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1.Feedback to be taken 
· Online  Academia/Google form


2 .Timeline to take the feedback 
· Twicein an academic year 
· Link will shared with the parents through mobile group .
· Link will be open for 5 days. 
	GRADE
	QUARTER I 
	QUARTER II 

	Preprimary-to XII
	Transport
	Academics

	
	Kitchen
	Transport

	
	Academics
	Kitchen

	
	Gen admin
	Activity

	
	Health and Safety
	……


.




3. Academia link would be given to HOS/HM/Coordinator and later share with all the class teachers and then teachers will share it with parents.[ Coordinator will be responsible for the number of feedback received for that particular class]
4. In the year two times feedback would be taken.(Student Feedback Twice and Parent Feedback Twice)
5. The remarks & the indicators will be reviewed by the CHC coordinator and post analysis will be shared with Department heads for further closures and action plan. [Three days after receiving the data] Closures to be submitted By HM/HOD within five working days.
6. Datawill be maintained according to the rating received in the feedback forms.
7.Percentage Analysis & Statistical Data is prepared by the CHC & reviewed by the HOS and Management.
8. If the data acquired of (A+B+C) % is 95% & above, that respective dept. will strive to maintain consistency in their working.  
9.If the data acquired of (A+B) % is between 85-95%, that respective dept. will set targets for further improvement & work accordingly.
10.The closures obtained will be discussed with the Management Committee Representative 
11.The closures are reverted to the HOS/HM/DH in case of any further clarification or query.
12. The CHC Coordinator will also set his/her periodicity for verification of closures done by all the Departments.
13. The CHC Coordinator will revert to the DH in case of queries during his/her verification.
14. The action plan for the same will be further forwarded to the CHC.
15. Complaint analysis as well as feedback analysis will be put forth in the PRM quarterly to the Management by CHC Co-ordinator.

Complaint Disposal Process

Pointers for Complaints:

Types ofcomplaints
· Severe: Immediate closure required ( within 2 working days)
· Regular : Can be addressed within 5working days ofreceipt

	Sr.No
	Type of Complaint
	Interface

	1
	Academic Related
	HOS/HM/Coordinators

	2
	Administration Related
	HOS/HM/DH

	3
	SexualAbuse
	Management/HOS

	4
	Meal Relatedissues
	HOS/HM/Kitchen Incharge

	5
	Transport relatedissue

	HOS/HM/Transport Incharge

	6
	InfrastructuralIssue	
	HOS/HM/DH

	7
	Behavioural issues (Bullying, Body shaming/peer pressure etc)

	HOS/HM/Counselors






	CHC Coordinator
	Principal
Vice Principal
Headmistress/Headmaster

	Management Trustee
	Secretary
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