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FOREWORD

There has been tremendous expansion of the Open and Distance Learning (ODL) System in India, particularly in the recent past. This is due to the fact that on one hand, the limited availability in the infrastructure for face-to-face instruction is unable to match the educational demands of the ever-increasing number of aspiring learners, and on the other hand the affordability and convenience offered by Open Universities and Distance Education Institutions have contributed to the strengthening of the ODL system in the country. No doubt, today every fourth learner in higher education in the country is enrolled in the ODL system.
The Distance Education Council (DEC) was established in 1991 for the promotion, coordination and maintenance of standards in the Open and Distance Learning System in the country. Keeping in mind the concern for quality, the DEC has taken this initiative to accredit institutions as a mark for quality.
Accreditation should not be misconstrued with recognition. While recognition is a certificate accorded to an institution on the basis of its preparedness to offer programmes through distance mode, accreditation is grading an institution on the basis of various quality indicators by evaluating the mechanisms and outcomes of the programmes being offered by it.
In order to make the scheme of accreditation more viable and acceptable, the DEC has developed this Handbook on Assessment and Accreditation with the help of ODL institutions, especially Open Universities in the country.
I appreciate the efforts taken by all the Vice-Chancellors and staff of State Open Universities for making it possible to develop various parameters and quality indicators for assessment and accreditation. I congratulate the Distance Education Council for this initiative, which will go a long way in maintaining the quality and standards of Open and Distance Learning in the country.   
Prof. V.N. Rajasekharan Pillai

Chairman, DEC
PREFACE

The Open and Distance Learning (ODL) system has reached a level of maturity that clearly distinguishes it from the conventional system of education and has evolved its own pedagogy of teaching and learning. Hence ODL-specific criteria have emerged for evaluating the processes of ODL institutions.

The Distance Education Council (DEC), as an apex body for ODL system in the country, in its mission to promote and enhance the culture of quality, is launching the scheme of Assessment & Accreditation of ODL institutions. The ODL institutions desirous of accreditation will prepare a self-assessment report in  accordance with the guidelines laid down in this Handbook and submit it to the DEC, where it will be peer reviewed before the peer team goes in for site visit. The peer team will evaluate the internal quality assurance system of the institution and identify commendable and innovative practices and also areas that require special attention and improvement. This would form the basis of accreditation by the DEC.  

I am confident that ODL institutions will use this mechanism of Assessment & Accreditation as a sounding board in their endeavour towards excellence. By undergoing the process of assessment and accreditation they will be evaluating their strengths and weaknesses and the feedback provided by the National Assessment & Accreditation Board of DEC will help them to improve their operations. Through this self–evaluative and reflective exercise, the DEC will be adding a new dimension to ODL operations across the country. 

This process of Assessment & Accreditation will enable ODL institutions to:

· ascertain their performance levels

· compare performance levels

· develop a healthy competitive spirit

· march towards improvement

We firmly believe that: 

“Coming together is a beginning, keeping together is progress and working together is success!”

This has been exemplified in the development of the entire process and procedure for Assessment & Accreditation. We acknowledge the cooperation, support and sincere efforts of all Open Universities in giving a concrete shape to the process of Assessment & Accreditation that Prof. Rajasekharan Pillai, Chairman, Distance Education Council, and Vice-Chancellor, IGNOU had initiated at the July 1st, 2008 meeting with Vice-Chancellors of State Open Universities and Directors of Directorates of Distance Education at IGNOU campus, New Delhi.

We would like to place on record our special thanks to Dr Latha Pillai, PVC, IGNOU for her valuable inputs and ever-available guidance in making this document. 

We are grateful to the Vice-Chancellors of the State Open Universities, who took the responsibility of developing parameters through the medium of workshops sponsored by DEC, namely Prof. A.K. Singh, BAOU; Prof. O.R. Reddy, Dr. BRAOU; Prof. S. Baruah, KKHSOU; Prof. B0. A. Viveka Rai, KSOU; Dr. Kamlakar Singh, MPBOU; Prof. Mani Mala Das, NSOU; Prof. M.S. Palanichamy, TNOU; Prof. Nageshwar Rao, UPRTOU; Prof. Naresh Dadhich, VMOU and Dr. Rajan Welukar, YCMOU. 

It would be worth acknowledging the contribution of Prof. Swaraj Basu, former Director, DEC; Prof. Santosh Panda, Professor, STRIDE; Dr. Nalini Lele, 
Dr. Bharat Bhushan and Dr. Devkant Rao, Deputy Directors, and Dr. R. Sudarsan, Sr. Analyst, DEC, for giving a definite shape to this document.    
The development of the scheme for Assessment & Accreditation of ODL institutions was completed in a record time. Suggestions if any, are welcome. 
Prof. Manjulika Srivastava

Director, Distance Education Council
New Delhi, Jan 2009
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INTRODUCTION TO THE HANDBOOK 
Quality Assurance in Open and Distance Learning (ODL) is becoming increasingly important, due to the large-scale expansion in modes of educational delivery. In India ODL was introduced in its most primitive form as correspondence education in the 1960s. Over five decades it has evolved and taken on different forms from corresponding education in the 1960s and 70s to Open and Distance Education in the 1980s, and Virtual education and Online Education in the last decade. In fact all three generations of ODL are coexisting in the form of Correspondence Course Institutes/ Directorates of Distance Education attached to conventional Universities; State Open Universities; National Open University; Professional Associations; Private Universities and Institutions and Foreign Universities. 

In India during the last five decades, ODL has emerged as an important mode for providing education to diverse sections of society. The inherent flexibility and affordability of the system, coupled with applications of new technologies, has made ODL move center stage in the educational scenario. Programmes in widely diverse areas and at different levels are being offered to more than 2.5 million learners, who constitute nearly 25 per cent of the total enrolment in higher education.  

Open Universities have increased manifold, from four in number during the Eighth Plan to fourteen in the Tenth Plan period. The number of dual mode universities offering programmes through distance mode has also shown a substantial growth and currently there are more than 200 Distance Education Institutions (DEIs). It is encouraging to note that a large number of private providers have taken the initiative to offer distance learning programmes. The rapid growth in the number of institutions and the speed at which they are growing has necessitated steps to be taken to ensure quality of education imparted through distance mode. 

1.1 DISTANCE EDUCATION COUNCIL

The Distance Education Council (DEC) was established in 1991 under section 16(7) read with Section 5(2) of the IGNOU Act, 1985. As per Clause(2)(a) of the Statute 28, the DEC is responsible for the promotion, coordination and maintenance of standards in the Open and Distance Learning system in the country.

The DEC, among its various responsibilities, “….has to take such measures as are necessary, consistent with the objects of the University to provide an innovative, flexible and open system of University Education, for the promotion including introduction and continuation, of courses and programmes which conform to the standards prescribed by the DEC, to maintain such standards in the institutions offering distance education programmes and to prevent, through such measures as are considered appropriate, institutions from offering courses and programmes which do not conform to the standards laid down by the Council….” .

1.2 NEED FOR ACCREDITATION

A common question raised in higher education circles is “Should Standards for Quality Assurance in Open and Distance Learning be different from quality assurance in Conventional Education?” In order to maintain equivalence and credibility of programme offerings it is generally agreed that while standards and benchmarks should be the same, the assessment framework should reflect the special features of ODL. Sustainability and credibility of new and emerging ODL systems would depend on good quality assurance mechanisms, which are responsive to the needs of society and the national economy.

Keeping in mind the concern for quality, the DEC has taken the initiative and entered into a dialogue with ODL institutions to devise means for institutional assessment and accreditation. Following this, the DEC has developed this ‘Handbook on Assessment and Accreditation of Open and Distance Learning Institutions’. 

1.3 THE FRAMEWORK 

The Distance Education Council’s scope of accreditation will cover institutions offering programmes primarily by the distance mode, ranging from Certificate level to Doctoral level programmes. A Distance Education Institution (DEI) may be operationally defined as an educational institution or organisation, which organises its pedagogy predominantly at a distance using technology mediated mode for delivery of instructions and supporting the learning endeavour. Further, the DEC also reserves the right to limit the scope of its review to the kinds of institutions and type of programmes for which it feels adequate standards have been developed and is competent to review. 

The Accreditation by the DEC can be of two types, namely, the Institutional Accreditation, and Programme Accreditation. 

The Institutional Accreditation will comprise the following framework of reference regarding distance and online education offerings. Performance indicators, benchmark statements and their evidences in all aspects of the institution’s functioning will be collated. 

·  Programme Design and Development

·  Programme Transaction and Delivery

·  Student Assessment and Evaluation

·  Research, Consultancy and Community Engagement 

·  Learner Support Services and Progression 

·  Infrastructure and Learning Resources

·  Governance Structure and Leadership

·  Internal Quality Assurance Processes

·  Innovative Practices

In Programme Accreditation, the focus will be on understanding Programme outcomes through the effective use of ODL. The Programme Appraisal Report will broadly conform to the above criteria, taking into cognizance benchmarks from discipline experts and Professional Councils. 

Currently the DEC will only be considering Institutional Accreditation, while the Programme Accreditation will be taken up at a later stage. 

1.4 RECOGNITION Vs ACCREDITATION

1.4.1 Recognition

The Government of India issued the Gazette notification No 44 on 1st March, 1995, according to which: “all the qualifications awarded through Distance Education by the Universities...... stand automatically recognized for the purpose of employment to posts and services under Central Government, provided it has been approved by Distance Education Council,…..”. 

In keeping with this notification the DEC started the process of recognition. The DEC recognises institutions on the basis of their preparedness to offer programmes through distance mode depending upon their infrastructure, human and other resources, learner support system, and teaching learning. As of now the DEC accords institutional recognition and maintains that it is for the statutory bodies of the university/institution concerned to decide the programmes to be offered through distance mode. It is the responsibility of the institution/university to follow the norms prescribed by the concerned apex bodies and/ or seek recognition for a particular programme as per the requirements.

Thus recognition of an institution means that the institution satisfies minimum criteria prescribed by the DEC for starting or offering programmes through distance mode.

As mentioned above, recognition is related to the certification or the authority to operate and is therefore mandatory, whereas assessment and accreditation is the certification of quality or competency that displays compliance of established standards/norms of the DEC.

All institutions offering/intending to offer programmes of study through ODL mode must be “Recognized” at the institution level by the DEC. The norms and guidelines for the recognition process are aimed at ascertaining that the institution has the necessary prerequisites and provides a suitable environment for Open and Distance Learning. The Recognition process examines the commitment of the institution to educational purposes. Academic organisations, pedagogy, learner support systems, course production, professional development of faculty and use of multimedia support are other aspects, which are evaluated. 

1.4.2 Accreditation

Accreditation is ‘the grading’  accorded to an institution that meets standards, or satisfies criteria laid down by the DEC.

Accreditation provides: 

· Assurance to the public, in particular to prospective learners, that an institution has been found to meet the expected level of requirements and criteria prescribed by the DEC; 

· Certification of acceptable institutional quality; and 

· An opportunity to the institution for critical self-analysis and review leading to qualitative improvement in its operations and offerings.

While assessing and accrediting an ODL institution, the DEC will be determining whether the institution has developed mechanisms for quality assurance in its operations and services. The institution would be rated/ranked depending upon its level of achievement.   

The unit for accreditation is an institution. The current exercise is meant for accreditation of ODL Institutions. 

Accreditation would be mandatory and institutions can opt for getting themselves accredited by the DEC, as and when they become eligible as per guidelines of the DEC in this regard. 
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GUIDELINES FOR ASSESSMENT & ACCREDITATION
The guidelines for institutions applying for accreditation are given below.

2.1 INSTITUTIONS ELIGIBLE FOR ACCREDITATION
The institutions that offer education through distance mode and are approved by the Distance Education Council and have been operational for a minimum period of three years or have at least two batches of students completing a terminal examination are eligible for accreditation, namely, 

· National/State Open Universities;

· DEIs in conventional universities established by an Act of Parliament or State Legislature, Deemed to be universities declared by the Central Government under Section 3 of the University Grants Commission Act, 1956 and institutions of national importance declared by an Act of Parliament; 

· Other ODL institutions of higher learning, including private providers which are recognised by the DEC; and
· The Institutions that are eligible for accreditation and have received the DEC grants must apply within three years from the date of implementation of this scheme or receipt of last grant, whichever is later. 
Thus all open universities, dual mode universities, private universities and Government/ private institutions imparting programmes through correspondence, ODL, exclusively online or a combination of the above are eligible.

2.2 CRITERIA FOR ASSESSMENT
The following six criteria shall serve as the basis of assessment of ODL institutions for accreditation: 

1. Infrastructure and Human Resource Capabilities 

2. Academic Programmes and Learning Resources

3. Learner Support Services

4. Research and Consultancy

5. Governance

6.   Innovative Practices

2.3 PROCESS OF ASSESSMENT AND ACCREDITATION
For the assessment of an institution as a unit that is eligible to be assessed, the DEC would follow a six-stage process, which is a combination of self-assessment and review. The six stages are:

I. Submission of Application & Letter of Intent: Any institution offering programmes through the ODL and falling in the categories mentioned above may submit its Letter of Intent (LOI) and Part I of the Self Appraisal Portfolio (SAP), along with the accreditation fee as prescribed to the DEC. The formats are placed at the end of this Handbook (4.2: Letter of Intent; and 4.3: the SAP).                                                                                    

II. Readiness for Assessment: Screening of the SAP (Part I) by the National Assessment Council for ODL (NAC-ODL) set up by the DEC to decide on the Readiness for Assessment. Once an institution is declared “Ready” by the DEC, the applicant institution will be communicated acceptance of application.

III. Preparation and Submission of SAP: The intending institution must prepare the Self Appraisal Portfolio (SAP Parts I, II &III) using the format/guidelines given in the DEC Handbook on Assessment & Accreditation of ODL Institutions. The SAP aims at providing an opportunity for the institution/programme head to measure its effectiveness and efficiency and to identify areas of its strengths and weaknesses as a provider of distance education.

Along with the SAP, the institution will also submit a full set of its course material for review by a team of subject experts constituted by the DEC.

IV. Peer Team Visit: Based on the completeness of the SAP submitted, the DEC will organize the peer team visit.  The eligible institution will be visited by the peer team constituted by the DEC, depending on the size of the institution and the programmes on offer. The peer team will be constituted with experts from the areas of programmes offered by the institution. The peer team may be headed by superannuated or working Vice-Chancellor/Pro Vice-Chancellor of a University /Director of an ODL institution.  It may also include an expert from the industry as an observer. The peer team should include five-six members (including experts from OUs and DEIs), depending on the profile of the institution. The visit will be coordinated by a DEC representative.  

The site visit may vary from three to four days. The on-site visit will result in a focused Peer Team Report (PTR), denoting the strengths and areas of concern of the institution. The draft report of the peer team will be shared with the head of the institution for ensuring accuracy of institutional data/information and then submitted to the NAC-ODL of the DEC for further processing. 

The peer team will validate the claims made in the SAP. The peer team will visit the institution and interact with the institution/programme head and faculty, check documentary evidence to understand the functioning of the institution/programme in totality. During the visit, support structures for the transaction of programmes in terms of study centres, technology-enabled methodologies employed and partnerships with industry/local community will also be looked into.

V. Assessment Outcome: On completion of the Peer Team visit, a peer team report highlighting the salient features of the institution/programme evaluated its alignment with the principles of ODL and extent of fulfillment of programme standards and benchmarks will be presented to the DEC.

VI. Grading: The Distance Education Council will review the report and take a decision about the grant of accreditation and declaration of the Institutional grade and also the validity period of accreditation.

2.4 APPEAL BY THE INSTITUTION
If the institution disagrees with the decision of award conveyed to it, it can appeal to the DEC for reconsideration of the decision.

2.5 WITHDRAWAL BY THE INSTITUTION
If the institution fails to comply with the conditions of recognition or if it is found conducting affairs in a manner that leads to deterioration of academic standards, DEC may withdraw the Accreditation status. 

In case any information, documentary evidence submitted/produced by the institution is found to be false or fake at a later stage, the accreditation of the institution shall be withdrawn. 
2.6 WEIGHTAGE OF THE CRITERIA
	 Criteria
	TOTAL Scores & Weightage

(%)

	I
	Infrastructure and Human Resource Capabilities    

	150

(15%)

	II
	Academic Programmes and Learning Resources


	300

(30%)

	III
	Learner Support Services
	250

(25%)

	IV
	Research and Consultancy
	100

(10%)

	V
	Governance
	150

(15%)

	VI
	Innovative Practices
	 50

(5%)

	Total Score
	1,000

(100%)


2.7 SYSTEM OF JUDGMENT/DECISION
A significant outcome of the assessment and accreditation will be the final institutional grading. The grading will be done on a 5-point scale as given below: 

	Scores Obtained
	Letter Grade/ Stars
	Performance Descriptor

	901 – 1000
	A+ 
	Outstanding

(Accredited)

	751 - 900
	A
	Excellent

(Accredited)

	601 - 750
	B+
	Very Good

(Accredited)

	501 - 600
	B
	Good

(Accredited)

	400 - 500
	C 
	Satisfactory

(Accredited)

	<400
	Not Accredited




2.8 VALIDITY OF THE AWARD
The assessment outcome is valid for a period of five years. Institutions that complete the five-year accredited period will have to apply for reaccredidation.
2.9 WHEN AND WHERE TO APPLY
Institutions may apply on the prescribed format as given under Section 4 of this handbook. The handbook is also available on the DEC website: www.dec.ac.in  
The Institution should clearly read the Guidelines given in the Handbook and accordingly should submit its application, along with the necessary documents. The schedule of major activities is given as under:
	Steps
	Time frame
	Actions

	Step I
	Submission of Letter of Intent along with Part I of the SAP and application fee to the DEC 
	Throughout the year

	Step II
	Placement before the Screening Committee of the NAC-ODL and communication of decision of Screening Committee to Applicant Institution
	Within three months of receipt of LOI 

	Step III
	Submission of the SAP (Parts I, II & III) and one set of course materials to the DEC 
	Within four – six months from receipt of decision of the Screening Committee

	Step IV
	Constitution of Peer Team and visit of Peer Team to the applicant Institution 
	Within three months from receipt of Part I, II & III of the SAP 

	Step V
	Placement of the report of the visit of the Peer Team before NAC-ODL of the DEC for final recommendation
	Within two months of receipt of PTR

	Step VI
	Final decision by the Distance Education Council
	Within one month of decision by NAC-ODL


Ten hard copies along with a soft copy of the filled in application form should be submitted to:
The Director
Distance Education Council
DEC Building

Indira Gandhi National Open University

Maidan Garhi 

New Delhi- 110068
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CRITERIA


3.1 CRITERION I: INFRASTRUCTURE & HUMAN 
RESOURCE CAPABILITIES:  
                                                                                        150

a. Physical Infrastructure:
                                                                                                      40

b. ICT Facility & its Maintenance:
                                                                                          30

c. Decentralized Support Units:
                                                                                          25

d. Human Resource Capabilities:
                                                                                          55










     
-------------
 








    
                       150


a. Physical Facilities:                                                                                          40



1. Is the institution well-endowed in terms of physical infrastructure?

2. Are infrastructure facilities available for administrative, academic, co-curricular activities, production, storage, housing etc? 

3. Has the institution augmented its infrastructure to keep pace with academic growth?

4. Are the buildings user-friendly, particularly for the differently-abled? 

5. Is there a separate department for maintenance and repair of infrastructure and equipment?

6. Is the infrastructure optimally used?

7. Are the infrastructural facilities suitable/ adequate from the point of view of delivery of programmes on offer and reaching out to the target audience?  

b. ICT Facility & its Maintenance:                                                                   30

1. Is the institution utilising appropriate technology for administrative purposes, academic purposes, providing instruction, supporting its target audience and office management?

2. Is there a system for maintenance of computers and other such equipment of ICT?

3. Has the institution made provision for distance learners to use ICT and other technology?

4. Are sufficient funds allocated for procuring and maintaining infrastructure and equipment? 

5. Are guidelines framed by the institution for procurement and purchase of equipment?

c. Decentralised Support Units (Regional Centres & Study Centres):           25

1. Does the institution follow a definite policy of establishing decentralised support units?

2. Are there guidelines for establishing decentralised support units like Regional Centres and Study Centres?

3. Are the administrative and academic structures at these units clearly defined?

4. Is the minimum infrastructure at the units clearly defined?

5. Are the activities of the decentralized support units clearly spelt out?

d. Human Resource Capabilities:                                                                     55

1. Is the institution well endowed with the required qualified faculty at different levels and disciplines?

2. Is there adequate technical/skilled non-academic staff or at different levels?

3. Does the institution follow the government policy with regard to recruitment of persons from different sections of society?  

4. Are the UGC norms being followed with regard to recruitment and pay scales?

5. Are the staff members adequately trained in ODL methodology?

6. Have the staff members both academic and non-academic been trained in the use of various technologies including ICT?

7. Is a policy for staff development being followed?

8. Is there a separate department for training and staff development?

9. Does the institution provide library and lab facilities to its faculty?

10. Does the institution provide special facilities to the SC/ST/OBC, women and differently-abled/physically challenged employees?

11. Does the institution have a self-appraisal method of evaluation of performance of its faculty and staff?

12. Does the institution provide any incentive to the staff for professional growth and self-development? 

-------------------------------------------------------------------------

3.2 CRITERION II: ACADEMIC PROGRAMMES AND LEARNING RESOURCES:                                                                                             300

a. Nature and Types of Programmes:                                                                              50

b. Development of Curriculum and Instructional 



Design:                                                                                                                                  75

     c. Development of SLMs:                                                                                                     75

                                         d. Production of Materials:                                                                                                  70

                                         e. Academic Audit:                                                                                                               30

                                              

 ----------



                
            300

a. Nature and Types of Programmes:                                                         50

1. Have the programmes been developed keeping in mind: 

· Mission/goals of the institution;
· Linkage with industry and the world of work;

· Special target groups;

· Knowledge and enrichment;

· Social needs & community development;

· Rural development;

· National development;

· Globalisation; or 

· Skill development/training?
2. Have the programmes been:

· In-house;

· Developed; 

· Adopted;

· Adapted;

· Translated; or

· Transcreated?
3. Do the programmes follow:

· Modular approach;

· Multi-disciplinary approach;

· Hands-on training/skill based approach;

· Work place-based approach;

· Bridge course approach; or

· Mix of the above?
4. Do the programmes have flexibility with regard to:

· Entry and exit; 

· Time and pace;

· Place of study; or

· Choice of courses?
5. Do the programmes have scope for: 

· Horizontal mobility;

· Lateral Entry;

· Credit Transfer; or

· Credit Accumulation?

6. Do the programmes conform to the nomenclature prescribed by UGC/DEC and other regulatory bodies?

7. Are the programmes approved by apex statutory bodies/councils?

8. Is there a policy and mechanism for identifying new programmes?

b. Development of Curriculum and Instructional Design:                              75
1. Are there well laid out processes/mechanisms for design and development of academic programmes?

2. Does the process have the provision for inclusion/involvement of external experts/agencies?

3. Has the institution conducted need analysis before introducing new programmes?

4. Are the academic standards laid down for the development of programmes in keeping with the expected outcomes and matching with the level of the programmes?

5. Are the academic benchmarks laid down/prescribed by the statutory/apex bodies met?

6. Have the programmes been developed in collaboration with outside agencies / organizations / collaborating institutions?

7. Do the programmes follow a credit-based system as prescribed by DEC?

8. Does the policy for transfer of credits follow DEC norms?

9. Are the principles of instructional design followed?

10. Are there clear provisions for funding, human and infrastructural resources for different design elements?

11. Is the instructional design learner-centered with adoption of appropriate media for providing instruction as well as learner support?

12. Is the curriculum for various programme upto date?

13. Does the curriculum reflect the spirit of “think globally and act locally”?

14. Have the programmes been systematically devised in terms of courses and units covering both theory and practicals?

15. Has lab work, fieldwork, hands-on training, work place based training, projects, seminars, etc been incorporated to fulfill the intended outcomes of the programmes?

16. Is there adequate coverage of content in accordance with the level of the programme?

c. Development of SLMs:                                                                                    75

1. 
Is there a house style, with regard to adoption of terminology, length of course and unit, number of credits and design of the unit?  

2. 
Does the design include ample advance organisers/ access devices, learner activities, illustrations and explanations for the learners to progress through the course smoothly and achieve autonomy in managing his/her learning?

3. 
Have the contents been arranged in a sequence and presented using appropriate media that optimises learning?

4. 
Has sufficient study guidance given to enable the learner to smoothly navigate through the course materials? 

5.  
Are learning objectives clearly stated in behavioural terms for each programme, course and unit?

6.  
Does each Block and Unit have its own structure?

7.  
Is the layout design uncluttered and visually attractive?

8.  
Is there sign posting?

9.   Is the tone and style friendly and informal?

10. Is the text readable, fluent and unambiguous?

11. Is it relevant to the needs of the learners?

12. Is the tone ‘involving’ wherever possible, through use of active language like “I”, You”, “We”, etc.?

13. Is the material broken down into manageable chunks?

14. Has the content been sequenced properly from simple to complex?

15. Are there sufficient illustrations to make the materials visually interesting?

16. Are all the illustrations self explanatory with proper captions or properly labeled?

17. Are they directly connected / linked to the text?

18. Are they useful for the learner by simplifying difficult concepts?

19. Is there an introduction to each module (block) as well as to each unit?

20. Does the introduction alert students to the way the materials are designed?

21. Is the introduction interesting and stimulating / helping the learner recall his/her prior learning?

22. Are there clear and useful summaries or reviews?

23.
Is there dedicated space for learners to write down notes?

24.
Are there sufficient Self Assessment Questions (SAQs)?

25.
Are there other activities?

26.
Are there responses to SAQs and activities?

27
Are instructions given for answering the SAQs?

28.
Is it a multimedia package including print, audio, video, CD, computer etc.? 
29. 
How is the learner expected to use the various media?

30.
Does the learner know how and when to use the multimedia?

31.
Is it enjoyable / interesting for the learner to watch / listen / use it?

32.
How useful is it to the learners in achieving the programme objectives?

33.
How is its usage planned i.e., through individual profession or through sage in groups at study centers?

34.
Is evaluation built into the material at appropriate   places?

35.
Are the tasks clear and unambiguous?

36.
Are the questions and tasks inviting and application oriented?

37.   Has learner evaluation been planned for both formative and summative evaluation to ensure achievement of desired knowledge levels, skills and competencies?

38
Is there enough time given to the students to attempt the assignments?

39.
  
Do the various methods of evaluation collectively test the student’s achievement of the desired objectives?

40.
Are the assignments being used for two-way communication and feedback on progress through fixation of a turn around time? 

41.
Are the SLMs (print, audio, video, etc.) ready before the programme has been announced?

42.
Have the mechanisms for material distribution been worked out?

43.
 

Have the study centres been identified?

44.
Have the academic counsellors been identified and appointed?

45.
Have publicity measures been finalized before launching of the programme?

46.
Have the modes of publicizing the programme been identified?

47.
Have the student registration details been finalised?

d. Production of Materials:                                                                                 70
1. Are there clear policy guidelines for production of study materials?

2. Is there coordination among academic and other Schools/Branches for developing and producing materials?

3. Is there a separate Division/Branch for production of materials/learning resources?

4. Is there suitable infrastructure for storage of materials before dispatch?

5. Is the technical equipment/infrastructure updated from time to time?

6. Are there guidelines and procedures for identifying of printers or other production personnel like web designers audio/video production professionals etc?

7. Are there well-planned schedules for the stages of the production process?

8. Are the schedules planned and communicated well in time?

9. Are the personnel trained to carry out the production process?

10. In the case of printed materials is there a policy for selection and procurement of paper?

11. Are the guidelines for printing related to format and layout?

12. Are Distance Education principles kept in mind while deciding format and layout?

13. Does the institution have own printing facility or is it outsourced?

14. Is there a policy for empanelment of printers?

15. Are there norms laid down for payment of print production? 

16. Are there guidelines for development and production of audio/video programmes in-house/outsourcing?

17. Are there guidelines for development and production of web based programmes?

18. Are there accepted standards for cover design for different levels of programmes?

19. Is there a graphic design unit or the task is out sourced?

20. Is preview/pilot testing carried out before production of learning resources/ materials?

21. Does the institution have mechanisms for monitoring the pre and post-production processes?

e. Academic Audit:                                                                                               30
1. Is there a quality assurance division/centre in the institution?   

2. Is there a formal policy for academic audit? 

3. Are there procedures in place for academic audit?

4. Is there a prescribed shelflife for programmes?

5. Is there a policy for revision and updation of programmes?

6. Are there mechanisms for obtaining feedback from different stakeholders?  

7. Has the feedback been used for making changes in the curriculum and programme design?

8. Has the academic audit been used for improving the methodology of teaching, learning and evaluation?

------------------------------------------------------------------------------------------

3.3 CRITERION III: LEARNER SUPPORT SERVICES:
                                        250

a. Administrative Support Services:   
                                                                            100  

b. Academic Support Services: 
                                                                                        100 

c. Personal Support Services :  
                                                                            50









          ------------                                                          










             250 

a. Administrative Support Services:                                                                100
Public Information

1. Does the institution have comprehensive up-to-date publicity materials?

2. Does the institution have well documented profiles with facts and figures, demographic profile of learners, success rates etc?

3. Does the institution have detailed separate prospectus for each programme?

4. Does the institution have an academic calendar for each academic programme?

5. Is there provision for communication of the learner satisfaction index in the public domain?

6. Are there adequate mechanisms for the use of multiple media for information dissemination in place?

7. Does the institution have its own interactive website?

Registration


8.  Are the criteria for admission to the different academic programmes in keeping with mandate of the institution?


9.  Does the institution have a policy for providing learner mobility across institutions at the State, national and international levels?


10. Are there appropriate mechanisms to ensure that registration activities adhere to pre-determined time schedules and are widely publicised?


11. Is there provision for walk-in/spot admission?


12. Are admission procedures simple and learner friendly?


13. Does the institution give due consideration to ‘openness’ and ‘flexibility’ in the admission process?

Delivery of SLMs


14. Is the information regarding dispatch of course materials clearly communicated to the learners?


15. Is a complete inventory of the course materials to be dispatched to learners available?


16. Are updated records regarding requirements and actual material deliveries executed, maintained by the institution?


17. Are monitoring systems in place for ensuring adherence to a schedule with regard to material dispatch?


18. Are appropriate mechanisms available for replacement of faulty/damaged materials?


19. Are multiple channels for delivery of SLMs (including web based delivery) in place, taking into account learner’s convenience?

Support at HQs, Regional Centres and Study Centres


20. Are help desk services, inquiry counters, information kiosks etc available at all times at HQs/Regional/Study Centres?


21. Are the learners clearly informed in advance about the counselling schedules at the Study Centres?


22. Are physical facilities (furniture, laboratories, equipment, rooms, seating arrangements, etc) provided to the learners at the Study Centres in accordance with the norms prescribed by the institution?


23. Are the technological support offered to the learners (computers, internet 
 facilities, A/V viewing, etc) as per the requirements specified by the institution? 


24. Does institution ensure optimum utilisation of the infrastructural facilities provided to the learners?

Conduct of Examinations


25. Does the institution prepare an examination schedule at the beginning of the academic session?


26. Does the institution take special steps to ensure fair, smooth and timely conduct of examinations and declaration of results?


27. Are arrangements made at all the delivery points for learners to get the required information/documents (e.g. Hall tickets, Seat Nos., etc) prior to the conduct of an examination?


28. Are the seating arrangements and appointment of examination supervisory staff strictly as per the norms prescribed by the institution?


29. Is the use of computerized and other technological support adequately demonstrated in all the examination-related processes?


30. Are arrangements made to ensure timely and error-free results and to communicate these through different modes (e.g. on the web, through SMS, etc.)?


31. Are there security features in the degree/diploma/certificates to avoid forged certification? 


32. Is the Convocation held as an annual feature and learners are provided with facilities for issue of need-based provisional certificates, migration  certificates, etc. in a timely manner?

Record Maintenance


33. Is appropriate and suitably designed computer software in place for maintaining accurate and updated learner data?


34. Are all important documents pertaining to learners (e.g. registration information, progress records, attendance records, finance-related information, important inquiries/ suggestions /complaints, etc) systematically maintained?

Handling of Financial Matters

1. Has the institution a well-developed system for monitoring the financial transactions between the learners and the institution?

2. Is the mode of payment required from learners one that is simple and easy to operate (E.g. Use of bank receipts, online payment facilities, etc.)?

3. Are the learners informed well in advance regarding the financial procedures to be followed?

4. Are queries regarding fees, payment of dues, etc. from learners promptly resolved?

b. Academic Support Services
:                                                                         100
Academic Counselling

1. Has the criteria for the selection / appointment of academic counsellors been clearly laid down and followed by the institution?

2. Do the learners have easy access to competent counsellors at the Study Centres?

3. Are counselling strategies planned on the basis of sound pedagogic considerations?

4. Are counselling schedules carefully planned based on learner convenience?

5. Are mechanisms for monitoring the academic counselling services at the Study Centres in place?

6. Are group based and individual based (including web based) interactive tutor support facilities provided to the learners?

Hands-on Exposure/ Skill Training (Field Visits, Lab. Experiments, Projects, Mock exercises, etc.)

7. Are there norms and procedures for the conduct of practicals? 

8. Are manuals provided to the academic counsellors for the conduct of practicals?

9. Are infrastructural requirements (including human resources) for the conduct of practicals clearly defined?

10. Are schedules for the conduct of practicals prepared and intimated to the learners well in advance?

11. Are mechanisms for monitoring of practicals at the respective Study Centres in place?

Technology-Based Learner Support

(Non-print, offline learning (Audios, videos, CDs, CBTs, etc.), Web-based online learning (Discussion Forums, Chat groups, etc.) and satellite-based learning support (Using EduSat), mobile learning (e.g. sms, im))

12. Does the institution have a clearly documented policy regarding technology-based learning?

13. Are the personnel adequately sensitised and oriented towards the use of technology?

14. Does the institution utilise the latest technology based resources and does it regularly update them?

15. Are the academic counsellors at the Study Centres fully equipped and well-oriented to provide technology-based learning support to the learners?

16. Are learners encouraged to use different modes of learning for maximum benefit from multi-channel learning?

Evaluation Services (Tests, Assignements, Quizzes, Examinations, etc)

17. Does the institution have a well-developed learner evaluation policy document and manual?

18. Are there mechanisms to monitor the progression of learners?

19. Is the evaluation methodology, evaluation scheme and schedule made clear to the learners at the start of the academic programme?

20. Does the institution implement examination reforms from time to time (e.g. use of question banks, inclusion of continuous assessment, grading, on demand, online examinations etc.)?

21. Is importance given to the development of reliable and valid evaluation tools (tests, assignments, examinations, etc.) that match the programme objectives and the learner level?

22. Are procedures and criteria for the appointment of paper setters, examiners and moderators clearly laid down and are strictly followed?

23. Are special steps (e.g. model answers/keys, marking schemes, moderation mechanism) taken to ensure objective assessment of performance of learners?

24. Is the use of ICTs made an integral component of the learner evaluation system?

25. Are mechanisms for giving prompt formative feedback to learners in place?

26. Are adequate measures taken for keeping a minimum turn around time for assignments evaluation and providing feedback to the learners?

      Allied Academic Support Services

     27. Is remedial instructional support provided for the weak learners?

     28. Is provision for the development of self-learning skills, soft skills, employability skills, etc. made available to the learners?

     29. Are alternative facilities (e.g. opportunity for listening to recorded sessions, etc.) provided to learners who miss some face-to-face counselling sessions?

   Library Facilities 


  30. Are the learners provided with adequate library facilities and reading room services at HQ/ RCs /SCs?


   31. Are the resource materials available in the libraries systematically arranged and properly catalogued?


  32. Is special care taken to ensure that library facilities are easily accessible to the learners based on their convenience?


  33. Are the resource materials available in the library relevant, academically useful and regularly updated?


  34. Do the library services made available to learners use computerized system and the latest technologies (e.g. e-library services)?

 Training


35. Are detailed Guides or Handbooks developed and provided to the academic counsellors?


36. Does the university have a separate training unit for capacity building of learner support staff?


37. Are orientation, refresher, and specialised professional training programmes regularly held for learner support staff at study centres and regional centres?


38. Are induction/ orientation programmes for orienting the learners to the Distance Education System regularly held at the study centres?

c. Personal Support Services:
                                                                            50
Pre-admission Counselling and Career Guidance

1. Has the institution a well-conceived system for providing pre-admission counselling to potential learners?

2. Are appropriate materials and trained human resources available to take care of pre-admission counselling?

3. Is the general public properly informed about the pre-admission counselling services provided by the institution?

4. Has the institution taken proactive steps to offer guidance to learners regarding career choice?

5. Is there adequate evidence indicating that pre-admission counselling and career guidance facilities are being used by a large number of learners?

Grievance Redressal

6. Has the institution a formally established a grievance redressal cell?

7. Are policies and procedures for handling learner complaints well-defined?

8. Are all documents pertaining to grievance redressal carefully maintained?

9. Are grievances handled within the prescribed timeframe?

10. Are mechanisms for monitoring the activities of the grievance redressal cell in place?

Support to Learners with Special Needs (Visually Impaired, Physically Handicapped, etc.) and Marginalised Learner Groups (Rural and Tribal Learners, Women, Prison Inmates, etc.)

11. Has the institution developed a well-framed policy for expressing social sensitivity to learners with special needs and marginalised groups?

12. Are the socially-oriented schemes well-advertised so as to provide the maximum possible learning support to those in need?

13. Are there a large number of beneficiaries for the socially-oriented schemes implemented by the institution?

Development of special talents and skills (sports, cultural events, etc.) 

14. Are special incentives (awards, scholarships, etc.) provided to give recognition to outstanding achievements in sports, extra-curricular activities, etc?

15. Are proactive measures taken by the institution to provide opportunities for skill / talent development in specialized areas?

Alumni Association Activities 

16. Does the institution have a formally established, officially registered Alumni Association?

17. Does the Alumni Association meet at regular intervals and undertake a number of drives and initiatives?

18. Are the contributions made by alumni for the overall development of the institution recorded?

19. Is an exhaustive database of past learners maintained by the Alumni Association?

20. Are the success stories of the Alumni regularly published?

21. Are the activities of the Alumni Association coordinated and monitored by a specially designated official and is a separate office for the same available?

Placement Services

22. Does the institution have a formally established placement cell?

23. Does the placement cell have full-fledged staff and facilities to take care of placement requirements?

24. Has the institution developed linkages/tie-ups with industry /potential employers, etc?

25. Does the placement cell motivate learners towards self-employment and undertakes initiatives like holding special camps for placements?

26. Has the institution ample evidence of successful placements of its learners?

-------------------------------------------------------------------------

3.4 CRITERION IV: RESEARCH, CONSULTANCY & EXTENSION:       100

a. Professional Development of Teachers/ Academics:
                                          25

b. Research Projects:
                                                                                          10

c. Publications of the University:
                                                                              10

d. Activities organised by the Institution:
                                                                  25

e. Research Undertaken by Students:                                            
                                5

f. Research and Collaboration:
                                                                              10

g. Consultancy:
                                                                                                      10

h. Miscellaneous:
                                                                                                        5











    
--------











             100

a. Research Capabilities of Teachers/ Academics:
                          25


1. What is the institutional policy to encourage research capabilities?


2. What are the individual achievements with regard to:



- Acquiring research degrees or any other qualifications;



- Publications;



- Awards and Distinctions;



- Participation in International/National Programmes; 



- Any other achievements?

b. Research Projects:
                                                                                    10


1. What are the projects – Discipline based, and system based, undertaken by the institution?


2. What are the projects – discipline based, and system based, undertaken by the individuals?

c. Publications of the University:
                                                                10


1. What are the publications of the institution?


- Publication of journals?


- Publication of research proceedings/ seminar/ proceedings/ books / occasional paper etc?


- Publication of University newsletter etc?

d. Activities Organised by the Institution:
                                                      25

1. What are the seminars/ conferences/ lectures / workshops organised by the institution?


- International


- National


- Regional /local

2. What are the exchange programmes/ scholarships/ fellowships etc. arranged by the institution?

e. Research Undertaken by Students:                                                   
  5


1. How many students have been registered for research?


2. How many teachers are research guides?


3. How many students have been awarded fellowships?

f. Research and Collaboration
:
                                                          10


1. Has the institution established any research centre /Chair under specific areas through own / collaborative efforts?


2. What is the outcome and output of the activities?


3. What are the extension activities undertaken?


- International


- National


- Regional /Local

g. Consultancy:
                                                                                        10


1. Consultancies provided by institution/ individual


- International


- National


- Regional /Local/

h. Miscellaneous:                                                                                    
5


1. What are the institutional outcomes of the research and consultancy activity in the form of:



- Patents; 



- Awards;



- Community services;



- Institutional developments;



- Any Other?

-------------------------------------------------------------------------------------

3.5 CRITERION V: GOVERNANCE:                                                                      150

a. Vision & Mission :
                                                                                         20

b. Leadership:
                                                                                                     20

c. Organisational Structure:
                                                                             30

d. Administration:
                                                                                         35

e. Finance:
                                                                                                     35

f. Special Cells:                                                                                                      10











  ------------











           150

a. Vision & Mission:
                                                                           20

1. Does the institution have vision and mission statements?

2. Does the mission statement define ODL? 

3. Are the institutional vision and mission goals in conformation with the Act/MoA of its existence?

4. Does the mission statement define the institution’s distinctive characteristics in terms of addressing the needs of the society?

5. Are the goals and objectives of the institution made known to the various stakeholders?

6. Are the future plans of the institution in conformation with its vision statement?  

b. Leadership:
                                                                                      20

7.
Is the leadership system well established in the institution with clear-cut functions and powers vested in the head of the institution?

8. Are there various statutory bodies to decide policy matters of the institution such as recruitment, promotion, approval of the programmes and their implementation?

9.  Is there provision in the statutes in terms of frequency of meetings to be held of such statutory bodies?

10. Does each statutory body along with others; have representation from society, faculty, students etc?

c. Organisational Structure:
                                                                 30


11. Does the institution have an organisational structure based on the systems and subsystems of the ODL system? 

12. Does the institution follow a decentralised system of functions?

13. Have the roles, functions and powers of all systems been clearly defined?

14. Are there internal monitoring and coordination mechanisms among various systems and subsystems? 

15. Does the institution have an academic calendar and is there a monitoring mechanism to realise it?

d. Administration:
                                                                         35


1. Are the roles and responsibilities of head of the institution/ Registrar/ Director/ Officers of the institutions clearly defined?

2. Is the multifaceted role of the teachers and academics in the ODL system properly defined in the Act/MoA?

3. Does the institution have a policy with regard to the ratio of academic, non-academic and technical staff?

4. Are the role and responsibilities of non-academic and technical staff clearly defined?

5. Does the institution have a clearly stated policy in place for undertaking social welfare activities and is there a separate full-fledged department?

6. Do the social welfare activities of the institution enlist enthusiastic involvement and response from the society in general and neighborhood in particular? 

7. Does the institution have a perspective plan for institutional development?

8. Are the various Departments/Divisions involved in the process of implementation of the plan?

9. Does the institution have a separate Planning and Development Department?

10. Are monitoring mechanisms developed for evaluating the implementation of the perspective plan of the institution?

e. Finance:
                                                                                                        35

26. Is there is a proper system for maintaining income and expenditure statements for each financial year?

27. Does the institution have a policy with regard to allocations of funds under difference heads?

28. Is the operating budget of the institution adequate with reference to its infrastructure and learning resources?

29. Are there any mechanisms for mobilisations of funds from other agencies?

30. Are the various sources of income systematically recorded?

31. Is there a time frame for processing bills and amount to be recouped and disbursed?

32. Are there proper accounting procedures followed by the institution?

33. Are the accounting procedures computerised?

34. Are the accounts been audited regularly?

35. Does the institution have a mechanism for internal and external audit?

36. Is there a system of investments for short-term financial gains?

37. Are fee receipts and funds disbursement computerised?

38. Are there norms for proper fee structures?

39. Is there any provision of scholarship fee for reimbursement for disadvantaged groups?

40. Does the fiscal policy of the institution give due consideration to financial support schemes
for economically disadvantaged learners?

41. Does the institution maintain systematic records regarding the different funding schemes?

42. Is there ample evidence indicating that a large number of learners have benefited from the financial aid schemes implemented by the institution?

f. Special Cells:
                                                                                            10


43. Does the institution have special cells for SC/ST/OBC, physically challenged, sexual 
harassment against women, Defence personnel etc? 

44. Are these cells located at the HQs and also at Regional Centres and Study Centres as well?

45. Is there grievance redressal cell for employees and learners? How effective is it?
46. Is there a welfare cell for learners and employees? How effective is it? 
-------------------------------------------------------------------------------------

3.6 CRITERION VI: INNOVATIVE PRACTICES:     
                                    50

a. Quality Assurance System & Practices:
                                                15

b. Equity & Access:
                                                                                    15

c. Stakeholder Relationships:
                                                                        10 
d. Technology Enabled Teaching & Learning Practices:
                        10











        ------












50

a. Quality Assurance System & Practices:
                                         15

1.  Has the institution taken any special/specific quality enhancement measures with reference to: curricular aspects, learner support services, research extension and consultancy, governance, infrastructure and human resources?

b. Equity & Access:
                                                                        15

2.  Has the institution taken special measures/strategies to reach out to the disadvantaged, women, SC/ST/OBC, weaker sections, marginalised sections, differently-abled etc?

3.  Has the institution developed a policy for assessment of prior learning?

4. Has the institution provided bridge courses to the educationally disadvantaged?

5.  Has the institution adopted inclusive practices to provide access to students from the socially and economically backward sections of the society, residents of rural, remote, backward and tribal areas?

6. Have any specific strategies been adopted for facilitating the learning of the marginalized/weaker sections, disadvantaged, women differently-abled etc?

7. Has the institution adopted any specific strategy to promote the development of the persons from rural tribal and remote areas?

8. Has the institution taken any special measures to achieve gender balance amongst staff/learners?

c. Stakeholder Relationships:
                                                                           10

9.  Does the institution have a mechanism to involve stakeholders in planning, implementing and evaluation of its academic programmes?

10. Has the institution taken up any special measures to elicit the support and development of its neighborhood communities?

11. Has the institution made special efforts to promote social responsibility and citizenship roles amongst its learners?

d. Technology Enabled Teaching Learning Practices:
                                 10

12. Has the institution developed curriculum for equipping the learners with IT skills to make them global citizens?

13. Has the institution adopted technologies for promoting teaching-learning and supporting the learners?

14. Has the institution provided technological interface to enhance the learning capabilities of the learners?

15. Has the institution connected all its offices through LAN/WAN, etc and developed strong databases to support online operations and decision making?

16. Has the institution developed technology based learning resources to augment the learning?

17. Has the institution taken initiatives for technology based: admissions, curriculum transaction, evaluation, and learner support? 

______________________________________________________________

4. SELF-ASSESSMENT PORTFOLIO (SAP)

    4.1 GUIDELINES

1. The SAP has been organised into three parts:

i. Part I- Institutional information, 

ii. Part II- Criterion-Wise Details, and

iii. Part III- Self Evaluative Report 

2. The objective of the SAP is to enable an institution to evaluate its own strengths and weaknesses and introspect about how it can improve its functioning and present its case before the DEC for Assessment and Accreditation.

3. The institution should respond question-wise in order to justify the claims made in the SAP. Answers to the questions under the six criteria put together, present a comprehensive picture of the institution to facilitate the Screening Committee to take a decision about the institution and recommend for peer team visit. This will also be used by the peer team to evaluate the institution. 

4. All the information provided by the institution should be based on facts and records available at the institution. The same should be made available to the peer teem at the time of the visit.

5. A Self Evaluative Report (SER i.e. SAP Part III) of about 3,000 words covering all the information contained in the SAP should be submitted along with the Part I & II of the SAP. 
6. Appendices are to be avoided, unless specifically asked for. Appendices may be made available to the peer team during the onsite visit. 

7. A glossary is given at the end of this Handbook to facilitate the institutions in understanding the terminology used in this Handbook. 
8. A checklist has been provided at the end of the Handbook. Kindly follow the checklist before submitting the Letter of Intent and Part I of the SAP and subsequently Part II of the SAP. 
9. Ten copies along with soft copy of the filled in SAP alongwith one set of course materials should be submitted to:

The Director,

Distance Education Council,

DEC Building,

Indira Gandhi National Open University,

Maidan Garhi,

New Delhi- 110068
                      www.dec.ac.in

4.2 LETTER OF INTENT 

(Assessment and Accreditation of Institutions)

Place:

Date:

From:

The Vice-Chancellor/The Registrar/Head of the Institution 
……………………….

………………………..

………………………..

To

The Chairman,

Distance Education Council

Indira Gandhi National Open University

Maidan Garhi,

New Delhi – 110 068

Subject:  Request for Accreditation 

Sir,

I am pleased to inform you that the Senate/Executive Council/Governing Body/Management Committee has decided to request you to accredit  

------------------------------------------------------------- (name of the Institution to be accredited)

The Self Assessment Report about the institution is enclosed according to the format given by the Distance Education Council along with a DD as per the requirement.  I request you to send further information to enable the Institution to start the process.

With regards,

          Yours sincerely,

      
(                            )

    Name & Designation 

    Along with office seal        
Enclosure: as above

 Details of DD:


Payable to:


Drawee bank:


DD No: …………….. Dated…………….

                                            4.3 FORMAT OF 
SELF APPRAISAL PORTFOLIO (SAP)
4.3.1 SELF APPRAISAL PORTFOLIO (SAP)

PART-I
INSTITUTIONAL INFORMATION
Part I: Institutional Information


1.  Name of the Institution:

2.  Address (postal address and web address):

3. Contact Details of Key Officials

	Name
	Tel. Number with STD code
	Mobile 

Number
	Fax

Number(s)
	E-mail ID

	Vice-Chancellor/ Chairman/Head     
	     
	     
	     
	     

	Pro-Vice Chancellor/Vice-Chairman
	
	
	
	

	Director /Academic Head                            
	     
	     
	     
	     

	Registrar / Admn. Head
     
	     
	     
	     
	     

	Coordinator of the SAR
	     
	     
	     
	     


4.  Status of the Open University/ Parent University/Institution (in case of DEIs)


Central University


     


                       FORMCHECKBOX 



State University


     


                       FORMCHECKBOX 
            


Deemed to be University under Section (3) of UGC                              FORMCHECKBOX 

Institution of National Importance     


                       FORMCHECKBOX 

Private University  


  


           FORMCHECKBOX 

Trust / Society etc. 




                       FORMCHECKBOX 

Any other (specify) __________________________

           FORMCHECKBOX 



5. Date of Establishment of the Open University.

 (DD/MM/YYYY)
  
	     
	     
	     


Date of Establishment of the Parent Institution & ODL Institution (DD/MM/YYYY)
     

	Parent Institution
	     
	     
	     

	DEI
	     
	     
	     


6. Mention the Recognition Status of the University as per UGC Act, 1956 under Section (Put tick mark):


i) 12(B)  FORMCHECKBOX 
 
ii) 2( f )   FORMCHECKBOX 
 
iii) 3
 FORMCHECKBOX 
   iv. Any other- Give details……….

(Enclose a copy of i) University ACT/ MoA ii) Resolution of the University to start Distance Education).
7. Recognition Status from the DEC.

From ____________
To ______________ 

(Certificate of the university Act/MoA/Recognition from DEC should be enclosed.)

8. Location of the ODL Institution (based on Government of India Census 2001)  

Urban


 FORMCHECKBOX 

Semi-urban

 FORMCHECKBOX 

Rural


 FORMCHECKBOX 

Tribal


 FORMCHECKBOX 

Hilly Area

             FORMCHECKBOX 

Any other (specify)
     
9. Institutional Information in Brief:

	Programmes on Offer

	Total number of programmes on offer
	

	Total number of courses on offer in all programmes
	

	Student Strength

	Current student enrollment 
	

	Students on rolls (cumulative) 
	

	Student Support Network

	Number of regional centers
	

	Number of study centers
	

	Number of centres overseas
	

	Number of students overseas
	

	Any other (programme centre, special centres, partner institutions etc.)
	

	Staff Strength                                                                      
	Permanent/Contractual

	Teachers and aAcademics sanctioned/in position
	

	Administrative staff (including Group-D staff) sanctioned/in position
	

	Technical/professional staff sanctioned/ in position
	

	Coordinators of study centers
	

	Academic counsellors 
	

	Any other 
	

	Examination Records 

	Number of students appeared for term-end examination
	

	Number of students awarded degrees/diplomas/certificates till current year 
	

	Self Learning Materials / Learning Resources 

	Number of SLM titles printed 
	

	Number of audio programmes produced till date
	

	Number of video programmes produced till date
	

	Number of online programmes 
	

	Any Other
	


10. State the technologies used for the following: 

	Institutional Management 
	Imparting Instruction
	Learner Support

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


11. Finance & Accounts

1. What were the sources of income for last financial year?
2. Please attach statement of expenditure of last financial year.
3. What is the Budget plan for current financial year? Please attach a copy of the same. 
Signature of Coordinator of SAR 
Signature of Head of Institution

Seal

Date: 

Place:

List of enclosures: 
Declaration by the Head of the Institution

I certify that that the data included in this Self-Appraisal Portfolio (SAP) is true to the best of my knowledge. 

This SAP is prepared by the institution after internal discussions and no part thereof has been outsourced.

I am aware that the peer team will validate the information provided in this SAP during the peer team visit.

Signature of the Head of the institution 

                                                                                                                          with seal:
Place:
Date: 
4.3.2 SELF APPRAISAL PORTFOLIO (SAP)
PART-II

CRITERION – WISE DETAILS
Criterion I: Infrastructure and Human Resource Capabilities:                                         150

This criterion looks at creation, adequacy and optimum utilisation of the facilities at the institution in order to maintain the quality of the academic programmes and support services. It also seeks information on how the infrastructure supports self-learning and system development. The human resource capabilities of the institution also need to be described.

A. PHYSICAL FACILITIES                                                                                               40

          Headquarters

1. What is the total land area and built-up area available with the Institution at its headquarters? (in sq.ft). Attach a copy of Building plan.

	Type 
	Land area
	Built up area 

	Own       
	
	

	Rented        
	
	

	Leased                         
	
	

	Total                
	
	


2. Has the institution allocated space for activities of different units? (Specify activity-wise area allocation)  
	S.No.
	Unit
	Area (Sq Ft.)
	Adequate
	Inadequate

	1. 
	Administrative Unit

	
	
	

	2. 
	Academic Unit

	
	
	

	3. 
	Storage and Dispatch of Study Material

	
	
	

	4. 
	Evaluation Unit 

	
	
	

	5. 
	Production and Multicopying

	
	
	

	6. 
	Co-Curricular Activities  (conference Hall, Convention Centre etc.)

	
	
	

	7. 
	Residential Housing
	
	
	

	8. 
	Guest House
	
	
	

	9. 
	Hostels 
	
	
	

	10. 
	Any Other (Specify)
	
	
	


3. If inadequate, what is the plan for augmentation of physical infrastructure?

4. Are the buildings planned as per the requirements of the units and activities? Provide a copy of the master plan.

5. What is the production capacity of the institution and how much of it is being utilised? 

	S.No.
	Production Activity 
	Production Capacity per Day
	% of Utilisation

	1. 
	Printing
	     
	     

	2. 
	Audio
	     
	     

	3. 
	Video              
	     
	     

	4. 
	CD/DVDs
	     
	     

	5. 
	Any Other (Specify)
	     
	     


[image: image3] 

6. Mention the number of books purchased/ journals subscribed by the institution
	S.No.
	Items
	                              No. of Books

	
	
	HQ
	RC
	SC

	1. 
	Books- Discipline-wise 
	
	
	

	2. 
	Books- DE-related
	
	
	

	3. 
	Books Digitised
	
	
	

	4. 
	Journals 
	
	
	

	5. 
	National [image: image4](print)
	
	
	

	6. 
	International (print)
	
	
	

	      7.
	Any Other (Specify)
	
	
	


7. What is the worth of books, journals acquired by institution and budget allocation in the last three years?

	S.No
	Item
	Current Year

Amount
	Year Before Last

Amount
	Year Earlier

Amount

	
	
	Budget
	Spent
	Budget
	Spent
	Budget
	Spent

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


8. What library facilities are provided to the academic staff and learners at the Headquarters, Regional Centres and Study Centre.


9. What infrastructure has the institution developed or made arrangements for hands on experience or practical experience as per the programmes of study?

	Laboratory-Type
	Programmes for Which It Is Meant
	Number Labs/ For Number of Learners

HQ                 RC               SC

	Physics Stream
	
	
	
	

	Chemistry
	
	
	
	

	Botany
	
	
	
	

	Zoology 
	
	
	
	

	Biotechnology
	
	
	
	

	Computers & IT
	
	
	
	

	Geosciences
	
	
	
	

	Any Other (Specify)
	
	
	
	


B. ICT FACILITY & MAINTENANCE
        30
10. What is the infrastructure in connection with computerisation of the institutional activities, communication with the learners, between subunits of the institution and with different institutions and support system for learners via different modes? 


11. What computer hardware (H/W) is available for the institution at headquarters?
	S.No.
	H/W

	Headquarters

	1.
	Computers




	

	5. 
	Laptops
	

	3.
	Printers




	

	4.
	Scanners




	

	5.
	Servers
	



PLEASE CHANGE ‘5’ to ‘2’

12. What licensed softwares (S/W) are available with the institution? 
	S.No.
	S/W

	Headquarters

	
	
	

	
	
	

	
	
	

	
	
	


13. Information on computerisation of activities in the institution. 
	Unit
	Activity 
	Computer-ised;  tick if yes

	Administrative 
	Admissions/Registration
	 FORMCHECKBOX 


	
	Assignment Tracking
	 FORMCHECKBOX 


	
	Evaluation
	 FORMCHECKBOX 


	
	Database Management
	 FORMCHECKBOX 


	
	Inventory 
	 FORMCHECKBOX 


	
	Any Other (Specify)
	 FORMCHECKBOX 


	Academic
	Teaching/ Learning- CBT/ CAI/ online etc
	 FORMCHECKBOX 


	
	Used by Academics
	 FORMCHECKBOX 


	
	Used for R& D
	 FORMCHECKBOX 


	
	Any Other (Specify)
	 FORMCHECKBOX 



14. How much networking is done within the institution/ with RCs/ SCs




- 


 FORMCHECKBOX 



15. [image: image5]Whether the institution uses ‘Shareable Content Object Reference Model’ (SCORM) compliant Learning Management System? 

  FORMCHECKBOX 



16. What source is used for LMS?

· Open Source       FORMCHECKBOX 

· Propriety source  FORMCHECKBOX 
 

Please specify 
17. What equipments are available? 

	Equipment


	Headquarters

	Photocopier



	

	Generator



	

	LCD Projector



	

	OHP
	

	Mobile Library



	

	Mobile Laboratory



	

	Mobile SC



	

	Any Other



	

	
	


18. Whether annual maintenance of various equipments and other infrastructure is undertaken through? 

1. Annual Maintenance Contract                               FORMCHECKBOX 

2. Own instrumentation cell, engineering cell etc     FORMCHECKBOX 

                          

19. What is the budget allocation for maintenance of equipment and machineries and percentage of the total book value of equipments?
>5%   FORMCHECKBOX 
 /   about 10%   FORMCHECKBOX 
  /  15% or more   FORMCHECKBOX 
 

C.     DECENTRALISED SUPPORT UNITS

           25

20. Are there guidelines for establishing Regional Centres (RC) and Study Centres (SC)?

      FORMCHECKBOX 
. If yes, please attach the same

21. What are the administrative and academic responsibilities of RCs and SCs?

22. How many RCs and SCs have been established?

23. What equipments/ infrastructure facilities available with RC and SC?

	S.No.
	Facility
	RC
	SC

	1. 
	TV Sets
	
	

	2. 
	VCR/VCP/ DVD Players
	
	

	3. 
	Furniture
	
	

	4. 
	Computers and Peripherals
	
	

	5. 
	Internet Connectivity
	
	


24. What support facilities are provided at SC/RC?

	S.

No.
	Facility
	HQ
	RC
	SC

	
	
	Sta-ff
	Learner
	Staff
	Learner
	Sta-ff
	Lear-

ner

	1.
	Reprography
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.
	Digital viewing of books
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.
	Reading material
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.
	Book issuing
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



D. HUMAN RESOURCES CAPABILITIES

         55

1. 
No. of schools Departments 



2.
No. of teaching & technical staff at HQ and RC/SC
	
	Category


	Permanent
	Temp/ full time
	Part-time
	Total

	
	
	Sanctioned
	Filled
	
	
	

	a) Total number of           teachers
	Professor
	     
	     
	     
	     
	     

	
	Reader
	     
	     
	     
	     
	     

	
	Lecturer
	     
	     
	     
	     
	     

	(i) Teachers with Ph.D. or equivalent as the highest qualification
	Professor 
	     
	     
	     
	     
	     

	
	Reader
	     
	     
	     
	     
	     

	
	Lecturer
	     
	     
	     
	     
	     

	(ii) Teachers with only M.Phil as the highest qualification
	Professor 
	     
	     
	     
	     
	     

	
	Reader
	     
	     
	     
	     
	     

	
	Lecturer
	     
	     
	     
	     
	     

	(ii) Teachers with only P.G. or equivalent as the highest qualification
	Professor 
	     
	     
	     
	     
	     

	
	Reader
	     
	     
	     
	     
	     

	
	Lecturer
	     
	     
	     
	     
	     

	b) Consultants
	
	     
	     
	     
	     
	     

	c) Technical Staff
	Printing Technologists
	     
	     
	     
	     
	     

	
	Audio-visual Technicians 
	     
	     
	     
	     
	     

	
	System Analysts
	     
	     
	     
	
	     

	
	Hardware Technicians
	     
	     
	     
	
	     

	
	Instructors
	     
	     
	     
	
	     

	
	Laboratory Technicians
	     
	     
	     
	
	     

	
	Others (Specify)
	     
	     
	     
	
	     

	
	
	     
	     
	     
	
	     

	
	
	     
	     
	     
	
	     

	
	
	     
	     
	     
	
	     

	
	
	     
	     
	     
	
	     

	Grand Total
	
	
	
	
	
	


3) Administrative Staff:

	
	Permanent
	Tempo-rary but full- time
	Part- Time
	Total

	
(a) Total Officers

   
	     
	     
	     
	     

	  (i)  Registrar and Equivalent
	     
	     
	     
	     

	
(ii)  Dy Registrar and Equivalent
	     
	     
	     
	     

	
(iii)
 Asstt. Registrar and Equivalent
	     
	     
	     
	     

	  (b) Total Supporting Staff – Various Levels
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	  Grand Total
	     
	     
	     
	     


4) Are there policies and guidelines for the following? 

a. Staff development
                                   FORMCHECKBOX 

b. Promotion of staff
                                   FORMCHECKBOX 

c. Staff recruitment
                                   FORMCHECKBOX 

d. Training programmes for various staff 
 FORMCHECKBOX 

If yes, attach copies.

5. Does the Institution follow the Government policy with regard to recruitment of persons from different sections of society?  

6. Are the UGC norms being followed with regard to recruitment and pay scales?

7. How much time does it take to conduct DPCs once the staff has become eligible for promotion? Give reasons for delay, if any.

8. Does the institution provide special facilities to the SC/ST/OBC, women and differently abled/physically challenged employees? Give percentage of SC/ST/OBC and differently-abled, staff employed. 

9. Does the institution have a self-appraisal method of evaluation of performance of its faculty and staff?

10. Does the institution provide any incentive to the staff for professional growth and self development?

11. Is there a separate department for training and staff development?

If yes,

a. Own






 FORMCHECKBOX 

b. Arrangements with outside agencies      
             FORMCHECKBOX 

12. Give details on training programmes conducted during last three years.
	
	Training Prog.
	Duration
	No of training prog
	Beneficiaries

	
	ICT 
	
	
	Acad
	Non-acad

	
	
	
	
	
	

	
	
	
	
	
	


13. Mention the distribution of staff under the following categories. 

	Type of Staff
	No. of Staff

	
	SC
	ST
	OBC
	Differently-abled
	Women

	Academic Staff
	
	
	
	
	

	Non-Academic Staff 
	
	
	
	
	


Criterion II: Academic Programmes & Learning Resources                      300

This criterion refers to the following focus areas. The ODL institution’s articulation of its Vision and Mission and its relation to the programmes offered, the institution’s policy with respect to the development of academic programmes and learning resources, and the process of design, development and production of academic programmes are to be included here.

The institution’s initiatives and steps taken to conduct academic review and audit them regularly are to be included here
A. Nature & Types of Programmes:

                                                              50

1. Give details of the number of academic programmes offered by the institution:

	Level
	Type of Programmes
	Total

	
	General
	Professional
	Technical
	

	Ph.D.
	
	
	
	

	M.Phil.
	
	
	
	

	Post-Graduate 
	
	
	
	

	Post-Graduate Diploma
	
	
	
	

	Under-Graduate
	
	
	
	

	Diploma/ Advanced Diploma
	
	
	
	

	Post-Graduate Certificate
	
	
	
	

	Certificate
	
	
	
	

	Awareness / Enrichment
	
	
	
	

	Any other 
	
	
	
	


2. How many programmes have been (give number) offered?
	Activity
	No of Programmes
	Mention the Institution, in Case of Borrowed Materials

	Developed In-house
	
	

	Adopted
	
	

	Adapted
	
	

	Translated
	
	

	Transcreated in Collaboration with Other Agencies/ Industry etc
	
	

	Adopted by Other Institutions (Give Number of Institutions Borrowing Them)
	
	


3. Mention the programmes/courses that have been given to other ODL institutions. 

	Programme 
	Name of Institution to Which Programme Has Been Given 

	
	

	
	


4. Give details of the eligibility criteria adopted for admission to the various programmes (programmes-wise), including duration, total fee and medium of instruction. Please fill the table do not attach prospectus. 

	Programme 
	Eligibility Criteria
	Duration
	 Fee 
	Medium

	
	
	Min
	Max
	
	

	
	
	
	
	
	

	
	
	
	
	
	


5. Specify programmes that follow: 

	Type
	Programmes

	Modular Approach
	

	Skill-Based Approach (Vocation-Oriented)
	

	Workplace-Based Approach (Job-Oriented)
	

	Bridge Course/Remedial Course Approach
	

	Multidisciplinary Programmes
	

	Remedial Programmes
	

	Mix of the Above
	


B. Development of Curriculum & Instructional Design:
                                                   75

1. Give details on how curriculum is developed i.e. the mechanism used for formulating the curricular content of new programmes. Explain the process with the help of a flow chart.
2. What is the contribution of external peers/ industry experts in development of curriculum and instructional material?

3. Is need analysis done before developing programmes?

4. Do the academic programmes follow prescribed norms as specified by concerned statutory apex bodies such as UGC, AICTE, NCTE etc?

	Name of the programmes
	Apex Body
	Outside Agency / Organisation

	
	
	

	
	
	


5. Does the institution follow the credit system prescribed by DEC, give the following details (programme-wise):  

	Programme
	Duration
	No. of Credits
	Number of Courses
	No. of Units
	No. of Assignments
	No. of Counselling sessions

	
	
	
	
	
	
	

	
	
	
	
	
	
	


C. Development of Self-Learning Materials:
                                                               75

1. Does the institution have a house style terminology, length of a course and unit, and design of the unit? Provide a sample for the same.
2. Mention the medium of instruction:

	SLMs
	Medium of Instruction
	Total No. of Titles

	Print 
	
	

	Audio
	
	

	Video
	
	

	CD ROM
	
	

	Web Based
	
	

	Any Other 
	
	


3. Are the contents up to date, broken into small manageable chunks, and sequenced? 

4. Comment on the design of the SLMs – Are they visually attractive and uncluttered using signposting?

5. Is the language simple, readable, friendly and informal?

6. Are assignments being used for formative evaluation? What is the weightage in the overall assessment?

D. Production of Materials:
                                                                                                   70    

1. Is there a policy document for production of SLMs? Provide a copy.

2. Is there a document to explain policy with regard to development of audio and video programmes, web based materials CD-ROMs etc?

3. With the help of a flow chart explain the entire process of production of SLMs (separately for each medium) from the stage of development to final production and storage? 

4. How many SLMs have been produced during the last three years?



 


Printed Courses





Audio Programmes




Video Programmes



Radio Lessons



Tele Lessons



Multimedia CDs/DVDs

E. Academic Audit:
                                                                                                               30

1. What is the policy of the institution with regard to revision and updation of programmes?  Is there a prescribed shelf life for programmes?

2. How is programme evaluation done? Does the institution have a separate unit for this purpose? Explain the process with the help of a flow chart/diagram.
3. Has the feedback been utilised for the revision of the programmes? 

4. How many programmes have been revised and updated so far?

5. List the programmes that have not been revised for more than five years of their existence.  

Criterion III: Learner Support Services 
                                                     250
Learner Support Services are the mainstay of ODL institutions, As such, this criterion covers the essential features employed by the institution to bridge the distance between the learner and education provider, The practices to be covered under this criterion are administrative, academic and personal support services.
A. Administrative Support:
                                                                                                  100

1. Give details of the publicity measures adopted by the institution.
2. Does the institution have a well-documented profile? 
3. How does it publicise its programmes?
4. What is the publicity material developed by the institution?
5. Does the institution have its own interactive website?
6. What mechanism and media is/ are being used by the institution to attend to learner queries?
7.  Specify what is the lead time for response and action on the same?
8. What is the mode of admissions?

· Walk in/spot admissions

· Online admissions

· Predetermined cycle 

· Annual 

· Biannual
· Any Other

9. Does the Institution give due consideration to openness and flexibility in the admission process? Explain.

10. Is the admission procedure centralised at the HQs or has it been decentralised to Regional Centres/ Study Centres?

11. What is the mode of payment used for collection of programme fee?

·  Bank receipts (demand drafts)

·  Online payment

·  Cash

·  Any Other 

12. Provide enrolment details programme wise for the current academic year. 

13. What is the number of dropouts as on date? Provide the remedial measures undertaken by the institution to reduce avoid attrition rate. 
14. Does the institution provide any scholarships fee reimbursement, fee concession to meritorious and / or disadvantaged learners?

15. What welfare measures has the institution undertaken for its distance learners? 
16. Does the institution follow an academic calendar? Give the details activity wise:

	S.No.
	Activity
	Programmes
	Dates Scheduled

	1
	Admission
	
	

	2
	Assignments Submission
	
	

	3
	Counselling Schedules
	
	

	4
	Term-End Examination
	
	

	5
	Declaration of Results
	
	


· How often the schedules dates have to be changes? How the information on changed schedules conveyed to the learners? 

17. What is the delivery mechanism adopted by the institution?

	S.No.
	Delivery mechanism 
	

	1
	Centralised / Decentralized 
	 FORMCHECKBOX 


	2
	Lead Time for Dispatch after Admissions
	 FORMCHECKBOX 


	3
	% of Complaints of Non Receipt of Materials 
	 FORMCHECKBOX 


	4
	Web-based Discussions Forums, Chat Groups etc. Available
	 FORMCHECKBOX 


	5
	Any Other
	 FORMCHECKBOX 



18. Provide details on the following examination related activities?

	S.No.
	Details on
	Give Details

	1
	Examinations at Points Convenient to Learners
	

	2
	· Hall Tickets,

· Seat Nos. etc. Made Available in Advance
	

	3
	Hall Tickets Also Available Online
	

	4
	Frequency of TEE
	

	5
	Facility of Online Examination
	

	6
	Examinations as per Schedules
	

	7
	How Often Are the results Declared Later Than the Date Communicated
	

	8
	Any Other (Specify)
	


19. Record Maintenance

· Are all learners’ records computerised?
· What software is being used for maintaining learners’ data?
b. Academic Support Services:                                                   100 

1. Does the institution arrange induction programmes for its learners?

2. What are the academic support services provided?

	S.No.
	Type of Support 
	Details/
Explain

	1
	Tutoring & Face-to-Face Counselling as per Calendar
	

	2
	Audios, Videos, CDs/DVDs, CBTs etc. 
	

	3
	Library Facility 
	

	4
	Internet Facility 
	

	5
	Tele Conferencing 
	

	6
	Laboratory Support
	

	7
	Satellite-based Learning Support (Using EduSat, mobile learning (SMS etc.)
	

	8
	LMS (Learning Management System)
	

	9
	Group-Based and Individual Interactive Support (Face-to-Face)
	

	10
	Any Other
	


3. Give programme-wise details of learner support for different programmes.
	S.No.
	Programme
	Types of Support Provided to Learners (Counselling Sessions - both Theory and Practical;  Any Other ) 

	
	
	

	
	
	

	
	
	


4. Has the institution developed the criteria for selection and appointment of academic counsellors? Provide details.
5.  How is counselling and tutoring support provided to learners? Explain, specify group based and individual based support facilities?
6.  Does the institution prepare counselling schedules and provide them to the learners well in advance?
7. What are the monitoring mechanisms adopted by the institution for monitoring counselling services?
8. List the programmes that require hands on exposure/skill training (field visits, lab experiments, projects, work exercises etc).

9. Are the infrastructure requirements and norms for conduct of practicals clearly defined? Provide proof.
10. What are the mechanisms for monitoring of practicals?
11. What is the evaluation methodology followed by the institution? Explain the procedures followed.
12. How does the institution provide library facilities to learners? Explain.
13. Does the institution have a policy of continuous assessment? How much weightage does it carry in the overall assessment and evaluation?
14. Give details of the evaluation tools adopted by the institution for this purpose. Also provide samples.
15. Are adequate measures taken for keeping minimum turnaround time for various submissions pertaining to internal assessment and providing feedback to the learners?
c. Personal Support Services:                                                               50 








1. What are the special support units established by the institution?

	S.No.
	Type of Support
	Details

	1
	Grievance Redressal 
	

	2
	Cell for Marginalised Learner Groups
	

	3
	Placement Cell
	

	4
	Special Cell to Address Special Talents and Skills
	

	
	Financial Support to Students through

1. Scholarships

2. Reimbursement of Fees through Other Bodies

3. Student Welfare Funds 

4. Any Other
	

	5
	Alumni Association 
	

	6
	Any Other 
	


2. What value-added programmes/ courses being offered by institution for the following? Give details. 

· Self-learning skills

· Soft skills

· IT skills

· Other employable skills

· Any other

3. Is there a separate placement cell? Provide the details of the placement initiatives taken by the institution during last three years. 

Criterion IV: Research, Consultancy & Extension                                     100
This criterion seeks information and the activities of the institution with reference to research and consultancy and extension activities. It also deals with the facilitation and promotion of individual and institutional research and consultancy.

1. What is the total amount and percentage of the annual budget allocated for promotion of research during the last three years? 

	Year
	
Budget Amount
	Percentage Utilisation

	
	
	


2. Has the institution set up a research centre/ chair under specific areas?

	Research Centre 
	Research Chair
	Area 
	Activities Undertaken

	
	
	
	


3. Details of research projects undertaken during the last three years.

	Name of the Faculty
	Title of Discipline- Based Projects
	Title of System- Based Projects
	Total Amount
	Status (Completed/ Ongoing)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


4. Details of research guidance of the past three years.
	Name of the Faculty
	No. of Students
	Disci-pline
	Research fellowship/RTAs
	Status (Completed/ ongoing)

	
	M. Phil.
	Ph.D.
	Any Other
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


5. Details of the conferences/ seminars /lectures/ workshops organised by the institution/ faculty during the last three years.

	Date
	Theme
	Venue
	International
	National
	Regional / Local

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


6. Details of the exchange programmes/ scholarships/ fellowships provided by the institution / awarded to faculty members of the institution. 

7. Publications of the faculty members during the past three years? Attach a separate list.
	
	Number

	International Journals 
	

	National Journals
	

	University Journal / Magazines / Newsletters 
	

	Books
	

	Chapters in Edited Books
	

	Proceedings of Seminars/ Conferences 
	

	Any Other
	


8. Give details on faculty publications as under for the last three years.

	
	Publications
	Year-I
	Year-II
	Year-III

	
	International Journal
	
	
	

	
	National Journal
	
	
	

	
	Regional/Local Journals
	
	
	

	
	Books
	
	
	

	
	CDs
	
	
	


9. Number of MoUs with industry/other agencies including internships with industry or any other.
	

	Agency/Organisation 
	Terms and Conditions
	Area of Specialisation

	International
	
	
	

	National
	
	
	

	Regional/Local
	
	
	


10. Details of the consultancy provided by the institution/faculty. 

	

	Area
	Amount
	Agency/Organisation

	International
	
	
	

	National
	
	
	

	Regional/Local
	
	
	


11. Outcomes of research, consultancy and extension activities.
	Outcomes
	Details

	Patents
	

	Awards
	

	Community Services 
	

	Institutional Developments 
	

	Any Other 
	


12.Mention the extension activities undertaken by the institution during the last three years.
 

Criterion V: Governance




                                 150 

This criterion requires information about the statutory bodies in place in the institution and the policies and practices related to planning, administration, monitoring, training and financial aspects.

A. Mission and Vision





 
                  20 
Does the Institution have vision and mission statements defining ODL? If yes, give details.

Yes/No __________ If yes, Please specify. 
______________________________________________________

1. How are the goals and objectives of the institution made known to the various stakeholders?

______________________________________________________

2. Are the vision and mission statements in tune with institution’s future plans? 

Yes/No __________ If yes, give details, attach a copy.
B. Leadership 








 20

1.  What are the powers and functions vested in the head of the institution?

_____________________________________________________

2. What are the various statutory bodies, which decide policy matter of the University such as recruitment, promotions, approval of the programmes and their implementation?

Statutory bodies 

1.___________________
2. __________________ 

3. __________________ 4. Any other ______________
3. What is the provision in the statutes in terms of frequency of meetings to be held of such statutory bodies?

______________________________________________________

4. How many times has each statutory body met during last three years?

5. Does each statutory body, along with others, have representation from following? 
a. Society ……………. Yes/ No ________________

b. Faculty ……………. Yes/ No ________________

c. Students ……………. Yes/ No ________________

d. SC/ST/OBC/PC/Women __________________

e. Others- please specify 

6. What bodies, other than statutory bodies, govern the policy decisions of the institution? How many times have such bodies met during last three years? 

C. Organisational Structure






                  30

1. Illustrate the Organisational structure with a chart along with functions.


2. Does the institution follow a decentralised system of functions? What are the internal monitoring and coordination mechanism among subsystems, including Regional and Study Centres.



______________________________________________________ 

D. Administration 





   35 

1. Are the roles and responsibilities of head of the institution, Registrar, Directors and other officers of the Institution clearly defined in the University Act/ MoA?


Yes/No _________ 

2. How does the Open University/ DEI assess the need for manpower requirements?

_____________________________________________________

3. How much time does it take for a post to be filled up? What are reasons for the delay, if any? 

______________________________________________________ 

4. What is the percentage of (i) academic, and (ii) non-academic staff working on contract/ad-hoc basis against the vacant permanent posts?
	Staff
	Permanent
	Contractual
	Ad-hoc

	Academic
	
	
	

	Non-academic
	
	
	


5. What is the ratio of teaching to non-teaching staff?

	Staff
	Overall 
	Percentage 

	Academic
	
	

	Non-academic
	
	


6. Are the roles and responsibilities of non-academic and technical staff clearly defined?

Yes/No __________

7. Does the institution have a clearly stated policy in place for undertaking social welfare activities and is there a separate full-fledged department for it?

Yes/No ___________________________________

8. Does the institution have a perspective plan for Institutional development?

Yes/ No __________________________________________

9. Does the Institution have a separate planning and development department?

Yes/ No  ____________

14. Are monitoring mechanisms developed for evaluating the implementation of the perspective plan of the institution?

Yes/ No __________________________________________

E. Finance






     35

1. What are the sources of income? Provide data for income during last three years.

2. Provide the expenditure statement of the last three years. 

3. Is there a proper system for maintaining income and expenditure record for each financial year?

Yes/No ______________ 
  4.     In the budget what are the allocations of funds given under different heads?
	Heads of Expenditure
	Budget allocation

	
	

	
	


4. Is the operating budget of the institution adequate with reference to its infrastructure and learning resources?

Yes/No _________________  If No, then how are budget shortcomings met? ________________________

5. Is there any mechanism for mobilisations of funds from other agencies?

Yes/No _________________ If Yes, then name the agencies from which financial support has been received during last three years. 

 _____________________________________________________ 

6. Does the institution follow the accrual system? Is there a time frame for processing bills and amount to be recouped and disbursed?

Yes/No ______________, is this time frame strictly followed? _____ 

7. Is there any provision for fee reimbursement for disadvantaged learners?

Yes/ No _____________ If yes, then give details. 

_____________________________________________________
8. Are the accounting procedures computerised?

Yes/No __________________ 

9. Does the institution have a mechanism for internal and external audit? Attach audited statements of last three years.

Yes/No _______________ 

F. Special Cells 








              10

1. Whether following cells exist in the institutions? If yes, where are they located? 
	Cell
	Location

	
	Headquarters
	Regional Centre
	Study Centre

	SC/ST Cell
	
	
	

	OBC Cell
	
	
	

	Cell for Differently-Abled
	
	
	

	Cell for Defence Personnel
	
	
	

	Sexual Harassment Redressal Cell 
	
	
	

	Grievance Redressal Cell 
	
	
	

	Welfare Cell
	
	
	

	Any Other Cell 
	
	
	


Criterion VI: Innovative Practices                                                             50

A. Quality Assurance System Practice 
            15 

1. Has the institution taken any innovative steps in the following?
(a) Curriculum design                                                                     FORMCHECKBOX 

(b) Learners support services                                                          FORMCHECKBOX 

(c) Research, extension & consultancy                                           FORMCHECKBOX 

(d) Governance                                                                                FORMCHECKBOX 

(e) Infrastructure & human resources                                             FORMCHECKBOX 
 

(f) Any other 

2. State various innovative practices made by institution in curriculum design and development of SLMs.

	S.No.
	Programme Name
	Target Group
	Specify the Innovation Made 

	
	
	
	

	
	
	
	

	
	
	
	


3. State innovative practices adopted with respect to:

(a) Learner support services 

(b) Programme delivery mechanism

(c) Use of information and communication technology with respect to the following

a. Admissions ___________________________________
b. Support Services _______________________________
c. Examinations __________________________________
d. Declaration of Results ___________________________
e. Research Activities _____________________________
f. The Human Resources Development ________________
g. Extension activity _______________________________
h. Any other, please specify _________________________

B. Equity and Access
15

4. What innovative measures have been taken in the various programmes and courses for the following? 

i. SC/ST/OBC _____________________________________

j. Gender equity ____________________________________

k. Differently-abled learners ___________________________

5. Mention the inclusive practices adopted by institution to reach the unreached (Rural/Tribal regions)

_____________________________________________________

6. What special considerations have been taken by the institution for learners with special needs? 

_____________________________________________________
C. Stakeholder Relationships 
   10


7. Does the institution have a mechanism to involve stakeholders in planning, implementing and evaluation of its academic programmes?

____________________________________________________

8. Has the institution taken up any special measures to elicit the support and development of its neighbourhood communities?

____________________________________________________

9. Has the institution made special efforts to promote social responsibility and citizenship role amongst its learners?

____________________________________________________

 D. Technology Practices for Teaching-Learning
       10 

10. Describe the innovative efforts made on account of the following:
i. Admission process _________________________________

ii. Technology-mediated teaching-learning ______________
iii. Examination & result declaration process _______________

iv. Networking and consortium for collaboration ____________
v. Automation of various processes ______________________

4.3.3 SELF APPRAISAL PORTFOLIO (SAP)
PART-III

                           SELF EVALUATIVE REPORT
A Self Evaluative Report, aimed at self-assessment and evaluation by the institution, may be organised into the following three sections:
(a). Introduction, stating what the institution’s vision/mission is, what are its long term and short term goals and objectives and how the same are being translated into action.
(b). Criterion-wise Evaluative Report: The questions listed in the manual are intended to elicit information to facilitate self assessment and evaluation by the institution judge on adequacy, optimal use of available resources. In this part, the institution gives criterion-wise complete comprehensive picture as its self analysis.
(C). Brief Summary: The institution is expected to give a brief evaluative summary and should reflect upon how the institution fares and do a Strengths, Weaknesses, Opportunities and Threats (SWOT) analysis. 
This may be a brief summary in about 3,000 words, covering all the aspects as mentioned above. 
4.4

 CHECKLIST
1. Letter of Intent (LoI)

2. Self- Appraisal Portfolio (SAP)

a. SAP Part – I  

i. University Act / Resolution of the University to start Distance Education in case of DEI.

ii. Copy of Recognition from DEC

iii. Budget Plan for the current year 

iv. Statement of Expenditure for the last year

b. SAP Part – II

i. Building Plan

ii. List of computer H/W & S/W 

iii. List of schools/Departments

iv. List of teaching and non-teaching staff at Hqrs., RC, SC

v.             Policy documents on 

1. Recruitment, 

2. Staff development, promotion etc.

3. Programme development and its implementation

4. Admission process

5. Student support

6. Evaluation system

7. Any others

vi. List of training programmes organised/attended by staff

vii. List of programmes on offer with enrolment 

viii. A document on credit system followed by the institution

ix. List of research project during last three years

x.             List of MoUs with industries/institutions and other agencies

xi. Prospectus and application 

xii. Annual reports for the last three years

xiii. Guidelines for establishing RCs/SCs
xiv. List of RCs and SCs with complete addresses

xv. Eligibility criteria for academic counsellors

xvi. Publicity materials: brochures, profiles etc 

xvii. Guidelines on selection and appointment of academic counsellors/ coordinators etc.

xviii. Vision/ Mission Statements

xix. Organisational structure/chart

xx. Authorities of the institution; their roles and responsibilities

xxi. Roles and responsibilities of officers, heads of units, non-academic and technical staff of the institution
xxii. Future/perspective plan of the institution
ONE SET OF SLMS FOR ALL PROGRAMMES ON OFFER

3. Self Evaluative Report (SAP Part III)

4.5

GLOSSARY
Academic Calendar: It is the schedule of academic events that an institution or university     proposes for a year.

Academic Counselling: It encompasses all types of teacher–learner interaction that are aimed at facilitating learning. Such interaction may mainly be tutorial in nature with various aspects of counselling featuring in between. However, sometimes interaction may exclusively be in the nature of counselling. Such counselling may be at (i) the pre–enrolment or pre-entry stage, (ii) the stage of induction into a programme, (iii) the stage of submitting the first assignment, (iv) the stage of initiation into any new activity such as a lab-course, a hands-on experience in a computer programme, preparation of a project-proposal etc., (v) the pre-exam stage and (vi) the post-programme stage.

While tutorial interaction is subject centered (centering around presentation, exposition, explanation, illustration, demonstration, and other pedagogical activities related to the course-content), counselling is learner-centered seeking to help learners identify their individual problems, the causes behind such problems and the means and ways of overcoming or circumventing such problems so as to enhance the possibilities of effective learning.

Academic counselling may be provided in face-to-face situation, through tutor-comments on assignment-responses, through correspondence or over telephone/teleconferencing, video conferencing, email or any other medium.

Academic Counsellor: Academic counselors are mediators between the learners and the university. They are expected to offer support to the students counselling and tutorial services. In addition, they evaluate the learner’s assignments responses and provide feedback to the learner through tutor comments. In some cases assignment responses may be evaluated by academics who are not engaged in counselling.

Access Devices: They are used in self-instructional materials to help the learners locate concepts and ideas in any part of the material. They make the contents of learning text more accessible. Examples of access devices are: structure, objectives, introduction, advance organisers, summary, glossary, etc.

Accreditation: It is a process by which an institution or a specialized unit of education periodically evaluates its educational activities and seeks an independent judgment by the experts in the area as to whether it achieves substantially its own educational objectives and meets the established standard of a body from which it seeks accreditation. Normally the accreditation process involves (a) a clear statement of the institution’s objectives; (b) a self-study evaluation by the institution in relation to its objectives; (c) an on-site evaluation by a selected group of peers which reports to the accredit ting body; and (d) a decision by this independent body that the institution or unit does or does not meet its standards for accreditation.

Adaptation: Authorized use of Study material prepared by another university/institution with modifications.  The study material is either recast in a new form, or with some modifications in the original matter/form etc.

Adoption: Authorized use of Study material prepared by another university/institution in toto, without any changes in the same. 

Assessment:  It is the process of quantifying and/or qualifying the performance of an individual, group, institution, device or material.

Bridge Course: A course to prepare and support out-of-school prospective learners, socially and academically weak entrants, to enter or re-enter the ODL system.

Curriculum:  The word curriculum has been derived from the Latin verb ‘currere’ meaning ‘to run’. From this follows an extension of the meaning to a course to be run and as a metaphor “an educational course to be taught/learned”. In this sense, it is virtually synonymous with the term syllabus as is developed by expert committees or boards of studies of a university. In its broader sense the word ‘curriculum’ includes teaching strategies, learning activities and evaluative devices in relation to a particular syllabus. In the context of distance education, curriculum implies syllabi, multimedia course packages, self- learning processes of the student, and student support services.

Curriculum Development: It is a systematic process of designing the curriculum, which is the totality of learning experiences in an educational set up. Curriculum development includes identifying the target clientele, deciding the level of programme, objectives formulation, content decision, identification of teaching-strategies and evaluation techniques.

Counselling: It constitute three components, viz., informing, advising and counseling, where informing means giving appropriate and correct information; advising covers suggesting appropriate courses of action; and counseling means helping the learners to clarify their needs, feelings, etc. so that they can make appropriate decision for themselves.

     Course: A course is a part / subunit of a programme of study. A course includes a set of related topics.  Some institutions call it as papers. 

Course Design: The process of systematic planning which determines the aims and objectives, instructional events, and evaluation procedures of a course. It is a composite task which involves activities such as outlining the actual content area, selection of themes and sub-themes, division of the content into blocks and units, planning of media inputs, time frame and approximate expenses involved.

Course Development: Course development refers to the actual writing of course units and audio and video scripts. The process includes tasks such as editing (content, format and language), development of programme guides, assignments and additional reading as far as print materials are concerned, and the planning and development of audio and video scripts in the case of media materials.

Course Maintenance: It is the process of maintaining the quality of learning materials by carrying out corrections, additions and revision in the course materials. It is a continuous process.

Credit: Credit is a measure of study load in terms of hours of study a learner undertakes.  A credit point is accepted to be equivalent to 30 hours of study as per the DEC norms and includes all learning activities. 

Credit Transfer: It is a process by which previously acquired qualifications and learning experiences are given appropriate recognition and enable students to transfer and progress in their studies without having to repeat materials, course or level of study already successfully completed, and gain further educational qualifications and experiences without undue loss of time.

Database: A database is a collection of information organised in a computer in such a way as to enable easy retrieval of specific records with the help of an information retrieval system.

Evaluation: It is a process wherein the parts, processes, or outcomes of a programme are examined to see whether they are satisfactory, particularly with reference to its stated objectives. The assessment of a programme’s outcomes or results is facilitated by measurement. Such measurement is effected by means of tools such as test, questionnaires, opinionnaires, inventories, interview schedules, scales, etc.

Extension: An educational opportunity provided by colleges and universities to people who were not enrolled as regular students.

In-house development: Development by the institution university, with own efforts, as per its own needs and requirements.

Innovation: Is a creation (a new device or process) resulting from study and experimentation. It is the act of starting something for the first time; introducing something new hopefully for the best.

Instructional Design: It generally refers to planning, development, delivery and evaluation of instructional system. However, it is also used synonymously for curriculum development.

Outsourcing: To obtain goods or services from an outside supplier; to contract work outside the institution/university.

Programme: A set of courses/papers/projects or a combination of such parts that must be successfully completed to meet the requirements of a qualification like a Research degree, Post-Graduate degree, PG Diploma, Diploma, Certificate etc.

Recognition by DEC: Recognition of an institution means that the institution satisfies minimum criteria prescribed by the DEC for starting or offering programmes through distance mode.  As per the GOI Gazette notification No.44 dated 01.03.1995: “..all the qualifications awarded through Distance Education by the Universities ….. stand automatically recognized for the purpose of employment to posts and services under Central Government, provided it has been approved by Distance Education Council,…..”

Remedial course: A course that teaches skills that are needed to succeed in pursuing some courses. These skills can be in the areas like math, writing, reading, etc.

School/Department: An academic unit of the university/institution that carries out all the academic work related to a particular subject/s / discipline /s . 

Self-Learning Material (SLM):  Self-Learning Material (SLM) is the study material in a format that is suited for distance learners for self-learning and is self-explanatory, self-contained, self-directed, self-motivating, and self-evaluating. 

Transcreation: A freer form of translation, probably closer to copywriting, the result of which is a text linguistically and culturally adapted for specific purposes and/or regions. Transcreated material should have a similar impact on the target readership in the different region, as the original source text. 
Translation: A written communication in a second language having the same meaning as the written communication in a first language.  

Unit: Comparable to a conventional lesson or chapter, a unit consists of a broad theme/concept or a set of connected themes/concepts, and is a self-contained portion of a course or module. A unit typically consists of structure, objectives, sections and sub-sections, self-assessment questions, summary, answers to SAQs, glossary and key words, and suggested reading. A few units together form a block, a few blocks together form a course, and few courses form a programme.
References:

www.lingo24.com/careerguide-glossary.html
www.rhymezone.com
STRIDE (2003) Glossary of Terms commonly used in Open Distance & E-Learning, 
New Delhi: IGNOU.
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