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Guidelines to Peer Team Members (Assessors)
National Assessment and Accreditation Council (NAAC) has been recognized as
Quality Assurance Agency of the University Grants Commission and is exercising
its autonomous role as a planner(in terms of planning the quality framework),
developer (designing and preparing the quality assessment instruments and
conducting training programmes to HEIs and Assessors), and as an overseer
(steering the assessment and accreditation process), rather than undertaking
the Assessment and Accreditation (A/A). NAAC seeks to make the process of
assessment of HEIs a holistic, systematic and transparent experience, based on
data, which can ultimately contribute to institutional improvement. It envisages
the Assessment and Accreditation process as an exercise based on mutual trust.
Guided by this philosophy, NAAC has been assessing and accrediting Indian
Higher Education Institutions (HEIs) through
a) an initial process of self review by the institution against the standards
followed by
b) an on-site Peer Team Visit (PTV) by an Assessing team of peer experts
(Peer Team-PT) and
c) a subsequent review and decision by the accrediting body to declare the
accreditation status of the HEIs. The Peer Team members are expected
to (and are trained to) carry out an objective assessment of the quality
of education offered in the HEIs.
Assessing the quality of education offered by an institution of higher learning is
the responsibility of the assessors.

Therefore, bringing in objectivity and

consistency in the way different assessors is very much essential during the onsite
visit.
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Since 2017, the NAAC Assessment and Accreditation processes have been
rendered online and for this purpose, all the stakeholders are provided with a
digital space which is defined as the ‘NAAC Assessor Portal’. Assessors (=
Peer Team Members or PTM) are also provided with dedicated portals with login
credentials.

Communications regarding Assessment and Accreditation and

submissions of the reports are also to be done through this portal. To facilitate
the onsite assessment process to be meaningful, an enriching experience to the
HEIs as well as the PTM, NAAC has evolved the guidelines detailed below, for the
Peer Team Members (=Assessors)to be relied upon and followed during the
onsite Peer Team Visit (PTV) to the HEIs.
Assessors need to know and understand the revised accreditation process of
Institutional Assessment and Accreditation. Assessors should have knowledge of the
Quantitative Metrics (QnM) and Qualitative Metrics (QlM) of the Accreditation Process.
The assessor’s main responsibility is to go through the Self–study Report (QlM)
and visit to the institutions with the NAAC team to assess the institutions and the
quality of education offered there. This will be a challenging and academically enriching
and stimulating experience. Assessors can also view the videos related to PTV on the
website of NAAC, under training menu.

a. Prior to the Peer Team Visit (PTV)
1. By definition Peer Team means that the members selected for the onsite
PTV are academic or administrative peers to their counterparts in the
HEIs. It is needless therefore to emphasize that the members of the Peer
Team and personnel of the HEI complete the process of the PTV, with
mutual respect,decor, objectivity and transparency.
2. It is also the practice of NAAC to select PTMs from States other than the
one to which the HEI seeking Assessment and Accreditationbelongs to, to
avoid any perceptional bias and/or unhealthy comparisons.
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3. To permit the Peer Team Visit to be conducted as professional and
objective as possible, NAAC also does not disclose the names and contact
details of PTMswell in advance.The institution will be informed of the peer
team composition only three (3)working days prior to the onsite visit.
4. The peer team members are expected not to contact the
institution before 3 days prior to the visit.
5. Members should avail logistical and accommodation arrangements as
organized by NAAC and not alter these in any way once finalized by NAAC.
Under normal circumstances, the planned and communicated travel
schedule should not be cancelled or altered unless otherwise there is an
emergency, in which case the Peer Team members must contact the
NAAC Coordinator for the needful. The Peer TeamMembers are requested
to inform the Head of the Institution /coordinators of the HEI of their
travel plans (To and Fro), through email as well as hoist it on the same
portal as allotted to them.NAAC will communicate to the HEIs three
3 working days prior to the visit and during these three days the
assessors are requested to contact the HEIs.
6. Assessors must be aware that payment of TA/DA and Honorarium would
be made directly by the NAAC as per the norms and upon submission of
mandatory documents (relevant original bills, original flight boarding
passes(to and fro), declaration and self-certification of expenses) within
one month from the date of the Peer Team Visit, and that failure to
submit the claims in time would lead to non-payment of the claims. It is
also mandatory that the peer team members sign the hotel bills before
checking out of the hotel rooms. Signing the bills is mandatory.
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b. During the PTV:
7. Peer team members are required to verify, validate, assess and score the
Institution in respect of the Qualitative metrics (QlMs) as described by the
HEI in its Self Study Report (SSR) submitted to NAAC and on the basis of
claims made with respect of individual QlMs pertaining to all the seven
criteria. However, to get an overall perception of the quality of Educational
delivery and services of the HEI, the PT members should visit as many
facilities as possible of the HEI for inclusion in the PTR. Towards this, the
assessors should have gone through the SSR in detail before undertaking
the PTV.
8. The Peer Team members are expected to write the report on each
criteria

around

300-500

words

in

the

Peer

Team

Reports.

Correspondingly the team is expected to provide a score on
Qualitative Metrics (QlM). The Score needs to be assigned from 0 to 4
(0/1/2/3/4 -without fractions). This is confidential and not to be
shared with the Head of the Institution or anyone associated with the
HEIs. The final score should be submitted through online using
Assessors portal with the login credential of Chairperson of the Team
only.

9. Assessors must be aware that the concerned HEI would have already
cleared the prequalification stage of the DVV validation and therefore
seeking unnecessary clarifications of the QnMs of the HEI should be
avoided.
10. Depending upon the size of the institution the Peer Team Members may
choose to visit all or 50% of the departments (25% as randomly chosen by
the PT and the other 25% by the HEI). The HEI would nevertheless have
ensured the preparedness of all the departments, to facilitate random
onsite selection by the PT.

Guidelines to Peer Team Members (Assessors)

The Chairman of the PT and the IQAC

Page 6

Coordinator of the HEI must optimally manage the tight schedule of the
PTV, to render the visit fair, full and satisfactory.
11. Should the NAAC require any particular clarification regarding
any QnM or document as pertaining to the HEI’s SSR or any
other issue related to Assessment and Accreditation of the HEI,
the PT would have been specifically requested by NAAC, to seek
the same during the PTV, and in such a case, the PT members
may seek appropriate clarifications/responses from the HEI,
and these should be included in the PTR or communicated to the
NAAC.
12. During the PTV, the PT members should not take away any original
documents of the HEI related to QnMs or QlMs with them to their place of
stay, to avoid misplacement and/or loss of the records from the HEI.
13. A short Cultural programme of 30 to 45 minutes may be showcased by the
HEI in consultation with the Peer Team Members, at a time and place that
is mutually agreeable to both components.
14. At all times of the onsite visit, the HEI is requested to adhere to the norms
of the pandemic regulations and facilitate the PTV with utmost care, and
mutual comfort and convenience of the PTM as well as the HEI.
15.

After the Onsite visit is over the PTV members are not to
contact the HEI visited for any purpose. If any subject is there
the HEI may contact NAAC officer who coordinated the visit.

c. Logistic support for the preparation of the Peer Team
Report (PTR):
1. The Peer Team should ensure that for filling the Peer Team Report (PTR)
and Peer Review Score Sheet (PRSS) online, only the Chairperson’s Portal
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is to be used in a computer system that is installed with the latest version of
browser/s.
2. For successful completion, the Chairperson may kindly note that all fields
are mandatory fields. After filling each section, it must be ensured to
"Save" the information to avoid loss of data.
3. Members should share the draft peer team report filled online with the
head of the institution on the last day of visit for any modifications upon
receiving factual evidences. Once the draft is verified and finalized, it
should be uploaded in the portal and a Pdf version of is to be downloaded.
4. The same has to be signed by all the Peer Team Members on all
pages of the report and seal/signature of the Head of the
institution on the last page alone.

This document has to be

scanned properly (to be legible, readable and properly paginated) and
saved on to a single Pdf file. The scanned and signed PTR should be
optimized to the size less than 10 MB and the same is to be uploaded on the
portal by clicking on the “Upload” button.
5. The hard copy of the signed Peer Team Report should be handed over to
the Head of the Institution in a sealed envelope during the Exit meeting.
6. Peer Review Score Sheet (PRSS) should be filled online only and should no
print out should be taken to maintain strict confidentiality.
7. If the peer team is asked to send the soft copy of the signed and scanned
PTR, it should be sent from Chairperson e-mail to the NAAC coordinator
marking a copy to Member coordinator, Member/s and Head of the
institution.
8. Refer also to the Annexure A and B for further details (following
pages)

d. Adherence to the Code of conduct and Ethics of NAAC
Assessment and Accreditation:
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9. Members of the Peer Team should conform to the principles of ethics and
code of conduct as determined by the NAAC, in letter and spirit.
10. Members should refrain from being influenced directly or indirectly by the
Institution, or any other entity, concerning the PTV, qualitative of
assessment and in turn the Outcome of the Assessment process.
11. Members should normally not be accompanied by anyone else (family or
friend)during the peer team visit to the HEIs. Under unavoidable
circumstances, they should give prior information to the NAAC coordinator
and the Peer /team Member would be required to personally bear in
entirety the additional expenditure that may be incurred.
12. Members should refrain from undue use of Institutional Facilities during
the PTV.
13. Members should not accept any Honorarium or Gift (in cash or kind), from
the Institution. (A token institutional memento of nominal value if
accepted from the HEI should be duly declared).
14. Members should have no Conflict of Interest arising from any association
with the Institution during the period of the last three years prior to the
PTV. Such an association, if any, should be duly disclosedand the visit not
accepted.
15. Members should have no Conflict of Interest arising from having accepted
an Honorary Degree such as D.Litt., D.Sc. etc/Award/Position of Profit
from the Institution where peer team visit is scheduled, during the period
of last three years before undertaking the PTV.
16. Members should note that accepting any paid job/assignment from the
Institution for one year after the declaration of accreditation results of the
Institution shall be considered by NAAC as Conflict of Interest, and this
should be strictly avoided.
17. Members should strictly maintain the confidentiality of the process and
outcome of the assessment. Further, they should refrain from anypublic
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discussion/disclosure of the assessment outcome even after the official
declaration of the Outcome.
18. Any violation of the Code of Conduct shall lead to barring from all NAAC
administered activities. Any misdemeanor, if established, isliable for
further action as deemed fit by the NAAC and the concerned Statutory
Regulatory Authority.
19. For any further queries related to the PTV, HEIs may contact
the concerned NAAC Coordinator.
20. For any technical issues, HEI/Peer Team Members may seek
the help from the Support helpdesk tab over the portal and also
contact

the

NAAC

IT

team

via

email

samuel.naac@gmail.com/habeeb.naac@gmail.com
(Phone: 080-23005264/266/226 /257/258/259)
3.

Provide links- to the Glossary and SoPs
http://www.naac.gov.in/apply-now
Institutional Accreditation- Revised Manual for Affiliated/Constituent (UG,
PG)Colleges (Updatedon 01/03/2021)

Institutional Accreditation- Revised Manual for Universities (Updated on

01/03/2021)
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Annexure A

Additional Guidelines for filling, Submitting
Peer Team Report (PTR) and
Peer Review Score Sheet (PRSS) Online
 Assessors need to login to the portal using the credentials i.e. Username and
Password. In case you have not received/forgotten the credentials or not able
to login to your portal kindly contact NAAC ICT team via email to
samuel.naac@gmail.com, habeeb.naac@gmail.comand help desk e-mail:
naachelpdesk@gmail.com, immediately.
 To login to your portal kindly login through the below link,
http://assessmentonline.naac.gov.in/public/index.php/assessor;
Once logged in to the portal, assessors need to click on the "Visit" menu in the
left overview pane of the portal.

Then Four Sub Menus will be visible,
1. Accept/Reject Visits: The list of visits assigned will be displayed for
acceptance/rejection. After acceptance subsequently the Code of Conduct, No
Conflict of Interest Statement, and Declaration will be displayed for your
acceptance. If there is any conflict of Interest with the proposed institution
you may dropout from the visit.
2. Submit PTR and Score Sheet: The accepted visits of HEIs are listed in this
section with all the necessary visit details. In the visit details tabulation under
column header Action. three buttons are available,
o Fill itinerary details: Need to refer the information provided by the
HEI in the Second Tab to help the assessor in deciding travel plan for
the peer team visit.
Guidelines to Peer Team Members (Assessors)
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o Preparations for PTR: Click on this button it will lead to the
following tabs,
 Reference

Documents

Tab Self Study Report (SSR),

Institutional Information for Quality Assessment (IIQA), Survey
Improvement Suggestions of respective HEI is available. Survey
Improvement Suggestions are the responses submitted by
students of respective HEI during Student Satisfaction Survey
(SSS) to be considered for assessing the HEI.
 Logistics info Tab the Flight tickets and Hotel accommodation
details are visible once the bookings are done by NAAC
 PTV Activity Schedule Tabfor planning the PTV activities and
timings to be followed during the visit
 Metric Wise Observations Tab available only forQualitative
Metrics (QlM) claims and responses provided by the HEI in the
Self Study Report (SSR). Assessors may note down the
observations on the metric for verification during the onsite visit
and for sharing the same among the Peer Team Members for
finalization of the Peer Team Report during the Peer Team Visit.
o Filland Submit PTRbuttonleads to pages containingsections thatare
shared among allassessors who are all part of the peer team visiting the
particular HEI. All peer team members can view/edit the drafted
contents, until the final submission of the Peer Team Report (PTR).
o PTM should make use of the complete number of word provisions
provide over the portal will filling the report at every stage of PTR
preparation. Submission of PTR is only by Chairperson in consensus
with the Peer Team Members.
(a) Section I: General Information where basic details of the HEI
are to be filled by the peer team during the visit.
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(b) Section II: Criterion-wise analysis where assessors need to fill
the criterion-wise observations of the Qualitative Metrics.The
Peer Team members are expected to write the report on each
criteria around 300-500 words in the Peer Team Reports.

(c) Section III: Overall analysis where the SWOC analysis findings
of the HEI to be mentioned. SWOC analysis findings need to
be written not in paragraph but it may be written in
bullet wise. The bullet may be written in Strength,
Weakness, Opportunities and Challenges.
(d) Section IV: Recommendations to be mentioned where a
maximum of 10 recommendations can be given to HEI.
(e) Metric Wise Score Sheet is another section where the scores
for each Qualitative Metrics (QlM) have to be given by the peer
team members. There is a provision to view the HEI's response
for the corresponding metric before giving the score.
3. Sign and Submit PTRmenu contains the list of HEIs where the Peer Team
Report and Score Sheet to be submitted online and the same can be viewed by
clicking on the “View” button and downloaded using the download option
against each HEI.Pdf format of the signed peer team report to be uploaded
once all the members have signed and the Head of the institution has signed
with a seal on the last page wherever mentioned.
4. Visit Historymenucontainsthe list of HEIs visits accepted, peer team visit
completed, and the peer team visits assessor has dropped.
 The guidelines and precautions to be taken due to the COVID-19 pandemic are
attached herewith. It is requested to follow the guidelines. It is also requested
to submit the undertaking in the format attached. Kindly submit the feedback
from regarding precautions taken by the institution to prevent infection and to
make the onsite visit safer and more secure.
Guidelines to Peer Team Members (Assessors)
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Annexure B

Affiliated/Constituent Colleges
NATIONAL ASSESSMENT AND ACCREDITATION COUNCIL, BENGALURU

Peer Team Visit Schedule for Affiliated/Constituent Colleges
(2 days)
The visit schedule for Affiliated/Constituent Colleges shall be condensed
to two days. (Including the report preparation and exit meeting). The
following modalities would be adopted for completing the assessment in
the reduced time and the visit schedule modified accordingly.
 Presentation by the Head of the Institution.
 The Institutions can opt for visit of two to three departments of their
choice and the Peer team another two to three. This should ensure
coverage of 50% of the departments.
 The team should split into two teams and have interactions with
various Administrative units of the Institution, Students and other
Stakeholders.
 The team will comprise of 2 to 3 members (including Chairperson,
and Member Co-ordinator) for onsite visit of an
Affiliated/Constituent College. The team consisting of more members
should be constituted only in exceptional cases with proper
justification.
The Core agenda of peer team visit will be to validate claims in the SSRs
pertaining to Qualitative Metrics (QlM).

Guidelines to Peer Team Members (Assessors)

Page 14

Day 0
Day - 1

Day - 1

Peer Team Visit Schedule

Time

Peer Team Discussion (Pre-visit meeting at the place of stay)
DAY - 1

17:00 – 19:00 hrs

Presentation by the Head of the Institution/Principal
Focus on Criterion I : Curricular Aspects
Activities / Meeting


Meeting and Interaction with Heads of Department
(Planning and documentation for curriculum delivery, crosscutting issues integrated into the Curriculum etc…)
Focus on Criterion II : Teaching-Learning and Evaluation

Day - 1

9:00 – 09:45 hrs

09:45 – 10:30 hrs

Activities / Meeting

 Visit of selected Departments (not more than 50% of the
Departments to be selected by the Peer Team/HEI)

Day - 1

(Assessment of learning levels of students, student centric
methods for enhancing learning experiences, innovation and
creativity in teaching-learning, Reforms-Transparency and
Grievance-redressal mechanism in Continuous Internal
Evaluation (CIE), adherence to Academic Calendar for conduct
of CIE, Statements & Attainment of POs, PSOs & COs etc….)
Focus on Criterion III : Research, Innovations and Extension
Activities / Meeting

 Visit
to Laboratories, latest research equipments,
Computer
centre, Incubation
Centre,
Central
Instrumentation Centre, Media Laboratory/Commerce
lab, Studios etc.., (if applicable)


10:30 – 12:15 hrs

12:15 – 13.00 hrs

Meeting and Interaction with Head of the Departments/
Teachers etc..,
(Research Committee, Collaborations, Eco-system created for
Innovations, Extension activities, NCC, NSS etc…….)

Day - 1

 Lunch on meeting: Meeting with the Governing Body /
Management/State Govt. Representatives / University
representatives.

Chairperson
Day - 1

13:00 – 14:00 hrs

Head of the Institution

Focus on Criterion IV : Infrastructure and Learning Resources
Activities / Meeting
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 Visit to Physical Facilities i.e. Library, Sports,
Gymnasium, Yoga Center, Computer Centre, etc..,
 Onsite Interaction with Office of DSW, Canteen, Hostels,
Health centre, etc.,

14:00 – 14.45 hrs

(Facilities for teaching – learning, sports, games etc..,
automation of library, collection of rare books, manuscripts,
updated IT facilities including Wi-Fi, procedures for
maintenance and utilization of physical, academic and support
facilities etc…)
Focus on Criterion V : Student Support and Progression
Day - 1 Activities / Meeting
 Visit to Placement Cell, Career Counseling Centre,

Language Lab, Anti Raging Cell, Anti-Sexual Harassment
Cell etc.,
 Interaction with Students, Alumni & Parents (may include
Student Satisfaction Survey Guidance)
(Student Council & representation of students on academic &

Day - 1

14:45 – 16:15 hrs

administrative bodies/committees, contribution from Alumni
Association/Chapters etc….)
Focus on Criterion VI : Governance, Leadership and
Management
Activities / Meeting

 Meeting with the Coordinator-IQAC, IQAC members in
IQAC office.
 Interaction with Administrative Officer, Finance Officer
and other Non-teaching staff.
(The Governance & Leadership of Institution, Organisational
Structure, perspective/strategic plan and deployment documents,
welfare schemes, performance appraisal system for teaching and
non-teaching staff, internal and external audits, mobilization of
funds and optimal utilization of resources, IQAC set up as per
norms, contribution of IQAC etc.....)
Day - 1

Cultural programmes by Students

Day - 1

Team Discussion at the place of stay

Chairperson

16:15 – 17.15 hrs

17.15 – 18:00 hrs
19:00 – 20:30 hrs

Head of the Institution
DAY - 2

Focus on Criterion VII : Institutional Values and Best Practices
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Day - 2

Activities / Meeting

 Review of physical facilities such as safety and security,
Counseling, Ramp/Rails, skill development centres etc.,
and review of alternative energy initiatives, rain water
harvesting, waste management system etc.,
 Meeting and Interaction with Head of various
committees/cells.
 Review of best practices and Institutional Distinctiveness

09.00 – 09.45 hrs

(Gender sensitisation, Environmental Consciousness and Sustainability

measures, Green practices, Human values and professional Ethics, Best
Practices, Institutional distinctiveness etc....)

Day-2

Report writing, Checking Documentary evidences, if any.
Discussion and modifying the draft Peer Team Report and
finalization, Visiting to facilities which has not been covered
so far.............(to be done within the Institutional premises)

Day-2
Day-2

Discussion with Head of Institution and IQAC Co-ordinator
on outstanding issues
Lunch
Report writing continues...........

Day-2

Sharing the Peer Team Report with Head of the Institution

Day-2

Finalizing the Peer Team Report

Day-2

12:15 -13.00 hrs
13:00 - 14:00hrs
14:00 - 15:00hrs
15:00 - 16:00hrs

(Signatures to obtain from Head of the Institution and Peer Team
Members on,
i) Peer Team Report;
ii) Visit Schedule;
iii) Code of Conduct and Ethical standards)

16:00 - 17.00hrs

Exit Meeting

17:00 - 17.30hrs

After finalizing the Peer Team Report and submitting
online, obtain the print out and signature by the peer team
and Principal, upload the signed and scanned PTR .pdf file
in the NAAC portal. The .pdf file be uploaded using the
Chairpersons login credentials.

Day-2

09.45 – 12:15 hrs

Chairperson
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Note:
(The peer team onsite visit schedule may change as per the
Manuals such as Affiliated College, Autonomous and
Universities and Health Science College and Health Science
Universities- The assessors are advised to contact the Concerned
NAAC officer in this regard)
To make you familiarize with the assessors’ portal the
screenshots are attached with this.
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Points for Interaction: Data Sheets
Note: These areas are only pointers to elicit response from the group. One need
not ask all these questions if the information is flowing through without asking.
Important thing is to LISTEN, ask clarifications but NOT to spend time in giving
own opinion.

Interaction with Management Committee
 Translation of Vision and Mission into programmes
 Filling of vacancy, Grievance redressal mechanism
 Welfare programmes, Future plans of the college, plans to generate resources
 Impact of autonomy (If applicable)
 Problems faced in managing this institute and solutions worked out
 Interactions with various stakeholders. Change of course as a result of the same.
Interaction with the Head of the Institution
(Principal/ Director/Vice Chancellor)
 Initiation of programmes, Modifications in Curriculum
 Translation of vision and mission into Programme
 Mechanism of the institution on initiation of new programmes and modifying
existing programmes
 Policy on the assessment of student performance
 Appointment of faculty, training technical staff & faculty evaluation
 Faculty development programme, Facilitating faculty research and consultancy
 Facilitating extension activities
 Encouraging student and staff participation in extension
 Confidential report and work efficiency charts
 Grievance redressal mechanism & welfare programmes
 Impact of autonomy (If applicable)
 Details of SWOT Analysis if any
 Problems faced in managing this institute and solutions found
 Interactions with various stakeholders. Change of course as a result of the same.
 Innovation carried out by the institution during your tenure
Interaction with Faculty
 Initiation of programmes, modifications in curriculum
 Teaching- learning methods, Students’ feedback
 Faculty evaluation through self-evaluation
 Faculty development programme, awards / recognition
 Access to computer center. Level of computer literacy & use
 Grievance redressal mechanism & Welfare programme
 Participation in the preparation of the Self-study Report
 Impact of autonomy (If applicable), Details of any innovative activity.
Interaction with Students
 Reason for choosing course / institution
 Match between curriculum and expectations (flexibility, choice, content)
 Appropriateness of the curricular content to the development of the knowledge and
skills
 Relevance to prospective career / further study, Student timetable and workload
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 Opportunities for practical and vocational experience, where appropriate
 Range of teaching and learning methods experienced
 Students’ views on quality of teaching
 Guidance and support for independent study
 Students’ understanding of assessment methods and criteria
 Feedback on assessed work, Access to computer center
 Health services & canteen facilities, grievance redressal mechanism
 Financial aid, academic and personal counseling
 Three things most appreciated in the institution
 Three things that need attention to serve the student community even better
Interaction with Staff
 Staff development programmes
 Staff view on the value of their contribution to the institution
 Relationship with faculty, user friendly approach towards students
 Staff welfare programmes, grievance redressal mechanism
 Level of computer literacy & use
Interaction with Parents
 General impression about the institution
 Any specific reason for selecting the institution for their wards
 The nature of interaction with the Head / Faculty of the institution and frequency
 Facilities for overall development of wards
 Employment / higher education need / plan for their wards
 Suggestions as to how this institution can help its students even more
Interaction with Alumni
 Competencies developed at the institution, Alumni prominent positions
 Alumni meeting – nature and outcome, plans to generate resources
 Suggestions for active functioning of Alumni Association
 Suggestions for the improvement of the institution and areas in which they can
contribute
Internal Quality Assurance Cell (IQAC)
 Acting on the first peer team report
 Feedback from parents, teachers and students
 Interaction with the potential employers in the concerned region
 Identifying New Research Area suitable to local and regional needs
 Surveys for need based and customized programmes
 Yearly External Academic and Administrative Audit of the Department by the
Academic peers
 Suggestion for augmentation of Infrastructure from parents, teachers, students
and alumni, Impact of autonomy (If applicable)
 Documentation of activities of the college, plans to generate resources
 Optimum utilization of the institution infrastructure
 Optimum utilization of UGC plan and outside plan allocations and other funding
agencies
____ * ______*______*_____
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Guidelines to Assessors to fill & submit Peer Team Report (PTR) and Peer Review Score Sheet (PRSS) Online
Kindly login to your portal using the credentials i.e. Username and Password.

In case you have not received/ forgotten the credentials or not able to login to your portal kindly contact NAAC (ICT Team) through Support/Helpdesk immediately.

On your portal, click on "Visit" button in the Left Hand Side menu then four sub menus will be visible.

1)

First sub menu is “Accept/Reject visits”. Click on that.

(i)

On Selecting Accept/Reject visits, the list of visits assigned to you will be displayed for your acceptance/rejection.

(ii)

If you wish to accept you can click on Accept. Subsequently the code of conduct & No conflict of Interest will be displayed for your acceptance.

(iii)

Then if you don’t have any conflict of Interest with the proposed institution you may accept or if you have conflict you may drop out.

2)

Second sub menu is “Submit PTR and Score Sheet”. The accepted visits of HEIs are listed in this section. Against the details of each HEI, three buttons are available.

Click on the first button “Fill itinerary
details” so that you can fill the itinerary
details.

You can refer to the information provided by
the HEI in the Second Tab to help you in
deciding travel plan. And then you can fill the
itinerary details.

You can refer to the information provided by
the HEI in the Second Tab to help you in
deciding travel plan. And then you can fill the
itinerary details.

Click on the second button “Preparations for PTR” , then the resulting page contains different tabs.

Click on the second button
“Preparations for PTR” in which
the resulting page contains
different tabs.

(a) In Reference Documents tab you will find the Self Study Report (SSR), Institutional Information for Quality Assessment (IIQA), Survey
Improvement Suggestions .
Survey Improvement Suggestions are the responses submitted by students of respective HEI during survey about the HEI. This provides you to
help in evaluating the HEI.

In Reference Documents tab you will find the
Self Study Report (SSR),
Institutional Information for Quality Assessment (IIQA),
Survey Improvement Suggestions.

(b) In Logistics info tab the Flight tickets and Hotel details booked are visible once the bookings are done.

(c) In PTV activity schedule tab you can plan the activities and timings to be followed during the visit.

(d) In Metric wise observations tab you can see the qualitative metrics (Qlm )of SSR along with the response submitted by HEI so that you can note
down your observations on the metric for verifying during visit or for sharing the same among the Peer Team Members for finalisation of the Peer
Team Report during the visit.

You can note down your observations
for the metric for verifying during visit
or for sharing the same among the Peer
Team Members for finalisation of the
Peer Team Report during the visit.

(iv)

Click on the third button “Fill and Submit PTR”, the resulting page contains Four sections.

(a) Section I General Information where basic details of the HEI are to be filled by the peer team during the visit.

(b) Section II Criterion wise analysis where you need to fill the criterion wise observations of the qualitative metrics.

You can fill the criterion wise
observations of the qualitative
metrics .

(c) Section III Overall analysis where the SWOC analysis of the HEI has to be mentioned.

SWOC analysis of the HEI has to be
mentioned here.

(d) Section IV Recommendations where maximum 10 recommendations can be given to HEI.

Recommendations can be given to
HEI here.
After clicking on Save
Recommendations will appear here.

(e) Metric wise score sheet is another section where the scores for each qualitative metric (qlm) has to be given. There is a provision to view the
HEI's response for the corresponding metric before giving the score.

Scores for each qualitative metrics
has to be given.
There is a provision to view the HEI
response for the corresponding metric
before giving the score.

Please Note: The above mentioned sections are shared among all the Peer Team Members and everyone can view/edit the content, until final submission of PTR.
Submission of PTR is only by Chairperson in consensus with the Peer Team Members. Submit PTR tab is only available in Chairperson's login.

Submission of PTR is only by
Chairperson in consensus with the
Peer Team Members.

3)

Third sub menu “Sign and submit PTR” contains the list of HEIs where the Peer team report and score sheet has been submitted online and the same can be
viewed by clicking on the “View” button against each HEI. The Peer team members have to take the print out of the peer team report and the same has to be
signed by all the Peer team members in all the pages and the Head of the institution in the last page only. The scan copy of signed Peer team report has to be
uploaded on the portal by clicking on the “Upload” button. The hard copy of the signed Peer Team Report should be handed over to the Head of the Institution
during the exit meeting.
Peer team report and score sheet has been
submitted online and the same can be
viewed by clicking on the “View” button.
And the PDF document can be downloaded.

The scan copy of signed Peer team report
has to be uploaded on the portal by clicking
on the “upload” button

For successful completion, the Chairperson may kindly note that all fields are mandatory fields. After filling each section please ensure that you may "Save”
the information to avoid loss of data.
Kindly do not take any copy of PTR and PRSS for your reference and do not send the same to NAAC through e-mail to maintain confidentiality.

4)

Last sub menu “Visit History” contains the list of HEIs for which the peer team visits pending, accepted, completed, and drop out.

Please feel free to contact NAAC ICT for any assistance if needed through Support/Helpdesk in your portal.

