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FEEDBACK MECHANISM POLICY AND STANDARD OPERATING PROCEDURES 

 
 

1. Preamble 
Feedback of all human endeavours is very important in order to understand if the course of action adopted 
is correct. It is strongly felt that the institute shall have defined norms, standards and procedures to obtain 
structured feedback from all its stakeholders. This policy is prepared with a view to ensure a transparent 
and structured mechanism for obtaining and analysing feedback and recording the response of the 
institute towards correction of noted concerns. This policy is also intended to ensure that all actions of 
the institute conform to its basic vision and mission statements. It is a reflection of what the various 
stakeholders have to say, creates more transparency in all operations, and above all, facilitates 
improvement-oriented measure. 
 

2. Objectives 
The purpose of this policy and SOP is to establish a systematic, transparent, and objective mechanism for 
the collection, analysis, documentation, and utilization of feedback from various stakeholders to ensure 
continuous quality improvement (CQI) in academic, administrative, and infrastructural processes of the 
institute. The policy aims at –  

 Defining stakeholders and identifying intervals for obtaining feedback 

 Identifying the persons responsible for obtaining feedback 

 Defining the structure of feedback forms for various stakeholders 

 Setting up the guidelines and mechanism of obtaining feedback 

 Setting up the guidelines and SOP for analysis of feedback 

 Defining the reporting mechanism and SOP for feedback analysis reports 

 

3. Scope 
This policy and allied SOPs apply to the collection and utilization of feedback from the following 
stakeholders: 

 Students enrolled at the institute for various UG, PG, Ph.D. programs during the year 
concerned 

 Employees of the institute which covers teaching and non-teaching employees 
 Alumni – These are ex-students of the institute and are now either employees of some 

business organization or carry their own businesses 
 Parents of students of the current batch 
 Employers – These represent the industry organizations for which the institute prepares its 

students and they absorb majority of students as employees 
This policy and allied SOPs cover feedback related to: 

 Curriculum design and development 
 Teaching–learning processes 
 Evaluation and assessment methods 
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 Student Support Services 
 Infrastructure and learning resources 
 Governance and leadership 

 

4. Definitions 
 Feedback: Structured response collected from stakeholders to assess institutional effectiveness. 
 ATR (Action Taken Report): A documented report outlining actions initiated based on feedback 

analysis. 
 IQAC: Internal Quality Assurance Cell of the institution. 

 

5. Responsibility Matrix 

Authority Responsibility 

Governing Body Policy oversight 

Director Overall supervision and approval 

IQAC 
Design, monitoring, and reporting, documentation and 
record maintenance 

Dean-Academics 
Feedback collection, analysis and submission of reports 
(Employees) 

Dean of Programs Implementation and corrective actions 

Program Coordinators 
Feedback collection, analysis and submission of reports 
(Students and Parents) 

Chairman, External Engagement 
Feedback collection, analysis and submission of reports 
(Alumni, Employers) 

Activity / Event In charge 
Feedback collection, analysis and submission of reports 
(Specific Event / Activity) 

 

6. Procedure 
6.1 Feedback Design 

 The Coordinator, IQAC shall ensure the availability of structured feedback questionnaires 
aligned with institutional objectives on official website of the institute as well as with all the 
persons responsible for obtaining feedback. 

 The feedback questionnaire shall have both quantitative and qualitative parameters. 
 Feedback tools shall be reviewed periodically by IQAC. 

 
6.2 Mode of Collection 

 Online platforms (Google Forms / ERP systems) 
 Offline formats (where required) 
 Confidential and anonymous collection shall be ensured. 
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6.3 Frequency 

Stakeholder Frequency 

Students* Once every semester 

Teachers Once every academic year 

Alumni Once every academic year 

Parents Once every academic year 

Employers Once every academic year 

*Feedback related to specific events / activities shall be conducted on completion 
of the event /activity concerned 

 
6.4   Data Compilation and Analysis and Reporting 

 The person responsible for collection of feedback shall prepare a primary evaluation report 
based on feedback obtained by students and submit the same to IQAC. 

o Statistical tools and graphical representations shall be used for analysis. 
o Qualitative feedback shall be thematically analyzed. 
o The report shall be prepared in a concise but clear language so that the areas of 

concern and improvement can be clearly identified. 
o The report shall also indicate suggestions related to corrective actions. 

 The Coordinator, IQAC shall compile the data program-wise and criterion-wise and place it 
before Director / Dean – Academics for approval to corrective actions.  

 The Coordinator, IQAC shall communicate the required corrective actions to person/s 
concerned and shall seek the Action Taken Report within a given timeline. 

 The person/s concerned shall take corrective action/s and shall submit the Action Taken 
Report to the Coordinator, IQAC in a prescribed time limit. 

 The Coordinator, IQAC, on receipt of the Action Taken Report, shall seek approval of the 
Director and place the Feedback Analysis Report along with Action Taken Report before IQAC 
and other authorities concerned such as Governing Body and/or Academic Council.  

 The Coordinator, IQAC shall also ensure that the Feedback Analysis Report and Action Taken 
Report are uploaded on the official website of the institute. 

 

7.  Documentation and Record Maintenance 
The following records shall be maintained: 

 Copy of Feedback Questionnaires (Blank) – The Coordinator, IQAC 
 Feedback Responses (Preferably in soft copy) – Program Coordinator / person concerned 
 Feedback Analysis Report – The Coordinator, IQAC 
 Invitation, Agenda and Minutes of meetings discussing feedback 
 Action Taken Reports 
 Evidence of improvements 
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All records are required to be signed by the person/s concerned and shall be preserved in soft copy only 
for a minimum of five years. 

 

8.  Confidentiality and Ethics 
 Stakeholder anonymity shall be strictly maintained. 
 Feedback data shall be used solely for quality improvement purposes. 
 No punitive action shall be taken based on individual feedback responses. 

 

9.  Monitoring and Review 
 The Coordinator, IQAC shall monitor the implementation of feedback system and obtain 

inputs from various stakeholders in order to improve the effectiveness of this policy. 
 The policy and SOPs shall be reviewed periodically to ensure improved quality of teaching-

learning and other academic processes. 

 

10.  Approval 

Name Designation Signature Date 

Dr. Lalit Khullar Director 

 

 

Dr. Himanshu Tiwari IQAC Coordinator 
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SAMPLE FEEDBACK QUESTIONNAIRES 
 

STUDENT’S FEEDBACK ON CURRICULUM AND TEACHING–LEARNING 
Programme & Semester: __________________________ 

Academic Year: __________________________ 
Instructions: 
Kindly rate the following statements on a 5-point scale: 
5 – Strongly Agree | 4 – Agree | 3 – Neutral | 2 – Disagree | 1 – Strongly Disagree 

Sr. No. Parameters 5 4 3 2 1 

1 The syllabus is relevant to current industry and societal needs      

2 Course objectives and outcomes are clearly defined      

3 The curriculum promotes critical thinking and problem-solving skills      

4 Teachers explain concepts clearly and effectively      

5 Teaching methods encourage interaction and participation      

6 Internal evaluation is fair and transparent      

7 Learning resources (library, e-resources, LMS) are adequate      

8 ICT tools are effectively used in teaching      

9 The course contributes to skill development and employability      

10 Overall satisfaction with the course      

11 The institute provides adequate opportunities for experiential learning      

Suggestions for Improvement (if any): …………………………………………………… 
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TEACHER’S FEEDBACK ON CURRICULUM 
Program: __________________________ 

Academic Year: __________________________ 

Sr. 
No. 

Parameters 
Strongly 

Agree 
Agree Neutral Disagree 

Strongly 
Disagree 

1 
The syllabus is academically sound and well-
structured 

     

2 Course content is updated periodically      

3 
Adequate flexibility is available for 
curriculum enrichment 

     

4 
Assessment methods are appropriate to 
measure learning outcomes 

     

5 
The curriculum supports interdisciplinary 
learning 

     

6 
Scope exists for incorporating innovative 
teaching methods 

     

Suggestions for Curriculum Enhancement: ………………………………………………….. 
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ALUMNI FEEDBACK 
Year of Graduation: ___________ 
Current Occupation: ___________ 

Sr. No. Parameters Excellent Very Good Good Fair Poor 

1 Relevance of curriculum to career requirements      

2 
Practical exposure provided during the 
programme 

     

3 Skill development for employability      

4 
Support for higher education and career 
progression 

     

5 Overall academic experience at the institution      

Suggestions for Improvement: ……………………………………………………………. 
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EMPLOYER’S FEEDBACK 
Name of Organization (Optional): __________________ 

Sr. No. Parameters Excellent Very Good Good Fair Poor 

1 Subject knowledge of graduates      

2 Communication skills      

3 Problem-solving and analytical skills      

4 Teamwork and leadership abilities      

5 Professional ethics and work attitude      

Suggestions for Curriculum Improvement: ………………………………………………. 
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PARENT FEEDBACK 

Sr. No. Parameters Excellent Very Good Good Fair Poor 

1 Academic discipline maintained by the institution      

2 Communication regarding student progress      

3 Student support and mentoring system      

4 Infrastructure and safety facilities      

5 Overall satisfaction with the institution      
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PH. D. RESEARCH PARTICIPANT FEEDBACK FORM: 

Study Information 

Title of the Research: __________________________ 

Name of the Researcher (PhD Scholar): __________________________ 

Name of Supervisor(s): __________________________ 

 (Tick ✔ the appropriate option) 

Section A: Feedback on Research Process 

Sr. 
No. 

Statement 
Strongly 

Agree 
Agree Neutral Disagree 

Strongly 
Disagree 

1 
The purpose of the research was 
communicated clearly. 

☐ ☐ ☐ ☐ ☐ 

2 
The research procedures were explained in 
a clear manner. 

☐ ☐ ☐ ☐ ☐ 

3 
My participation was voluntary and 
without pressure. 

☐ ☐ ☐ ☐ ☐ 

4 My questions were answered satisfactorily ☐ ☐ ☐ ☐ ☐ 

5 
The time required for participation was 
reasonable. 

☐ ☐ ☐ ☐ ☐ 

 
Section B: Feedback on Ethical Considerations 

Sr. 
No. 

Statement 
Strongly 

Agree 
Agree Neutral Disagree 

Strongly 
Disagree 

6 
I was informed about my right to withdraw 
at any stage. 

☐ ☐ ☐ ☐ ☐ 

7 
My privacy and confidentiality were 
maintained. 

☐ ☐ ☐ ☐ ☐ 

8 
Participation in the study was completely 
voluntary. 

☐ ☐ ☐ ☐ ☐ 
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Section C: Feedback on Researcher’s Experience & Comfort 

Sr. 
No. 

Statement Excellent 
Very 
Good 

Good Fair Poor 

9 
The researcher was approachable and answered my 
questions satisfactorily. 

☐ ☐ ☐ ☐ ☐ 

10. 
I felt comfortable and had a positive experience 
participating in the study. 

☐ ☐ ☐ ☐ ☐ 

 
 
Section D: Overall Research Feedback 
 

1. Which elements of the research process did you find most well-designed or effective, and why? 

 

 
2. What recommendations would you provide to enhance the design, execution, or overall 

participant experience of this study?

 
 

 

  

Declaration: 

I hereby confirm that the feedback provided in this form is given voluntarily and reflects my honest and 
personal experience as a participant in this research study. I understand that my responses will be treated 
with strict confidentiality and used solely for academic purposes, including research evaluation and quality 
improvement. I also acknowledge that my participation, or choice not to participate, will have no impact 
on my academic or professional standing. 

Name of the Researcher… 
 

Signature… 
 

Date… 
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STUDENT’S RESEARCH CONFERENCE FEEDBACK FORM  

Academic Year: ............................................... 

Program: UG / PG  

Program Name: ........................................    

(Tick ✔ the appropriate option) 

Section A: Feedback on Research Process 

Sr. 
No. 

Statement 
Strongly 

Agree 
Agree Neutral Disagree 

Strongly 
Disagree 

1 
The purpose and objectives of the research 
were clearly explained to me. 

☐ ☐ ☐ ☐ ☐ 

2 
The procedures and activities involved in the 
study were communicated clearly and 
understandably. 

☐ ☐ ☐ ☐ ☐ 

3 
My participation in the study was entirely 
voluntary and free from any pressure or 
influence. 

☐ ☐ ☐ ☐ ☐ 

4 
All my questions and concerns were addressed 
to my satisfaction. 

☐ ☐ ☐ ☐ ☐ 

5 
The time commitment required for participation 
was reasonable and appropriate. 

☐ ☐ ☐ ☐ ☐ 

 
Section B: Feedback on Ethical Considerations 

Sr. 
No. 

Statement 
Strongly 

Agree 
Agree Neutral Disagree 

Strongly 
Disagree 

6 Participation in the study was voluntary. ☐ ☐ ☐ ☐ ☐ 

7 
The study followed ethical research 
practices. 

☐ ☐ ☐ ☐ ☐ 

8 
I was treated respectfully throughout the 
research process. 

☐ ☐ ☐ ☐ ☐ 

 
 
Section C: Feedback on Overall Satisfaction 

Sr. No. Statement Excellent Very Good Good Fair Poor 

9 Overall experience of participating in the research ☐ ☐ ☐ ☐ ☐ 
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Section D: Overall Research Feedback 
 

1. What aspects of the research process did you find most effective or satisfactory? 

 

 

 

2. What improvements would you suggest for future research studies? 

 
 

 

  

Declaration: 

I hereby confirm that the feedback provided above is given voluntarily and reflects my honest opinion 
regarding the research process. I understand that my responses will be kept confidential and used solely 
for academic purposes. 

Name of the Participant / Researcher… 
 

Signature:…………………………………………………….. 
 

Date:……………………………………. 
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ACTION TAKEN REPORT (ATR) FORMATS 

 
1. PROGRAMME-LEVEL ATR FORMAT 
Name of Program: __________________________ 
Academic Year: __________________________ 

Sr. 
No. 

Feedback 
Source 

Issue Identified Action Proposed Action Taken Outcome Status 

1 Student 
Need for more 
practical exposure 

Introduce 
additional lab 
sessions 

Extra lab hours 
added 

Improved 
hands-on skills 

Completed 

2 Alumni Industry relevance 
Curriculum 
revision 

Industry expert 
consultation 

Updated 
syllabus 

Completed 

Head of the Department 
Signature: ___________ Date: ___________ 

 
2. IQAC CONSOLIDATED ATR FORMAT 
Academic Year: __________________________ 

Sr. 
No. 

Stakeholder Key Feedback Decision Taken 
Authority 

Responsible 
Implementation 

Status 

1 Students 
Need for ICT 
integration 

Smart classroom 
upgrade 

Management Completed 

2 Employers Skill gap in analytics 
Add value-added 
course 

IQAC & Dept. In Progress 

IQAC Coordinator 
Signature: ___________ Date: ___________ 

 
3. GOVERNING BODY ATR SUMMARY FORMAT 

Area Feedback Highlight Improvement Initiated Impact 

Curriculum Need for flexibility CBCS enhancement Improved learner choice 

Infrastructure Library resources E-database subscription Increased research output 

 

 


