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[bookmark: _Toc235020334][bookmark: _Toc234830547][bookmark: _Toc234932846]Instructions for the Compliance Assessment Report  Preparation
1. The Compliance Assessment Report (CAR) requires information to be provided in descriptive paragraphs, tables, and appendices; please follow the requested format for each question.  
2. Where information is unavailable, it must be indicated by writing “Not Available” in the relevant space.
3. The completed CAR will be submitted to the NBEAC secretariat for a desk review. Based on the comments during the desk review, the information in the CAR may need to be revised.   
4. The NBEAC secretariat is available to respond to questions about the CAR.  
5. All correspondence will be addressed to the following address:


National Business Education Accreditation Council
N Block, Ground Floor, Gate 3, Higher Education Commission
H-8 Islamabad, Pakistan
Phone: +92 51 9080 0211-12
mirkhan@hec.gov.pk
uajadoon@hec.gov.pk




























[bookmark: _Toc234932847][bookmark: _Toc235020335]Undertaking
I, the undersigned, confirm the following:
1. The Compliance Assessment Report (CAR) information is accurate to the best of my knowledge and belief. 
2. My institution has provided all relevant documents and data the CAR requires. It will provide further information and documentation required by the NBEAC Compliance Evaluation Team (CET), both before and after the review visit.
3. My institution has paid the NBEAC a compliance fee as defined in the NBEAC Fee Schedule https://www.nbeac.org.pk/index.php/accreditation-2/accreditation-fee-2 along with the CAR. 
4. My institution will not hold the NBEAC, its members, office bearers, employees, and liable for any direct or indirect, foreseeable or unforeseeable damage resulting from the compliance certification or for the compliance decision.
5. My institution will provide accommodation and transport to the NBEAC Compliance Evaluation Team (CET) during the Compliance Review Visit. 
6. If my institution needs to postpone or cancel the scheduled review visit, it will submit a written request to the NBEAC secretariat at least four weeks before the visit. I further confirm that the compliance visit fees will not be refunded if the visit is canceled. 


Signature: _____________________________________ Stamp of the organization: ___________________________
Name of the signatory: _____________________________ Date __________________________________________
Position of the signatory ___________________________________________________________________________
Name of Principal Seat: __________________________________________________________________________
Department under review: ____________________________________________________________
Postal address: ___________________________________________________________________________________
City: ___________________________________________________________________________________________
Telephone: ______________________________________ Email: __________________________________________














[bookmark: _Toc235020336]Form 1: Strategic Management
Section A- General Information:

Q. A-1: Provide information on the HEI and the Institute/College in Table A
Table-A. Information on the HEI and the Institute/College
	a) Name of the Higher Education Institution (HEI)/Principal Seat
	

	b) HEI Type
	· University
· Degree Awarding Institute


	c) Reference No. and Date of Act/Ordinance/ Charter of the HEI 
	

	d) Charter Type
	· Federal
· Azad Jammu Kashmir
· Baluchistan
· Gilgit Baltistan
· Khyber Pakhtunkhwa 
· Punjab
· Sindh

	e) Sector
	· Public
· Private

	f) Profit/Non-Profit Status
	· Not for Profit
· For Profit

	g) Chief Administrative Officer of HEI/Principal Seat
	· Rector
· Vice Chancellor
· Director
· Other

	h) Name of Chief Administrative Officer
	

	i) Title of the Principal Business School (if applicable) 
	

	j) Title of the Affiliated College 
	

	k) Year of Establishment of the Affiliated College 
	

	l) Address of the Affiliated College 
	

	m) Website URL of the Principal Seat
	

	n) Website URL of the Affiliated College
	

	o) Hierarchical Context
	· Affiliated
· Constituent part



Q. A-2: Provide the scope of accreditation in Table B.
Table-B. Scope of Accreditation
	No.
	Program applied for
	Program launch date

	 
	
	 

	 
	
	 

	 
	
	 



Q. A-3: Provide contact information in Table-C and attach the CVs of the Head of the Institute/College and the focal person of NBEAC in Appendix-1A.
Table-C. Contact Information
	  
	Head of Institute/College               
	Focal person of NBEAC

	Name: 
	
	 

	Designation 
	
	 

	Tel (off): 
	
	 

	Tel (cell):
	
	

	Email: 
	
	 


 

Q. 1.1a Provide organograms of the Institute/College and the parent institution in Appendix-1B.
Q1.1b Provide the college’s affiliation letter, approval notifications in Appendix-1C.
Q. 1.1c Provide information about the academic managerial positions at the Institute/College in Table 1.1.
Table 1.1: Information about Academic Managerial Positions at the Institute/College
	Position*
	Qualification
	Field of Qualification
	Experience

	Chairperson/HOD/Equivalent
	
	
	

	Others (specify)
	
	
	


* Add rows where needed

=============================================================

[bookmark: _Toc235020337]Form 2: Curriculum
Q.2.1 Provide the portfolio of the program(s) under review in Table 2.1. Attach the approval in Appendix 2A.

Table 2.1. Program Portfolio
	Program (s) under review*
	Number of semesters
	Number of courses 
	Credit hours
	UEP 2023 NCRC 2025 Curriculum
	Date of approval from academic council
	Date of HEC NOC  
(if applicable)

	Undergrad (BBA/BS)
	
	
	
	Gen. Ed.
	
	
	

	
	
	
	
	Major/Disciplinary
	
	
	

	
	
	
	
	Inter-disciplinary
	
	
	

	
	
	
	
	Internship
	
	
	

	
	
	
	
	Project
	
	
	

	Undergrad (B. Com)
	
	
	
	Gen. Ed.
	
	
	

	
	
	
	
	Major/Disciplinary
	
	
	

	
	
	
	
	Inter-disciplinary
	
	
	

	
	
	
	
	Internship
	
	
	

	
	
	
	
	Project
	
	
	


* Add more rows as needed to mention each program offered..
Part A 
(To be filled for each program separately)
Name of the Program 1: __________________________________
Q 2.2a Provide information on individual courses of each program under review in Table 2.2.
 
Table 2.2. Information on Program Courses*
	BBA/BS (UEP 2023 NCRC 2025)

	
	General Education
	
	

	1. 
	
	
	

	2. 
	
	
	

	3. 
	
	
	

	
	Major/Disciplinary Courses
	
	

	1. 
	
	
	

	2. 
	
	
	

	3. 
	
	
	

	
	Inter-disciplinary
	
	

	1. 
	
	
	

	2. 
	
	
	

	3. 
	
	
	

	
	Internship
	
	

	
	Capstone Project
	
	

	
	Certification
	
	

	B. Com (UEP 2023 NCRC 2025)

	
	General Education
	
	

	1. 
	
	
	

	2. 
	
	
	

	3. 
	
	
	

	
	Major/Disciplinary Courses

	1. 
	
	
	

	2. 
	
	
	

	3. 
	
	
	

	
	Inter-disciplinary
	
	

	1. 
	
	
	

	2. 
	
	
	

	3. 
	
	
	

	
	Internship
	
	

	
	Capstone Project
	
	

	
	Certification
	
	


*Add rows where needed.

Q 2.2b Provide information on the bridging semester mechanism   for the entry of 14-year qualification holders to the BBA/BS/B.Com program introduced by the Institute/College, if any, through statutory approvals and the curriculum designed in that regard.

Q 2.2c Provide course outlines of one support, one core, and one elective course, and attach them to Appendix 2B.  The course outline includes the course objective, content and learning outcomes of courses offered in the program.

 Q 2.3a. List the program's educational objectives (PEOs) under review in Table 2.3a.

Table 2.3a. Program Educational Objectives (PEOs)*
	Program 

	PEO1: 
	

	PEO2:
	

	PEO3:
	


*Add rows where needed.






Q 2.3b. List the learning outcomes of the program (PLOs) under review in Table 2.3b.

Table 2.3b. Program Learning Outcomes (PLO)*
	Program 

	PLO1: 
	

	PLO2:
	

	PLO3:
	

	PLO4:
	

	PLO5:
	


*Add rows where needed.

Q 2.3c. Provide the PEO-PLO alignment of the program under review in Table 2.4.
Table 2.4. Mapping of PEOs and PLOs*
	Program 

	
	PLO1
	PLO2
	PLO3
	PLO4
	PLO5

	PEO1
	
	
	
	
	

	PEO2
	
	
	
	
	

	PEO3
	
	
	
	
	


*Add rows where needed.

Q 2.4 Provide course outlines of one support, one core, and one elective course, and attach them to Appendix 2C.  The course outline includes the course description, course objective, course learning outcomes, detailed content, assessment criteria and other necessary details of courses offered in the program.


IMPORTANT: Repeat Part A (all the questions) for the programs offered by the Institute/College


Part B
(Common for all Programs)
Q 2.5 Provide the Institute/College Semester Management Rules approved by a competent statutory body in Appendix 2D, consisting of course registration add/drop and withdrawal provisions, preparing and communicating semester timetables, managing class proceedings, time management, monitoring course coverage, etc.
Q 2.6 Provide a sample course file prepared through the following table of contents/checklist in Appendix 2E (A soft copy only). Share all course files during the Compliance Evaluation Team visit.

1. Course Outline
2. [bookmark: _Hlk172716744]Session-wise Course Log/Course Coverage Report
3. Mid-term examination paper 
4. Final term examination paper
5. Mid-term and final exam result sheets
6. Copies of answer scripts of the highest, lowest, and average scorers in the midterm and final exams
7. Result analysis (standard distribution curves/bell curves) in the case of relative marking
8. Class attendance sheet
9. Faculty report, comprising observation/experience connected with this course and recommendations for improvement. 

Q 2.7 Attach the Institute/College Assessment and Grading Policy approved by a competent statutory body in Appendix 2F.

Q 2.8 In Table 2.3, list the assessment methods predominantly used, as given in the course outlines.
	  Share the complete documentary details during the Compliance Evaluation Team visit.
[bookmark: _Hlk172716897][bookmark: _Hlk172716864]Table 2.3. Assessment methods used
	Assessment mode*
	Frequency
	Range of marks

	Class participation		
	
	

	Group activities/Role plays/ Presentations
	
	

	Case studies analysis/Article reviews
	
	

	Quizzes / Assignments	
	
	

	Lab work/ Practical work
	
	

	Midterm Examination / Hourly Examinations
	
	

	Final exam 			
	
	

	Others (Please Specify)
	
	


*Add rows where needed 
Q 2.9a Provide the Institute/College Examination Rules and Procedures in Appendix 2G, including scheduling exams, safe custody of examination materials, invigilation, submitting results, etc., approved by a competent statutory body.

Q 2.9b Provide the Institute/College policy for dealing with unfair means in assessments, comprising the offense levels, matching sanctions, investigation procedure, right to appeal, etc., approved by a competent statutory body, in Appendix 2H.


====================================================================

[bookmark: _Toc235020338]Form 3: Students
Q. 3.1 State the total number of seats allocated for the academic program at the affiliated college, as
approved by the Principal Seat. Also provide data on student enrollment at the Institute/College for
the last three years in Table 3.1. 

Table 3.1: Student Enrolment of the Institute/College in all Study Programs
	Year[footnoteRef:1] [1:  Year t means the current year, Year t-1 is the last year, and Year t-2 is the year before last year. Each year includes fall & spring semesters. Please replace these terms with actual years.
] 

	16-year Programs
	No. of seats allocated by Principal Seat

	Current Year (t)
	
	

	t-1
	
	

	t-2
	
	



Q. 3.2 Provide data on student intake in the programs under review for the last three years in Table 3.2. 
Table 3.2: Student Intake in the Programs Under Review*
	Year
	Program 1
(Name)
	Program 2
(Name)
	Program 3
(Name)
	Program 4
(Name)
	Total

	Current Year (t)
	Fall
	
	
	
	
	

	
	Spring
	
	
	
	
	

	t-1
	Fall
	
	
	
	
	

	
	Spring
	
	
	
	
	

	t-2
	Fall
	
	
	
	
	

	
	Spring
	
	
	
	
	


*Add columns where needed. 
Q. 3.3 Provide data on the applications received and admissions offered for the programs under review for the last two years in Table 3.3. 

Table 3.3: Admission-to-Application Ratio for the Programs Under Review
	Program*
	Year
	Semester
	Number of applications received (A)
	Number of candidates passed the admission test 
(B)
	Number of admissions offered 
(C)
	Number of students enrolled 
(D)
	Admission percentage (D/A)

	Program 1
	t
	Fall
	
	
	
	
	

	
	
	Spring
	
	
	
	
	

	
	t-1
	Fall
	
	
	
	
	

	
	
	Spring
	
	
	
	
	

	Program 2
	t
	Fall
	
	
	
	
	

	
	
	Spring
	
	
	
	
	

	
	t-1
	Fall
	
	
	
	
	

	
	
	Spring
	
	
	
	
	


*Add rows where needed. 
Q. 3.4 List the selection tools used by the Institute/College in the admissions to the programs under review in Table 3.4. 


Table 3.4: Selection Tools 
	Program*
	Selection tools
	Weightage

	Program 1
	
	

	
	
	

	
	
	

	
	
	

	Program 2
	
	

	
	
	

	
	
	

	
	
	


*Add rows where needed. 
Q. 3.5	 Attach Institute/College Admission Policy and Procedure, duly approved by a competent statutory body, explaining the eligibility criteria, the application process, admission tests, deciding the merit, transfer of credits, etc., in Appendix 3A.  

Q. 3.5a Please provide the Institute/College rules for students societies (co-curricular activities[footnoteRef:2]) and campus clubs (extracurricular activities[footnoteRef:3]), approved by a competent statutory body, in Appendix 3B.  [2:  The activities relating to the curriculum but held outside the formal classroom, like business plan competitions, case study and simulation competitions, guest speaker sessions, seminars, etc.]  [3:  Examples of extracurricular activities are sports, debates, dramas, music, etc. 
] 


Q. 3.5b In Tables 3.5a, (below) provide information on the Institute/College students societies and clubs (for co-curricular activities and extracurricular activities). During the Compliance Evaluation Team visit, share the complete documentary details and evidence.

Table. 3.5a: Academic Societies and Campus Clubs Information*
	S.NO.
	Title of the academic society or club
	Date of constitution 
	No. of Members

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


*Add rows where needed.

Q. 3.5c Provide data in Tables 3.5b (below) on co-curricular and extracurricular student activities held during the last two years. Share the complete documentary details and evidence during the Compliance Evaluation Team visit.
Table. 3.5b: Information about Co-curricular and Extracurricular Activities
	Co-curricular /Extracurricular Activities

	Activity title*
	Date
	Number of students who participated

	
	
	

	
	
	

	
	
	


*Add rows where needed.
Q. 3.6 Attach Institute/College approved policy and procedure for internships and placement, including arranging and assigning internships, following up with the internees, internee assessment, exploring placement opportunities for the graduating students, and conducting placement activities duly approved by a competent statutory body, in Appendix-3C.  Provide a list of students and where they got internship over the last two years during the Compliance Evaluation Team visit.
Q. 3.6b Provide list of students and where they got internship over the last two years during the Compliance Evaluation Team visit.
===================================================================


[bookmark: _Toc235020339]Form 4: Faculty
Q.4.1a Provide the Institute/College core[footnoteRef:4] faculty size (number of faculty members)  by designation in Table 4.1a.  [4:  Faculty with terminal degrees in business administration, public administration, management science, commerce, and related areas, and teaching core business/management courses.] 


Table 4.1a: Institute/College core faculty size by designation
	Designation*
	Business Administration/ 
Management Science
	Public Administration
	Commerce
	Others
	Total

	Professors
	
	
	

	
	

	Associate Professors
	
	
	
	
	

	Assistant Professors
	
	
	
	
	

	Lecturers
	
	
	
	
	

	Total
	
	
	
	
	


* Add rows where needed.
Q.4.1b Provide detailed information about the Institute/College permanent faculty in Table 4.1b.
Table 4.1b: Detailed information about Institute/College permanent faculty
	No
	Faculty name
	CNIC*
	Designation
	Academic qualification
	Specialization
	Experience
	Degree Awarding Institution
	Current Job Duration 

	
	
	
	
	
	
	Academic
	Industry
	
	

	1
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	


*Add rows where needed.
Q.4.1c Provide the information on the gender mix of the Institute/College faculty in Table 4.1c.
Table 4.1c. Institute/College faculty gender mix information
	Gender
	Permanent/Regular[footnoteRef:5] [5:  Faculty employed on a permanent basis (with a minimum contract of two years) and for whom the institution is the sole employer.   ] 

	Visiting[footnoteRef:6] [6:  The faculty hired on a course-by-course basis in a semester. They do not perform any administrative job. 
] 


	Male
	
	

	Female
	
	




Q.4.1d 	Provide information about the courses taught by the permanent, regular and contractual faculty over the last two semesters. Complete the information about all courses taught by a faculty member irrespective of the degree program and then move on to the next faculty member. If a faculty member is teaching two sections of the same course, enter as two independent courses.
Table 4.1d. Information about the courses taught by the permanent faculty
	Semester
	No.*
	Faculty name
	Designation
	Name of course 
	Name of degree program
	Credit hours of the course
	No. of students in the course

	t (current)
	1
	
	
	
	
	
	

	
	2
	 
	 
	 
	
	
	

	
	3
	
	
	
	
	
	

	t-1
	1
	
	
	
	
	
	

	
	2
	
	
	
	
	
	

	
	3
	
	
	
	
	
	


*Add rows and columns where needed.
Q.4.1e 	Provide information about the courses taught by the visiting faculty over the last two semesters. Complete the information about all courses taught by a faculty member irrespective of the degree program and then move on to the next faculty member. If a faculty member is teaching two sections of the same course, enter as two independent courses.
Table 4.1e. Information about the courses taught by the visiting faculty
	Semester
	No.*
	Faculty name
	Designation
	Name of course 
	Name of degree program
	Credit hours of the course
	No. of students in the course

	t (current)
	1
	
	
	
	
	
	

	
	2
	 
	 
	 
	
	
	

	
	3
	
	
	
	
	
	

	t-1
	1
	
	
	
	
	
	

	
	2
	
	
	
	
	
	

	
	3
	
	
	
	
	
	


*Add rows and columns where needed.

Q.4.1f	 Provide information about the Class size of the programs under review in the last three semesters in Table 4.1f.
Table 4.1f. Class size of the programs under review
	Program*
	Semester
	Total enrolment
	Number of sections
	Average class size

	Program 1
	t (current)
	
	
	

	
	t-1
	 
	 
	

	
	t-2
	
	
	

	Program 2
	t (current)
	 
	 
	

	
	t-1
	
	
	

	
	t-2
	
	
	


*Add rows where needed.
Q.4.2a	Attach the Institute/College Faculty Hiring Policy/ SOP’s comprising the faculty hiring criteria and hiring process, in Appendix 4A. 
Q.4.2b	Attach the student’s faculty feedback questionnaire in Appendix 4B. During the Compliance Evaluation Team visit, share documentary details about the feedback received over the last one year.

Q.4.3	List of the committees in the Institute/College. Share documentary details, including minutes of the committee meetings, during the Compliance Evaluation Team visit.
Table 4.2. Information about Faculty Serving on Internal Committees*
	Semester
	Committee Title & Purpose
	Committee Composition
	Last Committee Meeting Held

	t
(current)
	
	
	

	
	
	
	

	
	
	
	

	t-1
	
	
	

	
	
	
	

	
	
	
	


*Add rows where needed.

Q.4.4a	Attach the faculty satisfaction survey questionnaire in Appendix 4C, which the Institute/College uses.  During the Compliance Evaluation Team visit, share documentary details about the survey for the last three semesters and outline the actions taken in response to the observations.
Q.4.4b 	Provide information about the faculty turnover in the last three years in Table 4.4. Share documentary details during the Compliance Evaluation Team visit.
Table 4.3: Information about faculty turnover in the last three years
	Year
	Total faculty
	Resigned
	Terminated
	New induction
	Faculty turnover rate

	Year t
	
	
	
	
	

	Year t-1

	
	
	
	
	

	Year t-2
	
	
	
	
	







================================================================
	


[bookmark: _Toc235020340]Form 5: Institutional Resources

Q.5.1 Provide financial information of the Institute/College in Table 5.1. 

Table.5.1: Financial Information of Institute/College (PKR Million)
	
	Particulars*
	Year t-3 
	Year t-2
	Year t-1 
	Current Year (t)

	Revenue

	Undergraduate Programs Fee 
	
	
	
	

	
	Others (Specify)* 
	
	
	
	

	
	TOTAL REVENUE (A) 
	
	
	
	

	Expenses

	Faculty Salaries
	
	
	
	

	
	Staff Salaries 
	
	
	
	

	
	Utilities 
	
	
	
	

	
	Others (Specify)* 
	
	
	
	

	
	TOTAL EXPENSES (B) 
	
	
	
	

	
	ANNUAL BALANCE (A-B)
	
	
	
	


* Add rows where needed
Q.5.2 State the name of the bank through which the salaries of employees are transferred. Provide documentary evidence demonstrating that the salaries of at least six months of employed staff have been disbursed through bank transfers in Appendix 5A
Q.5.3 Provide information on various Institute/College facilities in Table 5.2. 
Table 5.2: Institute/College Facilities Information
	Facility
	Criterion
	Measurement/Number

	Institute/College Premises
	Total Area (sq. ft) 
	

	
	Covered Area (sq. ft) 
	

	
	Open Area (sq. ft) 
	

	
	Total Student Enrolment in Programs Under Review
	

	
	Total Student Enrolment in Campus
	

	Faculty Offices
	Total Number of Faculty 
	

	
	Total Number of Faculty Offices 
	

	
	Number of Offices Accommodating one Faculty Member
	

	
	Number of Offices Accommodating two Faculty Members
	

	
	Number of Offices Accommodating More Than Two Faculty Members
	

	
	Facilities Available at the Faculty Offices
	

	
	a) Air Conditioning/Heating 
	Yes                      No

	
	b) Safe Cabinets 
	Yes                      No

	
	c) Individual Desktops/Laptops 
	Yes                      No

	
	d)  Printer – Individual or Shared? If Shared, Among How Many Faculty Members?
	

	Lecture Halls
	Number of Lecture Halls Dedicated to the Institute/College
	

	
	Number of Lecture Halls Used on a Shared Basis
	

	
	Seating Capacity (minimum-maximum)
	

	
	Facilities Available at the Lecture Halls
	

	
	a) Smartboards
	Yes                      No

	
	b) Whiteboard/Blackboard 
	Yes                      No

	
	c) Multimedia
	Yes                      No

	
	d) Audiovisuals
	Yes                      No

	
	e) Proper lighting
	Yes                      No

	
	f) Air Conditioning/Heating
	Yes                      No

	Library
	Number of Libraries
	

	
	Total seating capacity
	

	
	Number of Management Science-Related Textbooks (Hardcopy)
	

	
	Number of Management Science-Related Reference Books.
	

	
	Number of Management Science-Related E-Books.
	

	
	Access to the HEC Digital Library
	Yes                      No

	
	Name of Other Digital Libraries the Institute/College has Access to 
	

	
	Off-campus Access to Digital Libraries
	Yes                      No

	Laboratories
	Number of Laboratories Dedicated to the Institute/College
	

	
	Total Number of Workstations in Labs
	

	
	Computer-to-Student ratio for General use
	

	
	Computer-to-Student Ratio for Lab-Based Courses
	

	
	List of Software Installed
	

	IT
	LAN/WAN networking
	

	
	Internet Bandwidth (GBs)
	

	
	Premises Areas Where WAN is Available
	

	
	Learning Management System (LMS)
	Yes                      No

	
	Campus Management System (CMS)
	Yes                      No

	
	 Data Backup Servers 
	Yes                      No

	
	Teaching Support Equipment
	

	
	· Interactive Whiteboard/Smartboard
· Document Camera
· Webcams
· Microphones and Speakers
· Graphical Tablets
· Video Conferencing Tools
	Yes                      No

	
	· 
	Yes                      No

	
	· 
	Yes                      No

	
	· 
	Yes                      No

	
	· 
	Yes                      No

	
	· 
	Yes                      No

	Admissions Office
	Seating Space
	

	
	Number of Computers
	

	
	Software Used
	

	Examination Office
	Seating Space
	

	
	Number of Computers
	

	
	Software Used
	

	
	Photocopiers
	

	
	Strong Room
	

	Transport Facility
	Number of Vans for Faculty Transportation
	

	
	Number of Vans for Student Transportation
	

	Miscellaneous Facilities
	Prayer Room
	Yes                      No

	
	Canteen/Cafeteria 
	Yes                      No

	
	Gymnasium
	Yes                      No

	
	Indoor Sports Facility
	Yes                      No

	
	Playground
	Yes                      No

	
	Dispensary/First Aid Facility 
	Yes                      No

	
	Female Students’ Common room 
	Yes                      No

	
	Male Students' Lounge/Common room 
	Yes                      No

	Hostel
	Number of Faculty Hostels and Seating Capacity
	Yes                      No

	
	Number of Female Student Hostels and Total Capacity
	Yes                      No

	
	Number of Male Student Hostels and Total Capacity
	Yes                      No









Q.5.3 Provide data on the staff of various support functions at the Institute/College in Table 5.3. 

Table 5.3: Support Staff Information
	Function
	Number
	Head of the Function
	Qualifications & Experience of Head of the Function

	Administration 
	
	
	

	  Admissions
	
	
	

	Examinations
	
	
	

	Student Affairs
	
	
	

	IT
	
	
	

	Laboratories 
	
	
	

	Library
	
	
	

	Security
	
	
	

	Housekeeping
	
	
	

	Gardening
	
	
	

	Others (Specify)
	
	
	



Q.5.4	Attach the Institute/College Sexual Harassment Policy, prepared in light of the Protection Against Sexual Harassment of Women Act, 2010, and the HEC’s related guidelines for the HEIs, approved by a competent statutory authority, in Appendix 5B. 


===============================================================




[bookmark: _Toc235020341]Checklist of mandatory appendices
	Name
	Description
	Attached (please tick the box)
	No. of pages  of the appendix

	1. Appendix-1A
	CV of the head of Institute/College and focal person (max. four pages each)
	Yes
	No
	

	2. Appendix-1B
	Organogram of the Institute/College and parent institution
	
	
	

	3. Appendix-1C
	College’s affiliation letter, approval notifications
	
	
	

	4. Appendix-2A
	Approval evidence of the program under review 
	
	
	

	5. Appendix-2B
	One course outline of core, elective and general courses for each program under review
	
	
	

	6. Appendix-2C
	Provide the college Semester Management Rules approved by a competent statutory body
	
	
	

	7. Appendix-2D
	Provide a sample course file
	
	
	

	8. Appendix-2E
	Approved Assessment and Grading Policy
	
	
	

	9. Appendix-2F
	Approved Examination Rules and Procedures
	
	
	

	10. Appendix-2G
	Approved unfair means policy
	
	
	

	11. Appendix-2H
	Approved Admission Policy and Procedure
	
	
	

	12. Appendix-3A
	Approved rules for academic societies (co-curricular activities) and campus clubs (extracurricular activities)
	
	
	

	13. Appendix-3B
	Approved policy and procedure for internships and placement 
	
	
	

	14. Appendix-3C
	 Faculty Hiring Policy/ SOP’s
	
	
	

	15. Appendix-4A
	Student’s faculty feedback questionnaire
	
	
	

	16. Appendix-4B
	Faculty satisfaction survey questionnaire
	
	
	

	17. Appendix-4C
	Documentary evidence of the faculty and staff salaries are disbursed through bank accounts.
	
	
	

	18. Appendix-5A
	Evidence of Salary Disbursement through Bank Transfer
	
	
	

	19. Appendix-5B
	Approved Sexual Harassment Policy.
	
	
	

























[bookmark: _Toc235020342]Checklist of mandatory appendices in Compliance Review visit
	Name
	Description
	Attached (please tick the box)
	No. of pages  of the appendix

	1. Appendix-1A
	Course folders of all courses of the program under review for last two years of fulltime as well as visiting faculty
	Yes
	No
	

	2. Appendix-1B
	A copy of the current semesters’ timetable
	
	
	

	3. Appendix-2A
	Blank student feedback form (course feedback and/or faculty feedback)
	
	
	

	4. Appendix-2B
	Student handbook (Student code of moral ethics and principles)
	
	
	

	5. Appendix-2C
	Two samples of the entry exams
	
	
	

	6. Appendix-3A
	Merit lists of the last two years
	
	
	

	7. Appendix-3B
	Records of students’ admission process including marks and lists of accepted and rejected candidates
	
	
	

	8. Appendix-3C
	Students’ internship/ project reports (last three years; random sample will be requested during the visit)
	
	
	

	9. Appendix-3D
	Evidence of extracurricular activities 
	
	
	

	10. Appendix-3E
	Evidence of placement activities 
	
	
	

	11. Appendix-3F
	A folder of CVs of all faculty members.
	
	
	

	12. Appendix-3G
	A folder of CVs of all visiting faculty.
	
	
	

	13. Appendix-3H
	Faculty Handbook
	
	
	

	14. Appendix-4A
	A copy of blank performance appraisal form (few completed forms may be requested during the visit)
	
	
	

	15. Appendix-4B
	Grad Plan- Pay Structure
	
	
	

	16. Appendix-4D
	Written details about the fee structure
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