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JAMIA HAMDARD, NEW DELHI – 110062 

 

Academic and Administrative Audit (AAA) Manual 
 

Academic and Administrative Audit (AAA) is a quality system requirement of 
the National Assessment and Accreditation Council (NAAC). The NAAC Advisory 
Note on AAA dated 13/04/2017 on the subject states as follows. 

 
Introduction 
 

The process of Academic and Administrative Audit intends to monitor and  
enhance the quality  of education and administrative processes through 

proper guidelines for both teaching faculty, students and university 
administrators so as to ensure qualified students and researchers passing out 
from Jamia Hamdard and quality and efficiency in administrative processes.  

 
Academic Auditing is not just a process review but encompasses the 

assessment of course delivery, as per the curriculum and syllabus approved 
by the statutory bodies of Jamia Hamdard and regulatory councils, the 
co-curricular and extra-curricular activities of students, overall discipline and 

the academic functioning Schools/Departments, delivery of the duties and 
responsibilities of faculty members, research profile of the faculty members, 
and monitoring of the class, progress of courses, internal assessment, 

student welfare and grievances. 
 

Administrative Audit aims to peruse the existing administrative process and to 
suggest measures to enhance efficiency and accountability broadly in the 
interest of overall development of students and faculty and academic 

functioning of the teaching departments.    
 

Methodology:  
 
NAAC has not prescribed any specific methodology or guidelines for conducting 

AAA. It is expected that each higher education institution (HEI) may evolve its 
own guidelines and methodology by learning from good practices followed by 
leading institutions within and outside India.  

 
Criteria:  

 
IQAC of HEIs can decide set of criteria to be used for AAA. Some HEIs follow 
NAAC criteria as it compliments periodic assessment and accreditation by 

NAAC. Some HEIs have developed slightly different set of criteria. It is also 
learnt that some HEIs have taken NAAC departmental evaluation format and 
have done department-wise also.  
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Periodicity:  
 

Some HEIs undertake the AAA exercise on annual basis. However many HEIs 
prefer to do this exercise once in three years or five years. An internal exercise 

every year and involvement of external peers once in a three years cycle could 
be a good option.  
 

Selection of peers/experts:  
 
Since peer review is backbone of AAA, similar to accreditation by NAAC, it is 

important to select good experts as peers for AAA. Even though no specific 
qualifications can be prescribed for good peers, it is vital that peers should be 

able to command respect from faculty on the basis of their credentials such as 
academic distinctions, experience as reviewer on NAAC or similar bodies and 
professionalism.  

 
Process:  

 
HEIs can device its own process including self-evaluation by faculty and 
administrative units, schedule of onsite visit, format of report and outcome etc. 

Many HEIs try to follow NAAC’s process and formats with some changes.  
 
Outcome:  

 
The outcome of AAA may be placed before Internal Quality Assurance Cell 

(IQAC) and Governing Bodies (GB) of the HEIs. Plan of action can be prepared 
to implement the suggestions accepted by IQAC and GB (Board of Management 
in case of Jamia Hamdard).  

 
Keeping in view these broad guidelines of NAAC, Jamia Hamdard has decided 
to undertake Academic and Administrative Audit of various Department and 

Sections. For this purpose, Audit Committees have been constituted and 
notified. An institution level Advisory Committee with the Vice Chancellor as its 

Chairman has also been constituted.  
 
The main objectives of AAA have been envisaged as follows. 

 
1. To understand the existing system and assess the strengths and 

weaknesses of the Departments and Administrative Units and to suggest the 
methods for improvement and for overcoming the weaknesses. 
 

2. To assess the academic and research performance of the individual faculty 
in a Department. 
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3. To assess the academic and research performance of the 
School/Department as a whole and its readiness for accreditation, rankings 

and other such exercises undertaken at national and international levels. 
 

4. To identify strengths and weaknesses of the department. 
 

5. To assess the performance of the department in terms of enabling the 

learning environment for students. 
 

6. To assess the status of the department in terms of availability of facilities 

and amenities to meet the on-campus requirements of faculty and students.  
 

7. To make individual departments and administrative units accountable. 
 
Process 

 
Pre-auditing steps 

 

 IQAC shall develop various proformas and ‘audit manual’ and place it 

before the Advisory Committee for approval. 
 

 Before the commencement of the AAA process IQAC in consultation with 

the Vice Chancellor will apprise the stakeholders (Deans, Heads of the 
Department, Head of the Administrative Unit) about the process and its 

mandate. 
 

 The IQAC will provide proformas and instructions for completion of 

proformas along with list of documents to be made available during the 
auditing to Schools/Department/Administrative Units.  

 
Auditing process 

 
Academic Audit 
 

1. The Director IQAC will inform the members about the audit and send the 
 manual and proformas. A date of audit will be finalized by Dean of the 

 School in consultation with the Director IQAC and Audit Committee 
 Members. Depending on the size of  the School audit may be conducted 
 on more than one day.  

 
2. A schedule of audit will be prepared by the Director IQAC will be sent to 
 all concerned, Vice Chancellor Office, Registrar Office, Finance Officer 

 Office. 
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3. On the day of Audit Committee members will first meet in IQAC to 
 finalize the agenda and take necessary documents. During the visit 

 Director IQAC or one of his nominee may visit the School to assist the 
 Committee. 

 
4. Audit Committee may visit individual Departments of  the School and 
 look into infrastructural support available to students  and faculty.  

 
5. Audit Committee may also interact with selected faculty members (other 
 than Dean and Head of the Department), students and researchers. 

 
6. Signed audit proformas (A, B, C and D) along with relevant documents 

 will be submitted to the IQAC which will be presented to the Vice 
 Chancellor  along with observations of the Director IQAC, if any.  
 

7. The Vice Chancellor will peruse the report and record his observations, if 
 any, and also suggest ways to comply. 

 
8. The audit report, compliance and action taken report will be presented 
 at the IQAC Committee meeting. Finally, it will be presented at Academic 

 Council and Board of Management (BoM) meetings.  
 
9. Approved reports may be placed on the web site with authorization from 

 the Vice Chancellor. 
 

10. TA/DA to external members of School-level Committees to be paid from 
 the Dean Office’s budget as per rule of Jamia Hamdard. TA/DA to 
 external members of the institution level Advisory Committee to be paid 

 from the IQAC budget.  
 

Administrative Audit 

 
1. A similar format of administrative audit will be developed by the IQAC 

 and implemented with due approval.   
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ENCLOSURES 
 

1. Audit Proformas (4 No.) 
 

 A. SCHOOL/DEPARTMENT PROFILE 
 B. RESEARCH PROFILE 
 C. GOVERNANCE, QUALITY ASSURANCE AND BEST PRACTICES 

 D. ACADEMIC AUDIT PERFORMANCE  
 
2. Instructions for filling up the Audit Proformas. 

 
3. Format for notification of Schedule of Audit. 

 
4. Documents List 
 

5. Student detail format. 
 

6. Teacher detail format.  
 
7. Printout of excel sheet proforma for research profile of teachers. 

 
8. Document on the NAAC Criteria and matrix weightages. 
 

9. Student Satisfaction Survey (SSS) as per NAAC format. 
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INSTRUCTIONS FOR FILLING UP THE AUDIT PROFORMAS 
 

 
A. SCHOOL/DEPARTMENT PROFILE 

 
i). School/Department will fill-in information in points 1-6 (typed). Any 
 additional proforma/format will also be completed by the 

 School/Department. 
 
ii) The Audit Committee will fill-in all information in point 7 after 

 verification of information, documents, lists etc. 
 

iii). Additional sheets may be used, if required. 
 
 

B. RESEARCH PROFILE 
 

i). School/Department will fill-in information in points 1-5 (typed). Any 
 additional proforma/format will also be completed by the 
 School/Department. 

 
ii) The Audit Committee will fill-in all information in point 6 after 
 verification of information, documents, lists etc. 

 
iii). Additional sheets may be used, if required. 

 
 
C. GOVERNANCE, QUALITY ASSURANCE AND BEST PRACTICES  

 
i). School/Department will fill-in information in points 1-8 (typed). Any 
 additional proforma/format will also be completed by the 

 School/Department. 
 

ii) The Audit Committee will fill-in all information in point 9 after 
 verification of information, documents, lists etc. 
 

iii). Additional sheets may be used, if required. 
 

 
D. ACADEMIC AUDIT PERFORMANCE 
 

Instructions 
 
i). School/Department will fill-in information in points 1-4 (typed). Any 

 additional proforma/format will also be completed by the 
 School/Department. 
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ii) The Audit Committee will fill-in all information in point 5 after 
 verification of information, documents, lists etc. 

 
iii). Additional sheets may be used, if required. 

 
 
 

 
 



Internal Quality Assurance Cell (IQAC) 
JAMIA HAMDARD, NEW DELHI  

ACADEMIC & ADMINISTRATIVE AUDIT (AAA) 
 

- Academic Audit - 
 
DOCUMENTS FOR AUDIT COMMITTEE  
 
Each School has to maintain the details of various academic activities in the form of 
documents given below. These documents shall be made available to the Academic 
Audit Committee as and when required. 
  

1. Time Tables of the current batches  

2. Students Roll List of the current batches 
3. Students Batch List (as per CBCS) 

4. Seminar list and seminar presentation details including schedule 
5. Project/dissertation list of the current session students 

6. List of student who opted MOOCS courses (current session) 
7. Research scholars’ list including post-doctoral fellows as on date 
8. Copies of Students Research Advisory Committees (SRAC) of all the Ph.D. 

scholars 

9. Copies of sanction letter of sponsored projects (last five years) 
10. Minutes of School Board/Faculty Committee meetings of last 5 academic 

sessions 

11. Minutes of Board of Studies (BoS) for last 5 academic sessions 

12. Minutes of Departmental meetings (last 5 years)  
13. Tutorial Log book (if any maintained)  
14. Equipment Log register used in Laboratories and Central Instrumentation 

Facility for one year and other centralized equipments available to researchers 
15. Consolidated Attendance Statement of students for current and one last 

semester 

16. Consolidated statement of marks of internal assessment of last academic 
session 

17. Register of internal evaluation/assessment marks 
18. Register of Remedial Classes 
19. Minutes of Discipline/Anti-ragging Committee  

20. Consolidated semester grades  of students 
21. Result Analysis 

22. List of guest faculty 
23. Placement records (last 5 sessions) 

 
Any other relevant document(s)/information sheet. 


