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Sri Guru Tegh Bahadur Khalsa College

University of Delhi, Delhi-110007

Internal Quality Assurance Cell (IQAC)

Dated 30.06.2025

A meeting was held on 30th June 2025 in the Principal’s Office at 1.30 pm
(under IQAC), chaired by the Principal, SGTB Khalsa College, to
discuss various aspects related to NAAC documentation and data
collection. The following points were discussed and noted:

1. Conveners' Contact Information

e Emails of all current departmental conveners were recorded for
future communication and coordination.

2. Department-wise Data Collection

a. Guidelines and timelines for the submission of departmental data
were shared.

b. The responsibilities of conveners were clarified, especially in
compiling and storing data in the shared drive of
dept@sgtbkhalsa.du.ac.in.

c. It was decided that each department must constitute a Data
Management Committee to streamline the collection and
verification of data.

3. Schemes for Standardized Data Collection

a. Standardized templates and formats were proposed to ensure
uniformity in data collection across all departments.

b. Suggestions and feedback from department representatives were
invited for improving the templates.

4. SmartProf Faculty Portal and APAR Forms

a. All teachers must complete and update their details on the
SmartProf platform. Conveners are to inform faculty members
accordingly.

b. The last date for submission of APAR forms has been extended to
20th July 2025. Teachers are requested to download the APAR

forms and email the completed documents to the IQAC.
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Internal Quality Assurance Cell (IQAC)

Dated 30.06.2025

Inputs from Sports Department

The Sports Department will document details of achievements,
events, infrastructure, and student participation.

Contribution of sports activities to institutional quality indicators
will be highlighted.

Feedback Mechanisms

Current Student Feedback will be collected after every semester
during specified months.

Alumni Feedback

A comprehensive alumni database will first be prepared.

A Google Form link (generated by NAAC) will be shared with
all conveners for uploading department-wise alumni data in the
prescribed format (Name, Enrollment No., Contact No., Email
ID).

Departments must store this data year-wise in Excel sheets
before uploading.

Once prompted, the Alumni Admin will verify the data.

Once verification is completed, SmartProf will be used for
compiling alumni success stories, placement details, and
support for institutional development.

Teacher Feedback will be collected once every academic year.

Stakeholder/Parent Feedback will be obtained through forms that
also capture parent email IDs.

Action Points:

Departments to form Data Management Committees.

SmartProf details and APAR forms to be completed and submitted
as directed.

Feedback processes and alumni data compilation to be initiated at
the departmental level.

These minutes are issued for implementation and further necessary action
by all concerned.
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