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Supporting Documents Metric No- 6.5.2 

  

6.5.2 Institution has adopted the following for Quality assurance  

 

Response:  A- Any 5 or all of the above  

 

 

1. Academic Administrative Audit (AAA) and follow up action taken 

2. Confernces, Seminars, Workshops on quality conducted  

3. Collaborative quality initiatives with other institution(s) 

4. Orientation programme on quality issues for teachers and students 

5. Participation in NIRF 

 
 

 

Year 

Confernces, Seminars, 

Workshops on quality conducted  

Academic 

Administra

tive Audit 

(AAA) and 

initiation of 

follow up 

action 

Participat

ion in 

NIRF 

along 

with 

Status.  

ISO 

Certificatio

n.  and 

nature and 

validity 

period 

NBA or any 

other 

certification 

received with 

program 

specifications.  

Collaborative quality 

initiatives with other 

institution(s) (Provide 

name of the institution 

and activity 

Orientation 

programme on quality 

issues for teachers and 

students organised by 

the institution, Date 

(From-To) (DD-MM-

YYYY) 

Details  Yes Yes 
No (In 

Process) 

In Process 

application 

submitted  

Details  Students and teachers  
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INTERNAL QUALITY ASSURANCE CELL 

AUH/IQAC/AAA/Corr./4                                                                                    Date: - 30.05.2022 

 

To, 

Pro-Vice Chancellor  

Academic Administrative Audit 

 

It is to bring to your kind notice that IQAC proposes to conduct an audit by an external expert 

which can be initiated in coordination with all the Head of the Institutes/Schools. 

Please find enclosed herewith a tentative schedule of the audit and proposed list of external 

experts for each institution.  

You are requested to grant your approval to this AAA audit which IQAC shall notify to the 

heads of the institutions, and will conduct the audit in the presence of an external expert. 

 

Submitted for your kind approval please. 

 

Enclosures:-      

Proposed schedule for academic & administrative audit of institute/school. 

 

                                                                                   

Dr. Sunita Sharma       Prof. (Dr) Padmkali Banerjee  

Deputy Director -IQAC       Pro Vice Chancellor  
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INTENAL QUALITY AND ASSURANCE CELL  
 

Proposed Schedule for visit of IQAC Members and External Experts  

S.No  Institute  

IQAC Members 

and External 

Experts   

Date Time  

1  
Amity School of Architecture 

and Planning  
Ar. Raina Garg 20.06.2022 11:00 AM  

2  Amity School of Hospitality  
Dr. Vaskar 

Sengupta  
21.06.2022 11:00 AM 

3  Amity College of Commerce  Prof. Premanand  22.06.2022 11:00 AM 

4  
Amity Institute of Design 

(ASFA &ASFDT)   
Mr. Rajiv Pande 23.06.2022 11:00 AM 

5  
Amity School of Liberal Arts  &  

Foreign Languages 
Dr. Tanvir Aeijaz 24.06.2022 11:00 AM 

6  
Amity Institute of Behavioural 

and Allied Sciences  

Prof.(Dr) Dinesh 

Singh 
25.06.2022 11:00 AM 

7 
Amity Institute of Clinical 

Psychology  
Dr. Vikas Sharma 28.06.2022 11:00 AM 

8 Amity Institute of Pharmacy  Prof. D.N Mishra 29.06.2022 11:00 AM 

9 
Amity School of Engineering 

and Technology  
Dr. Raj Kumar   30.07.2022 11:00 AM 

10 
Amity Institute of 

Biotechnology  

Mr. Andwer. M. 

Lynn 
01.07.2022 11:00 AM 

11 Amity Law School  
Dr. Amar Kumar 

Sundram 
04.07.2022 11:00 AM 

12 
Amity School of Applied 

Sciences  
Dr. Ghanshyam  05.07.2022 11:00 AM 

13 Amity Medical School  Dr. Hitendra Ahooja 06.07.2022 11:00 AM 



 

14 Amity College of Nursing  Prof. Jyoti Kathawal 07.07.2022 11:00 AM 

15 Amity Business School  
Prof (Dr) Anil 

Kumar Mittal  
08.07.2022 11:00 AM 

16 
Amity School of Earth and 

Environment Science  

Prof. Tarun Kumar 

Thakur  
11.07.2022 11:00 AM 

17 
Amity School of 

Communication  
Mr. Vrushali Puranik 12.07.2022 11:00 AM 
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INTENAL QUALITY AND ASSURANCE CELL  
 

Revised Schedule for visit of IQAC Members and External Experts  

S.No  Institute  

IQAC Members 

and External 

Experts   

Date Time  

1  
Amity School of Architecture 

and Planning  
Ar. Raina Garg 20.06.2022 11:00 AM  

2  Amity School of Hospitality  
Dr. Vaskar 

Sengupta  
21.06.2022 11:00 AM 

3  Amity College of Commerce  Prof. Premanand  22.06.2022 11:00 AM 

4  
Amity Institute of Design 

(ASFA &ASFDT)   
Mr. Rajiv Pande 23.06.2022 11:00 AM 

5  
Amity School of Liberal Arts  &  

Foreign Languages 
Dr. Tanvir Aeijaz 24.06.2022 11:00 AM 

6  
Amity Institute of Behavioural 

and Allied Sciences  

Prof.(Dr) Dinesh 

Singh 
25.06.2022 11:00 AM 

7 
Amity Institute of Clinical 

Psychology  
Dr. Vikas Sharma 28.06.2022 11:00 AM 

8 Amity Institute of Pharmacy  Prof. D.N Mishra 29.06.2022 11:00 AM 

9 
Amity School of Applied 

Sciences  
Dr. T.D. Dogra 30.06.2022 11:00 AM 

10 
Amity Institute of 

Biotechnology  

Mr. Andwer. M. 

Lynn 
01.07.2022 11:00 AM 

11 Amity Law School  
Dr. Amar Kumar 

Sundram 
04.07.2022 11:00 AM 

12 
Amity School of Engineering 

and Technology  
Dr. Vivek Jaglan  05.07.2022 11:00 AM 

13 Amity Medical School  Dr. Hitendra Ahooja 06.07.2022 11:00 AM 



 

14 Amity College of Nursing  Prof. Jyoti Kathawal 07.07.2022 11:00 AM 

15 Amity Business School  
Prof (Dr) Anil 

Kumar Mittal  
08.07.2022 11:00 AM 

16 
Amity School of Earth and 

Environment Science  

Prof. Tarun Kumar 

Thakur  
11.07.2022 11:00 AM 

17 
Amity School of 

Communication  
Mr. Vrushali Puranik 12.07.2022 11:00 AM 
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INTERNAL QUALITY ASSURANCE CELL  

Annual Quality Assurance Academic and Administrative Audit Report                   

by External members - 2021-2022 

1. Introduction 

Amity University Haryana (AUH) has been functioning as a private university in Haryana, since 

2010. The University has been continuously upgrading the curricula and infrastructure in order to 

improve the quality of education. Through its distinctiveness as an academic institution over a 

long period of time, the university believes in continuous quality assessments and assurance. 

Therefore, the authorities in line with one of its mission “To foster academic innovations to 

create an environment of student centric learning” have voluntarily started the academic audit 

since 2014 with the establishment of the Internal Quality Assurance Cell at AUH, to implement 

and improve quality standards and strategies through internal and external evaluation; and look 

into its strengths and weakness and identify the scope for continual improvement. 

Academic and Administrative audit (AAA) gives a standard system based on parameters for 

quality education. The IQAC is merely an enabler. In this process documentation of a department 

is very useful for futuristic reference. IQAC undertakes periodic audits to improve processes 

related to teaching-learning, structures and methodologies. Recommendations and feedback by 

IQAC are analyzed and implemented for improvements. Academic standards set by institution 

tend to benchmark the institution on the quality it provides to its stakeholders.   

2. . Objective of Audit 

1. The objective of the academic audit was an independent assessment of the 

institute/school by an internal peer and external member in team. 

2. The external academic audit of Faculty of Studies was organized by IQAC through a 

self-designed proforma to review and analyze the prevailing academic and 

administrative processes and functioning of the institutes / schools.   
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3. Methodology adopted for External audit: 

The audit team physically verified the documents, Amizone related verticals, had a face-to-face 

interaction with Head of the institution & each faculty member. 

4. Observations and recommendations: 

Based on the information gathered from the available documents in the institutes and through 

faculty interactions, the audit committee made a sincere endeavor to put forward certain views, 

observations, and recommendations faculty wise in the report with expectations that these 

recommendations, when implemented, will best serve the interest of the university as intended. 

5. Profile of Faculty of Studies at AUH:  

Achieving academic excellence is the core philosophy of Amity University Haryana and is the 

driving force behind its academic rigour and high-quality teaching-learning process which instill 

a spirit of learning amongst students. The curriculum and methodologies are designed to enhance 

holistic development of students.  

AUH has been accredited with Grade “A” by NAAC  

AUH has achieved commendable position in the following Rankings:  

• National Institutional Ranking Framework (NIRF)- The university has been placed in 

the band of 101-150 in the overall category.  

• In MDRA – India Today Ranking: In this ranking the university has participated in 

overall and institution wise categories. In the overall university PG (programmes)- it has 

been positioned at 17th rank in private universities in the country among all private and 

government institutions.  

• The Week Hansa Group: The university participated in this ranking in the overall 

category and has been remarkably positioned at 4thplace across all emerging universities 

in India. It has been ranked as 2nd in Delhi – NCR and has achieved 9th rank in private 

universities in North Zone and 18th rank in North Zone among all private and government 

institutions and 53rd rank in all (Govt. & Pvt.) universities in India. 
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The university offers 105 UG, PG and M. Phil programmes, and Ph. D in specialization fields in 

the Six Faculty of Studies / Departments as listed below:  

 

• Faculty of Management Studies & Behavioural Sciences 

• Faculty of Science, Engineering & Technology 

• Faculty of Arts 

• Faculty of Law 

• Faculty of Health & Allied Sciences 

• Faculty of Architecture and Planning 

5.1.- FACULTY OF MANAGEMENT STUDIES & BEHAVIOURAL SCIENCES 

       The department comprises of five institutes as under. 

❖ Amity Business School 

❖ Amity College of Commerce 

❖ Amity School of Hospitality 

❖ Amity Institute of Behavioral and Applied Sciences 

❖ Amity Institute of Clinical Psychology 

The faculty offers 23 programs at undergraduate & post graduate level with 11 minor 

tracks offered as open elective, along with Ph. D programs in different specializations.  

The faculty in the department are talented and sincere who come from the best 

institutions. They are academically and professionally amongst the best and have 

sanskaras to become true role models for the students in the department.  

• The Faculty of Management Studies & Behavioural Sciences participated in National 

Institutional Ranking Framework (NIRF). In the discipline Management it was ranked 

92nd (100) position.  

• In MDRA – India Today Ranking: Amity Business School (ABS)- has been featured as 

one of the best BBA colleges, ranked 36th in overall category among all private and 

government institutions. Amity Business School was also featured as one of the Best B 
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Schools securing 82nd rank in private universities and 109th rank in all government and 

private universities in India.  

• Times B School: Amity Business School was placed at 10th position in the overall 

category across all private universities.  

• Times of India - Amity Business School has been ranked at 22nd position for the BBA 

programme in overall category. 

Amity Institute of Clinical Psychology is recognized by Rehabilitation Council of India 

(RCI) and the Clinical Psychology programmes is well in demand in the contemporary 

society where people are leading a robotic life.  

Summary of observations as stated under:  

i. The department has been instrumental in producing entrepreneurs with support 

and handholding from E Cell and Incubation centre. 

ii. It has also established Centres of Excellence for BRICS studies, Rural Innovation 

& Social Entrepreneurship (RISE). 

iii. It has established extensive industry integration with strong industry-academia 

connect via corporate guest lectures etc.  

iv. The student centric approach to teaching learning encourages students to 

undertake live projects, case studies, online courses and certification programs 

which enhance their knowledge quotient. 

v. The faculty members in the department are research orientated and publish 

research papers in reputable journals. Faculty participate in national and 

international conferences, seminars, workshops etc.  

vi. Computer labs, Counselling and Guidance lab, psychological labs, labs of 

hospitality are established in the department and equipped with the latest tools and 

equipments to conduct practical sessions. 

vii. AIBAS students work on social awareness programes in the institute as a part of 

project. The students also visit NGOs and wellbeing centers which is a best 

practice for hands on learning. 

viii. The faculty members of AIBAS take Behavioural Science (BS) workshops across 

university. This helps in the grooming and placement of the students. 
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Recommendations:  

• To identify emerging areas for research projects, consultancies, and training funded 

by external agencies such as government, NGOs and other private institutions 

nationally and internationally.  

• Faculty members are advised to go on beyond campus and participate as resource 

person/ experts in various activities like conference, seminar, judging events, 

extend/deliver lectures in other educational institutions of repute and industry. 

• Amity Institute of Clinical Psychology can introduce RCI approved Professional 

Diploma in Clinical Psychology. 

5.2.- FACULTY OF SCIENCE, ENGINEERING & TECHNOLOGY   

This department comprises of four institutes as stated below:  

• Amity School of Engineering & Technology, 

• Amity School of Applied Sciences 

• Amity Institute of Biotechnology, and 

• Amity School of Earth & Environmental Science.  

The department offers 41 undergraduate & postgraduate programmes with 20 minor 

tracks offered as open elective along with Ph.D. programs in different domain-specific 

specializations to fulfill the needs of skilled professionals as per the market demand.  

• The Faculty of Science Engineering & Technology University participated in 

National Institutional Ranking Framework (NIRF). In discipline Engineering it was 

ranked 114th (200) position.  

 

• Data Quest CMR Top Tech School Survey 2022:  Amity School of Engineering 

and Technology (ASET) participated in Top Tech School category. ASET has been 

ranked at 38th position in private universities and at 48th position in overall category 

in all government and private institutions in India.  
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• Amity School of Engineering and Technology (ASET) has been featured as one of 

the best B. Tech college and ranked 72nd in overall category among all private and 

government institutions.  

• Amity School of Applied Sciences (ASAS) has been featured as one of the best B.Sc. 

colleges, ranked 82nd in overall category among all private and government 

institution. 

The Department has the most experienced, qualified and renowned faculty from the best 

institutions in the nation. State of the art research labs are available in the department to 

carry out multidisciplinary and intra and inter collaborative research at AUH. 

Summary of observations as stated under:  

 

i. The department has Centres of Excellence in Data Science and Computational 

Biology and Genomics and Proteomics. 

ii. The Department works in collaboration with National Institute of Solar Energy, 

an autonomous institute of Ministry of New and Renewable Energy for 

conducting Skill Development training program and has a Memorandum of 

Understanding (MOU) between Amity University Haryana, India, and NLD 

Training Institute, Bhutan 

iii. The department has many research fellows who have cleared JRF. Full time Ph.D 

scholars are actively involved in carrying out research activities. The faculty in 

Amity Institute of Biotechnology (AIB) is holding doctorate degree and has 

received many accolades and awards which indicate highest global standards in 

research, industry integration and academics. 

iv. The faculty in the department have published papers in Scopus indexed and other 

indexed journals, and books with ISBN number. The participation of the faculty 

members in academic activities such as seminar/conferences/workshops 

nationally and internationally is commendable. 

v. The department has world class laboratories for carrying out research and Centres 

of Excellence v.i.z Amity Centre for Ocean Atmospheric Science and 

Technology, Centre for Robotics and Amity Centre for Stem Cell Research, Data 
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Science and Computational Biology, Pollution Control, and Genomics and 

Proteomics. Central Instrument Research Facility (CIRF) and procured cutting 

edge equipment’s for biological as well physical science research increases the 

prospect of faculty and students to carry out interdisciplinary research. The 

department has computer labs, electronics labs, aerodynamics labs, mechanical 

labs, labs of biotechnology; forensic sciences, chemistry and bio-chemistry are 

equipped with machines and equipment’s required for practical work. Stock 

registers of consumable and non-consumable items, issue and return register of 

equipment’s, chemicals etc. for practical work in the research labs are also being 

maintained. Various research labs are also established in the department. Good 

lab practices are displayed in the lab.  

vi. Amity School of Earth and Environmental Science (ASEES) has undertaken 

Social Initiatives in renewable energy, rainwater harvesting, sewage and effluent 

treatment plants, zero water discharge, and waste management. The school 

conducts field trips on flora and fauna available in 110 acres of lush green 

campus. The school offers Environmental Studies a four-credit core course to 

undergraduate program of the university in the first year as per UGC guidelines. 

Recommendations:  

• Projects/ assignments based on higher order thinking skills/ critical thinking should 

be given to students. It will enhance their applicative knowledge which will be 

fruitful in industry exposure or for patenting. 

• Scope for the development of interdisciplinary projects useful for resolving emerging 

societal problems.  

• Institute's rich infrastructure and research facilities like CIRF and other research 

centres can provide excellent opportunities for national/international research projects 

and be instrumental in generating internal revenue for the organization by promoting 

research activities. 

• Increase Collaboration activities with foreign universities through MoUs for faculty 

and student exchange programmes.  

• To explore more avenues for funding sponsored research and consultancy. 
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• Identify, explore and extend research opportunities in areas of environmental health, 

conservation, wastewater treatment, green energy, pollution control, waste 

management and environmental policies. 

• To increase the number of students who have cleared JRFs as full-time research 

scholars in the state-of-the-art research facilities available in the campus.  

5.3.- FACULTY OF ARTS 

The department consists of three institutes as mentioned below. 

• Amity School of Liberal Arts and Foreign Languages  

• Amity School of Communication 

• Amity Institute of Design  

A total of 16 undergraduate & post graduate programs with 18 minor tracks offered as 

open elective in this department along with Ph. D in different specializations. Amity 

School of Liberal Arts (ASLA) has been featured as one of the best B.A colleges, ranked 

89th in the overall category among all private and government institution. Amity School 

of Communication (ASCO) has been featured as one of the best B.A colleges, ranked 

28th in overall category among all private and government institutions. 

The department also offers various language programmes which are value added courses 

mandatory for UG & PG students and offers Communication Skills course in workshop 

mode for all UG and PG students. 

Summary of observations as stated under:  

 

i. The faculty adopts blended learning pedagogy as mode of instructions in the 

department. Tutorials, lectures, role play, flipped classrooms, presentation, learning 

by doing, simulation teaching etc. are a part of teaching- learning process adopted in 

the department. The classes are equipped with LCD projectors and internet 

connectivity. ICT tools are extensively used during teaching learning process. 

ii. In terms of addition to the adequate infrastructure facilities a language lab is also 

available equipped with software which is instrumental in enhancing the 
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understanding of foreign language for the students. The department has design labs - 

with various types of special machines to create costumes of different patterns. There 

is a 'Textile lab' where the students perform experiments on the fabric procured which 

helps them in understanding the texture of the fabric for designing costumes.  

iii. Cultural and sports activities form an integral part of extracurricular activities. The 

department has been working very enthusiastically to provide the vital orientation to 

students to imbibe them with rich cultural dimensions of our great civilizations and 

help in development of their personality and character. The department has been 

organizing various cultural events in the university to enhance the students’ 

experience. The department facilitates the implementation of 24*7 activity 

programme across all institutes in the university. Each school / institute houses one 

activity for keeping the students meaningfully engaged in the evening post university 

closure for the day. In this programme, various cultural events are organized like 

fashion shows, chess competition, dance performances, DJ nights and many more. 

 

Recommendations: 

1. The faculty of the department is advised to encourage students to aspire for NET, 

SLET, Civil services and other competitive examinations. The number of students 

qualifying for national level competitive examinations like JRF, NET etc., is low. 

Steps may be taken to provide special coaching etc. for the students. 

2. Utilize the scope for intra and extra departmental collaboration in conducting 

exchange programmes / research nationally and internationally.  

5.4.- FACULTY OF LAW 

Amity Law School follows all the statutory regulations of Bar Council of India (BCI). 04 

undergraduate & post graduate programs with 02 minor tracks offered as open elective in this 

department along with Ph. D in specialization field.  

• The Faculty of Laws participated in the National Institutional Ranking Framework 

(NIRF). In the discipline Law and was ranked 27th (30) position.  
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• Amity Law School (ALS) has been featured as one of the best Law colleges, ranked 36th 

in overall category among all private and government institution. 

Summary of observations as stated under:  

1. There has been a marked increase in the number of students enrolled in the 

department.  

2. The biggest strength of the school is its students as many of them have cleared the 

judiciary exams and all of them are actively placed. The students in the department 

participate in various inter university and intra university tournaments and win 

accolades for the school. The students are given coaching for competitive 

examinations and many of them have benefitted from it. Three students have 

received national award.  

3. The department has its own library enriched with latest law books. E resources are 

also available in the library. The departmental library has sufficient books as per the 

norms of BCI. 

4. The faculty adopts blended learning pedagogy as mode of instructions in the school. 

Tutorials, lectures, flipped classroom method with decided cases from various courts 

dealing with the issue at hand and presentation etc. are a part of learning imparted in 

the department. The classes are equipped with LCD projectors and internet 

connectivity. ICT tools are extensively used during the teaching learning process. 

5. The school initiated national Moot Court competition in 2016. This competition 

draws participation of students from other universities as eminent judges/ 

academicians / practicing advocates interact with the students. The school has been 

organizing international conferences for faculty members and students.  

Recommendations:  

1. The school can organize international Moot Court competitions to give hands on 

experience to its students and inculcate global perspective amongst the students.  

2. The school should motivate faculty members to complete their Ph.D. in time if 

enrolled and for others to enroll at the earliest.  

3. Organize events that help in building a relation with the Industry and Corporate world 

which will provide placement opportunities to students. 
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4. Facilitate introduction of the programme LLM in Child Rights and Protection in 

collaboration with Kailash Satyarthi Children’s Foundation for the Academic Session 

2022-23.  

5. To procure the ISSN number of the existing journal “ALSG Law Journal”. 

5.5. FACULTY OF HEALTH & ALLIED SCIENCES  

               The department comprises of three institutes namely: 

• Amity Medical School 

• Amity College of Nursing under the regulatory body Indian Nursing Council 

(INC)  

• Amity Institute of Pharmacy in accordance with the regulatory body 

Pharmacy Council of India (PCI).  

A total of 18 undergraduate & post graduate programs with 02 minor tracks offered as 

open elective in this department along with Ph.D. in different specializations. Amity 

Medical School is running a programme Bachelor in Audiology and Speech Language 

Pathology approved by Rehabilitation Council of India (RCI).  

 

Summary of observations as stated under:  

 

i. The department promotes regular engagement of faculty, staff and students with 

the neighborhood community for the holistic development of students and 

sustained community development, of the villagers, through various activities. 

The exposure of the students to extension and outreach activities helps in 

sensitizing them towards social issues and motivates them to work for the society. 

Voluntary activities organized by the department are as under: 

• Health checkup camps for the villagers located in close proximity of the 

campus. 

• Free optometry and audiology consultation to nearby villagers. 

• Community awareness programs are conducted by students in neighboring 

villages to address health, hygiene and social problems. 
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ii. The department has tie ups with hospitals like Paras, Fortis, Titan Eye Plus 

hospital   for internship of students. The students visit hospitals as per their 

curriculum for hands on experience. The faculty in the department are actively 

involved in research activities. Patents have been filed from this department 

having societal relevance. 

iii. Amity Medical School (AMS) organizes culinary competitions, blood donation 

camps, health camps etc. The laboratories have maintained stock registers of 

consumable and non-consumable items. Physical verification of stock is carried 

out annually. Amity institute of Pharmacy was established in 2016. The institute 

has state-of-the-art, well-equipped laboratories for experiential learning outcomes. 

Good lab practices are displayed in the labs.  

 

Recommendations: 

• The department should organize more workshops, seminars, conference and faculty 

development programmes for enhancing the knowledge quotient of the students and 

faculty respectively. 

• Social awareness programs in collaboration with NGOs / government recognized 

institutions can be initiated in community health and extension activities.  

• The department should focus on developing new technologies and products for IPR/ 

Patent purposes. 

• Amity Medical School can introduce a new programme approved by Rehabilitation 

Council of India (RCI) Masters in Science in Speech Language Pathology. 

 

5.6 -FACULTY OF ARCHITECTURE AND PLANNING 

Amity School of Architecture and Planning is following the statutory regulations of 

Council of Architecture (CoA). The faculty strength is filled as per the sanctioned posts 

and norms of council.  

AUH is platinum Leadership in Energy and Environmental Design (LEED) certified 

campus. The University has established the prestigious Leadership in Energy and 

Environmental Design (LEED) lab in collaboration with Green Business Certification 
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Inc. (GBCI). Certification course is optional for students on LEED. It is an educational 

tool offered to suitable students across university mainly from Architecture, Planning, 

Civil and Mechanical Engineering and Environmental sciences. It is a classroom as well 

as field-based module offered to train students for green building design, operation and 

rating. The School of Architecture and Planning and School of Earth and Environmental 

Science are nodal institutes to offer this program. 

The department offers 03 undergraduate & post graduate programs with 01 minor track 

offered as open elective along with Ph.D in specialization domain.  

Summary of observations as stated under:  

 

i. The department has its own library enriched with latest books on design and 

architecture. E-resources are also available in the library. The departmental library 

adds every year books as per the norms of Council. The student computer ratio is 

adequate. Software’s required for the completions of the course are available in the 

computer lab. The school maintains its record as per the requirements of the council. 

The classrooms of this department are equipped with audio-visual facility. 

ii. Educational tours are organized every year for the students as a part of their 

curriculum. Students gain experiential knowledge and make their projects based on 

their tour on which they are evaluated. Students actively participate in NOS plan and 

have won laurels for their school. Students’ progression w.r.t placement is good. 

Practically all students are placed after completion of the course. Several industry and 

site visits are regularly arranged to enable the students with the latest practices of the 

industry and to help them interact with Architects and Professionals of this field. 

iii. The faculty has professional membership, letters were perused during audit. 
 

Recommendations:  

• To enhance the students' hands-on and experiential learning through a diverse array 

of innovative and creative initiatives. 

• To publish more, putting more emphasis especially on publications with high impact 

and quality. 
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• To collaborate closely with the government to address some of the region's social and 

environmental problems. 

• To start working as a consultant for institutions on architectural projects. 

• Increase in the strength of students. 

         6. Conclusion: 

In line with the mission, vision and core values of the university the focus of the 

Departments are on academic, research and extension activities. Academic innovations 

play an integral role in all the departments. The department aims at all round 

development of students and groom their talents by motivating them to participate in co-

curricular, extracurricular activities with an emphasis on integrity, ethics, global outlook 

and national pride. Overall, a good track record and performance of all the departments is 

excellent and appreciated. The abovementioned observations and recommendations are 

for fruitful discussions which will lead to improvement in quality of teaching learning 

and research, ultimately enhancing the quality of higher education. 
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INTERNAL QUALITY ASSURANCE CELL 

ACADEMIC & ADMINISTRATIVE AUDIT REPORTS (AAA) 

Sr. No (I) FACULTY OF MANAGEMENT STUDIES & BEHAVIOURAL SCIENCES 

1 ABS - AMITY BUSINESS SCHOOL 

2 ACC -AMITY COLLEGE OF COMMERCE 

3 ASH -AMITY SCHOOL OF HOSPITALITY 

4 AIBAS -AMITY INSTITUTE OF BEHAVIOURAL AND ALLIED SCIENCES 

5 AICP - AMITY INSTITUTE OF CLINICAL PSYCHOLOGY 

 
(II) FACULTY OF SCIENCE ENGINEERING AND TECHNOLOGY 

6 ASET - AMITY SCHOOL OF ENGNEERING AND TECHNOLOGY 

7 ASAS - AMITY SCHOOL OF APPLIED SCIENCES 

8 ASEES - AMITY SCHOOL OF EARTH & ENVIRONMENT SCIENCE 

9 AIB - AMITY INSTITUTE OF BIOTECHNOLOGY 

 
AIISH-AMITY INSTITUTE OF INTERGRATIVE SCIENCES & HEALTH 

 
(III) FACULTY OF ARTS 

10 ASCO- AMITY SCHOOL OF COMMUNICATION 

11 ASLA- AMITY SCHOOL OF LIBERAL ARTS & FOREIGN LANGUAGES 

12 AID - AMITY INSTITUTE OF DESIGN 

 
(IV) FACULTY OF LAW 

13 ALS - AMITY LAW SCHOOL 

 
(V) FACULTY OF HEALTH AND ALLIED SCIENCES 

14 AMS - AMITY MEDICAL SCHOOL 

15 ACON -AMITY  COLLEGE OF NURSING 

16 AIP - AMITY INSTITUTE OF PHARMACY 

 
(VI) FACULTY OF ARCHITECTURE AND PLANNING 

17 ASAP - AMITY SCHOOL OF ARCHITECTURE AND PLANNING 

  

 

















































































































































































































































































































































































































































































































































































































































































































































































































































































 
(Accredited with Grade ‘A’ by NAAC) 

 
 

INTERNAL QUALITY ASSURANCE CELL 

ANNUAL  ADMINISTRATIVE AUDIT REPORTS  

 

S. No  Institute/Departments   

1 Administration 

2 Security 

3 Hostel 

4 Transport 

5 Maintenance 

6 Hospitality 

7 Examination  

8 Human Resource 

9 Library 

10 CRC 

11 Registrar 

 



S.No. Points for Checking Yes No IQAC Remarks

A. Admin

1 Are inventory items maintained in a secure location?  √ • Inventory is issued to the designated person as per demand.

• Store room is available for running surplus items. 

2 How is the purchase requisitions  made for the departments?  √ •  Department puts up their requisition on mail which is further sent for

VCs approval, but if the approval amount exceeds Rs 10000/-Head 

Offie (Hos) approval is sought. 

3 How are the suppliers  identified and evaluated.  √ • Only Amity-approved vendors from HO list are considered, for 

purchasing item /product. In case the approved vendor is not available 

than the , local vendors are invited for quotation and the order is given 

to the lowest bidder. 

4 How does the department ensures complete, correct description of the 

items to be purchased and terms & conditions in the Purchase Order

 √ • For High-Value items- items' specifications, terms, and conditions are 

shared with HO for approval. 

5 Details of up-to-date maintenance of approved List of Suppliers  √ • Records are available

6 Are records of incoming inspection being maintained  √ 

7 How are performance tracking of the suppliers and records of 

periodical re-evaluation of suppliers are intimated. 

 √ • Rates of registered Amity vendors are fixed from HO. If the rates are 

increased, new vendor quotations are sought for HO approval. 

8 Are receiving documents matched to purchase orders and invoices?  √ 

9 Are all materials received counted and inspected prior to entry in the 

store room/inventory records?

 √ 

10 Is a physical check of inventory carried out annually ?  √ 

11 Are items physically counted and matched against inventory records?  √ 

(Accredited with Grade ‘A’ by NAAC)
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Checklist For Administration Department 



12 Issue records and receipt records  of the following                                                                                                                                                                    

a)  Stationary                                                                                                                                                                                                                               

b)  Furniture                                                                                                                                                                                                                                                                                                                       

c)  Telephone Instruments                                                                                                                                                                                                                                                                                                                                                  

d)  Housekeeping material

 √ Record is available

13 The organizational structure of the Planning Board.  √ 

14 The details of the frequency of meetings & minutes of the Planning 

Board.

 √ 

B House Keeping 

15 To whom is the demand for housekeeping materials placed? Is there 

any methodology adopted for it?

 √ • Individual department demands are compiled and after approval from 

VC, it is sent to ESO for procurement and delivery.  

16 Are there currently any consumable items in stock?  √ 

17 Is there a schedule followed for upkeep and cleaning of all Academic 

Blocks?

 √ 

18 What is the process adopted for maintaining cleanliness of Inside and 

Outside areas of the entire campus?

 √ • Weekly activities are carried out. 

19 Is there any laid down SOP for waste management?  √ Documets are avaialable.

20 How do you ensure that the environment remains clean, green and 

non polluted?

 √ • The campus is Leed Platinum certified and therefore, we make 

appropriate arrangements along with the vendors for regular checks to 

ensure that the campus is clean , green and non polluted.  

21 Is a record being maintained in stock register of all furniture in 

Academic Blocks?

 √ • Each block has its own inventory with details available to the store 

manager. 

• During a personal visit to the store the following observation was 

shared i.e. CCTV cameras are required in all stores.

22 What method is adopted for projecting requirement of furniture and 

its repair to Director Administration?

 √ •  Monthly balance stock is verified viz-a-viz projected stock 

requirement.

23 What is the total number of lab attendants and office peons at AUH?

24 What is the procedure adopted for assigning duties to them?  √ HODs are responsible for the said activity. 

25 Are there any workshops conducted for improving their skills?  √ Work shop not done so far due to panademic.

26 What steps are taken to ensure that welfare schemes are laid for them?  √ • Lab attendants and Peons are allowed to stay on the campus.

• Free water supplies are given to them. 

• They get their pay on regular basis i.e. by the 10th of every month. 

27 How are their leave records maintained?  √ • A separate duty register is maintained for salary purpose. 



28 Are uniforms issued to lab attendants and office peons at AUH?  √ 

29 What is the frequency of issuing uniforms to lab attendants and office 

peons in AUH?

 √ Once a year

30 Is a comparative quotation obtained prior to giving contract to the 

outsourced contractor of Cafeterias?

 √ 

31 What method is adopted for fixing the rates of items in cafeterias to 

ensure affordability by all stakeholders?

 √ • Comparative rates are taken from the market for proper pricing. 

32 What steps are taken to ensure hygiene and cleanliness in the 

cafeterias?

 √ • Timely check by Dr. Ghosh is carried out and findings, if any, are 

rectified. 

33 Is a check carried out randomly by Dy Dir Admin to ensure that good 

quality food is being served in cafeterias?

 √ 

34 Procedure for lodging Complaints.  √ • Online portal AMIZONE is used for lodging complaints. 

35 Procedure being followed to resolve the complaints after they are 

lodged. 

 √ • Once the complaint is raised through AMIZONE, immediate action is 

carried out. 

36 Procedure for feedback from the user after the complaint is acted 

upon. 

 √ • Feedbacks are shared on AMIZONE

37 Analysis of data and identification of critical areas which could be 

focus of our attention. 

 √ • Consumption of electricity and water are the critical areas which 

require focus.

38 In case of any problem faced by residents in the campus, what action 

is taken to resolve the same?

 √ 

39 Is a record of such problems being maintained?  √ 

40 How is the quality of vegetables/ fruits monitored (including rates).  √ • Comparative rates are taken from nearby villages plus 5 % is offered 

as final pricing. 

41 What is process for takeover/handover of faculty residence  √ •  Takeover and Handover records for individual flats are being 

maintained.

42 Procedure for maintaining records of the items like- ( Sofa, Beds, etc 

for both Movable & Not movable)  in the faculty residence. 

 √ • List of inventory is maintained for all resident flats.. 

48 Control procedure of Laundry.  √ • SOP for laundry management exists and is being followed .

C Outsourced staff

49 Is an approval obtained for outsourced housekeeping staff?  √ • All details are duly shared with HO and approvals are taken. 

50 Is a comparative quotation obtained prior to giving contract to the 

outsourced contractor?

 √ • Fixed vendor rates are available.

51 What is the sanctioned strength of housekeeping personnel in AUH?  √ • 142 staff plus 2 supervisors



52 Is a record of their attendance maintained in AUH or is it with the 

contractor?

 √ • Records are available with the security gate marshals. 

53 Is a checklist maintained to check the activities / work to be 

performed by housekeeping?

 √ 

54 System for control/reporting of supervisors- daily, weekly and 

monthly.

 √ 

55 Are the roles and responsibilities known to them?  √ 

56 What is the method adopted for assigning duties to them?  √ • Roll call time sheets are dully shared.

57 Are the supervisors checking the blocks as per their checklist?  √ • Duty handover sheet is handy with all and is being rigourously 

followed by them. 

58 What is the process of arrangement for another housekeeping staff in 

case of an emergency where the regular cleaner is absent?

 √ • The duty is duly handed over to the other staff who is staying within 

the campus.

59 In case of any indiscipline on the part of any   housekeeping staff, 

what action is taken?

 √ • Investigation is carried out and appropriate action is taken 

accordingly. 

60 Is a record of any such instances being maintained?  √ • The resolution is given promptly and record of mails is available in 

the file. 

61 How is the leave record maintained of outsourced personnel? • A separate duty register is maintained for the said purpose. 

1

2

3

Analysis on conservation of electricity and water need to be initiated as one of the best practices at AUH. 

The department regularly conducts meeting with the block supervisors and admin staff to emsure smooth functioning at the university . All the issues are 

proactively dealt with and resolved to the satisfaction of all stake holders. 

Register for discarded items should be maintained in the department w.r.t all fixed assets.  

IQAC Observations



S.N Points for Checking Yes No If Yes, Records perused

1 How is the campus security managed?  √ • Records are maintained in security control room

2 Is  CCTV coverage report submitted to the concerned authority?
 √ • The reports are submitted to DSW, Local Police and 

Higher authorities for investigation purpose  

3 Till how many days is CCTV record maintained?  √ • 15 Days

4 What are the total number of cameras installed in AUH?  √ • 480

5 How many times is the cleaning of the camera lens done?  √ • Post lockdown opened at the universit, it is due.

6 Is CCTV coverage carried out in all Academic blocks?  √ • All corridors, Labs, and Library are covered.

7 Is CCTV coverage available in Parking area and Sports fields too?
 √ • Parking area- Yes 

• Sports Field- No

8
How many personnels have access to  Security Control Room  (SCR) 

?

 √ • 20 personnel, staff shortage is found for monitoring the 

cameras which are 480 in number covering most part of the 

campus. 

9
How is Security check carried out in all Academic blocks on Non 

working days ?

 √ • Round the clock snap checks are done by, Dy Dir 

Security, Marshals and Supervisors, 

10 Does security carry out a check of faculty residential blocks too?  √ • As and when required

11 In case of loss of any key is a locksmith called to the campus?
 √ • Locks are replaced from the doors except cabins and 

drawers where keys are made.

12 What is the method adopted for calling such people in the premises?
 √ • These people are escorted from main gate and back from 

the required location

(Accredited with Grade ‘A’ by NAAC)
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13
What is the method adopted for keeping a check on any  

unauthorized personnel in the Campus?

 √ • Random ID checks are done by marshals upon a 

suspicious person, Multi -layered security system has been 

implemented. 

14 How is entry of visitors managed in the university?
 √ • Each visitor is issued a visitor slip at the entry gate. 

15
Which method is adopted for keeping a check on any  unauthorized 

vehicle in the Campus?

 √ • All vehicles entering the campus are duly tagged or 

proper permissions are taken by Director/Dy Dir Security.

16 Is frisking of person carried out at the Main Gate?  √ • Only on suspicion

17 How is entry of contractual labours  monitored in the university?  √ • By maintaining a record at the gate. 

18 Are smoke alarms  installed in the university?  √ • They are randomly checked 

19 Is a layout plan available for smoke alarms?  √ 

20 How is check of perimeter fencing carried out?  √ • Checked on fortnightly basis by ASO on duty. 

21 How is patrolling organised at night?  √ • Randomly its done by the guard on petrolling gypsy.

22 What is the frequency of night patrolling?

 √ • Petrolling gypsy takes rounds till the hostel blocks are 

locked. Also, surprise rounds are carried out by marshals at 

night. 2 rounds till 10 PM and 1 between 10PM to 5 AM.

23 What is the strength of patrolling car ?  √ • The strength is good enough to carry 4 persons. 

24 Method of checking at the Main Gate.  √ • Only on suspision

25 Security staff turnout.  √ 

26 Post maintained or not  √ 

27 Key boxes of AUH.
 √ • 3 sets of kets are maintained ie. The main key, secondary 

keys, and spare keys.

28 Are the keys mustered every evening ?  √ • By ASO on duty

29 Check to see that rooms are locked ?  √ • By security guard in security control room.

30 Check on any damage in  infrastructure  √ • By Marshals, Guard and AUH Staff.
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31
Are the security personnel properly deployed over the area under 

their jurisdiction?

 √ • They are adequately briefed before deployment.

32 Are the security personnel aware of their responsibilties?  √ • They are regularly briefed.

33 Is a deployment plan available in the security office?  √ 

34 Is a register maintained at the security gates / security points ?  √ 

35
Is the attendance sheet of outsourced security personnel deployed 

during the month being maintained?

 √ 

36 Is a fire safety SOP laid down?  √ • Copy is maintained at SCR.

37 Is an Exit Plan deployed in case of a fire in the building?  √ 

38
Whether security personnel are aware of the evacuation priorities in 

case of fire emergency 

 √ 

39 Is a record of inventory maintained for Fire safety equipments ?  √ 

40 How often are fire extinguishers serviced / replenished. 
 √ • When weight is less or the meter needle is falling under 

the red zone

41 Whether the fire extinguishers  have been inspected as required  √ 

42 Are drill exercises conducted for evacuation in case of fire?  √ • Its overdue and shall be seceduled shortly. 

43
Whether the security personnel / others are aware of the usage of the 

fire extinguishers.

 √ •

44 Is there a list of fire safety personnel?  √ • One fire supervisor and 3 fire extinguishers.

45
What is the procedure adopted for controlling parking within the 

campus?

 √ • Separate parking areas are identified for students and 

faculty personnels.

46
What method is adopted by security to check people commuting in 

and out from the university premises?

 √ • Verified ID cards and Visitor slips are issued. 

47
How does security identify an Amity employee and Non Amity 

employee? 

 √ • ID cards and Visitor slips.

48
On what basis  does security allow entry to  relatives/ or family who 

are Non Amity employees? 

 √ • Permissions obtained over mails and 

• Personal request from AUH members
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49 What are the provisions for security in hostel blocks 24*7?  √ • Guards are deployed at the main entrance gates. 

50 What are the provisions for peripheral security 24*7?
 √ • The campus peripheral is duly fenced by using barbed 

wires.  

51 How are cases  of breach of peripheral security handled?

 √ • Initial inverstigation is done by Dir Security, the VC is 

apprised and if required police intervention is sought if 

deemed necessary. 

52 How is the goodwill with the local police?
 √ • Having good relations as 2 policemen are always 

patrolling near AUH gates.

53
How are the cases of drinking, smoking and smuggling of these 

materials on to the campus handled?

 √ • Disciplinary actions are taken against the students and a 

general watchout is maintained over an employees cunduct. 

54 Are the students allowed to enter faculty hostel accommodation?
 √ • Only upon written advance permission taken from Dir 

Security.

55
Analysis of data and identification of critical areas which could be 

focus of our attention.                                                                                                                               

 √ • Two more CCTV camera operators are required for round 

the clock monitoring of 480 CCTV cameras

1

2

3

4

6

5

IQAC Remarks

c- Faculty car parking

d- Employee ID card register

e- Stock register

f- Keys records register

 For emergency situations PA System is required in all blocks.

As per the statement of Dy Dir Security there is a shortage of staff in the department.

Security camera in lift is not available , installation of cameras can be initiated as deemed appropriate by the competent authority for safety 

purpose.

Fire drill training is pending.

Indexing of all the almirahs is required to be done.

The following below-mentioned registers were checked and need to be certified/ indexed. 

(Note- All registers in the department needs to be certified/ indexed)

a- Marshal leave request

b- Student car parking
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S.N Points for Checking Yes No If Yes, Records perused

1 Does the hostel meet the requirement to accommodate no more than the maximum 

number of boarders as per the availability of rooms?
√

There are 1080 rooms and 927 boarders in Hostels. Accommodation for 

two boarders in one room.

2 Does the hostel have on display, in a place easily inspected by visitors various

rules and regulations for students?
√

Notice Board and Handbook(Hostel Rules and Regulations)

3 A notice which explains a procedure for handling complaints made by boarders or

boarders’ parents?
√ Students are informed to lodge complaints in designated registers.

√ Handbook was available.

√ Study rooms for students , Scholarships for meritorius students

√ Anti Ragging Cell and security provisions are there for students. Entry 

of outsiders is restricted and can be permitted after proper verification.

√
Boarders can directly meet Wardens 24*7.Also,floor coordinators are 

appointed and monthly meetings are carried out.

√
Fully equipped medical room with all First Aid and qualified medical 

officer.

√ a- Registration forms are available for student related records.

√
b- If the address differs the parents are consulted.

√
c- The boarder shares such information and relevant measures are taken 

to take care of such boarders.

√
d- Details of local guardians are maintained and entered in register.

√ e- Yes

(Accredited with Grade ‘A’ by NAAC)

5 Is there for every boarder living in the hostel a record of                                                                                                                                                        

(a) The boarder’s name, date of birth, home address or addresses?                                                                                                                           

(b) The name and, if it differs from the boarder’s address, the home address of all 

guardians of the boarder?                                                                                                                 

(c) Details of any chronic illness from which the boarder suffers, and of any    

medication the boarder has to take as a result?                                                                                                                                                                                                                                                          

(d) The names and addresses of the people authorized by a guardian of the boarder 

to collect the boarder from the hostel; and people who by law–                                                                                                                          

(i) Are entitled to have contact with, or access to the boarder; or                                                                                                                                                                                                                                  

IQAC-CHECKLIST - INTERNAL AUDIT  2021-22

AUH / IQAC/ CL - Hostel/ Rev-I/ 2022                                                                                                                           
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Checklist For Hostel 

4 Does the hostel have written policies and operating procedures to ensure that the 

boarders:                                                                                                                                                

● Are supported in a positive learning environment?                                                                                                                                                                                    

● Are given the opportunity to develop positively within reasonable boundaries?                                                                                                                                                               

● Feel secure and valued?                                                                                                                                      

● Have ready access to people they can trust, confide in, and are supported in                                                                                                                                                  

raising problems and issues of concern to them?                                                                                                                                                                                                                                                                                                                                                                                                                 

● Have ready access to, and a degree of choice about health and other personal 

services they require?



(ii) Are forbidden to have contact with, or access to the  boarder; or have an 

entitlement to have contact with, or access to, the boarder, that is subject to 

conditions.                                                                                                                                                                      

(e) Is the record retained until at least one year after the boarder ceases to be 

accommodated at the hostel?                                                                                                                     

(f) Does the hostel have a procedure for resolving complaints by a boarder, 

boarder’s parents, or from their respective institute in which they are enrolled?

√ f- Complaint register is maintained.

6 What procedure is adopted in the allotment  of rooms to students?

√

1. For Freshers it is on a first-come-first basis. For seniors, it is -course-

wise, and session-wise.              

2. Students submit Hostel forms, Payment receipt, and permission letter 

from Director/Deputy Director hostel to wardens, accordingly rooms 

are alloted.

7 What is the process for giving outpasses to students ?                                                                                                                              

(a)  For daytime                                                                                                                                                                                                                                                                       

(b) For night time                                                                                                                                                                                                                                                                                                                

(c) During examination
√

• Hostel Rules and Regulations Handbook is handy for students.

a,  Permission from Parents,HOD counter signed by Director /Deputy 

Director Hostels.

b, Permission from Parents,Director /Deputy Director Hostels.

c, Permission from Parents,HOD undersigned by Director /Deputy 

Director Hostels.

8 Is daily attendance taken in the hostel?                                                                   (a) 

How many times is attendance taken?                                                                                                            

(b) What action is taken in case a student is missing from the hostel?
√

a, Only once at night time.

b, First the friends of concerned student are contacted.If the students is 

not traceable then it is reported to Director/Deputy immediately and 

thereafter the parents of the student are informed.

9  Procedure adopted for resolving students grievances.

√

1, Students share their grievances (verbal/written) to their Wardens, and 

they further take action accordingly.

2, Student also share their concerns on AMIZONE, which is furthet 

take up by the students services department. 

10  Is a complaint register being maintained related to facilities?                                                                                                                                                   

(a) How much time is taken to resolve the complaint? √
• Personal and Infrastructural issues are acted upon within 24 hrs. In 

extreme cases, the time may exceed, but not more than 48 hrs. 

11 Are the hostel’s premises ventilated and well lit by natural and artificial light? 
√

• Physical verifications are carried out to check rooms and corridors. 

•  All rooms have 2 windows

12 Does the hostel ensure that it has in place a system for ensuring the hygienic

laundering of boarders’ sheets and bath towels, and of other clothes, linen, or

towels used in or as part of their bedding or bathing?

√ •The students give their clothes to the laundry twice a week.

13 Does the hostel have a medical room and in-house doctor and nurse for both boys

and girls in the premises? √ • One Medical room in the hostel and one Medical CMO with two male 

Nursing assistant and one female Nursing assistant are present 24*7. 



14 Is there a procedure for granting the boarders leave of absence from the hostel? For

how many days is the leave sanctioned and by whom?
√

• Leave request should be approved by HOD, Director/Deputy Director 

Hostels and Parents.                                                                                                                       

Leave is sanctioned as per the recommendation of HOD & Director 

/Deputy Director Hostels.

15 Does the hostel adopt any procedure in relation to abuse, harassment, or serious

neglect of boarders?
√

• Steps taken as per Hostel Rules and Regulations Book. Case history 

file is maintained.

16 Does the hostel ensure that there are enough hostel staff or other adults with the

boarders on any excursion or activity outside the hostel to ensure the safety of

boarders?

√

• Security personnels/Marshals are available in University.

17  Does the hostel ensure that–                                                                                                                                                                                                                                  

(a) Food is served in the hostel at such times, and in such variety, quantity, and 

quality as to meet the boarders’ nutritional needs? And                                                                                                                                                                                                           

(b) Food is free of, and adequately protected against contamination when stored, 

prepared and served? and                                                                                                                                                                         

(c)  An ample supply of potable water is available at all times to boarders for 

drinking?

√

a, Food is served in the hostel mess 3 times i.e Breakfast, Lunch and 

Dinner. A proper Mess Menu is prepared monthly.

b, the Storage facility is provided in the mess i.e refrigerator, and racks.

c, Cold RO water is available.

18 In case of a boarder or hostel staff suffering from or suspected to be suffering from

an infectious disease? Does the hostel have an area and facilities for the temporary

isolation and care of the concerned person? √

• Medical Room with Doctor,Nurse and Emergency vehicle are 

available in case of of health issue.Also,in case of chicken pox and 

other Chronic illness,a separate room (isolation)can be alloted for 

boarders/hostel staff.During COVID student/ faculty/staff residing in 

the premises were kept in isolation till recovery. 

19 Are all reasonably practicable steps taken to get medical aid and to notify a parent 

or other appropriate family member of the boarder in the case of an accident or 

serious illness?
√

• All proper medical aid steps are taken immediately if the patient is 

beyond their control. The student is taken to the hospital with a hostel 

attendant/medical attendant in an ambulance, University has provided 

two medical vans in case of emergency.

20 Are reasonably practicable steps taken to ensure that no member of the hostel staff

and no boarder at the hostel uses or is affected by alcohol or any other substances

to the extent that it is an actual or potential cause or source of harm to the person

or others?

√ • As per Hostel Rules and Regulations.

21 Are any activities organized for international students in respect of their-                                                                                                         

(a) Festivals                                                                                                                                                                                                                                                

(b) Cultural activities                                                                                                                                                                                                                                                        

(c)  National celebrations

√

a, International students like (Nigerians) do their prayers on specific 

days with information duly shared with Director Hostel.

b, No.

c, No

22 Has the hostel ensured that boarders or staff members who supervise them in the 

hostel are at all times supervised by a responsible person?
√

•

√

√

23 1. Has the hostel ensured that–                                                                                                                                                                                                                                             

(a)    all permanent staff members, and all people (excluding boarders and parents) 

who have regular access to the hostel or have unsupervised contact with boarders, 

are the subject of rigorous suitability checks (including Police vetting)?                                                                                                                                                                                                                                                                           

(b)    no staff member has been convicted of a crime involving dishonesty and 

sentenced for that crime within the preceding 7 years, and                                                                                                                                                                                                               

(c)    no staff member has been convicted of any sexual offence, or is unfit to be a 

staff member because of mental illness or serious behavioral problems?                                                                                                                                                                                        

(d)    staff and boarders are encouraged to maintain positive relationships with each 



√

√

25 Are there appropriate internal procedures for receiving and dealing with

information about serious wrongdoing?
√

• Hostel Rules and Regulations book

26 Has the hostel taken all reasonably practicable steps to ensure that the hostel’s 

buildings and facilities are-                                                                                                     

(a)  kept in good repair? And                                                                                                                                                                                             

(b)  Not used in ways that endanger boarders’ safety?                                                                                                                   

(c)  Attelephone is available for emergency calls to and from the hostel?                                                                                                                     

(d)  A plan for the boarders’ evacuation, care, and temporary accommodation (if 

required) in emergencies?                                                                                                                                                                                                          

(e)  Are the evacuation procedures prominently displayed on the hostel’s premises?                                                                                                                                

(f)   Are all hostel staff trained in fire and earthquake drills and in other emergency 

procedures?                                                                                                            

(g)   Regular evacuation drills are carried out?

√

a, For all facility and civil complaints, complaint registers are 

maintained. Regular repairs are carried out, as and when required.

c, Mobile, and a landline phone are available with the Warden and 

Supervisors.

e, Plan/Procedure for Evacuation, care, and temporary accommodation 

is not documented.

f,  Fire drills have not been conducted and no earthquake or evacuation 

drill is carried out till date.

27 Does the hostel have provisions for                                                                                                                                                                                                                               

(a) quiet activities (for example, study)? And                                                                                                                                                                                                                     

(b) boarders’ indoor and outdoor recreation (whether as individuals or in groups)? √

a,Study room facility is available on the first floor.

b, Indoor games-Recreation room,TV Room facility is available on the 

first floor(Table-tennis,carrom board etc).Outdoor games for hostellers 

on regular basis.

1

2

2.1

2.2

2.3

2.4

2.5

2.6

2.7

2.8

2.9

2.10

2.11

2.12

2.13

23 1. Has the hostel ensured that–                                                                                                                                                                                                                                             

(a)    all permanent staff members, and all people (excluding boarders and parents) 

who have regular access to the hostel or have unsupervised contact with boarders, 

are the subject of rigorous suitability checks (including Police vetting)?                                                                                                                                                                                                                                                                           

(b)    no staff member has been convicted of a crime involving dishonesty and 

sentenced for that crime within the preceding 7 years, and                                                                                                                                                                                                               

(c)    no staff member has been convicted of any sexual offence, or is unfit to be a 

staff member because of mental illness or serious behavioral problems?                                                                                                                                                                                        

(d)    staff and boarders are encouraged to maintain positive relationships with each 24 What is the ratio of staff to boarders?                                                                                                                                                                             

(a)  Boys hostel                                                                                                                                                                                                                 

(b) Girls hostel

√

 1:85

Deep cleaning of bathrooms are required. 

Scrap Register not available.

SOP on items left by the student is not available.

Registers are not certified.

House keeping distribution record is absent with both issuer and user. 

Stock taking register absent.

IQAC Remarks

Observations for Girls hostel as under:

Record were well maintained in Boys hostel 

Almirahs are not labelled.

TV recharge done on 8th March 22 but when the team was checking it was not working. 

In the Girls Hostel-  Out pass register does not match with Student attendance register. 

Nisha  Room No- 052 and Saama Gul Room No- 143 - Their details in out pass register were not available.

Girls Hostel pest control is required as one of the student complained of having found a  lizard  on the bed.

Out pass process needs to be automated.

Biometric attendance for the hostel students ac be initiated.

Lost and Found register is not available.



S.N Points for Checking Yes No If Yes, Records perused

1 What are the total number of vehicles at AUH?

 √

24 vehicles {03-Innova, 03 x Tata Sumo, 1 x Grande Sumo, 2 

x Honda City, 2 x Gypsy, 1 x Indigo, 1 x Omni (Ambulance), 

1 x Ecco (Ambulance) 1 x Bajaj CT 100 and 09 x Tempo 

Traveler)

2 Is the Registration book maintained?  √

3 Are the log books  of the vehicles being maintained 

properly ?
 √

Each Driver/custodian to produce updated log book and make 

it available by 1030 hrs, on 08 June 2022. 

4 Process of arrangement for another driver in case of an 

emergency where the on-route driver is not available.  √
3 x Living-in drivers would be deputed or drivers can be 

called from their homes since they live in 2-3 kms vicinity.

5 Is insurance cover available for all vehicles ?  √ All insurance policies are in place.

6 Is the renewal of insurance cover done timely?
 √

All 24 vehicles are dully insured and renewed within the time 

frame.

7 Is a vehicle register available in respect of every 

vehicle entered giving details of  mileage covered  , 

Bill No./ Date and the amount spent ?

 √ Held with Sunil Sharma, OA

8 Are the drivers careful about over speeding. Do the 

drivers follow traffic rules properly? 
 √

There are in total 15 drivers with verified credentials and 

follow traffic rules. 

9 Do vehicles have good direct visibility or devices for 

improving vision while reversing?  √
direct visibility - adequate

devices for improving vision while reversing? - No 

10 Are horns/lights/reflectors/reversing light and other 

safety features operational  in all vehicles?
 √ -

(Accredited with Grade ‘A’ by NAAC)
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Internal Auditor–Dr. Sunita Sharma, Mr. Onkar Singh, Mr. Vijay Kumar                                                           Date:  09/06/2022
Checklist For Transport Department 



11 Is a monthly exercise carried out to calculate the 

running and maintenance cost of every vehicle per kms 

? Total number of Running + Maintenance expenditure  

Number of kms as per the log book     

 √
Sunil Sharma, OA maintains the same. The record was 

perused and found to be maintained. 

12 What is time frame for getting the vehicles serviced? Depend on nature of defects. Periodical servicing is generally 

undertaken after 10, 000/ Km of previous service or one year 

which ever is earlier and applicable. .

13 Is a check of vehicle carried out daily?

 √

In total 16 staff are identified for the said purpose  However, 

Memo file & Record of maintenance are available in the 

department. 

14 Is the vehicle daily washed or cleaned before going on 

route?
 √ As per schedule it is carried out and record was perused. 

15 Are the requisition slips filled before providing 

transport?
 √

Requisitions/vehicles proposal were approved over e-mail 

during Covid-19.  Presently, requisitions are approved over e-

mail and in person. Hardcopies are maintained in file by the 

Tpt Spupervisor, Mr. Hawa Singh.

16 Is there a laid down SOP for getting approval of 

requisition slips? The Requisition slips should be 

properly filled in by the employees with necessary 

details like - Approval of the HOD / authorized by / 

Date and time / details of travel / Name and 

Designation / purpose / signature etc.

 √

The Process is like- Requisition is made by the Department, 

which is approved by the HOI/ HOD and then, the Transport 

head approves it and the  vehicle is provided to the concerned 

person.  

17 Are receiving documents matched to purchase orders 

and invoices?  √

The transport department does not undertake any purchase 

except  purchases w.r.t. tools/fuels etc. The details  are 

checked at gate and being accounted in register.

18 Is there a system for control/reporting of drivers- daily, 

weekly and  monthly?  √

 Bio-metric attendance is available for all drivers and staff. In 

addition, Transport Supervisors maintain an attendance 

register religiously. 

19 Is a duty chart of drivers available?  √ It is available with the Tpt Supr, Mr. Hawa Singh

20 Procedure for lodging Complaints.
 √

Student Services portal or through whatsapp with Route 

Coordinators(RC).



21 Procedure being followed to resolve the complaints 

after these are lodged. 

 √

Problems are heard, consulted with appropriate 

driver/staff/RC. The matter is addressed and reverted through 

the RC.  If issue involves finance, the same is put up to 

appropriate authorities with DD (Tpt) recommendation & 

comments.

22 Procedure of feedback to user after complaint is acted 

upon. 
 √

Through individual meeting and RC.  In addition DD (Tpt) 

regularly meets the commuters.

23 Analysis of data and identification of critical areas 

which could be a focus area for  our attention.  √

Through DD (Transport). Vendor payments are not released 

on time as due to late payments there are 6 vehicles which are 

pending for maintenance.

24 Approval of outsourced vehicle rates & hiring record  √ Rate Contract is in existence, record was perused. 

25 Is diesel record register being maintained?  √ Record was checked. 

26 Is record of  bus pass issued being maintained in a 

register?
 √ Random head counts is also done by the department. 

27 How many day scholars are availing Amity bus 

transport?
 √ 519 passes have been issued to students.

28 Are over time registers being maintained?  √ On payment basis - Updated list is available.

29 Are hired buses record  being maintained?  √ Including at Main Gate

30 Is there a saved trip register maintained for hired 

buses?
 √

To be utilized on Saturday/Sunday & Holidays only up to 

Gurugram

1

2
The department has initiated many best practices , for e.g highlighting the works of the drivers and person performing their duties 

religiously in the field. The department should award such employees for motivating them to perform better. 

IQAC Remarks

All registers needs to be certified and indexed by the department head as per ISO Standards.



S.N Points for Checking Yes No If Yes, Records perused

1 Are inventory items maintained in a secure location? √ Store Room at AB-B,  Basement 

2 Is there adequate protection from fire and water? √

3 Is inventory well organized? √

4
Are receiving documents matched to purchase orders and 

invoices? √
Store Entry Register/ledger are there and related POs are kept in the file. 

5
Are all materials received counted and inspected prior to entry 

on storeroom/inventory records? √
By Marshal/Supervisors/Store incharge physically counts. All documents  

have stamp of inward goods at gate entry & also the store entry on the bill.

6
Are inventory records maintained based on periodic physical 

counts or a perpetual system?

√
Monthly inventory is checked for plumbing & electrical items. The quarterly 

requirement is put up to Amity approved vendor. Director Administration 

after taking approval of VC sends it to Hon'ble Chancellor   for final approval.

7
Have formal procedures been established for reviewing and 

disposing obsolete and slow-moving inventory items?

√ No  obsolete items are there. Changed versions may be available of few items 

which are used as per demand. List of slow moving items are there.

8
Are there currently any items in stock that are obsolete or slow-

moving?

√
Only gate valves of different sizes or types.

9

Do individuals independent of inventory custodian  investigate 

unusually large discrepancies, between inventory records and 

physical counts?

√
IQAC carries out a check and large discrepancies have never been found when 

cross checking with the inventory during physical count. 

10 Is any inventory stored or consigned at an outside location? √
11 Procedure for lodging Complaints. √ Register is being maintained in the office and hostel premises.

12
Procedure being followed to resolve the complaints after these 

are lodged. 

√
Every day complaints are checked and resolved.

13 Procedure of feedback to user after complaint is acted upon. √ Immediate.

14
Analysis of data and identification of critical areas which could 

be focus of our attention. 

√ Drying up of borewells, Toughen Glass, ACP Sheet repairing, Major 

leakage/seepage problem of buildings. 

(Accredited with Grade ‘A’ by NAAC)
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15

Schedule for checking and records of  the following :                

a)  R. O. System (In house & Out side)                                           

b)  ETPs & STPs                                                                                                                                                                                                                          

c) Water softening plant

√ a) RO water system - 3000 lt  per hour is the capacity of 1  RO plant.  . Daily 

PH & TDS checked in both shifts.                                                                                             

6.00 AM - 2:30AM  (A-shift)                                                                                                                                                              

2.30 PM - 11.00 PM (B-Shift)                                                                                                                                                                                                                                                                                                                    

RO water  TDS range is 70 - 95 and PH is 7.1 to 7.5 It works with 40 

monoblock pumps & underground tanks.                                                                                                                                       

b) Samples are sent to Quantity lab for checking the quality.2 parameters for 

testing were specified in the lab report. Report of Octuber 2021 was perused. 

Further, 5 people reside inhouse for the plant treatment as it functions round 

16
Procedure and records of waste disposal (including Electrical 

waste like tubelights and others like waste engine oil)

√ (A ) Contract has been signed with New Lubri Sales India Pvt.Ltd on 

10.11.2016 for disposal of hazardous waste. This company is registered with 

Haryana Pollution Control Board.                                                   (B) STP 

plants is Bio-decomposable.                                                          (C) ETP 

waste from kitchen and laundary is kept in gunny bags presently. The 

department is in process to tieup with GEPIL ( Gujarat Environment 

Protection and Infrastructure  (HRY) Pvt.Ltd.

17
What is the frequency of cleaning over head tanks and water 

coolers?

√
Drinking water tank - 3 months & water coolers monthly.

18

Maintenance of Lifts                                                                                                                                                           

a) Is there an AMC ?                       

b) Are lifts serviced?

√ There are 17 lifts + 2 Escalators in total at AUH. The division is as under:                                                                                                        

6 lifts + 2 Escalators in Academic Blocks- A, B,  C & D.                                       

5 in Faculty Flats and                                                                                     6 

in Hostel Blocks -A,B,C,D,E & F.                                                                         

All lifts are under AMC. Operation is done by 4 operators of AUH deputed in 

Academic Blocks.

19

Maintenance of Water coolers                                                                                                                                                           

a) Is there an AMC ?          

b) Are water coolers  serviced?

√ There are in total 45 water coolers at AUH. The water coolers are serviced 

under AMC. The srevicing vendor is authorised dealer of the product. In  'D' 

Block there are 02 new water coolers installed which are under warranty 

period of 2 years. 

20

Maintenance of Air conditioners                                                                                                                                                           

a) Is there an AMC ?                        

b) Are ACs  serviced?                  

c)Is there a procedure to take cooling levels in all buildings?

√
The vendor and T&C of AMC of AC Chiller Plants is finalized by Head 

Office (AKC House). The maintenance and operation of the chiller plants are 

under AMC.  The cooling levels are checked everday for all floors of all 

Blocks with a temperature monitoring equipment. Ideally  temperature is 

maintained around 23 to 25 degree centigrade.                                                                              

There are 77 windows and split ACs at  AUH of capacities 1.5 to 2 tons.The 

annual servicing of these ACs are done by routine local vendor. Repairing 

work of small nature is carried out by the internal man power and repairing 

work of major types like change of compressor, gas refilling etc. are caried out 

by vendor at the Amity approved rate which is dated back to 2014. 



21
Schedule for checking and records of  the telephone 

equipments.                                                                                

√
There are 336 telephone connections at AUH Campus.  Two Panasonic 

Exchanges of 8 line card capacity (each line card gives 24 connections) are 

installed at A-Block GF left side. Routine repairing of telephone lines and 

maintenance of exchanges are carried out by our internal man-power. 

However repairing of PCBs (PRI line, DLC etc.) are carried out by Rate 

Contract Vendor M/s CSI Telecom.

22
Record of telephone lines department wise and the payment 

procedure.

√
There are 14 line cards. One line card gives 24 connections. Presently , 310 

connections are operational and 26 connections are reserved for emergency 

allottment as per management decision for D Block. Payment of the 

telephones is done by Administration department.

23
No of Harvesting Pits and its maintenance process for effective 

ground water recharging system. 

√
No of Harvesting Pits/wells Sprate all over the AUH - Campus is 43 no. The 

total no of Bores inside the pits is 112 no. Annual cleaning of all these Rain 

Water Harvesting pits are carried out before the monsoon to increase the 

effectiveness of water absorving/infiltration capacity.                       Our AUH-

Campus is zero water discharge, which means that no water is discharged 

outside the campus and all the water is treated and recycled for reuse for 

horticultural activites and flushing the toilets etc. This saves potable 

groundwater and supply of plant treated water. 

1

2

3

5 The deaprtment functions 24*7 and complaints are resolved in minimum time depending on the nature of the complaint.

Lab test needs to be conducted for dirty water as per schedule.

Electrical stock taking report entered in the consummable register was not matching with the stock register. 

All the records were well maintained in the department and were produced immediately on demand as per the checklist. Except 1-2 entries wherein  dates were not 

matching with stock register.

IQAC Remarks



S.No. Points for Checking Yes No If Yes, Records perused 

1 Is there a SOP document in place.  √

2

Is there a laid down SOP for getting approval of requisition slips? The 

Requisition slips should be properly filled in by the employees with 

necessary details like - Approval of the HOI /Director / authorized by / 

Date and time / details of Event / Name and Designation / purpose / 

signature etc.

√

3
Are the requisition slips filled for providing hospitality in case of any 

event or demand by a particular Institute or Department in AUH?
√

2 Is a record of all bills maintained of any Event organised in AUH? √

3 Are Service Level Aggrements file properly maintained ? √ It is done through Administration department

4 Is a stock register of consummable items being maintained? √ Well maintained with certificates

3 Is a stock register of non- consummable items being maintained? √

4 Physical count of items is  carried out annually / biannually. √ It is maintained half-yearly

5 Are food stored on suitable racking off the floor ? √

4 Are number of out-of-date dried goods identified ? √

5
Are adequate supplies & correct application of sanitiser available & 

used ?
√

6 Are disposable towels used to wipe down food surfaces ? √

5 Are frozen food defrosted under refrigerated conditions ? √

6 Are cold food refrigerated between preparation & service ? √

7 Are all food items checked & distributed with minimum delay ? √

6
If hot food has to be pre-cooked are suitable control measures in place 

& strictly followed ?
√

(Accredited with Grade ‘A’ by NAAC)
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7 Are delays between preparation & service kept to a minimum ? √

8
Are adequate protection taken for food on display avoiding 

contamination ?
√

7 Are all food items covered where ever possible ? √

8 Are left over food packets ( waffers, biscuits etc.) being re-used ? √

9
Are any loose fittings, nuts, bolts, screws, drawing pins, etc seen 

above food preparation areas ?
√

8 Is Customer Feedback book available ? √

9 Are  all food handlers guided and trained in good hygiene? √

10  Are finger nails short, unpolished & clean ? √

9
Are  good personal hygiene practices being followed (seen @ time of 

inspection) ?
√

10 Are staff not eating or drinking in food rooms ? √

11 Are staff not coughing / sneezing over food, etc ? √

10
How do you ensure that the staff is not fondling hair, picking nose, 

scratching, etc ?
√

11
Did staff wash their hands between tasks (handling raw food, mops, 

garbage, etc). ?
√

12
Does  staff wash their hands properly (hands are washed or gloves are 

changed at critical points) ?
√

11 Are wash your hands notices displayed in washing / utility areas ? √

12 Is bacterial soap provided at all hand wash basins ? √

13 Is disposable paper towels provided & used to dry hands ? √

12 Is system of reporting against contaminated food items in place ? √

13

Are suitable preventive measures in place for controlling pests & 

vermin, including clean areas externally, adequate proofing, sound 

structures, etc ?

√

14
Are managers & all food handling staff fully trained in appropriate 

safety & hygiene requirements ?
√

13
Are cleaning schedule monitored daily & the checks are being 

recorded ?
√

14 Are all cleaning staff fully trained &competent to carry out the work.? √

Guest House



15

What are the total number of Guests Rooms in AUH? What are the 

different specifications of guests rooms.

*Total number of guests rooms are 11. The details are as -5 of one 

BK,  2 of two BHK  & 4 of one BHK specifications.                                     

* Signature of DSW is obtained  for allotting rooms to 

students/parents/guardian.For official purpose on visits of guest, mail 

is sent to director HR for allocation of room without any charges.                          

* SOP for allotting rooms exists in the department. 

16
Are any charges levied on the Guests rooms? Rs. 500/- per day is levied for 1Bk +1BHK and Rs 1000/- is levied 

for 2 BHK.

17 Are any items provided to them during the stay? Kettle + all ingredients for tea/ coffee

15

Is a guest occupancy  register being maintained at the guest house and 

all the particulars of the guest like - Name/ Time In / Time Out /date 

of arrival / date of departure / address  being maintained?

 √ 

16

Is a register Room wise of consummables ( other than fixed assets ) 

having all particulars of items like - buckets / room heaters / 

mattresses / Bed sheets / covers etc being maintained?

 √ 

Record is maintained in a register. 

17

Is a record of Fixed Assets (FA) installed at the guest House being 

maintained?                                                                                                                                                                                                                                                     

a) Does it contain all the details of FA like - Quantity / location / 

Make and type/Identification Number/Value etc.                                                            

b) How often is verification of the FA carried out?                                             

c) Are the physical balance compared with the book balances?                                                                                                                                                                                                                               

d) How many discrepancies have been reported?

 √ 

*Stock Register is maintained.

*Physical Verification of items is carried out. 

*Yes

*No discrepancies have been recorded till date. However, it was 

advised     to maintain a record of discarded items in the department. 

1

2

3

4

5 As explained by IQAC departmental  files  should be indexed and numbered as per ISO standards nomenclature. 

Bill Number not maintained in the stock register

IQAC Remarks

All registers consummable and non- consummable needs to be certified and signed by the head of the department.  and indexed.

Separate entry for broken items to be included in Faculty flats handover form.

Register for discarded items should be maintained in the department. 



S.No Points for Checking Yes No If Yes, Records perused

1

Do the Institutes submit Internal marks in time?                                                                                                                                                      

What is the follow up action taken by the department in case of defaulters i.e 

faculty who do not submit in time. No

Repeated Calls and follow up emails are sent to 

Schools/Institutes who do not send the Internal marks in 

scheduled time. Dissertation/project/seminar etc NTCC marks 

are mostly delayed unusually.

2

Are the question papers submitted in time by the Institution?   Does the 

department make a list of defaulters?   What is the follow up action taken by 

the department in case of defaulters?

Yes
In Even Semester 2022 Question papers were received on 

Amizone timely

3

Explain the methodology adopted for maintaining  secrecy of Question Paper.                        

Highest order of secrecy is maintained during handling of 

question papers starting right from its uploading/ submission 

till students view during conduct of examinations.

Even Semester 2022 Question papers were Uploaded and 

Moderated on Amizone. The data is secured in Amizone Server 

at AUUP. As per previous practice Question papers are printed 

and packed in Examination Secrecy Section.

4

Explain the methodology followed for maintaining Records of checking of 

Answer Sheets.                                                                               Answer books are available for Evaluation and Checking at 

Examination Dept only. As per Regulations Answer books 

cannot be taken out of examination department. Every Answer 

book packet is Bar Coded for easy access and record keeping. 

Bar Codes also helps in errorfree generation of real time 

Evaluation / Checking status for easy monitoring.

Checklist For Examination Department 

AUH/IQAC/Exam CL - 2/ Rev-I/2022                                                                                                                        

Name of Auditor-                                                                                                                                           Date :     08 /06 /2022     

(Accredited with Grade ‘A’ by NAAC)

IQAC-CHECKLIST - INTERNAL AUDIT  2021-22



5

What is the time frame for marking of answer sheets by Regular/Visiting 

faculty.
As per Examination Calendar Evaluation & Checking of 

Answer Books has to be completed within 05 (Five) days after 

the date of conduct of the examination (Coding within 1 day, 

Evaluation within 3 days after Coding, Checking within 1 day 

after Evaluation)

6 Unfair means committee records & details of Unfair mean cases. As per record

7 Examination Sub Committee details of each Institutes and their charter. As per record

8
Status of Review and Update Policies. If any?

Yes
Last update was related to the grading system approved by the 

Chancellor AUH.

9

What is the  policy for conducting Ph.D examination at AUH? Ph.D Coursework examinations and Thesis evaluation is 

carried out by Examination Dept. as per laid down Ph.D 

Regulations and Guidelines of AUH 

10

Receipt and uploading of Internal Assessment marks:-                                                                                                                                                                                                                                                                                                      

-Time frame-                                                                                                                                                                                                                                                                                                                                                                                  

-Timely receipt/Delay in submission by institution (trends)                                                                                                                                                                                                                                                                                                                        

-Changes being made by institution after submission(trends)

As per Examination Calendar

-Before start of Examinations

- Delay is there. Longest delay with AIBAS and ABS Schools.

11 Are the activities going according to Examination Calendar? Mostly

12 Have the Examination regulation been circulated to all institutes of AUH? Yes

13 Records of printed main Answer Sheets. Well recorded and maintained

14
Are the documents retained according to document retention policy? Is there 

any policy in place?

Documents retained since beginning. Document retention 

policy is to be devised

15 Are  Roles & Responsibilities of staff defined and known to all? Yes KRA document is available.

16 List of Files: to be maintained in the department.                                                                                                                                                                                                                                                                                                                                                                 

(i) Result file program wise 

Year 2019-20 2020-21 2021-22

Number

18 Total number of outgoing / final year students 1556 1706 To be computed

Year 2019-20 2020-21 2021-22

Number 1556 1706 To be computed

Year 2019-20 2020-21 2021-22

Number

Year 2019-20 2020-21 2021-22

Number of days 22.43 29.01 To be computed

17

Number of outgoing / final year students year wise during the last three years

22

Number of complaints/grievances about evaluation year wise during the last three years 

19

Number of students appeared in the University examination year wise during the last three years

20

Number of revaluation applications year wise during the last three years

21

Number of days from the date of last semester-end/ year- end examination till the declaration of results year wise during the last  three years 

Data Requirements for last three years: 



Year 2019-20 2020-21 2021-22

Number 42 19 To be computed

Year 2019-20 2020-21 2021-22

Number of Applications 1 5 To be computed

24

A. 100% automation of entire division & implementation of Examination

Management System (EMS)

B. Only student registration, Hall ticket issue & Result Processing

C. Only student registration and result processing

D. Only result processing

E. Only manual methodology

1

2

3

It is necessary to preapre a document retention policy in the department at AUH.

The processes in the department are all automated. 

The department is proactively preparing a plan for publishing results within 20 days as per the requirements of various Accreditating and Ranking agencies. 

IQAC Remarks

100% Automated

Status of automation of Examination division along with approved Examination Manual

23

Number of applications for revaluation leading to change in marks year wise during the last three years 

Data Requirement for last three years: 

22

Data Requirement for last three years: 



S.N Points for Checking Yes No If Yes, Records perused

HR Overview

1 Are the HR goals aligned with the AUH Vision and  Mission ? Yes Refer page number 7, HR Policy Manual 2021, Volume III

2 Are any SOP’s laid down for all the HR processes? Yes
Refer HR Policy Manual 2021 & HR Orientation Manual Jan 

2022

3 Are the working hours clearly defined ? Yes
Refer page number 25,  HR Orientation Manual & our letter 

signed by PVC & VC,- 2018

4 Is there an open form of communication between HR and other departments ? Yes

5 Are roles and responsibilities known to all personnel of HR office? Yes
HR Departmental Manual is given to all the staff in the HR 

department.

Manpower Recruitment.

6 Is there a recruitment policy available with HR?  Yes Refer page number 13, HR Policy Manual 2021, Volume III

7 Are recruitments done in consultation with the HOI/HODs? Yes Refer page number 19- 20, HR Policy Manual 2021, Volume III

8
Do you maintain record of advertisements given for vacancies in 2021–2022 

sessions?
Yes Copy perused

9
Which recruitment sources are used, i.e., advertisements, job boards, referrals, social 

media, etc.?
Yes All of them

10 What is the time lag between the requirements placed and fulfilled? One to Two months

11 Are current employees made aware of openings within the organization? Yes
Employees are aware of the openings as we do consider the 

internal referrals.

12 Are applicants required to complete application forms for open positions? Yes
Applicants are asked to fill the Interview Forms after Pre-

Screening.

13 Is the process of recruitment, screening and  selection documented? Yes The records are maintained in the employees personal files.

(Accredited with Grade ‘A’ by NAAC)
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14 What is the total number of full-time employees ?( Teaching and Non Teaching)
Teaching : 343

Non-Teaching : 434                                                                                                                                   

15 What is the total number of part-time employees? ( Teaching and Non Teaching) VF- 20, Adjunct Faculty- 2

16 Is there any induction process at the deaprtment level for the new employees? Yes

Yes, induction is conducted at both the levels; HR (Refer page 

number 23- 24, HR Orientation Manual) & respective institutes/ 

schools/ departments.

17 Do job descriptions & specifications exist? Yes
The Job Descirptions are shared by the respective departments to 

the HR Department.

18 Are employees correctly designated? Yes As per UGC Norms.

19 How do you handle shortage of faculty/staff during the academic session? 

Shortage of Faculty during the Academic Session is adjusted by 

hiring Visiting Faculties whereas shortage of Staff is handled by 

sharing of staff within different departments.

20 Is there over staffing? No

21 Is there a standard offer letter? Yes Copy was perused

22 Are the references of job applicants checked? Yes By both Alpha & Bravo HR Teams.

23 Is there any process for background verification of a selected candidate? Yes
The HR has designed a form wherein HR obtains full details of 

the candidate to be employed including the last drawn salary. 

24 Is attrition/ employee turnover rate monitored? Analysis chart if any for last 5 years Yes

People resigned in :-                                                                                

2021-22-  80                                                                                           

2020-21-  96                                                                                           

2019-20-  87                                                                                                     

2018-19-  98                                                                                                 

2017-18- 121

25 How long can an employee be temporary? Employees are on a Probation Period for a year.

26 Are unsuccessful candidates notified? Yes HR Executives notify the unsuccessful employees over the phone.

On boarding 

27 How are the policies & work rules communicated to the new employees?

The policies are communicated to new joinees in the Orientation/ 

Induction programme held after a week of joining of the new 

employees. We provide e-copy of the Orientation Manual to all 

new employees during the Orientation Programme (Refer Page 

No. 23-24 of HR POLICY MANUAL).

28 What is the probation period for a new employee? One Year



29 Post probation, what methodology is used to review an employee?  

If no derogatory or unsuitable  remarks is received from 

respective Department HOI/ HOD about the performance of an 

employee during the probation period, he/ she gets automatically 

regularised.

30 Are workplace policies and procedures communicated to all new employees ? Yes

31 Is there an employee handbook? Yes
At the time of joining, we provide the e-copy of the HR 

Orientation Manual to all employees.

32 Is there an orientation at AUH level or on-boarding policy? Yes
After the joining of employees, HR conducts the Induction where 

Hon'ble VC & PVC meet the new joinees.

33 Are new employees introduced to others employees, including management? Yes By respective HOI/ HODs

34 Are new employees introduced and trained appropriately for their job? Yes

Compensation and Benefits

35 Do you have a policy on compensation and overtime pay ? Yes
Yes, we do have a policy for Compensation by Comp-Off and 

Overtime pay is applicable to Drivers only.

36 Are compensation levels/plans monitored and reviewed annually? Yes

37 Is there a formal pay structure? Is performance tied to compensation? Yes Amity Pay Scale.

38 Is pay structure tied with designation? Yes

39 Is the working hours/time of an employee monitored, How? Yes EDP Cell monitors the working hours through Amizone.

40 Are benefit plans reviewed annually? Yes

41 Are employees informed/oriented regarding their benefits? Yes
Refer page number 14,  HR Orientation Manual Jan 2022 and 

page number 36, HR policy Manual 2021

42 Are final paychecks provided on time? Yes .

43
Are paid time off (vacation, holidays, etc.) structures developed and equally 

enforced?
Yes Refer page number 26- 30, HR Policy Manual 2021, Volume III

Training & Development

44 Are employees provided with opportunities to develop their existing skills? Yes

45 Are employees evaluated after completion of training programs? Yes

46 Are all employees trained on discrimination and harassment issues? Yes
Refer page number 38, HR Policy Manual 2021, Volume III and 

page number 31, HR Orientaion Manual Jan 2022



47
Do you have a sexual harassment or discrimination policy, along with how to file a 

harassment complaint or investigation procedure?
Yes

Refer page number 38, HR Policy Manual 2021, Volume III and 

page number 31, HR Orientaion Manual Jan 2022

Employee Relations/ Motivation

48 Does the HR have a system of performance appraisal in place? Yes Refer page number 30- 32, HR Policy Manual 2021, Volume III

49

Is there a clear and well communicated process in place for receiving and handling 

employee complaints/issues?
Yes

Employees may lodge their complaints through Amizone page, 

wherein he/ she is required to fill up some details which remains 

confidential with HR. (Refer page number 35, HR Policy Manual 

2021, Volume III)

50
Do you have a process for evaluating Employee Satisfaction levels across AUH? 

Like Employee Happiness Index etc.
Yes At HOI level.

51 Do you have any exit interview objectives and process? Yes Employee Clearance/ No Dues

52 Is there a whistleblower policy in effect? Yes AUH follows Open Door policy

53 What all improvement areas have been identified during Exit interviews? Compensation & Professional Growth

54

Have you prepared any analysis based on exit interviews pertaining to- company's 

culture; its policies; it's relationship with employees, customers, stakeholders, 

community; its systems and processes, HR policies and practices, health and safety 

issues, their own good and bad experiences with the organization and its various 

employees etc. ?

Yes It is an ongoing process

55
Do you maintain any data pertaining to number of employees retained during exit 

interviews? 
Yes

56 Do you have any policy for employee stress management? Yes
Routine Yoga Sessions are conducted in the morning and evening 

(Refer Employee Welfare Measures Policy)

57
What new services and facilities have been implemented during the last year? Add 

Annexure.

HR Policy Manual June 2021

HR Orientation Manual Jan 2022

HR Welfare Measures Booklet

HR Departmental Manual

Nomination Form

Virtual (PBAS, Cadre, Interviews, Induction, No Dues/ 

Clearance, etc.)

AUH Directory                                                                               

FIS                                                                                                   

CAS

Documentation

58 Do all employees have a personnel file? Yes



59 Are the personnel files up to date? Yes

60

What documents are held in personal files? Please tick

     Resume

     Matriculation Certificate 

     Higher Secondary Certificate 

     Bachelor's Degree with the duration of the course

     Master's Degree with the duration of the course

     Ph.D Degree

     Offer letter of the faculty and the Date of Joining list

     Aadhar card 

     PAN Card 

     Experience letters of previous organisations served

     Reserved Category Certificate (If applicable)

     Salary slips of previous organization along with bank details

Yes
All of the documents mentioned here are kept in individual's 

personal file.

61 Are documents maintained kept for the required duration ? Yes

62
Are ex employee details maintained. If yes, what is the time period for retaining the 

records.  
Yes Throughout the lifetime

Safety & Security

63
Are employees encouraged to promptly report incidents, and suggest ways to reduce 

or eliminate risks?
Yes

It is an open door policy.

64 Are insurance premiums and competitive quotes reviewed on a periodic basis? Yes By Central Office

65 Is the workplace environment maintained with safety in mind? Yes

1

2

3 The department has adopted the following  best practices listed below to streamline the HR processes.

a

b

c

d The recruitment process passes through a 3-tier system to hire competent faculty and staff at AUH.

The department can create a flow chart of the recruitment process which can be included in the HR policy manual for easy understanding

The details of non-teaching staff did not match with the data obtained from Dean Academic office. It is advised to cross check and identify the gap. 

IQAC Remarks:

The employees at AUH must fill an online nomination form so that, in case of any unforeseen circumstances the full and final settlement can be credited to the nominees. 

The interviews, CAS, PBAS, exit interviews have been made online for all employees at AUH.

The department is uploading all data of each personnel at AUH on TCS-ion to facilitate extraction of details of an employee on a click of a button.



 
(Accredited with Grade ‘A’ by NAAC) 
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CHECK LIST FOR LIBRARY- 2022 

Check List No. 2022 - 1, Rev I     

Internal Auditor – Dr. Sunita Sharma, Dr. Vidhi Bhargava, Mr. Onkar Singh, Mr. Vijay Date: -13 /06 /2022 

 

S No Details  Remarks  Documents Attached 

1 Is the libraryfull automated? Library is automated Using “KOHA” 

integrated library management software. 

Also, OPAC-Online Public Access 

Catalogue id implemented. 

Library Software 

 

Library OPAC 

 

2 Does the library have an Advisory Committee? Yes Library Advisory 

Committee 

 
3  How many members are there in the Advisory Committee? 

20 

4 What significant initiatives have been taken by the committee 

to render the library student/user friendly? 

Wi-fi Facility, 20 Desktop with LAN, 

Library Online Catalogue, Lift and 

Escalators, Braille facility for disability 

users, Shelf Indicators for users, Books 

Exhibition, Charging points for Laptop. 

Library Facilities 

5 Is the floor plan displayed prominently? 

Yes 

Library Layout 

Ground Floor Layout 

Lower Ground Floor 

 

6 Is there a fire alarm system installed in the library? 

Yes 
Fire Alarm with 

CCTV 

 

http://10.6.2.14:8080/
http://10.6.2.14/
https://docs.google.com/spreadsheets/d/1wAZdeWCQKzlnOencwVG1YKRS868_Zeci/edit?usp=sharing&ouid=108263923653760476469&rtpof=true&sd=true
https://docs.google.com/spreadsheets/d/1wAZdeWCQKzlnOencwVG1YKRS868_Zeci/edit?usp=sharing&ouid=108263923653760476469&rtpof=true&sd=true
https://drive.google.com/file/d/1L9-UIVZNBs73_4E9WjooPGre2O7vaiAI/view?usp=sharing
http://www.amity.edu/gurugram/library
https://drive.google.com/file/d/1tRczLjwXD2or7BT7GTsViU3kXNncHIZb/view?usp=sharing
https://drive.google.com/file/d/1TRC6urVyaV73v1YCJ44JIxk7K1ETRaA2/view?usp=sharing
https://drive.google.com/file/d/1fs6-mNHm2Lm765AVQTMlVsVFsXLlF_yG/view?usp=sharing
https://drive.google.com/file/d/1fs6-mNHm2Lm765AVQTMlVsVFsXLlF_yG/view?usp=sharing


7 Does the library have access to differently abled users? 

Yes 
Braille & RFID 

Facility 

8 Provide the number of books/journals/periodicals that have 

been added to the library during the last three years. 
Books Added: 
2020-21: 2608 

2021-22: 942 

2022-23: 243 

Journals Added: 
2020-21: 217 

2021-22: 68  

2022-23: 206 (sent to H.O. for approval)  

 

9 Is there a minimum of 1 to 5 as per AICTE/UGC books per 

student? 
Yes, as per AICTE Norms 

Books status as per 

Norms 

 10 Is 1 new book per student added each year? Yes 

11 Do the materials reflect the range of reading levels, so that all 

students can find books that are appropriate to their 

independent reading level? 

Yes 
 

 

Rare and general 

motivational books 

 

12 Do the books reflect cultural and linguistic diversity? Yes 

13 Do the books represent a wide variety of genres and types: 

picture books, chapter books, poetry, folktales, joke books, 

historical fiction, mystery, science fiction, fantasy, biography, 

classical, series, multicultural, nonfiction, etc.? 

Yes 

14 Are the books selected for their quality and reader appeal, both 

in interest and reading level? 

Yes, books are purchased as per 

recommendation from faculty 
 

15 Are the books attractive and in good condition? Yes Display of books 

 

Most Popular titles  

 

16 Are there multiple copies of popular titles, so that students can 

read books together? Yes 

17 Do the students have voice in recommending books for the 

collection? 

Students give their choices to HoI/HoD. 

The department recommends it to 

Librarian. 

 

18 Does the library contain a variety of materials: books, 

magazines, catalogs, listening center with books-on-tape, 

computer and computer software, art supplies and writing 

Yes, sufficiently contain variety of 

materials. 

CD-Rom 

 

https://photos.app.goo.gl/884GLcZ13vu8XuZm9
https://photos.app.goo.gl/884GLcZ13vu8XuZm9
https://docs.google.com/spreadsheets/d/1zj7_M6VOJrBz48pX8BZUkbhTTdKUxY2S/edit?usp=sharing&ouid=108263923653760476469&rtpof=true&sd=true
https://docs.google.com/spreadsheets/d/1zj7_M6VOJrBz48pX8BZUkbhTTdKUxY2S/edit?usp=sharing&ouid=108263923653760476469&rtpof=true&sd=true
https://drive.google.com/file/d/1OkQr_uMqJ-HVmaw2Re76v_sKiiR4P9F7/view?usp=sharing
https://drive.google.com/file/d/1OkQr_uMqJ-HVmaw2Re76v_sKiiR4P9F7/view?usp=sharing
https://docs.google.com/presentation/d/1OdS1dqT6k0sHtj9tdwSmV2DzRGblEiDm/edit?usp=sharing&ouid=108263923653760476469&rtpof=true&sd=true
https://drive.google.com/file/d/1Ort969jTNon2eJ2YTLGuI2GGJ3EQ6aPT/view?usp=sharing
https://drive.google.com/file/d/1Phez5LBPNU9MghWewqqLEKB8Ihj6NFBQ/view?usp=sharing


paper to respond to reading, etc.? 

19 Are the materials accessible to the students? Yes  

20 Are the books categorized and arranged in a logical and clear 

manner: authors, genres, themes, series, topic, new books, 

read-aloud, award winners, etc.? 

Books are categorized as per department 

& discipline wise. Award winning books 

(Wings of fire) in fiction section are 

found present 

Award winner books 

 

21 Does the organization promote the reading of different genres, 

authors and types of materials? 
Yes, new arrivals are displayed on 

OPAC. 

New books display on 

OPAC 

 

22 Is there easy-to-read and highly visible signage to aid the 

students in finding materials? 
Yes 

 

23 Does the organization and signage invite browsing and use? Yes  

24 Are many of the books arranged with their covers facing 

outward? 
Yes 

Books by cover facing 

 

25 Is there a display area to highlight books and is the display 

changed frequently? 
Yes 

New Arrivals 

 

26 Is the library weeded of old, tattered, and worn books on a 

regular basis? 
Yes 

 

27 Is there a management system for checking out materials and 

monitoring their return? 
Yes 

RFID system for 

monitoring 

28 Is the library located in one area of the room or are the reading 

materials and reading areas dispersed throughout the room? 
Yes, Open Access System for users. 

 

29 Are the reading areas defined with rugs or furniture 

arrangements? 
Yes 

Student sitting 

 

30 Is there an area set aside for quite reading? 

Yes 
Quite reading area 

with sunlight 

 

31 The total no. of journals subscribed in the University: 

a) International–– 

b) National–– 

c) Peer Reviewed–– 

d) Back Volume of journals–– 

a)   International: 39 

b)   National: 167 

c)   Peer reviewed : 120 

d)   Back volume of journal: 651 

e)   E-Information resource: 

Print Journals & 

Magzines-2022 

 

https://drive.google.com/file/d/1MHZbbFf0XDilaYa5S7yQd49EWw6KCk_Z/view?usp=sharing
https://drive.google.com/file/d/1bT5JN7woP5WrKcIpjv91fpa5VeS23WlB/view?usp=sharing
https://drive.google.com/file/d/1bT5JN7woP5WrKcIpjv91fpa5VeS23WlB/view?usp=sharing
https://docs.google.com/presentation/d/1g19NdU6rHtZ5jtFVe3Sz7UUArPPSCbvB/edit?usp=sharing&ouid=108263923653760476469&rtpof=true&sd=true
https://drive.google.com/file/d/1iCdzsoUcTtTdNgEfL9KsZeBhtQMs1Njv/view?usp=sharing
https://photos.app.goo.gl/884GLcZ13vu8XuZm9
https://photos.app.goo.gl/884GLcZ13vu8XuZm9
https://drive.google.com/file/d/1i2Gfpf7RZ2vPMXk35V-0qGQP9SL0ufRC/view?usp=sharing
https://drive.google.com/file/d/1Feh5jIiIybKf2XxAHbWG7vEpJ2XqNZM3/view?usp=sharing
https://drive.google.com/file/d/1Feh5jIiIybKf2XxAHbWG7vEpJ2XqNZM3/view?usp=sharing
https://docs.google.com/document/d/1tVxnsC_MSxgT1QbYBg5czfhUKivvQvlV/edit?usp=sharing&ouid=108263923653760476469&rtpof=true&sd=true
https://docs.google.com/document/d/1tVxnsC_MSxgT1QbYBg5czfhUKivvQvlV/edit?usp=sharing&ouid=108263923653760476469&rtpof=true&sd=true


e) E-information resources–– 

 Cds/ Dvds–– 

 Databases–– 

 Cds/ Dvds– 2007 

Databases––8 

32 The total no. of magazines subscribed: 

a)  National–– 

b) International–– 

c) National– 23 

International– 0 

33 The total no. of Newspaper: 

a) Hindi–– 

b) English–– 

c) Any other––  

Newspaper:  

Hindi: 02 ( Dainik Jagran, Amar Ujala ) 

English: 04 (TOI HT, ET, The Hindu) 

Newspaper stand 

 

34 Is there a feedback register in the library to collect feedback 

from its users? 
Yes, 

 

35 Working hours of the library 

 On working days–– 

 On holidays–– 

 During examination–– 

On working Days: 9AM to 9 PM 

10 AM to 4 PM (Saturday and Sunday) 

During examination: 9 AM to 9 PM 

 

36 Is there an issue & return registers maintained in the library? If 

Yes,  

Average number of books issued/returned per day–– 

Maximum number of days books are permitted to be retained 

 By students–– 

 By faculty–– 

 By staff–– 

Yes 

Jan to 8June 2022 (Total circulation 

7896) 

Average no of books issued/returned per 

day: 60 

 

Maximum no of books permitted to be 

retained by 

 Students-03 books for 14 days 

(one reference book whole night) 

 Research Scholar- 06 books for 1 

month 

 Faculty- 06 books for 1 month 

Staff- 02 books for 1 month 

 

Circulation report 

 

Usage report- google 

analytics 

 

 

 

37 Is a visitor register maintained? If Yes, 

Average number of users who visited/consulted per month–– 
Visitor register is maintained. 

Average / total no of users who 

visited/consulted per month-Total -330  

 

https://drive.google.com/file/d/1O-SxblOThGuxhzYgrusOEfeaA5cr-Ih1/view?usp=sharing
https://docs.google.com/presentation/d/1ScKCXrSpc9fqxVmcR8hljzr8-7tTaafU/edit?usp=sharing&ouid=108263923653760476469&rtpof=true&sd=true
https://drive.google.com/file/d/1k5aYlXsfxcOGVEn9-7-oXa4jUM0Hp2WD/view?usp=sharing
https://drive.google.com/file/d/1k5aYlXsfxcOGVEn9-7-oXa4jUM0Hp2WD/view?usp=sharing


38 Are students allowed to retain books for examination? Yes  

39 Which of the following services/facilities are provided in the 

library? 

 Circulation 

 Clipping 

 Bibliography Compilation 

 Reference 

 Information Display & Notification 

 Book Bank 

 Photo Copying 

 Computer and Printer 

 Internet 

 Online Access Facility 

 Inter Library Borrowing 

 Any other 

Services that are provided in the library 

are: 

 Circulation 

 Clipping 

 Reference 

 Information Display & 

Notification 

 Computer and Printer 

 Internet 

 Online Access Facility 

 Inter Library Loan 

 

 

 

IQAC Remarks: 

1. All files and registers need to be certified, coded, and indexed. 

2. All bills to be saved in both hard and soft copy. 

3. For all book purchasing records- 2019 onwards department wise summary sheet needs to be attached with each bill. 

4. Minutes of the meeting held on 16th February 2022 was not placed in the file.  

5. Escalator for going down in the library was nonfunctional.  

6. The books/ reports need to be placed at the designated places. For e.g., the rack on which government reports were 

mentioned did not have the reports but MCQ question paper bank.  

7. It is advised to scan and keep a soft copy record of all the challans year wise available in the central library as a ready 

reckoner.   

 



S.No Points for Checking Yes No If Yes, Records perused

1 Do you share any SOP with the students, who are comming for the placements? Yes 

Placement Guidelines Handbook for students and placement brochure is in place and is 

circulated to all the department and students. The placement brochure requires formatting 

w.r.t spacing and font sizes. It is a suggestion that can it  be made more visually appealing/ 

eye catching. 

2 Placement trends for the last three years.(up/ down) Yes The Placement trend graph indicates an upward trend in placement for the last 03 years.

3 Total number of companies that visited in the last three years. Yes

There has been an upward trend in the companies visiting campus for placing AUH students 

.A total of 976 companies  have visited in the last 3 years. the details are as under:                                                                                                                                                 

2019-20-  194                                                                                                                                             

2020-21: 375                                                                                                                                           

2021-2022: 407

4 Total number of companies listed in Fortune 500/MNC that visited the campus. Yes A total of 140 companies listed in Fortune 500 / MNC have visited the campus in 2022

5 Number of companies that have come in each of the last 3 years. 

A total of 74 companies have visited the campus in each of the last 3 years namely - 

2020/2021/2022 out of which 6 companies are from Fortune-500 list, 25 MNCs and 43 

National companies.

6 Number of companies that discontinued coming.
A total of 47 companies have discontinued coming to the campus in the last 3 years - 

2020/2021/2022

7 Do you maintain any Student profile sheets ? required by the companies. Yes Record of Resumes were available in uniform university template. 

8 How do you make the students aware of the roles & responsibilities? Yes

*Job Description(JD)  for each role is shared with the targeted students and the JD includes  

Website, location and compensation strucutre through email/whatsapp/Amizone.                                                                                                              

*Placement Guidelines are shared with the students before the starting of Annual placement 

session.

9
Please share your on-campus recruitment process. Yes

The campus recruitment process is documented in the Placement guidelines handbook on 

page no -6

(Accredited with Grade ‘A’ by NAAC)
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10

Pre-placement workshops conducted:

• Number of grooming lectures given to students                                                            

• Total number of Mock interviews sessions conducted                                                               

• Information given to students about the companies which are coming for interview        

• Career Advisory Services- Yes 

• Resume Writing Skills- Yes

• Job Search Tips-Yes

• Interview Strategies-Yes

• Aptitude Development Workshops- APAT Test Conducted for ABS/ASET

• Group Discussion Competence-NO

• Communication and Presentation Proficiency-NO

• Personality Development Techniques-Yes        

44

44

36

Yes

*The department conducts Preplacement orientation session for summer internships and final 

placements for each institutes/ schools before the start of the Placement season every year.                                                                                                                           

*Information about the companies, interview schedules, final selection mails are shared 

through E-Mail, Amizone & Whatsapp Groups.                                                                                    

*The department conducts aptitude test for management (ABS) and engineering(ASET) 

programmes. Record of the aptitutde test conducted for students forthe above mentioned 

programmes was perused. The score sheet  of students was reflecting  the areas of 

improvement and it should be addressed by the institutes to obtain good results in placement .                                                                                                                                       

* Sample copy of resume writing skills was checked. The department has provided students a 

uniform format for writing their profile to initiate placement process.                                                                                        

11 Feedback given to students on their performance after the conduct of  training sessions.
YES

Performance report/ Process Closure report is  shared with institutes / schools. Verbal 

feedback is also given to the students post the training session.

12
Industry feedback on quality & performance of our students   & analysis given back to 

institutes for corrective action. YES
Yes

13

Number of Industry Visits/ Knowledge Sessions/ Guest lectures conducted by CRC.

A total of 66 Industry Visits/ Knowledge Sessions/ Guest lectureshave been conducted by the 

department till date. Reports of the same was perused during audit. 

14

Institute wise placement analysis

• Institutes with best placement record                           

• Institutes with minimum placement record            

• Institute wise root cause analysis for low placements wherever applicable.

                                      

Record of students placed institute/ school wise Analysis sheet is attached as Annexure- A. 

A brief on the institutes having placement is as under:                                                                                     

*best placement record  was found in ASET & AIIT- 18.5 LPA; In the category of 10 LPA 

the instuitutes are ABS, ACC,AIB,AIBAS,ASAS, ASCO & ASL.                                                                                             

*minimum placement record was found in the institutes  in AID, ASAP, ASFDT &  ALS 

with 2.4-3.0 LPA.                                                                                                                                

* The institutes having average placement within 3.1 -8.5 LPA are  ACON, ,ASFA,ASH, 

AIP,AMS and ASLA.                                                                                                                                                      

* The institute having NIL placemenst are ASEES and ASE.                                                        

*The  reasons for low placement is changing market dynamics,  Inadequate manpower, 

inadequate batch size and low interest of students for participation in campus placement.

15

Quality of placement

a) Below 2.40 lacs  -   %

b) 2.41 to 4.00 lacs -   %

c) 4.01 to 6.00 lacs -   %

d) Above 6.00 lacs  -  %

e) Overseas placements -  %

 * Overseas placement is NIL at AUH. The % of students placed in category a-d is (a) 30.1% 

, (b) 36.9%, (c) 14.8% and(d) 18.2%                                                                                                                                                                                                

*The quality of the placements can be improved. The placement coordinators in the institutes 

should motivate and groom students with the help of CRC for placement. Mock drills w.r.t. 

technical knowledge can be conducted at the institute/ school level.

16
Institute wise list of offer letters given, appointment letters given and no. of students 

actually joined.

Offer letters files is being maintained in the department. Placement process is ongoing and 

joining in many organisations is subject to the availability of Provisional Marksheet with the 

students.It is advised by IQAC that the offer letters of the students should be placed as per the 

excel list maintained in the department. 



17

Analysis of students Interested & Eligible for placement institution wise:

(a) Total number of student in Batch. 

(b) Total number of Eligible students.

(c) Total number of Not Eligible Students./Total no of interested Eligible Students. 

(d) Total  number of student who opted out.

(e) Total nmber of students placed through personal efforts (PPO)-
Detailed report attached as Annexure - A

18
How much in advance does the department inform the institutes about the placement?    

3-5 days in advance on an average. In case there is a short notice job opening students are 

immediately informed and job details are shared. 

19 Number of In campus & Off campus interviews.
On Campus Drive held was - 03 and Off campus drive held was - 388 on virtual modes.

20

Institute wise number of students who  refused to join after receiving offer letters.  The department will produce the final list of students  who refused to join after receiving offer 

letters because the process is still ongoing for students who have multiple offers and have not 

made a decision till date. 

21
How do you identify the target companies? When do you send the invitation to target 

companies?

Indentification of the companies is done bt the department on the basis of Old/Repeat and 

New companies/brand and compensation offered. The campus hiring invites are being shared 

45 days before the actual start of campus placement season every year. Sept & Oct  months 

are the ideal months where the annual campus placement season kicks off.

22
How many students were absorbed/ pre placements offered to students  by industry 

during Industrial training & Summer Internship?
168 students have been absorbed in the indusrty where they had done their internships. 

23
Every year, before the placement season starts, are the meetings conducted between CRC 

Teams and Placement In-charges?
Yes

Placement orientation session is organised every year before the start of the annual placement 

season between CRC teams/HOI/Faculty Placement Co-ordinators of the institutes/ schools.

24 Target distribution process with CRC Team? 
Yes

Each CRC member has been allocated departments and target is given to achieve 100% 

placement. 

25
How often do you review your targets with your team? Details of month wise review 

meetings with MOM/PPT required.  

The director CRC reviews target with his team on daily & monthly basis.The minutes of the 

meeting were perused. It was suggested to endorse signatures of members present during the 

meeting . 

26

Details of second level meetings conducted with HOI of the concerned Institute to 

discuss the feedback over the current market scenario, deficiencies in functioning of 

CRC and areas of improvement in students.

The director CRC informs the HOIs on email. It is an On going process. Sample of 

communication with institute was perused during audit. 

27
Procedure for taking feedback from companies as per a pre designed format. Analysis of 

feedback and is it communicated to all Institutes.

The process of obtaining Feedback from recruiters need to be strngthened. The file produced 

during audit was not updated. 

28 Record of offer letter distribution & Information about joining dates.
The department shares a  copy of offer letter files  with each institute after the formal 

conclusion of the annual placement season every year. 



29

List of Files: to be maintained in the CRC

(i)     Basic data file as per companies requirements.  Students Data

(ii)    Placement status. Refer Offer letter file 

(iii)   Unplaced status. Weekly Report- New Fill to be prepared

(iv)   Voluntary note of students who opted for Higher education. Decleration Forms 

File to be update

(v)    Voluntary note of students who opted for Business. Decleration Forms file to be 

updated

(vi)   Company database. Organisation Sheet to be prepared 

(vii)  Coordination by dept. E-mail sent to department which will be further shared 

by faculty placement co-ordinator to students concerned. 

(viii) Summer Internship.

(ix)  Feedback of companies. Feedback forms- To be updated

(x)   Notices issued by the department. Job Description- To be updated-SPOC to 

prepare

(xi)  Results of placements. - Selection Email shared with the respective HOI with a 

copy to senior management.- To be updated

(xii)  Record of Mock test. APAT- New fill to be prepared

(xiii) Staff personal file.

Few of the files were not updated during audit. The deparrtment will close the non 

conformities and share the status of the updated files with IQAC in follow up audit. 

A

B

1

2

3

4

5

6

*Placement process for 2022-2023 has been initiated proactively by CRC.

Few of the files need to be updated. It is recommended to keep all files updated on a regular basis. 

An IQAC audit file should be available in the department . 

IQAC Suggestions

Mock drills w.r.t. technical knowledge can be conducted at the institute/ school level for students to enhance the skill set of the students for achieving better placement opportunities. 

The data of  Higher Education opted by  students with proofs  should be shared with CRC Director for record. It is recommended that the institutes should share data of letter of recommendation given 

to the student for higher education with CRC department. 

CRC should try to identify companies for the  placement of Environmental Sciences and Economics  pass out students.

CRC should conduct aptitude test for students of all institutes/ schools at AUH for better placement opportunities. 

* Placement brochure has been prepared and published for students as a ready reckoner. 

* CRC has entered into 9 MoUs with reputed industries. It will be beneficial for the placement of students.

* The department is pro actively involved  with Alumni and have been coordinating in organising webinars of success story of AUH aluminis.

* The number of companies have increased considerably for recruting students at AUH.

*The placement achieved w.r.t. institutes/ schools at AUH is 90.04% as per the data on 15 July, 2022. 

IQAC Remarks: 

The Director CRC  has initiated best practices in the department  which are as under: 

* Placement Guideline handbook for students was prepared and circulated well in advance to he students.

* Domain specific aptitude test has been initiated for students. For e.g in management and engineering where scores are intimated to HoI and students for improvement areas.



S.No. Points for Checking Yes No If Yes, Records Perused
1 Organization structure of Registrar office. Yes It was  perused during audit 

  

4 Are minutes of meetings above, conveyed in time? (time frame) Yes
Within a month between 15-30 days it is conveyed 

to the members for availability.

5 How is timely conduct of statutory body meetings ensured ? 
A calendar is maintained in and copy of it was 

perused.

6
How is implementation on decisions taken in the meetings of the authorities of 

university, committees and sub- committees checked?
Via E-Mail.

7
Progress on various policies, committees constituted time to time by the 

Registrar Office.
All the policies are available on the website.

8 How does the Registrar ensure the implementation of different Policies? Copies of policies is shared with all theHoIs / HoDs.

 Proposal, approval and Sanction of                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 

Approval is sought from Director General Higher 

Education  (DGHE) & then the new programme is 

started at AUH

In a year 2 meetings are conducted for Academic 

Council (AC) and Board of Management(BoM) and 

for Governing Body (GB) 3 meetings are conducted. 

Record of MoM  was perused.Till date only one 

meeting has been conducted for AC and BoM.  One 

meeting is lined up before Convocation for the 

BoM.  Meeting for GB has been proposed and will 

be conducted after seeking a suitable date from 

Hon'ble Chnacellor.

9

3

Frequency and Record of minutes of all councils & committees i.e.                                                                                                                                     

(a) Academic Council                                                                                                                                       

(b) Governing Body                                                                                                                       

(c) Board of Management                                                                                                    

Yes

IQAC-CHECKLIST - INTERNAL AUDIT  2021-2022

(Accredited with Grade ‘A’ by NAAC)

Check List No. 2022 - 1, Rev II                                                                                                                                                                                   

Internal Auditor-Dr. Sunita Sharma, Dr.Anil, Mr. Onkar Singh & Mr. Vijay Kumar                                                                                     Date-09/06/2022                                                                                                                     

Checklist For REGISTRAR OFFICE 

2

The organizational structure and the details of the following:-                                                                                                                                          

(a) Academic Council (AC)                                                                                                                                                                                                                    

(b) Governing Board,                                                                                                                  

(c) Board of Management

Yes

Record of the minutes of the meeting held of  

Academic Council, Governing Board and Board of 

Management was perused. It is suggested to share 

the soft copy of minutes of meeting held of 

Academic Council  with HoIs/ HoDs.



(a)New Programs  

The proposed programme is passed through the 

Board of Studies (BoS) and approved by Academic 

Council(AC)and then presented to BoM  for 

approval and NoC to start the programme is 

obtained from  Director Higher Education.

(b)New Institutes 

How are these proposals: (criteria for approval / rejection, time taken for 

granting approval) processed:-                                                                                                                                                                                                                                                                      
In one month approximately.

(a)Financial assistance to faculty for presenting papers/attend national / 

international conferences & workshops.    

02 facul;ty were given in -2021-22

Nil data due to COVID 19 in 2020-2021

05 faculty were given in -2019-20

(b)Approval for extraordinary / study leave.(define extra ordinary)
As perHR regulations and guidelines it is 

implemented. 

11

How many amendments were made in the University Regulations & Guidelines 

last year? Review of existing guidelines and issue of new ones. (Date of 

Guidelines /regulations and page number) (If any)

No amendments have been made so far.

12 Are there any RTI cases? No

Process of student cases:                                                                                                                                                                                                                                                                                                                                                                                                                                                      

(a) Exemption of late fee 
Few cases are considered with due approval from 

Hon'ble VC & Pro-VC

(b) Shortage of attendance.
B+ Cap list is available in Academic Office & also a 

copy is available in Examination Deptt.

14 Are various Roles & Responsibilities of personnel in Registrar Office defined? YES

Miscellaneous:                                                                                                                                                                                                           

(a) Procedure of documentations   

(b) Handling of University Law Suits  

(c) Procedure followed for MOU's

16 Record of total No. of students in the University semester wise. 5071

17 Record of withdrawal case of students.
The following is the record year wise for withdrawl 

cases - 2021-386, 2020-331, 2019-304 & 2018-426

 (a) Record of degrees awarded.                                                                                                                                                                                                                                                                                                                                                                                                                                           1758

(b) Record of degrees dispatched by post. Record was available with the department.

(c) Record of unawarded degrees due to non collection by graduand

Due to the pandemic the Convocation was not held. 

Students can apply online from 30th November for 

dispatch of degrees. 

19 Record of Lateral Entry                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        To maintain the record of students lateral entry. 

20 Policy on students lateral entry                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                
Registrar office should  have the final copy after 

making ammendements in the policy. 

21 Record of Convocation.
Data with the Examination department. It should 

also be available with Registrar office. 

9

13

18

10

15



22
Records of incoming Dak from outside AUH & distribution to different 

Institutes.
Yes Record was perused. 

23 Records of outgoing Dak collected from different Institutes. Yes Record was perused. 

24
Is a separate register being maintained for the incoming and outgoing 

correspondence?
Yes Record was perused. 

25 Are the entries in the register made on a day to day basis? Yes Record was perused. 

26
Is a separate record / register kept for documents/ correspondence sent through 

registered post? (copies of registry receipts should be preserved)
Yes Record was perused. 

Academic Related Files:                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                         

Institutes  

Academics (General)  

(a) Office Orders Record was maintained in soft copy.

(b) Scholarship  
In 2021-344 Scholarship on admission were given 

to the students. 

5. Docket sheet to be placed in the files.

1. Registrar office requies a high speed scaneer and photo copier as it maintains record of students data at the university.

2. Monthly signature of Registrar is requied on register. 

3. Registers to be certified and page numbers to be endorsed in the register. .

4.Transcript and degree charges are paid by students.Bonafide letter are sent to students without any payment. 

27

IQAC  Remarks: 
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