Issues Raised by Auditor, Social Progress, Issues
and Challenges, Mitigation Measures Taken to Address the
Issues and Meet the Challenges, Plan for Addressing the Issues
and Challenges
Annual Work Plan and Budget of the Current Fiscal Year (as per
the Strategic Plan)
Projected Annual Work Plan and Budget of the upcoming Three
Fiscal Years following the Current Fiscal Year (as per the Strategic
Plan)
Brief institutional profile
Executive Summary
General Background
Annual/periodic Activities of the Committee
Annual/periodic Work Plan and Budget of the Current Fiscal Year
Problems, Issues, and Challenges
Way Forward

Essential Contents to be Incorporated in the Documents
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Report of the Tracer Study

SN

16
1.1 Background/Rationale
1.2 Objectives of the study
1.3 Institutional arrangements to conduct the study
1.4 Graduate batch taken for the study
1.5 Data collection - Instruments and approach
1.6 Scope and limitations of the study
2. DATA PRESENTATION AND ANALYSIS
1.1 Employment and further study status of the graduates
1.2 Issues related to the quality and relevance of programs
1.3 Programs’ contribution to graduates’ professional and personal
development (By gender/ethnicity/caste etc.; Program wise e.g.,
Management, Humanities, Education, Science; time series comparison)
1.4 Issues related to teaching / learning, teacher / student relationship and
education delivery efficiency
1.5 Issues related to facilities such as library, laboratory, canteen, sports
facilities, urinals etc.
3. MAJOR FINDINGS
2.1 Employment and further study status of the graduates
2.2 Issues related to the quality and relevance of programs
2.3 Programs’ contribution to graduates’ professional and personal
development (By gender/ethnicity/caste etc.; Program wise e.g.,
Management, Humanities, Education, Science; time series comparison)
2.4 Issues related to teaching / learning, teacher / student relationship and
education delivery efficiency
2.5 Issues related to facilities such as library, laboratory, canteen, sports
facilities, urinals etc
4. IMPLICATIONS TO INSTITUTIONAL REFORM
5. CONCLUSION AND RECOMMENDATIONS:
•
APPENDIXES

1. INTRODUCTION
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Human Resources Development
Plan

Website of the HEIs

SN
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18

HOME PAGE :
-- Notices - (Mandatory)
-- News/Events (Mandatory)
-- Link to Academic Calenar - (Optional)
-- Recently Published Reports/Documents/Articles - (Optional)
-- Menus
-- Banner - (Optional)
-- Quick Links - (Optional)
-- Contact Information - (Mandatory
ABOUTT INSTITUTION : This section may include the following sub links
-- Institutional Overview - (Mandatory)
-- Organizational Structure - (Mandatory)
-- List of CMC/Committe’s Members with Contact Details - (Mandatory)
-- Vision, Mission, Objectives and Major Strategies (also, link of pdf
version of strategic plan) -- (Mandatory)
-- Statue (pdf version) -- (Mandatory)
-- Message from Chairman - (Optional)
-- Message from Campus Chief/Principal (Optional)
-- Facilities and Services - may also contain information related to services
like job placement, internship, e-library, sports, ECAs, remedial classes,
counseling, canteen, electricity backup, safe drinking water, exposure
tours, audio/visual aided classrooms, community services, etc - (Optional)

Major Items/Themes of Human Resources Development, Major Activities of
Human Resources Development, Annual Plan with No. of Participants to be
benefited from the Human Resource Development program, Estimated budget to
execute the plan, List of detail activities to be done under the plan

Essential Contents to be Incorporated in the Documents
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DEPARTMENTS/DIVISIONS/SECTIONS/CELL/UNIT/COMMITTEES :
This section may include information regarding specific academic departments,
Cells/Units,Committees, administrative divisions/section/units etc., such as
structure, facilities, activities, etc. (Mandatory)

(B) NON TEACHING STAFF : This page may include information related to
non-teaching staff as in the page of the faculty members.

(A) FACULTY MEMBERS : This page may include details of faculty
members (name, qualification, articles, contact address, photo, full time/part
time status etc.)

STAFF INFORMATION : This section may include information related to
teaching and non-teaching staff. The information may contain name, designation,
type, faculty/department/division/section/unit/email address/contact/photo/
fulltime-parttime status, etc. - (Mandatory)

QUICK LINKS : This section may include hyper-links to various useful sites
(link to university/officer of the examination controller/dean’s examination
office,UGC, others useful sites, etc.) - (Optional)

PUBLICATIONS AND REPORTS: This section may include sub links to
publications and report originated at the institution.
-- Annual Reports - (Mandatory)
-- Journals/Articles - (Optional)
-- Tracer Study Reports - (Mandatory)
-- Audit Reports - (Mandatory)
-- Others - (Optional
DOWNLOAD SECTION : This section may include downloadable documents,
publications, fonts, statute, strategic plan, others plans, budgets, audit reports,
tracer study questionnaire, admission/examination forms, procurement
documents, scholarship guidelines, etc.-- (Mandatory)
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CAREER : This section may include vacancy call ; information related to job
placement for graduates etc. (Optional)

CONTACT ADDRESS : This section may include department/division/section
wise contact information including a location map. -- (Mandatory)

FAQ : This section is ‘Frequently Asked Questions’ where there are commonly
asked questions and their answers. - (Optional)

PHOTO/VIDEO GALLERY : This section may include having albums of
different events. -- (Mandatory)

DROPBOX/FEEDBACK BOX : This section may include online form that can
be submitted online by students (questions for the online may be made to collect
complaints, feedback etc. from students. ) - (Optional)

ALUMINI : This section may include activities related to alumni - may include
link to alumni, Facebook page. - (Optional)

Essential Contents to be Incorporated in the Documents

Note : The essential contents stated in this table are only the basic/fundamental ones. The HEI has to detail them
down with all other necessary contents as per their need .
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