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CENTRE FOR PROFESSIONAL EXCELLENCE IN COOPERATIVES

 (C-PEC)

Introduction 

Creating a cadre of professional competence in cooperatives, ensuring adherence to basic banking principles and developing human resource capabilities for business development and diversification is one of the major challenges before the STCCS today.  There are many constraints in addressing this challenge and the existing training system would require comprehensive support by way of systems development to standardize and accredit the decentralized training process.   Against this backdrop, a Technical Cooperation was envisaged in Indo-German bilateral negotiations under ‘Rural Financial Institutions Programme India’ (RFIP) with GTZ support to develop suitable systems and policies in this direction.  NABARD was given the overall responsibility to plan, implement and monitor the RFIP.
NABARD has identified BIRD as a designated institution under which the required national level training certification capacities are to be built up.   Accordingly, a “Centre for Professional Excellence in Cooperatives (C-PEC)” has been established in BIRD.   The C-PEC would focus its efforts on building an effective network to develop a cadre of technical and professional competence in the CCS with due emphasis on banking operations and delivery of financial services.  It is proposed that the Centre will be mainly engaged in the following strategic tasks :

· Arrange “Specialized Training” for CEOs and other senior executives in the CCS at national level institutes for imparting knowledge and developing specific skills in management, governance, business planning and development, etc.   C-PEC in consultation with other stakeholders will identify training courses for such senior level functionaries; develop training modules, and quality training material. 
· Certification of Training Institutions under the fold of CCS by way of “Accreditation” to ensure desired standards of training. Standard parameters for accreditation will be developed by C-PEC in consultation with major stakeholders.  The services of such accredited institutes will be utilized by delegating standardized training courses. 

· Designing of standardized and need based training modules, preparation of training materials & study kits with scope for local refinements to achieve “Standardisation” of training with a national character;

· Certification of professional competencies of Trainers / Coop. Bank staff & officials / board members of CCS by way of “Examination and Certification”.  The process will be facilitated by conduct of trainer’s training for accredited institutions.  As a part of long-term vision, the certification will be extended to full-time students with a focus to create a resource pool for CCS to draw upon for job-specific cooperative banking needs.
· Conduct related works, like studies, research, TNAs, cooperative conventions / seminars, publications, etc. which contribute to developing a cadre of professional competence in cooperatives.

Vision and Mission

[image: image2.png]



To be an independent and competent centre offering its services to facilitate creation of a cadre of staff with professional and technical competence in the cooperative credit structure.
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· To coordinate the  training efforts of various cooperative training institutes in the domain of banking operations and delivery of financial services

· To evolve uniform standards for training and curricula in cooperative training institutions for country wide replication, with room for flexibility according to State level requirements 

· To develop a process of accreditation of national and state level cooperative training institutions by evolving standard parameters for accreditation in consultation with major stakeholders.

· To facilitate building of professional competence among the staff and management of credit cooperatives and trainers of accredited training institutions through development of a process of distance learning / e-learning, examinations and certification.

· To create a specialized workforce in cooperative banking for specific utilization by the CCS with introduction of suitable educational diploma / degree courses in cooperative banking and other financial services.
· To act as a resource centre for credit cooperatives in India.  Conduct related works, like studies, research, training needs analysis, cooperative conventions, seminars, publications, etc. which contribute to developing a cadre of professional competence in CCS.
ABOUT ACCREDITATION

What is Accreditation?

Accreditation is a process of assuring acceptable institutional quality and improving the standards of performance.  It provides quality assurance which announces that institute is sincerely pursuing its academic aims and its objectives are effectively achieved with the available resources; and that the institution has demonstrated capabilities to ensure effectiveness in its overall performance.  It is also a process by which an institution of learning periodically evaluates its activities and seeks an independent outside opinion on its success in achieving its own objectives.  The moving drive behind the accreditation is the self conviction that an institution should not remain static at a certain level of performance, but it should always move ahead in pursuit of excellence.

It is the process by which an institution of learning periodically evaluates its activities and seeks an independent outside opinion on its success in achieving its own objectives.  The moving drive behind the accreditation is the self conviction that an institution should not remain static at a certain level of performance, but it should always move ahead in pursuit of excellence.  

Who can seek Accreditation 

· Training Institutions under State Cooperative Banks 

· Training Institutions under National Council for Cooperative Training 

· Training Institutions under District Central Cooperative Banks

· Training Institutions under State Cooperative Federations / Unions

· Other Cooperative Training Institutions 

· Training Institutions under Private Sector engaged in training of cooperative personnel
Why Accreditation 

· Enhances the image of the institution in the eyes of all the stakeholders and general public 
· Provides objective data on its performance to the funding agencies 

· Certain stakeholders including NABARD and C-PEC can award basic concessions or enhance their assistance in relation to accreditation status

· Institution gets to know its Strengths, Weakness, Opportunities and Threats through an informed review process
· Gives institutions a new sense of direction and identity 
· Identify internal areas of planning and resource allocation

· Institutions initiate innovative and modern methods of training

· Promotes inter and intra-institutional interactions

· Motivates institutions to attain professional excellence

Objectives of Accreditation

The primary objective of awarding accreditation is to:

1. Assist the institutions in offering professional expertise to their client organizations in the form of training, research, consultancy and projects.

2. Ensure sustained institutional development in catering to the training needs of its client organizations.

3. Deliver quality inputs to the Trainable in tune with the changing business environment

4. Guide the institutions to move ahead in pursuit of professional excellence 

How to obtain Accreditation

The accreditation process involves the following steps:

1. Submission of “Letter of Intent” along with “Institutional Self Assessment” Report” by the applicant Cooperative Training Institute (CTI) along with prescribed fee;

2. “Desk Review” and filling of identified informational gaps;
3. “On-site visit” to CTI by a Validation Team constituted by C-PEC, if considered necessary;
4. Submission of “Observation Report” by Validation Team to Accreditation Board;
5. Accreditation Board’s decision on the Accreditation Status of the CTI;
6. Communication of the Accreditation Status to the CTI
Validation Team

On receipt of letter of intent and self assessment report from the training institute seeking accreditation, an on-site inspection will be conducted by a 3-membered Validation Team with representation from the following institutions:

	Sr. No.
	Organization
	No. of Members

	1
	NABARD (Mandatory)
	1

	2
	C-PEC (Mandatory)
	1

	3
	State Cooperative Bank of concerned state 

( in case of ACSTI)            

OR 

NCCT / VAMNICOM / RICMs / ICMs from neighbouring state  (in case of ICM / RICM)
	1


The Validation Team shall be headed by the representative from NABARD.  Whenever an ACSTI has to be inspected for Accreditation purpose, the third member shall be from the SCB of the same state.  When ICM have to be inspected, the third member shall be from the nearest RICM / VAMNICOM / NCCT.  In case of RICM, the third member will be from VAMNICOM / NCCT.  In case of JTC, the ICM or ACSTI of the concerned state to which the JTC belongs will be the third member.  In the event of any other institution seeking accreditation, the third member shall be nominated from any institution from serial number 3.
The Validation Team shall visit and conduct the inspection within three months from the date of receipt of duly filled in Letter of Intent along with Self Assessment Report by BIRD / C-PEC.  

The Validation Team shall submit the report on completion of the inspection, within fifteen days from the date of inspection.

Accreditation Board

The Validation Team shall submit its observations and award of marks to C-PEC with its recommendations.  The C-PEC shall place the report of the Validation Team before the Accreditation Board for its evaluation and decision on accreditation status. 

The Accreditation Board is vested with the authority in the matters of certification of accreditation, appeal, review, re-accreditation and de-accreditation.  In matters of dispute the decision of the Accreditation Board shall be final.  The Accreditation Board will have the following representation:

	
	Organization
	No. of Members

	1
	Director / OIC, BIRD
	1

	2
	RBI [College of Agriculture Banking (CAB),Pune]
	1

	3
	NABARD
	1

	4
	National Federation of State Cooperative Banks (NAFSCOB)
	1

	5
	National Council for Cooperative Training (NCCT)
	1

	6
	VAMNICOM / NIBM / IIM-L
	1

	7
	Registrar of Cooperative Societies (By Rotation) 
	1

	8
	C-PEC – Member Convener 
	1


The authority to constitute the Validation Team and Accreditation Board shall vest with BIRD, Lucknow.  The BIRD shall notify the formation of Validation Team and Accreditation Board for carrying out Accreditation process.  The Accreditation Board shall be chaired by the Director, BIRD, Lucknow. The Accreditation Board shall have tenure of three years.

Accreditation Certificate

The Accreditation Board, after satisfying itself about the professional competence of the institute applying for accreditation, shall award a certificate of accreditation which shall be valid for a period of 3 years from the date of issue.  The institutions shall be assessed on the basis of certain accreditation paramaters, details of which are given in the chapter “Assessment Criteria for Accreditation” subsequently in the report.  The grading of the institution shall be done on a scale ‘A’ to ‘C’ on the basis of marks obtained by them as under :-

	
	Marks Obtained (%)
	Rating
	Grade

	1
	75 and above
	Excellent
	A

	2
	Between 60 to 74
	Very Good
	B

	3
	Between 50 to 59
	Good
	C

	4
	49 and below
	Not Satisfactory
	D


Institutions rated ‘A’, ‘B’ and ‘C’ shall be awarded Accreditation Certificates accordingly.  Institutions rated ‘D’ will not be accorded accreditation and may apply for re-assessment after meeting the requisite standards. 

The C-PEC shall communicate reasons and suggestions for improvement to the institutions denied accreditation.  This would enable them to improve their standards of performance and prepare for re-assessment.

The status of accreditation shall be known to the concerned institution within a period of 3 months from the date of completion of the visit by the Validation Team along with the marks awarded on various parameters.

The accredited institution shall submit an Annual Status Report (in the Self Assessment Format) to the Accreditation Board for review at the end of each year.  In case of any major slippages noticed in the parameters the Accreditation Board shall have powers to review and de-accredit the institution.

Re-assessment

Option is available to the accredited institution to seek re-assessment for accreditation of higher grade, if required, after a period of one year from the date of receipt of the intimation of accreditation decision.   Similarly, Institution that has not been awarded accreditation (Grade ‘D’) can apply for re-assessment only after a period of one year from the date of receipt of the intimation of accreditation decision.  
Re-Accreditation 

After completion of 3 years of accreditation, an institution will have to seek the re-accreditation.  The re-accreditation process shall also be based on the same procedure that is prescribed for accreditation.  To ensure continuity in accreditation, the institutions may prefer renewal 3 months before the expiry of the accreditation validity period. 

Accreditation Fee

C-PEC will levy a fee for Accreditation, current rates are given as follows:

(Amount in Rupees) 

	Category
	North Eastern (N.E.) States
	Other than N.E. States

	Training Institutions under State Cooperative Banks
	5,000
	10,000

	Training Institutions under National Council for Cooperative Training 
	5,000
	10,000

	Training Institutions under State Cooperative Federations/Unions
	1,250
	2,500

	Training Institutions under District Central Cooperative Banks
	2,500
	5,000

	Other Cooperative Training Institutions
	5,000
	10,000

	Training Institutions under Private Sector imparting training to staff of Cooperative Institutions
	10,000
	20,000


The fee may be sent in the form of a Demand Draft drawn in favour of BIRD, payable at Lucknow along with the duly filled in Letter of Intent and Self Assessment Report.

Assessment Criteria for Accreditation

C-PEC has identified seven broad parameters as the basis for its assessment of the training institutions for the purpose of Accreditation, with an assumption that all the functions of the training institutions are encompassed in these parameters.  For the purpose of evaluation, weights have been assigned for each parameter.  The weights are in the form of marks. The total mark assigned for all parameters together is fixed at 1000.  The parameters and marks assigned are given below:

	
	Parameters
	Marks Assigned

	1
	Curriculum Design and Development
	200

	2
	Faculty Expertise and Development
	200

	3
	Training Methodology 
	50

	4
	Project Preparation and Consultancy
	100

	5
	Governance and Leadership
	100

	6
	Infrastructure
	250

	7
	Best Practices
	100

	
	Total
	1000


The institutions have to be assessed against these parameters and accreditation will be awarded on the basis of marks scored by them.  Each criterion will have to be assessed in relation to many sub-criteria and the marks have to be apportioned among the various sub-criteria.  The marks apportioned among various sub-parameters under each parameter along with explanatory notes are given below:

1) 
Curriculum Design and Development - Total Marks: 200

	Sr. No.
	Sub-parameters
	Marks Assigned

	1.1
	Training Needs Assessment and Preparation of Course Calendar 
	40

	1.2
	Preparation of course materials
	40

	1.3
	New /Customized Programmes 
	30

	1.4
	Updation of training modules and course material
	30

	1.5
	Academic flexibility
	20

	1.6
	Feedback from participants and Institutions
	30

	1.7
	Adherence to sessions as per the training module
	10

	
	Total 
	200


1.1
Client requirement analysis, conduct of syllabus committee meeting, approval of course calendar by appropriate authority, etc.  

1.2
Inclusion of published case studies, articles and success stories; availability of translations in local language (wherever necessary) and their relevance to the training programme 

1.3
New programmes as per the requirements of the user organizations

1.4
Upgradation of training modules and course materials as required by the changing business environment

1.5
Flexibility in the schedule and academic plan of the institution with regard to conduct of programmes and taking field assignments.

1.6
Feedback at the end of each programme from the participants and from client organizations, conduct of impact evaluation studies 

1.7
The sessions contained in the programme schedule is adhered to

2) 
Faculty Expertise and Development - Total Marks: 200

	Sr. No.
	Sub-parameters
	Marks Assigned

	2.1
	No. of training days per faculty
	40

	2.2
	Qualification
	30

	2.3
	Experience
	30

	2.4
	Faculty Development 
	40

	2.5
	Number and % of sessions handled by core faculty to total sessions
	20

	2.6
	Catering to diverse needs
	10

	2.7
	Utilization of experts as guest faculty 
	10

	2.8
	Participants’ feedback
	5

	2.9
	Any other achievements
	15

	
	Total 
	200


2.1
Total number of programmes conducted during the year multiplied by average duration per programme.  The resulting figure is divided by number of faculty.  The norm of 40 to 50 training days per faculty may be considered. 

2.2
Educational, professional & technical qualifications of core faculty 

2.3
Work experience and experience as Trainer of core faculty members

2.4
Participation in Training of Trainers Programmes (TOT), subject matter workshops / training programmes, seminar paper presentations, publication of articles, preparation of case studies and book reviews.

2.6
Ability of the faculty in organizing programmes off-the-shelf, formulating programmes at short notice and conducting programmes on-location

2.7
Availing the services of professionals, technical experts with field experience for handling sessions 

2.8
Participants’ feedback about the handling of sessions by core Faculty 

2.9
Undertaking consultancy activity, preparation of projects, research work, exposure tour, acquiring additional experiences in handling diploma and professional courses, experience as visiting faculty in other organizations, etc.

3) 
Training Methodology - Total Marks: 50

	Sr. No.
	Sub-parameters
	Marks Assigned

	3.1
	Use of Audio Visual & Other Aids 
	15

	3.2
	Use of case studies, management cases and case exercises
	15

	3.3
	Assignments, presentations, Role Play, Group Discussions and Games
	15

	3.4
	Field Exposure Visits
	5

	
	Total 
	50


3.1
Use of Boards, OHPs, LCD projectors, Public Address System, Lap Tops / Computers,  Flip charts, Meta-cards, video presentations, etc. for handling sessions

3.2
Usage of case studies, management cases and case exercises by faculty while handling sessions

3.3
Encouraging and guiding the participants in taking up assignments, making presentations, participating in role plays, group discussions and games.

3.4
Exposing the participants to field visits to gain first hand information, knowledge and learning experience viz., visits to successful institutions, agriculture farms and projects, SHGs, JLGs, Farmers Clubs, etc.

4) 
Project Preparation & Consultancy - Total Marks: 100

	Sr. No.
	Sub-parameters
	Marks Assigned

	4.1
	Projects undertaken
	30

	4.2
	Consultancy provided
	30

	4.3
	Involvement of core faculty and Staff in projects and consultancy 
	20

	4.4
	Assisting other institutions in projects and consultancy 
	20

	
	Total 
	100


4.1
Role of training institutes in project preparation and submission to government departments, cooperative institutions and other organizations.

4.2
Capabilities of the training institutes in providing consultancy services

4.3
Involvement of core faculty and staff in project preparation, rendering consultancy support to other organizations, etc.

4.4
Assisting other institutions in preparation of projects and offering consultancy services. 

5) 
Governance and Leadership - Total Marks: 100

	Sr. No.
	Sub-parameters
	Marks Assigned

	5.1
	Vision, Mission and Leadership
	20

	5.2
	Strategy Development and Deployment
	15

	5.3
	Selection process and tenure of faculty & staff
	15

	5.4
	Organizational Culture, Processes and arrangements
	15

	5.5
	Financial Management 
	15

	5.6
	Marketing of training programmes
	20

	
	Total 
	100


5.1
Setting organizational goals and objectives by formulating Vision and Mission and creating a proper environment for achieving the same through effective leadership, Head of the institution - whether full time / temporary / additional charge? 

5.2
Existence of Management Committee, Time bound action plan and its implementation, outsourcing of skills and services, effective utilization of available resources, conflict and time management, etc. 

5.3
Selection process tenure of faculty and staff 

5.4
Existence of well established organizational culture, processes and structure.  Governance system in carrying out its administrative and academic activities

5.5
Preparation of annual budgets, mobilization and utilization of resources 

5.6
Efforts of the institutions in marketing of various programmes and enlisting adequate participants.

6) 
Infrastructure - Total Marks: 250

	Sr. No.
	Sub-parameters
	Marks Assigned

	6.1
	Classrooms
	50

	6.2
	Conference Hall/Auditorium
	30

	6.3
	Computer Lab and Internet Facility
	40

	6.4
	Library and Reading Room
	30

	6.5
	Hostel and Catering 
	40

	6.6
	Office Equipments and Others
	30

	6.7
	Maintenance 
	30

	
	Total
	250


6.1
Availability of sufficient number of classrooms with conducive environment

6.2
Availability of conference hall/auditorium for holding seminars, conferences, workshops, etc.

6.3
Well maintained computer lab, sufficient number of systems and maintenance support, internet facility

6.4
Library with relevant books (including vernacular) in sufficient numbers and periodicals, newspapers, CDs, with provision for Reading Room 

6.5
Availability of residential accommodation for participants with basic amenities and arrangement of hygienic food and drinking water, availability of kitchen equipments and utensils   

6.6
Availability of required number of PCs, UPS, laptops, printers, scanner, fax, Photostat machines, OHPs, LCDs, Public Address system, podium, furniture and fixtures, etc. 

6.7
Proper maintenance of the premises, garden, adequate electricity and water supply, generator availability, waste management, security of the premises, etc.

7) 
Best practices – Total Marks: 100

	Sr. No.
	Sub-parameters
	Marks Assigned

	7.1
	Curricular Development
	20

	7.2
	Faculty expertise and development
	20

	7.3
	Training methodology
	5

	7.4
	Project preparation and consultancy
	10

	7.5
	Governance and leadership
	20

	7.6
	Infrastructure
	25

	
	Total
	100


7.1
Refresher programmes, creating institutional website, placing of programme calendar on the website, inclusion of topics of practical importance 

7.2
Role of faculty in collating their experiences, continuous learning, documentation & data management, conversant with Word, Excel & Power point, etc
7.3
Interactive sessions, hands-on experience to participants, group discussion, simulation, opportunities for presentation and encouraging participants, Expertise in handling Audio Visual Aids including computers, LCDs, reaching client institutions through e-mails

7.4
Undertaking of Government/Community Projects, extending consultancy service leading to superior performance, resulting in successful outcomes in terms of generating knowledge for the user as well as the community.

7.5
Broad basing clientele, Inclusive practices, maximum utilization of manpower and other resources, regular faculty and staff meeting, economizing the expenditure, ensuring transparency in operations, etc. that lead to administrative and academic excellence.

7.6
Maximum utilization of available facilities, recreational facilities, indoor/outdoor games, yoga, health care, computers with latest versions, adding of books to library, fire extinguishers, Rain water harvesting, etc.

Guidelines for Validation Team

1. C-PEC, after the receipt of letter of intent and Self Assessment Report of a training institution seeking accreditation, shall decide on sending a Validation Team for on-site inspection.  For this purpose, the C-PEC shall notify all the members of the Validation Team and seek their confirmation regarding the scheduled visit for on-site inspection.  

2. C-PEC shall intimate the institution, the schedule of inspection and travel plan of the visiting team 15 days in advance.  The team can also write in advance to the visiting institution seeking relevant information relating to their visit. 

3. C-PEC shall furnish two reports, one for observation and another for awarding marks, to enable them to remain focused.  The period of inspection shall be 2 working days at the institution.  

4. The team has to conduct the evaluation taking into account the local situation and requirements.  They can call for additional documentary evidences wherever required.  

5. The team shall ensure cordial, positive, professional and objective approach while conducting the inspection.

6. The team shall have discussion with the Head of the institution, faculty and staff, have access to documents and records, hold interviews with trainees and other stake holders, have an inspection of the campus and to gain first hand information relating to various parameters.  

7. The Validation Team shall check the veracity of any remarks, positive or negative, before documenting the same.  

8. The team shall furnish a copy of its observations, without indicating the marks, to the Head of the institution seeking accreditation duly signed.

9. The team, after leaving the institution, shall finalize the task of awarding marks as per the guidelines on the various parameters as per the format given in Annexure.  The team shall then submit its report to C-PEC consisting of two parts namely observations part (which is shared with the institution) and the marks part (not shared with the institution) within a period of 15 days.

10. The awarding of marks by the team shall be in tune with the 7 parameters and criterion-wise sub-parameters.  This is crucial since the evaluation sheet will have to be shared with the institution seeking accreditation after the finalization of the accreditation status.

11. The team members shall append their signatures in all pages of the reports viz. Observation Report and Marks Report

12. The team can also append their observations in the form of supplementary, if felt necessary, along with the reports.
ASSESSMENT AND MARKING SYSTEM BY VALIDATION TEAM
Guidelines for Awarding Marks

1. The Validation Team by going through the self assessment report, documents made available by the institution, on-site inspection and discussions at the institution, may award marks against each parameter.  

2. Each parameter has been assigned some marks according to its relevance and importance and the same has been distributed against various sub-parameters.

3. Under each sub-parameter, there are many variables.  The team may satisfy about the availability of majority of variables under each sub-parameter. 

4. If the institution satisfies 60% or more of the variables under each sub-parameter, then the team may award very good rating.  For instance, if an institution satisfies 3 out of 5 variables (i.e. 60%) of a sub-parameter having 10 marks, then full marks (i.e. 10) may be given against that sub-parameter.  This practice may be adopted for the first three years of accreditation.  
5. A review of this policy may be undertaken thereafter and the marks may be awarded under each sub-parameter in proportion to the number of variables satisfied.  For instance, if the institution satisfies 75% of the variables under each sub-parameter, then the team may award 75% of the marks allotted for that sub-parameter. However, due credit may be given for qualitative aspects.

6. The team may ensure consensus in awarding marks.

Assessment and allotment of Marks

	
	PARAMETERS
	SPECIAL OBSERVATIONS

BY THE TEAM,  if any
	Max. Marks
	Marks Awarded

	1
	Curricular Design and Development

	1.1
	TNA and Preparation of Course Calendar
	
	40
	

	
	a)

b)

c)

d)
	TNA conducted

Syllabus Committee

Preparation of Annual Calendar

Approval of calendar
	
	
	

	1.2
	Preparation of Course Materials
	
	40
	

	
	a)

b)

c)

d)

e)
	Material Preparation 

Languages used

Inclusion of case studies, Articles and Success Stories

Relevance of course materials to programmes

Handouts 
	
	
	

	1.3
	New / Customized Programmes
	
	30
	

	
	a)

b)
	No. of New Programmes 

Customized Programmes
	
	
	

	1.4
	Updation of training modules and course material
	
	30
	

	
	a)

b)
	Updation of training module (if required)

Updation of course material (if required)
	
	
	

	1.5
	Academic Flexibility
	
	20
	

	
	a)

b)
	Whether Institute has flexibility in scheduling academic plans 

Ability to customize/ formulate new programmes
	
	
	

	1.6
	Feedback from participants and institutions
	
	30
	

	
	a)

b)

c)
	Whether structured feedback obtained at 

the end of each  programme

Whether impact study conducted

Whether feedback is considered for making improvement
	
	
	

	1.7
	Adherence to sessions as per the training module
	
	10
	

	
	a)
	Adherence to sessions as per programme schedule
	
	
	

	
	SUB TOTAL – Parameter   1
	200
	

	

	2
	Faculty Expertise and Development

	2.1
	No. of Training days per faculty
	
	40
	

	
	a)

b)

c)
	Total number of programmes conducted 

Average duration of programmes 

No. of training days per faculty 

(Number of programmes. X Average duration) / No. of faculty
	
	
	

	2.2
	Qualification
	
	30
	

	2.3
	Experience
	
	30
	

	2.4
	Faculty development
	
	40
	

	2.5
	Number and % of sessions handled by core faculty
	
	20
	

	
	a)

b)

c)
	Total no. of sessions 

Sessions handled by core faculty 

Sessions handled by guest faculty
	
	
	

	2.6
	Catering to diverse needs
	
	10
	

	
	a)

b)

c)
	Ability of the faculty in formulating and

conducting programmes off the shelf

Ability of the faculty to formulate programmes at short notice 

Ability of the faculty to conduct 

On-location programmes. 
	
	
	

	2.7
	Utilization of subject experts as guest faculty
	
	10
	

	
	a)

b)
	Whether the Institute is maintaining a panel of guest faculty 

Whether the guest faculty are 

drawn from various special disciplines
	
	
	

	2.8
	Participants Feedback for programme effectiveness
	
	5
	

	
	a)

b)
	Whether session wise feedback is obtained 

Whether corrective steps are resorted to, for enhancing faculty 
	
	
	

	2.9
	Any other achievements by faculty
	
	15
	

	
	a)

b)

c)

d)

e)
	Consultancy activity undertaken 

Project preparation / Research work

Exposure tours undertaken

Visiting faculty assignments 

Experience in handling diploma 

and professional courses 
	
	
	

	
	SUB TOTAL – Parameter   2
	200
	

	

	3
	Training Methodology

	3.1
	Use of Audio Visual & other Aids 
	
	15
	

	3.2
	Use of case Studies, etc.
	
	15
	

	3.3
	Assignments, etc.
	
	15
	

	3.4
	Field Exposure Visits
	
	5
	

	
	SUB TOTAL – Parameter   3
	50
	

	

	4
	Project Preparation and Consultancy

	4.1
	Projects undertaken
	
	30
	

	4.2
	Consultancy provided
	
	30
	

	4.3
	Assisting other institutions in Projects and Consultancy
	
	20
	

	4.4
	Involving core faculty and staff in projects and consultancy
	
	20
	

	
	SUB TOTAL – Parameter   4
	100
	

	

	5
	Governance and Leadership

	5.1
	Vision, Mission and Leadership
	
	20
	

	
	a)

b)

c)
	If the Institute has a Vision document 

If the Institute has a Mission Statement 

Head of the Institution – Nature of appointment
	
	
	

	5.2
	Strategy Development and Deployment
	
	15
	

	
	a)

b)

c)

d)

e)

f)

i)

ii)
	Whether the policies and functions

are guided by the Management Committee

Judicious Work allocation amongst faculty and staff

List out areas of outsourcing

Conflict Resolution Strategies adopted

Time Management practices

Effective utilization of resources

       Average no. of programmes conducted by each faculty 

       Utilization of class rooms, Library and Computer Lab
	
	
	

	5.3
	Selection process and tenure of faculty & staff
	
	15
	

	
	a)

b)
	Is there a process for selection of Principal, Faculty and Staff

Minimum tenure amongst faculty and staff, if any
	
	
	

	5.4
	Organizational Culture, Process and  Arrangements
	
	15
	

	
	a)

b)

c)
	Organizational structure 

 Allocation of work amongst FMs and staff 

Existence of reporting system and Compliance Mechanism
	
	
	

	5.5
	Financial Management
	
	15
	

	
	a)

b)

c)

d)

e)
	Preparation of Annual Budgets

Mobilization of resources

Effective utilization of resources

Maintenance of books & records 

Timely submission of accounting statements, returns, reports and claims to concerned agencies
	
	
	

	5.6
	Marketing of training programmes
	
	20
	

	
	a)

b)

c)
	Whether calendar of programmes sent to client organizations 

Timely intimation of every  programme to client organizations

Follow up measures taken for ensuring participation 
	
	
	

	
	SUB TOTAL – Parameter   5
	100
	

	

	6
	Infrastructure

	6.1
	No. of Classrooms
	
	50
	

	6.2
	Availability of Conference Hall / Auditorium
	
	30
	

	6.3
	Computer Lab and Internet Facility
	
	40
	

	
	a)

b)
	Computer Lab

Internet Facility for Faculty and Participants
	
	
	

	6.4
	Library and Reading Room
	
	30
	

	
	a) b) c) d) e)
	No. of books in the library 

No. of CDs in the library

No. of magazines and Periodicals subscribed No. of newspapers subscribed 

Availability of Reading Room
	
	
	

	6.5
	Hostel and Catering
	
	40
	

	
	a)

b)

c)

d)

e)

f)
	No. of Hostel Rooms

No. of Beds

Basic amenities in hostel rooms

Dining hall with basic amenities 

Full fledged kitchen with utensils and equipments

Hygienic food & drinking water
	
	
	

	6.6
	Office Equipments and Others
	
	30
	

	
	a)

b)

c)

d)

e)

f)

g)

h)

i)

j)

k)

l)

m)
	No. of Personal Computers

No. of Laptops

No. of Printers

Total capacity of UPS 

No. of Scanners

No. of Fax Machines

No. of Photostat Machines

No. of OHPs

No. of Multimedia LCDs

Public Address System

No. of Podium

Adequate Furniture and Fixtures

Details of Vehicles
	
	
	

	6.7
	Maintenance
	
	30
	

	
	a)

b)

c)

d)

e)
	Maintenance of premises

Electricity and water supply

Generator availability

Waste Management 

Security of the premises
	
	
	

	
	SUB TOTAL – Parameter   6
	250
	

	

	7
	Best Practices

	7.1
	Curricular Development
	
	20
	

	
	a)

b)

c)

d)

e)

f)

g)

h)
	Hands-on experience to participants 

Refresher programmes

Opportunities for presentation, interactive and group discussion 

Role play, Simulation and other novel methods 

Availability of own Website

Posting of calendar of programmes in website 

Inclusion of topics of practical importance

Conduct Entry and Exit test to participants
	
	
	

	7.2
	Faculty Expertise and Development
	
	20
	

	
	a)

b)

c)

d)
	Proactive role of faculty in collating their experiences in training

Continuous learning process by faculty team

Documentation and data management by faculty

If the Faculty is conversant with Word, Excel and Power point 

computer programmes or their other equivalents (Linux, etc.)
	
	
	

	7.3
	Training Methodology
	
	5
	

	
	a)

b)

c)
	Expertise in using Audio Visual Aids

Expertise in using computers and LCDs 

Reaching client institutions through e-mails
	
	
	

	7.4
	Project preparation and Consultancy
	
	10
	

	
	a)

b)
	Undertaken Govt. / Community Projects

Offered Consultancy Services 
	
	
	

	7.5
	Governance and Leadership
	
	20
	

	
	a)

b)

c)

d)

e)

f)
	Broad basing clientele 

Inclusive practices

Maximum utilization 

of manpower and other resources 

Regular faculty and staff meetings  

Economizing the expenditure

Transparency in Operations
	
	
	

	7.6
	Infrastructure
	
	25
	

	
	a)

b)

c)

d)

e)

f)

g)

h)
	Maximum utilization of available facilities 

Recreational facilities

Indoor and outdoor games  

Yoga and Health care

Latest version of computers

Books added to library during 

last 3 years

Fire extinguishers

Rain water harvesting
	
	
	

	
	SUB TOTAL – Parameter   7
	100
	

	

	
	GRAND TOTAL – Parameters 1 to 7
	1000
	

	


Supplementary Notes (if any) 







Date : 
Names & Signatures of the Validation Team Members    
	
	Name
	Designation
	Organisation
	Signatures

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	


	LETTER HEAD OF THE INSTITUTION


Annexure (a)

Letter of Intent
Reference No. ……………………………………                        Dated …………….
The Director

C-PEC 
Bankers Institute of Rural Development (BIRD)

Sector H, LDA Colony, Kanpur Road

Lucknow  - 226 012  (Uttar Pradesh)
Dear Sir
Subject :  Application for grant of Accreditation
We would like to submit ourselves to the process of accreditation at the hands of Center for Professional Excellence in Cooperatives (C-PEC).  

We enclose the Self Assessment Report in prescribed format relating to the financial year ------------- (immediate previous year) along with necessary Board resolution / Management Committee consent for getting accreditation.  We inform that we have read accreditation guidelines issued by C-PEC and undertake to abide by its rules and regulations as prescribed by C-PEC from time to time.  

A demand draft No. ___________ dated ____________ for an amount of Rs. ________ drawn in favour of “BIRD” payable at Lucknow on --------------- bank is enclosed towards the fee for accreditation.

Yours faithfully
(Name)
Director / Principal / Head of Institution

with Seal
Encl.: a) Self Assessment Report and 

          b) Board Resolution / Committee Approval 
Annexure (b)

SELF ASSESSMENT REPORT

PART I : General Information

1.   Name of the Institution (Please leave one blank space between two words)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


2.   Name of the Sponsoring Institution / Parent Organisation
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


3.   Address of the Institution for communication 
	First Line
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Second Line
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Third Line
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	CITY
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	STATE
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	PIN
	
	
	
	
	
	
	STD Code
	
	
	
	
	
	
	
	
	
	

	Website
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	E-Mail
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Fax Number
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Telephone 1
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Telephone 2
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	4
	Date of Establishment

/ Incorporation (dd/mm/yy)
	
	5
	Rented or owned Premises
	


	6
	Location of the Institution
	North-Eastern State   :               Yes            / No  

	
	
	Urban        / Semi-Urban         /  Rural         / Tribal         / Hilly


7.   Head of the Institution (Please leave one blank space between two words)
	Name
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Designation
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Principal / Director
	Temporary
	Permanent
	Organisation from which deputed
	

	Mobile No.
	
	
	
	
	
	
	
	
	
	
	Fax
	
	
	
	
	
	
	
	
	
	

	Landline
	
	
	
	
	
	
	
	
	
	
	E-Mail
	


8.   Staff Strength – Number (including Temporary / Contract) 
	
	On 

Deputation
	Core Faculty

/ Own Recruitment
	On 

Contract
	Total 

Strength

	Faculty Members
	
	
	
	

	Administrative Staff
	
	
	
	

	Other Staff
	
	
	
	


PART II: Information for Assessment (please tick ( √ ) wherever required)

	1
	Curricular Design and Development

	1.1
	Training Needs Assessment and Preparation of Course Calendar

	
	a)

b)

c)

d)
	TNA conducted

Syllabus Committee

Preparation of Annual Calendar

Approval of calendar
	Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No

	1.2
	Preparation of Course Materials

	
	a)

b)

c)

d)

e)
	Material Preparation 

Languages used

Inclusion of case studies, 

Articles and Success Stories

Relevance of course   

materials to programmes

Handouts 
	Yes       /      No

English / Local / Both

Yes       /      No

Yes       /      No

Yes       /      No

	1.3
	New / Customized Programmes

	
	a)

b)
	No. of New Programmes 

Customized Programmes
	__________

Yes       /      No

If Yes, No.s _________

	1.4
	Updation of training modules and course material

	
	a)

b)
	Updation of training module (if required)

Updation of course material (if required)
	Yes       /      No

Yes       /      No

	1.5
	Academic Flexibility

	
	a)

b)
	Whether Institute has flexibility in

scheduling academic plans 

Ability to customize/ formulate 

new programmes
	Yes       /      No

Yes       /      No

	1.6
	Feedback from participants and institutions

	
	a)

b)

c)
	Whether structured feedback obtained at 

the end of each  programme

Whether impact study conducted

Whether feedback is considered

for making improvement
	Yes       /      No

Yes       /      No

Yes       /      No

	1.7
	Adherence to sessions as per the training module

	
	a)
	Adherence to sessions as per 

programme schedule
	Yes       /      No


	2
	Faculty Expertise and Development

	2.1
	No. of Training days per faculty

	
	a)

b)

c)
	Total number of programmes conducted 

Average duration of programmes 

No. of training days per faculty (no. of progs. X  Average duration) / No. of faculty
	_________ No.s

_________ Days

_________ Days

	2.2
	Qualifications
	Details may be furnished as per the enclosed format

for each faculty separately

	2.3
	Experience
	-- do --

	2.4
	Faculty developments
	-- do --

	2.5
	Number and % of sessions handled by core faculty to total sessions

	
	a)

b)

c)
	Total no. of sessions 

Sessions handled by core faculty 

Sessions handled by guest faculty
	_________ No.s

_________ No.s, _____ %

_________ No.s, _____ %

	2.6
	Catering to diverse needs

	
	a)

b)

c)
	Ability of the faculty in formulating and

conducting programmes off the shelf

Ability of the faculty to 

formulate programmes at short notice 

Ability of the faculty to conduct 

On-location programmes. 
	Yes       /      No

Yes       /      No

Yes       /      No

	2.7
	Utilization of subject experts as guest faculty

	
	a)

b)
	Whether the Institute is 

maintaining a panel of guest faculty 

Whether the guest faculty are 

drawn from various special disciplines
	Yes       /      No

Yes       /      No

	2.8
	Participants Feedback for programme effectiveness

	
	a)

b)
	Whether session wise feedback is obtained 

Whether corrective steps are resorted to, for enhancing faculty 
	Yes       /      No

Yes       /      No

	2.9
	Any other achievements by faculty

	
	a)

b)

c)

d)

e)
	Consultancy activity undertaken 

Project preparation / Research work

Exposure tours undertaken

Visiting faculty assignments 

Experience in handling diploma 

and professional courses 
	Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No




	3
	Training Methodology

	3.1
	Use of Audio Visual & other Aids 

(please tick (√) if used)
	OHPs                             

LCDs                             

Public Address System     

Laptops/Computers      

Flip charts                     

Meta-plan cards           

Boards, etc.                 

	3.2
	Use of case Studies, etc. 

(please tick (√) if used)
	Case studies               

Management Cases   

Case Exercises                  

	3.3
	Assignments, etc. 

(please tick (√) if used)
	Assignments               

Presentations             

Role Plays                     

Group Discussions    

Games                      

	3.4
	Field Exposure Visits
	Yes       /      No                


	4
	Project Preparation and Consultancy

	4.1
	Projects undertaken
	Yes       /      No         

If yes, give Annexure – ‘e’

	4.2
	Consultancy provided
	Yes       /      No         

If yes, give Annexure – ‘f’

	4.3
	Assisting other institutions 

in Projects and Consultancy
	Yes       /      No         

If yes, give Annexure – ‘g’

	4.4
	Involvement of core faculty 

and staff in projects and consultancy
	Yes       /      No


	5
	Governance and Leadership

	5.1
	Vision, Mission and Leadership

	
	a)

b)

c)
	If the Institute has a Vision document 

If the Institute has a Mission Statement 

Head of the Institution – 

Nature of appointment
	Yes       /      No

Yes       /      No

Permanent / Temporary /

Additional Charge

	5.2
	Strategy Development and Deployment

	
	a)

b)

c)

d)

e)

f)

i)

ii)
	Whether the policies and functions

are guided by the Management Committee

Judicious Work allocation 

amongst faculty and staff

List out areas of outsourcing

Conflict Resolution Strategies adopted

Time Management practices

Effective utilization of resources

       Average no. of programmes 

       conducted by each faculty 

       Utilization of class rooms, 

       Library and Computer Lab
	Yes       /      No

Yes       /      No

i)

ii)

iii)

Yes       /      No

Yes       /      No

________ No.s

Yes       /      No

	5.3
	Selection process and tenure of faculty & staff

	
	a)

b)


	Is there a process for selection 

of Principal, Faculty and Staff

Minimum tenure  

amongst faculty and staff
	Yes       /      No

Principal: ------- years

Faculty  : ------- years

Staff      : ------- years 

	5.4
	Organizational Culture, Process and  Arrangements

	
	a)

b)

c)
	Organizational structure  

Allocation of work amongst faculty and staff 

Existence of reporting 

system and Compliance Mechanism
	Attach Organisational Chart

Yes       /      No

Yes       /      No

	5.5
	Financial Management

	
	a)

b)

c)

d)e)
	Preparation of Annual Budgets

Mobilization of resources

Effective utilization of resources

Maintenance of books & records 

Timely submission of accounting 

statements, returns, reports and 

claims to concerned agencies
	Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No



	5.6
	Marketing of training programmes

	
	a)

b)

c)
	Whether calendar of programmes 

sent to client organizations 

Timely intimation of every  

programme to client organizations

Follow up measures taken 

for ensuring participation 
	Yes       /      No

Yes       /      No

Yes       /      No


	6
	Infrastructure

	6.1
	No. of Classrooms
	_____________

	6.2
	Availability of conference hall / auditorium
	Yes       /      No         

	6.3
	Computer Lab and Internet Facility

	
	a)

b)
	Computer Lab

Internet Facility for Faculty and Participants
	Yes       /      No

Yes       /      No

	6.4
	Library and Reading Room

	
	a)
	No. of books in the library
	English      ____________

Vernacular ____________

	
	b)
	No. of CDs in the library
	English      ____________

Vernacular ____________

	
	c)
	No. of magazines and Periodicals subscribed
	English      ____________

Vernacular ____________

	
	d)
	No. of newspapers subscribed
	English      ____________

Vernacular ____________

	
	e)
	Availability of Reading Room
	Yes       /      No

	6.5
	Hostel and Catering

	
	a)

b)

c)

d)

e)

f)
	No. of Hostel Rooms

No. of Beds

Basic amenities in hostel rooms

Dining hall with basic amenities 

Full fledged kitchen with 

utensils and equipments

Hygienic food & drinking water
	____________

____________

Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No

	6.6
	Office Equipments and Others

	
	a)

b)

c)

d)

e)

f)

g)

h)

i)

j)

k)

l)

m)
	No. of Personal Computers

No. of Laptops

No. of Printers

Total capacity of UPS 

No. of Scanners

No. of Fax Machines

No. of Photostat Machines

No. of OHPs

No. of Multimedia LCDs

Public Address System

No. of Podium

Adequate Furniture and Fixtures

Details of Vehicles
	____________

____________

____________

____________

____________

____________

____________

____________

____________

____________

____________

____________

____________

	6.7
	Maintenance

	
	a)

b)

c)

d)

e)
	Maintenance of premises

Electricity and water supply

Generator availability

Waste Management 

Security of the premises
	Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No


	7
	Best Practices

	7.1
	Curricular Development

	
	a)

b)

c)

d)

e)

f)

g)

h)
	Hands-on experience to participants 

Refresher programmes

Opportunities for presentation, 

interactive and group discussion 

Role play, Simulation 

and other novel methods 

Availability of own Website

Posting of calendar of programmes 

in website No. of Photostat Machines

Inclusion of topics of practical importance

Conduct Entry and Exit test to participants
	Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No 

	7.2
	Faculty Expertise and Development

	
	a)

b)

c)

d)


	Proactive role of faculty in 

collating their experiences in training

Continuous learning

process by faculty team

Documentation and 

data management by faculty

Faculty conversant with Word, Excel and

Powerpoint or their equivalents (Linux)
	Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No

	7.3
	Training Methodology

	
	a)

b)

c)
	Expertise in using Audio Visual Aids

Expertise in using computers & LCDs Reaching client institutions through e-mails
	Yes       /      No

Yes       /      No

Yes       /      No

	7.4
	Project preparation and Consultancy

	
	a)

b)
	Undertaken Govt. / Community Projects

Offered Consultancy Services 
	Yes       /      No

Yes       /      No

	7.5
	Governance and Leadership

	
	a)

b)

c)

d)

e)

f)
	Broad basing clientele 

Inclusive practices

Maximum utilization 

of manpower and other resources 

Regular faculty and staff meetings  

Economizing the expenditure

Transparency in Operations
	Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No 

	7.6
	Infrastructure

	
	a)

b)

c)

d)

e)

f)

g)

h)
	Maximum utilization of available facilities 

Recreational facilities

Indoor and outdoor games  

Yoga and Health care

Latest version of computers

Books added to library during last 3 years

Fire extinguishers

Rain water harvesting
	Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No

i)    _________

ii)   _________

III)  _________

Yes       /      No

Yes       /      No


Note: The institution apart from furnishing all the information required in the formats prescribed, may also append any additional information on their achievements.

Certification by the Head of the Institution

I, _______________________ (name) as the Head of the ____________________________________ (name of the Institution) hereby certify that the information provided in the above formats is true to the best of my knowledge.  

Place :






             
 Signature with 

Date  :





             Seal of the Institution

PROFORMA for ANNEXURES “C” to “G”

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

Annexure (c)

Faculty Profile

	Name
___________________________      Designation ___________________

Qualification:        Academic  ______________  Professional  _______________




     Technical
_________________________________________


Experience:          Work ___________________ Training  __________________

Training Programmes / Workshops attended

Seminar Presentations


Articles Published *




Case Studies prepared *



Book Reviews *





Exposure tour





	* pertaining to last five years only


Annexure (d)

Programmes conducted during the year -------------

	Sr. No.
	Name of the Programme
	Duration
	No. of Participants

	
	
	
	

	
	
	
	


Annexure (e)

Project work undertaken during the year ---------------
	Sr. No.
	Name of the Project
	Sponsoring Authority
	Duration 

	
	
	
	

	
	
	
	


Annexure (f)

Consultancy undertaken during the year ---------------
	Sr. No.
	Name of the Consultancy
	Sponsoring Authority
	Duration 

	
	
	
	

	
	
	
	


Annexure (g)

Consultancy / Projects done for 
 


Other Institutions during the year --------
	Sr. No.
	Name of the Project
	Sponsoring Authority
	Duration 

	
	
	
	

	
	
	
	


	LETTER HEAD OF THE INSTITUTION


Annexure (a)

Letter of Intent
Reference No. ……………………………………                        Dated …………….
The Director

C-PEC 
Bankers Institute of Rural Development (BIRD)

Sector H, LDA Colony, Kanpur Road

Lucknow  - 226 012  (Uttar Pradesh)
Dear Sir
Subject :  Application for grant of Accreditation
We would like to submit ourselves to the process of accreditation at the hands of Center for Professional Excellence in Cooperatives (C-PEC).  

We enclose the Self Assessment Report in prescribed format relating to the financial year ------------- (immediate previous year) along with necessary Board resolution / Management Committee consent for getting accreditation.  We inform that we have read accreditation guidelines issued by C-PEC and undertake to abide by its rules and regulations as prescribed by C-PEC from time to time.  

A demand draft No. ___________ dated ____________ for an amount of Rs. ________ drawn in favour of “BIRD” payable at Lucknow on --------------- bank is enclosed towards the fee for accreditation.

Yours faithfully
(Name)
Director / Principal / Head of Institution

with Seal
Encl.: a) Self Assessment Report and 

          b) Board Resolution / Committee Approval 
Annexure (b)

SELF ASSESSMENT REPORT

PART I : General Information

1.   Name of the Institution (Please leave one blank space between two words)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


2.   Name of the Sponsoring Institution / Parent Organisation
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


3.   Address of the Institution for communication 
	First Line
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Second Line
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Third Line
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	CITY
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	STATE
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	PIN
	
	
	
	
	
	
	STD Code
	
	
	
	
	
	
	
	
	
	

	Website
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	E-Mail
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Fax Number
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Telephone 1
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Telephone 2
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	4
	Date of Establishment

/ Incorporation (dd/mm/yy)
	
	5
	Rented or owned Premises
	


	6
	Location of the Institution
	North-Eastern State   :               Yes            / No  

	
	
	Urban        / Semi-Urban         /  Rural         / Tribal         / Hilly


7.   Head of the Institution (Please leave one blank space between two words)
	Name
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Designation
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Principal / Director
	Temporary
	Permanent
	Organisation from which deputed
	

	Mobile No.
	
	
	
	
	
	
	
	
	
	
	Fax
	
	
	
	
	
	
	
	
	
	

	Landline
	
	
	
	
	
	
	
	
	
	
	E-Mail
	


8.   Staff Strength – Number (including Temporary / Contract) 
	
	On 

Deputation
	Core Faculty

/ Own Recruitment
	On 

Contract
	Total 

Strength

	Faculty Members
	
	
	
	

	Administrative Staff
	
	
	
	

	Other Staff
	
	
	
	


PART II: Information for Assessment (please tick ( √ ) wherever required)

	1
	Curricular Design and Development

	1.1
	Training Needs Assessment and Preparation of Course Calendar

	
	a)

b)

c)

d)
	TNA conducted

Syllabus Committee

Preparation of Annual Calendar

Approval of calendar
	Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No

	1.2
	Preparation of Course Materials

	
	a)

b)

c)

d)

e)
	Material Preparation 

Languages used

Inclusion of case studies, 

Articles and Success Stories

Relevance of course   

materials to programmes

Handouts 
	Yes       /      No

English / Local / Both

Yes       /      No

Yes       /      No

Yes       /      No

	1.3
	New / Customized Programmes

	
	a)

b)
	No. of New Programmes 

Customized Programmes
	__________

Yes       /      No

If Yes, No.s _________

	1.4
	Updation of training modules and course material

	
	a)

b)
	Updation of training module (if required)

Updation of course material (if required)
	Yes       /      No

Yes       /      No

	1.5
	Academic Flexibility

	
	a)

b)
	Whether Institute has flexibility in

scheduling academic plans 

Ability to customize/ formulate 

new programmes
	Yes       /      No

Yes       /      No

	1.6
	Feedback from participants and institutions

	
	a)

b)

c)
	Whether structured feedback obtained at 

the end of each  programme

Whether impact study conducted

Whether feedback is considered

for making improvement
	Yes       /      No

Yes       /      No

Yes       /      No

	1.7
	Adherence to sessions as per the training module

	
	a)
	Adherence to sessions as per 

programme schedule
	Yes       /      No


	2
	Faculty Expertise and Development

	2.1
	No. of Training days per faculty

	
	a)

b)

c)
	Total number of programmes conducted 

Average duration of programmes 

No. of training days per faculty (no. of progs. X  Average duration) / No. of faculty
	_________ No.s

_________ Days

_________ Days

	2.2
	Qualifications
	Details may be furnished as per the enclosed format

for each faculty separately

	2.3
	Experience
	-- do --

	2.4
	Faculty developments
	-- do --

	2.5
	Number and % of sessions handled by core faculty to total sessions

	
	a)

b)

c)
	Total no. of sessions 

Sessions handled by core faculty 

Sessions handled by guest faculty
	_________ No.s

_________ No.s, _____ %

_________ No.s, _____ %

	2.6
	Catering to diverse needs

	
	a)

b)

c)
	Ability of the faculty in formulating and

conducting programmes off the shelf

Ability of the faculty to 

formulate programmes at short notice 

Ability of the faculty to conduct 

On-location programmes. 
	Yes       /      No

Yes       /      No

Yes       /      No

	2.7
	Utilization of subject experts as guest faculty

	
	a)

b)
	Whether the Institute is 

maintaining a panel of guest faculty 

Whether the guest faculty are 

drawn from various special disciplines
	Yes       /      No

Yes       /      No

	2.8
	Participants Feedback for programme effectiveness

	
	a)

b)
	Whether session wise feedback is obtained 

Whether corrective steps are resorted to, for enhancing faculty 
	Yes       /      No

Yes       /      No

	2.9
	Any other achievements by faculty

	
	a)

b)

c)

d)

e)
	Consultancy activity undertaken 

Project preparation / Research work

Exposure tours undertaken

Visiting faculty assignments 

Experience in handling diploma 

and professional courses 
	Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No




	3
	Training Methodology

	3.1
	Use of Audio Visual & other Aids 

(please tick (√) if used)
	OHPs                             

LCDs                             

Public Address System     

Laptops/Computers      

Flip charts                     

Meta-plan cards           

Boards, etc.                 

	3.2
	Use of case Studies, etc. 

(please tick (√) if used)
	Case studies               

Management Cases   

Case Exercises                  

	3.3
	Assignments, etc. 

(please tick (√) if used)
	Assignments               

Presentations             

Role Plays                     

Group Discussions    

Games                      

	3.4
	Field Exposure Visits
	Yes       /      No                


	4
	Project Preparation and Consultancy

	4.1
	Projects undertaken
	Yes       /      No         

If yes, give Annexure – ‘e’

	4.2
	Consultancy provided
	Yes       /      No         

If yes, give Annexure – ‘f’

	4.3
	Assisting other institutions 

in Projects and Consultancy
	Yes       /      No         

If yes, give Annexure – ‘g’

	4.4
	Involvement of core faculty 

and staff in projects and consultancy
	Yes       /      No


	5
	Governance and Leadership

	5.1
	Vision, Mission and Leadership

	
	a)

b)

c)
	If the Institute has a Vision document 

If the Institute has a Mission Statement 

Head of the Institution – 

Nature of appointment
	Yes       /      No

Yes       /      No

Permanent / Temporary /

Additional Charge

	5.2
	Strategy Development and Deployment

	
	a)

b)

c)

d)

e)

f)

i)

ii)
	Whether the policies and functions

are guided by the Management Committee

Judicious Work allocation 

amongst faculty and staff

List out areas of outsourcing

Conflict Resolution Strategies adopted

Time Management practices

Effective utilization of resources

       Average no. of programmes 

       conducted by each faculty 

       Utilization of class rooms, 

       Library and Computer Lab
	Yes       /      No

Yes       /      No

i)

ii)

iii)

Yes       /      No

Yes       /      No

________ No.s

Yes       /      No

	5.3
	Selection process and tenure of faculty & staff

	
	a)

b)


	Is there a process for selection 

of Principal, Faculty and Staff

Minimum tenure  

amongst faculty and staff
	Yes       /      No

Principal: ------- years

Faculty  : ------- years

Staff      : ------- years 

	5.4
	Organizational Culture, Process and  Arrangements

	
	a)

b)

c)
	Organizational structure  

Allocation of work amongst faculty and staff 

Existence of reporting 

system and Compliance Mechanism
	Attach Organisational Chart

Yes       /      No

Yes       /      No

	5.5
	Financial Management

	
	a)

b)

c)

d)e)
	Preparation of Annual Budgets

Mobilization of resources

Effective utilization of resources

Maintenance of books & records 

Timely submission of accounting 

statements, returns, reports and 

claims to concerned agencies
	Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No



	5.6
	Marketing of training programmes

	
	a)

b)

c)
	Whether calendar of programmes 

sent to client organizations 

Timely intimation of every  

programme to client organizations

Follow up measures taken 

for ensuring participation 
	Yes       /      No

Yes       /      No

Yes       /      No


	6
	Infrastructure

	6.1
	No. of Classrooms
	_____________

	6.2
	Availability of conference hall / auditorium
	Yes       /      No         

	6.3
	Computer Lab and Internet Facility

	
	a)

b)
	Computer Lab

Internet Facility for Faculty and Participants
	Yes       /      No

Yes       /      No

	6.4
	Library and Reading Room

	
	a)
	No. of books in the library
	English      ____________

Vernacular ____________

	
	b)
	No. of CDs in the library
	English      ____________

Vernacular ____________

	
	c)
	No. of magazines and Periodicals subscribed
	English      ____________

Vernacular ____________

	
	d)
	No. of newspapers subscribed
	English      ____________

Vernacular ____________

	
	e)
	Availability of Reading Room
	Yes       /      No

	6.5
	Hostel and Catering

	
	a)

b)

c)

d)

e)

f)
	No. of Hostel Rooms

No. of Beds

Basic amenities in hostel rooms

Dining hall with basic amenities 

Full fledged kitchen with 

utensils and equipments

Hygienic food & drinking water
	____________

____________

Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No

	6.6
	Office Equipments and Others

	
	a)

b)

c)

d)

e)

f)

g)

h)

i)

j)

k)

l)

m)
	No. of Personal Computers

No. of Laptops

No. of Printers

Total capacity of UPS 

No. of Scanners

No. of Fax Machines

No. of Photostat Machines

No. of OHPs

No. of Multimedia LCDs

Public Address System

No. of Podium

Adequate Furniture and Fixtures

Details of Vehicles
	____________

____________

____________

____________

____________

____________

____________

____________

____________

____________

____________

____________

____________

	6.7
	Maintenance

	
	a)

b)

c)

d)

e)
	Maintenance of premises

Electricity and water supply

Generator availability

Waste Management 

Security of the premises
	Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No


	7
	Best Practices

	7.1
	Curricular Development

	
	a)

b)

c)

d)

e)

f)

g)

h)
	Hands-on experience to participants 

Refresher programmes

Opportunities for presentation, 

interactive and group discussion 

Role play, Simulation 

and other novel methods 

Availability of own Website

Posting of calendar of programmes 

in website No. of Photostat Machines

Inclusion of topics of practical importance

Conduct Entry and Exit test to participants
	Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No 

	7.2
	Faculty Expertise and Development

	
	a)

b)

c)

d)


	Proactive role of faculty in 

collating their experiences in training

Continuous learning

process by faculty team

Documentation and 

data management by faculty

Faculty conversant with Word, Excel and

Powerpoint or their equivalents (Linux)
	Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No

	7.3
	Training Methodology

	
	a)

b)

c)
	Expertise in using Audio Visual Aids

Expertise in using computers & LCDs Reaching client institutions through e-mails
	Yes       /      No

Yes       /      No

Yes       /      No

	7.4
	Project preparation and Consultancy

	
	a)

b)
	Undertaken Govt. / Community Projects

Offered Consultancy Services 
	Yes       /      No

Yes       /      No

	7.5
	Governance and Leadership

	
	a)

b)

c)

d)

e)

f)
	Broad basing clientele 

Inclusive practices

Maximum utilization 

of manpower and other resources 

Regular faculty and staff meetings  

Economizing the expenditure

Transparency in Operations
	Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No 

	7.6
	Infrastructure

	
	a)

b)

c)

d)

e)

f)

g)

h)
	Maximum utilization of available facilities 

Recreational facilities

Indoor and outdoor games  

Yoga and Health care

Latest version of computers

Books added to library during last 3 years

Fire extinguishers

Rain water harvesting
	Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No

Yes       /      No

i)    _________

ii)   _________

III)  _________

Yes       /      No

Yes       /      No


Note: The institution apart from furnishing all the information required in the formats prescribed, may also append any additional information on their achievements.

Certification by the Head of the Institution

I, _______________________ (name) as the Head of the ____________________________________ (name of the Institution) hereby certify that the information provided in the above formats is true to the best of my knowledge.  

Place :






             
 Signature with 

Date  :





             Seal of the Institution

PROFORMA for ANNEXURES “C” to “G”

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

Annexure (c)

Faculty Profile

	Name
___________________________      Designation ___________________

Qualification:        Academic  ______________  Professional  _______________




     Technical
_________________________________________


Experience:          Work ___________________ Training  __________________

Training Programmes / Workshops attended

Seminar Presentations


Articles Published *




Case Studies prepared *



Book Reviews *





Exposure tour





	* pertaining to last five years only


Annexure (d)

Programmes conducted during the year -------------

	Sr. No.
	Name of the Programme
	Duration
	No. of Participants

	
	
	
	

	
	
	
	


Annexure (e)

Project work undertaken during the year ---------------
	Sr. No.
	Name of the Project
	Sponsoring Authority
	Duration 

	
	
	
	

	
	
	
	


Annexure (f)

Consultancy undertaken during the year ---------------
	Sr. No.
	Name of the Consultancy
	Sponsoring Authority
	Duration 

	
	
	
	

	
	
	
	


Annexure (g)

Consultancy / Projects done for 
 


Other Institutions during the year --------
	Sr. No.
	Name of the Project
	Sponsoring Authority
	Duration 
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