Related to Section B (Q. No. 91/92)

Student Data

Guidelines of Education Management Information System

(EMIS) Cell 2080 B.S

Approved Date: 2080/03/29

This guideline will be operational after approval from the IQAC cell and endorsement by the
campus management committee. The EMIS Cell at the Gurukul Baylor Campus is established as
per the guideline on Quality Assurance. This cell acts as a coordination among the other cell and
also responsible to conduct data management and analysis of education management.

The guidelines provided in the following section will guide and facilitate the institution in the
creation and operation of the EMIS Cell. This cell is responsible to conduct data management
and analysis of the education management information of students, faculties and others on behalf
of the campus. The long-range vision of EMIS is to establish a demand-responsive and self-
sustainable education management information system (EMIS) that is based on integration of
decentralized and distributed sub-systems guided by partnership of stakeholders at both college
and regional education level supported by technically competent bodies. The other policy and
guidelines are mentioned below:

1. Short Title and Commencement
1.1. This guideline is called as the "Education Management Information System(EMIS)
2080"
1.2. This act shall come into force on the date of approval from the Campus Management
Committee.
2. Definitions
Unless the subject or the context otherwise requires, in this guideline:
2.1. "University" means the Tribhuvan University.
2.2. "Campus" means the Gurukul Baylor Campus.
2.3. "Management Committee” means the Campus Management Committee as referred to
in Section (10) of the campus regulation.
2.4. "Campus Chief" means the campus chief of the campus.
2.5. "Assistant Campus Chief" means the assistant campus chief of the campus.
2.6. "Cell" means the Education Management Information System cell as referred to by
this referred guideline.
2.7. "Coordinator" means the coordinator of the EMIS Cell.
3. Establishment of the Cell
3.1. EMIS is specially designed to monitor the performance of education programs offered
by the campus and to manage the distribution and allocation of educational resources. Of
course, in the field of education, EMIS has specific roles to help an educational
institution grow.
3.2. The cell will be established after the approval of the management committee.
3.3. The benefits of the coordinator and cell members will be as per the facilities approved by
the management committee.
4. Management of the Cell
4.1. For the operation of the cell, a three member committee will be formed,



4.2. The committee should be formed by the campus chief and approved by the management
committee.
4.3. The composition of the committee comprises of 3 members and should be as follows:
Account Officer/Administrative Officer
Coordinator
Campus Faculty (Teacher) 1
Members
Campus Faculty
Exam Coordinator
Account Head
IT Head
5. Objectives of EMIS Cell
The major objectives of the EMIS Cell is to promote educational development in the campus
through informed decision-making practices by increasing demand for information use and to
collect, organize and report accurate, relevant and timely data for planning and decision making
purposes.
The specific objectives of the EMIS cell are:
a) To create an organized unit within the campus that can collect, process, analyze, publish,
store, disseminate, and provide efficient services of educational information for users.
b) To promote the use of education information, both internally and externally, by increasing its
quality.
c) To create a network of users and producers and increase the role of information in the
development of education.
d) To cultivate the ability of EMIS cell personnel in the areas of analysis and use of educational
information, and managing, monitoring, and evaluating the EMIS activities
e) To strengthen the overall management of EMIS unit of the campus.
6. Roles and Responsibilities of EMIS Cell.
The EMIS cell has a coordinator role, connecting major stakeholders in partnership and
experience-sharing programs, while at the same time introducing new innovations to all
stakeholders. Hence, EMIS of the campus must carry out the following:
6.1. Survey administration of campus - instrument design, testing, redesign distribution, and
collection
6.2. Organizing, processing, compiling, and cleaning of data
6.3. Analysis, interpretation, and use of educational information
6.4. Publication, distribution, and dissemination of the outputs to users of educational
information
6.5. The overall management and planning of EMIS activities, and the promotion of decision
making support systems
6.6. Monitoring and evaluating of all EMIS activities Training of all levels of EMIS
personnel
7. Terms of Office
7.1. Members of the cell including the cell coordinator serve for terms of up to two years.
7.2. An appointed external member may be appointed to serve for additional terms as per the
approval of the management committee of the campus.
8. Quorum
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The quorum for meetings of the cell shall be above 50% of the membership of the cell.
9. Meeting Schedule

9.1. The cell should meet at least once within 2 months.

9.2. The coordinator is responsible for determining if more meetings are required.
10. Reporting

10.1. The cell will report to the campus chief by way of its minutes.

10.2. The cell will submit annual report of its progress to the IQAC. The brief of annual

reports should be considered for inclusion in the annual campus report.

11. Review and Disestablishment of Cell

11.1 The cell will be reviewed every two years.

11.2 The review criteria shall be:

a) Whether the education management information system output over the period of the
review satisfies the expectations of the campus as defined at the time the entity was
established or at the time of the last previous review,

b) The potential for continuation of output at a satisfactory level,

11.3 The cell will be subject to standard campus financial controls and governance policies.



Gurukul Baylor Campus

Tribhuvan University

JOB DESCRIPTION: EDUCATION MANAGEMENT INFORMATION SYSTEM
(EMIS) COORDINATOR

Position Title : EMIS Coordinator

Reports to : IQAC

Tenure : Two years (Subject to renewal)

Benefits : As approved by the campus management committee
Primary Role

Working in a team environment, the EMIS coordinator is responsible for providing vision,
direction, and operational oversight of the Education Management Information System. The
coordinator is a technology evangelist on campus and helps to identify technology solutions to a
wide range of administrative and pedagogical challenges. The coordinator is expected to
understand, support, and implement the vision and goals of the campus.

Typical Duties and Responsibilities

a) Oversee the EMIS cell goal setting and work with the other cell coordinator to make
important technology decisions for Gurukul Baylor Campus.

b) Work with the EMIS team to develop and implement technology solutions and support
for faculty, staff, and students.

c) Work with the EMIS team to develop and plan support for academic and administrative
technology training and development.

d) Work with the EMIS team, IT assistant and Public Information Cell to coordinate and
develop web-based applications.

e) Plan and manage budgets to support departmental and campus-wide technology
endeavors.

f) Work within other cell to build virtual and physical communities to support enhanced
learning via communication and collaboration.

g) Actas an external entity for IT and IT related programs.

h) Perform related duties as assigned.

Supervision Required / Given
This position is supervised by the IQAC of the campus in collaboration with the management.
This position supervises campus employees that manage computer lab, classroom, and office
technology and IT facilities. This position also supervises class representative and works
cooperatively and collaboratively with campus administration, management and IT facility
providers.
Position Qualifications
a) Proficiency in ICT management
b) Having experience working with the integration of technology in an academic
setting.
c¢) Knowledge and experience in  personal computer support, course
management systems, software licensing, enterprise-wide software development
and implementation, and other technology support systems.
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d)
e)

9)

h)

)

K)

An understanding of web integration and web portal technologies.

Demonstrated success in working with faculty and administration in a wide range
of disciplines to reach mutually agreed upon goals.

Experience in working in a team environment, including shared goal
identification, shared planning, shared evaluation, and consensus decision-making.
Experience in managing multiple, sometimes competing priorities and
identifying courses of action that maximize economic return.

Must be able communicate effectively both orally and in writing to both a
technical and non-technical audience.

After hours and on call support is required for emergencies and planned
maintenance intervals.

Should have a strong sense of responsibility and integrity due to the level of
system access required for this position.

Should have ability to process the EMIS information, analyze and prepare a report
as and when necessary.



Related to Section B (Q. No. 106)

Student Data

Academic data analysis in an educational institution like Gurukul Baylor Campus encompasses
various areas and aspects. The analysis of academic data is crucial for making informed
decisions, improving educational outcomes, and enhancing the overall learning experience. Here
are some key areas on which academic data analysis is carried out at GBC:

1. Student Performance:

e Grades and Scores: Analyzing student grades and test scores to assess academic
performance and identify trends or areas of improvement.

e Attendance: Monitoring and analyzing attendance records to gauge student engagement
and participation in classes.

2. Enrollment and Demographics:

e Enrollment Trends: Tracking changes in enrollment numbers over time, which can help
in resource allocation and planning.

e Demographic Data: Analyzing the composition of the student body in terms of gender,
age, nationality, and other demographic factors.

3. Course and Curriculum Evaluation:

e Course Effectiveness: Assessing the effectiveness of individual courses or programs
through student evaluations and feedback.

e Curriculum Alignment: Analyzing whether the curriculum aligns with learning objectives
and student needs.

4. Graduation and Retention Rates:

e Retention Rates: Studying factors that influence student retention and identifying
strategies to improve it.

e Graduation Rates: Monitoring the progress of students toward degree completion and
evaluating graduation rates.

5. Learning Assessment:

e Assessment Data: Analyzing the results of standardized tests, assignments, and other
assessments to gauge student learning outcomes.

e Rubrics and Learning Objectives: Evaluating how well students meet specific learning
objectives based on established rubrics.

6. Faculty and Staff Performance:

e Teaching Evaluations: Assessing faculty performance through student evaluations and
peer reviews.

e Professional Development: Analyzing data to identify areas where faculty and staff may
benefit from additional training or support.

7. Resource Allocation:

e Budgeting and Resource Allocation: Using data to inform decisions about how resources,
such as funds, faculty, and facilities, should be allocated to best support the educational
mission.

8. Student Support Services:




e Counseling Services: Evaluating the utilization and effectiveness of counseling and
support services for students.
e Special Programs: Assessing the outcomes of special programs designed to support
underrepresented or at-risk student populations.
9. Online Learning and Technology Integration:
e Online Course Data: Analyzing data from online learning platforms to improve the
quality and effectiveness of online courses.
e Technology Usage: Studying how students and faculty use technology in education and
identifying opportunities for enhancement.
10. Accreditation and Compliance:
e Accreditation Standards: Ensuring compliance with accreditation standards and
requirements through data analysis and reporting.
e Quality Assurance: Demonstrating the quality of education by providing evidence of
compliance and continuous improvement.
11. Research and Publications:
e Research Impact: Analyzing the impact of faculty and student research and publications
within and beyond the campus.
e Research Funding: Tracking grant funding and research project outcomes.
12. Alumni and Career Outcomes:
e Alumni Success: Gathering data on alumni career outcomes and contributions to society.
e Career Services: Analyzing the effectiveness of career services and job placement
programs.
These are just a few of the many areas where academic data analysis is carried out at GBC. The
insights gained from data analysis play a pivotal role in shaping policies, improving teaching and
learning methods, enhancing the student experience, and ultimately advancing the institution's
educational mission.



Related to Section B (Q. No. 107)
Student Data
The campus data are kept in the website. The website URL is: https://qurukulbaylor.edu.np/



https://gurukulbaylor.edu.np/

Related to Section B (Q. No. 108)

Disclosure of Student Data to Stakeholders

Disclosure of information to stakeholders at Gurukul Baylor Campus (GBC) is crucial for
transparency, accountability, and effective communication. Various methods and channels are
employed to ensure that relevant information is disseminated to the appropriate stakeholders.
Here's how information is typically disclosed to stakeholders:

1.

10.

11.

Regular Reports and Publications: GBC generates and disseminates regular reports and
publications, such as annual reports, academic performance reports, and financial reports.
These documents provide comprehensive insights into the institution's activities and
performance, which are shared with stakeholders.

Meetings and Conferences: Stakeholder meetings, conferences, and forums are
organized to discuss institutional matters and share updates. These events may include
meetings with the Board of Directors, faculty meetings, and parent-teacher conferences.
Newsletters and Magazines: GBC may publish newsletters or magazines that feature
articles, updates, and highlights from the campus community. These publications are
distributed to students, faculty, staff, and alumni, keeping them informed about campus
news.

Website and Intranet: The institution's website and intranet provide a central platform
for sharing information. Stakeholders can access announcements, academic calendars,
policy documents, and other relevant information through these online portals.

Email Communications: Email is used to distribute important updates, announcements,
and newsletters to stakeholders. This method allows for direct communication and
ensures that stakeholders receive timely information.

Social media: GBC maintains active social media profiles where news, events, and
campus updates are posted. Stakeholders, especially students and alumni, can follow
these profiles to stay informed and engaged.

Academic Portals: For students, academic portals and learning management systems
provide access to course materials, grades, assignments, and announcements. These
platforms are vital for sharing academic information.

Notice Boards: Physical and digital notice boards are used to display announcements,
event schedules, and other relevant information within the campus. This method is
particularly effective for reaching students and staff on-site.

Parent-Teacher Meetings: GBC conducts regular parent-teacher meetings to discuss
student progress, academic performance, and any concerns. These meetings provide
direct communication between the institution and parents.

Feedback Channels: GBC maintains feedback channels, such as suggestion boxes and
online feedback forms, through which stakeholders can share their opinions, concerns,
and suggestions. This feedback is valued and considered for continuous improvement.
Public Presentations and Lectures: Guest lectures, seminars, and public presentations
are organized to address educational and social issues. These events often involve guest
speakers and experts who provide valuable insights to the campus community.



12. Alumni Engagement: Alumni engagement activities, such as alumni reunions and
networking events, serve as opportunities to update alumni on campus developments and
seek their involvement and support.

13. Government and Regulatory Reporting: GBC complies with government and
regulatory reporting requirements, submitting necessary information and documentation
to relevant authorities.

14. Surveys and Feedback Mechanisms: Surveys and feedback mechanisms are employed
to collect input from stakeholders, ensuring that their opinions are considered when
making decisions and improvements.

15. Personal Communication: In some cases, personal meetings and discussions with key
stakeholders, such as donors or government officials, are used to address specific matters
or seek support.

Effective and transparent communication with stakeholders is an ongoing process at GBC. The
institution recognizes the importance of tailoring communication methods to the needs and
preferences of different stakeholder groups, ensuring that information is shared comprehensively
and consistently.
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Related to Section B (Q. No. 110)

Mechanism to receive comments or feedbacks on the published data

To establish a mechanism for receiving comments or feedback on published data at Gurukul
Baylor Campus (GBC), the institution can implement a structured and user-friendly feedback
system. Here's a step-by-step guide to creating this mechanism:

1.

E-mail and Suggestion Box: Email addresses is provided in the website and an suggestion
box is kept in the campus to receive feedback from the stakeholders.

Feedback through website: Stakeholders can go through the institution's website and
comment there in blogs.

Oral Feedback: Many people like to talk orally on matters rather than giving information in
the written forms. All the concerned people listen if any stakeholder want to provide feedback
orally.

Design of a Feedback Policy: A clear feedback policy is made and kept in the campus
website.

Feedback Evaluation System: Feedback evaluation committee is developed to evaluate the
feedback from various stakeholders

Social Media and Public Forums: Feedbacks were also received through social media and
public forums.
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Related to Section B (Q. No. 111)

Impact of feedbacks

The feedback received from the stakeholders were used in various occasions, some of which are
listed below:

1.

In Decision-Making: Such feedbacks are used for various decision making times like in
calendar preparation, exam schedule and so on.

Strategic Planning: Many suggestions are used in strategic planning of the campus too.
Resource Allocation: Stake holders feedbacks were also used in resource allocation like in
library or in furniture inside the room.

Faculty Performance Evaluation: The system has facilitated the evaluation of faculty
performance through data on teaching evaluations, research productivity, and professional
development. Feedback data have informed in decisions on promotions, tenure, and faculty
development.

Quality Assurance: Feedback analysis have supported on quality assurance efforts by
assessing whether academic programs and processes meet established standards. This helped
to maintain and enhance the quality of education at GBC.

Continuous Improvement: The feedback system have fostered a culture of continuous
improvement.

Responsive to Changing Needs: The system helped GBC to adapt to changing educational
trends and student demographics

Enhanced Transparency: We believe that feedback system developed more transparency in
all the aspects of campus.

Student-Centric Approach: Stakeholder's feedback system also alloeds GBC to take a
student-centric approach. Decisions prioritize the needs and experiences of students, resulting
in a more positive educational environment.
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Related to Section B (Q. No. 112)

Quality Improvements due to the use of Information System

The use of an information system for academic data analysis at Gurukul Baylor Campus (GBC)
has initiated several quality improvement initiatives across various areas of the institution. Here
are examples of such improvements:

1.

Quality Change in Infrastructure: The feedback system from stakeholders has led to
noticeable improvements in the campus infrastructure. Suggestions and insights from
various stakeholders have contributed to enhancements in facilities, ensuring a more
conducive environment for learning and overall campus life. This may include
improvements in classrooms, laboratories, libraries, and recreational areas, aligning with the
expectations and needs expressed by stakeholders.

Quality Change in Teaching Methods: Stakeholder feedback has played a pivotal role in
refining teaching methods. Insights from students, faculty, and external evaluators have
prompted adjustments in pedagogical approaches, instructional techniques, and overall
teaching strategies. This responsiveness to feedback ensures that the teaching methods align
better with the diverse learning preferences and needs of the students, fostering a more
effective and engaging learning experience.

Quality Change in the use of IT: The incorporation of stakeholder feedback has facilitated
advancements in the utilization of Information Technology (IT) within the campus. This
may involve improvements in digital learning platforms, accessibility of online resources,
and the integration of technology in teaching practices. Stakeholder insights have
contributed to creating a technologically enriched educational environment that enhances the
overall learning process.

Quality Change in Data Management System: The feedback system has led to
improvements in the data management system of the institution. Stakeholder suggestions
and evaluations have prompted enhancements in how academic and administrative data are
collected, stored, and utilized. This ensures accuracy, efficiency, and transparency in
managing institutional records, benefiting both the administration and stakeholders who rely
on this information.

Quality Change in Student Result: Stakeholder feedback has influenced positive changes
in the assessment and evaluation processes, leading to improvements in student results. This
could involve adjustments in grading systems, examination formats, and evaluation criteria
based on the valuable input received from various stakeholders. The aim is to ensure
fairness, accuracy, and alignment with educational standards, ultimately benefiting the
students' academic outcomes.
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