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Annex 1. Revised five-year strategic plan ( 2077/078-081/082) 

KSC has updated its Strategy Plan. Its has a separate file. It is attached in the  annex part 

separately. The details of the document is available at www.ksc.edu.np . 

Table1 : Strategy Plan Draft Committee 

SN Name Post Responsibility 

1 Mr. Shatrughan Prasad Gupta Campus Chief QAA Focal Person 

2 Mr. Basanta Kumar Baral Member Asst. Campus Chief 

3 Mr. Guru Prasad Poudel Member Teacher 

4 Mr. Bhim Prasad Sapkota Member Teacher 

5 Ms. Minu Keshari Lama Member Admin. Officer 

Table2. Strategy Plan Review Committee 

SN Name Post 

1.  Mr. Shatrughan Prasad Gupta        Campus Chief  

2.  Mr. Basanta Kumar Baral Member 

3.  Mr. Guru Prasad Poudel Member 

4 Mr. Bhim Prasad Sapkota Member 

  

  

http://www.ksc.edu.np/


Annex 2. Working Procedures and TOR of IQAC 

 This is mentioned in the Integrated Guidelines.

 

 

 

 

 

Annex 3. KSC -IQAC Plan- 2078  



Introduction: 

Internal Quality Assurance Committee (IQAC) is established according to the integrated regulations- 

2079 of Kathmandu Shiksha Campus (KSC) to ensure and promote the qualitative and holistic 

development of the Campus. 

Purpose: 

• To Step up the quality of education offered to the students by incorporating the use of 

technology along with implementation of effective teaching strategies. 

• To assess the necessities of students by identifying their areas of weaknesses and strengths and 

planning effective remedial classes, guest lectures, workshops and seminars for them. 

• To improve the infrastructure of the college. 

• Seminars conducted by various Departments separately and in collaboration with other 

departments. 

• Training programmes on soft skills, Personality Development, yoga, sports for students 

conducted by the College to help in their curricular work as well as to prepare them to face 

interviews for Placement, SEBI’s seminar on certificate courses in finance; LIC’s job 

opportunities in insurance, skill solutions on medical transcriptions were also conducted. 

QAA at Glance  

Functions: Some of the major functions of the IQAC at KSC are: 

• Development and application of quality benchmarks/parameters for various academic and 

administrative activities of the Campus. 

• Facilitating the creation of a learner-centric environment conducive to quality education and 

faculty maturation to adopt the required knowledge and technology for participatory teaching 

and learning process. 

• Arrangement for feedback response from students, parents and other stakeholders on quality-

related institutional processes. 

• Dissemination of information on various quality parameters of higher education 

• Organization of inter and intra institutional workshops, seminars on quality related themes and 

promotion of quality circles. 

• Documentation of the various programmes/activities leading to quality improvement. 

• Acting as a nodal agency of the Institution for coordinating quality-related activities, including 

adoption and dissemination of best practices. 

• Development and maintenance of institutional database through EMIS for the purpose of 

maintaining /enhancing the institutional quality. 

• Development of Quality Culture in the institution. 



• Preparation of the Annual Quality Assurance Report (AQAR) as per guidelines and parameters 

of KSMC, to be submitted to KSMC. 

Strategies: IQAC shall evolve mechanisms and procedures for: 

• Ensuring timely, efficient and progressive performance of academic, administrative and 

financial tasks 

• The relevance and quality of academic and research programmes 

• Equitable access to and affordability of academic programmes for various sections of society 

• Optimization and integration of modern methods of teaching and learning 

• The credibility of evaluation procedures 

• Ensuring the adequacy, maintenance and functioning of the support structure and services 

• Research sharing and networking with other institutions all over the country and abroad 

Benefits: It is assumed that following benefits will be achieved if the IQAC will functioning 

strategically: 

• IQAC devises strategies to ensure clarity and focus in institutional functioning towards quality 

enhancement.  

• It promotes the internalization of the quality culture.  

• It strengthens the democratic and inclusive practices towards the holistic development of the 

Campus and provides a sound basis for decision-making to improve institutional functioning.  

• It builds an organized methodology of documentation and internal communication. 

IQAC Plan for Academic Year 2080/81 

For the appropriate functioning, implementation and achievement of the above listed working strategies 

and benefits of the IQAC, IQAC of KSMC has developed an IQAC Plan for the academic year 2080/81 

which is presented as follows: 

 Table 1. IQAC Annual Plan & Program-2080/2081 

 

Months Ist Week  IInd Week  IIIrd Week  IVth Week  

Baishakh  

2080 

Integrated Meeting with 

Officials and staffs, HODs, 

RMC for the formation of 

Annual Plan and Programs 

of IQAC.   

Disseminations of Plan 

and Programs of IQAC  

with the stakeholders  

Meeting with 

Examination Committee 

Meeting with 

Internal Audit 

Committee  

and Account, 

Admin staffs 

Integrated 

Meeting with 

Departments  

     

Jestha 

2080 

Meeting with Subject 

Committee Coordinators 

Meeting with Faculties of 

Education Department 

Motivational 

Training for 

Faculties and 

Staff 

Meeting with 

Examination 

Committee 

Asar 

2080 

Meeting with Executive 

Committee 

Interaction with Parents 

and Teacher Staffs 

Meeting with 

Non-teaching 

Staff 

Meeting with 

RMC 

Shrawan 

2080 

  Meeting with 

Building 

Meeting with 

Job Placement 



Construction 

Committee 

and 

Counselling 

Committee 

Bhadra 

2080 

Meeting with Examination 

Committee 

Meeting with HODs Meeting with 

Subject 

Committee 

Coordinators 

Meeting with 

Health Club 

Ashoj 

2080 

Meeting with Internal 

Audit Committee of 

Account and 

Administration 

Meeting with Teacher 

staff Selection 

Committee 

Meeting with 

ECA 

Committee 

Interaction 

with Parents, 

Teacher and 

Staffs 

Kartik 

2080 

Meeting with Tracer Study 

Team  

Meeting with CMC Meeting with 

Eco Club 

Meeting with 

Non-teaching 

Staff 

Mansir 

2080 

Meeting with HODs Meeting with Teacher 

staff selection Committee 

Meeting with 

RMC 

Joint Meeting 

with 

Executive 

Committee, 

HODs and 

CMC  

Poush 

2080 

Meeting with Subject 

Committee Coordinators 

Interaction with Parents 

and Teacher Staffs 

Guidance and 

Counselling 

Interaction 

Meeting with 

Examination 

Committee 

Magh 

2080 

Meeting with  Faculties Celebration of Campus 

Day and Releasing the 

annual activities of IQAC 

  

Meeting with 

Health Club 

Meeting with 

Examination 

Committee 

Falgun 

2080 

Meeting with RMC Meeting with  Campus 

chiefs and Executive 

Committee members 

Meeting with 

Library 

Committee  

Meeting with 

Job Placement 

and 

Counselling 

Committee 

Chaitra 

2080 

Meeting with ECA 

Committee 

Meeting with Non-

teaching/Administrative 

Staff 

Meeting with 

Faculties of 

Management 

Department 

Preparation of 

the Annual 

Progress 

report  

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

Annex 4.  Minutes of IQAC  

 

 



 

 

Annex 5. Letter of appointment of student representatives in IQAC 

 



 

Annex 6. Academic audit report of 2078/79 

 The details of the report has attached separately at www.ksc.edu.np 

 

 

 

http://www.ksc.edu.np/


Annex 7. Academic Audit Report of 2077/78 

The details of the  Academic Report of FY 2077/78 has attached separately at www.ksc.edu.np 

Annex 8. Integrated Guidelines of the functional Policy & Procedures of KSC 

 

  

http://www.ksc.edu.np/


Annex 9. Working Procedures and TOR of IQAC 

( See in Integrated Book of Policy and Procedures) available at www.ksc.edu.np  

Annex 10. Minutes of IQAC Meetings 

  

  

http://www.ksc.edu.np/


Annex 11. Academic audit report 2078/79 

This report is available at www.ksc.edu.np  

Annex 12. Minutes Copy of Alumni Association 

All the activities including the minutes of the Alumni Association are available at www.ksc.edu.np 

Annex 13. Room Allocation for alumni 

Currently, KSC is in the phase of construction. Due to the unavailability of the  sufficient separate room 

official rooms, It has not been provided separately. Although an attempt has been made to provide 

the rooms for the Alumni Association. 

 

http://www.ksc.edu.np/
http://www.ksc.edu.np/


Annex 14. The formation of Alumni Association 

KSC has formed the alumni Association as per Campus regulations. It is governed by separate bylaws. 

See www.ksc.edu.np  

 Annex 15  and 16. The Organisational Structure of KSC and its photoes

 

http://www.ksc.edu.np/


  



Annex 17. Minutes of the Departments 

 KSC has three departments. They are as follows: 

1. Department of ICT and Huminities 

2. Department of Magagement 

3. Department of Education and Social Sciences 

Each department has a separate room with full furnished abd well equipped reference library. 

Departments are functional and each has a separate minutes book not only in form burt in substance.  

 

 



 

  



 

  



 

 

 



 Annex 19. Minutes of the Other Committees 

 

 

 

  



  



Annex 20.  Decision for providing scholarship to the studentsA Committee minutes of the Scholarship Selection 

committee are as follows







 







 











 

 

 

 

 



Annex 21. Decisions for motivational package for the faculty 

 



 

 

 

 

 



Annex 22. Daily call records to absenteeism students 

 

 

 

 

 

 



Annex 23. Photos and minutes for the Student- Teacher-Parents Meetings 

 

 

 

 

 

 

Annex 24. A Policy for the professional development of the teaching and non-teaching staffs 

Policies for Faculty Development at Kathmandu Shiksha Campus 

The goal of this policy is to further the institutional goals in education and dissemination 

of knowledge through the following: 

• Fostering the development and continuance of excellence among the faculty. 

• Aiding the administration of the Campus in understanding the motivations, strengths, 

accomplishments, goals, and plans of individual faculty members. 

• Furtherance of communication and understanding between the faculty and the   Campus 

administrations. 



 

General Principles 

• Having an administrative hierarchy which fosters understanding of the faculty's motivations, 

strengths, interests and plans as thoroughly and explicitly as practicable is a desirable goal in 

that it will help long range planning at the department and Campus levels reflect those 

motivations, strengths, interests and plans. 

• It is the responsibility of senior faculty to encourage and facilitate the development of junior 

faculty members as they strive to achieve excellence in research, teaching, and service to the 

institution. 

• The present policy and its implementation cannot be coercive or violate the freedom of each 

faculty member to pursue those goals he or she has set as an individual. 

Implementation: 

a) Planning process:  

The Campus Chief will hold regular faculty development planning meetings with head of 

Departments, Chairperson of the Subject Committee and even with the concerned faculty 

Members of this campus. These meetings are to be scheduled in the beginning of new academic 

year. In preparation for the said meeting with the HODs and Chairpersons are requested to write 

a retrospective and prospective document giving an overview of the faculty member's work and 

their developmental plans including research, teaching, assessment and service. The HODs may 

address any issues of particular interest. This document will serve as at least a partial basis for 

discussion in the meeting. Additional issues may be broached by either the HODs or the 

Chairman of the Subject Committee. 

b) Department responsibility:  

Each department in institution will formulate a process for mentoring and development of faculty 

which is consistent with the above goals and principles. While details of the process will be 

determined by each department, responsibilities include holding regular meetings with faculty 

members. These informal discussions should emphasize how best the department can support the 

faculty member's efforts to achieve high level contributions to teaching, assessment, research, 

and service. These discussions should also provide feedback to the faculty member as to his or 

her progress in achieving these goals 

c) Individual Faculty Development Plans   

An individual Faculty Development Plan is fundamental to a faculty member’s Professional growth 

and successful performance in teaching, scholarly activity, and service. This plan should respond to 

the missions, goals, and objectives of the Department and Campus. 



In consideration of the individual faculty member’s priorities for professional growth and 

development, all academic faculty shall prepare and submit to the Department Head annual 

development plans that specify personal priorities in teaching or librarianship, scholarly activity, and 

service, as well as personal plans for promotion and participation in faculty development programs. 

The Chairs of the concerned subject committee shall submit these plans to their Head of Department 

before start of new academic year. 

D. Additional communications  

Department heads will annually review the annual reports of all faculty in their department and will 

provide appropriate feedback. The Chairperson of the concerned subject committee will be informed 

by department heads of developments in each department and the impact of these developments on 

long range planning.  

d) Faculty Exchanges 

Faculty are eligible to participate in KSC faculty exchange programs as these may be arranged. 

Positive recommendation by the Department Head is required. Provisions and conditions for faculty 

exchanges are contained in the policy for the KSMC Faculty Exchange program, which can be found 

in the KSMC faculty exchange committee TOR.  

F ). Continuous Professional Competency 

The aim of continuous Professional Competency is to help faculty manage their own learning and 

growth throughout the career. It is important that faculty continue to learn and develop to keep their 

skills and knowledge up to date and ensure continue to work safely, legally and effectively. Every week 

a faculty member will present in CPC, special emphasis will be given to their teaching skills and 

communication skills. Conducting and attending CPC will carry marks in promotion of faculty.  

g) Attendance in conferences: 

Faculty will be allowed and facilitated to attend national level conferences and workshops for their 

capacity building and better learning experiences. However due to resource constraints, institution 

cannot facilitate international conferences and workshop’s, though faculty will be allowed to apply for 

leave and attend the international conferences and workshop’s on their own expanses. 

H ) Workshops and training opportunities for faculty within institution: 

Institution will arrange workshops time to time for capacity building of faculty upon recommendation 

from Heads of departments. These workshops will be arranged on need base. Separate budget will be 

allocated for it while facilitation and organization will be done by Department of ICT. 

New faculty orientation: 

Every year in summer break, the newly appointed faculty will be given a training session on teaching 

and assessment strategies. 

 



Coping with new challenges in curriculum: 

There is shift of curriculum from traditional system to integrated modular system. The faculty may need 

assistance in coping with new system. Department of Education will help, facilitate and support the 

faculty in coping with those challenges. 

Grants for MPhil/ Ph.D programs: 

KSMC will provide the special grants for joining MPhil programs for faculty to achieve higher 

qualification in their respective subjects and areas in Nepal and abroad. Faculty of KSMC will be given 

Special grants for achieving its higher studies. 

TORs for study leave and Grants: 

• Study leave aims at applying for leave for acquiring higher education in the related areas, the 

Institution will provide the special grants for M.Phil and Ph.D studies in Nepal and the abroad.  

• The applicant applying for the study leave must be the faculty of KSMC, in the capacity of 

lecturer. (Basic salary Holders), Assistant Professor & above that level of teaching category. 

• The Chairman of the concerned subject Committee should recommend his faculty members to 

the Concerned HODs with clear remarks that acquisition of the said degree in question would 

greatly enhance the academic portfolio of the department.  

• The HODs will make   sure that after acquiring higher education the applicant must serve   the 

same institution at least for three years after their completion of studies and would not apply for 

the same/higher post to other institution via proper undertaking/affidavit.  

• The applicant should have prior   approval   of the   said course from the related institution with 

stipulated time frame and any monetary benefits thereof.  

• HODs will forward the   letter   for the grant of study   leave to the   Campus Chief including all 

the above cited guarantees & related documents. 

Annex 25. A format of the job descriptions of Public Relation Officer 

Work Summary 

Directs and coordinates the various public affairs programs of the Kathmandu Shiksha Campus 

(KSC) as a Public Relation Officer (PRO) falling under the Campus Chief. Integrates the Campus's 

communications and public relations programs and initiatives into a cohesive effort that conveys a 

consistent message in support of its mission, strategic goals, and objectives of the Campus. Serves as a 

senior officials of the Campus with respect to communications and public affairs initiatives. 

Duties and Responsibilities 

1. Initiates and supervises the establishment of integrated strategies, plans, and programs designed 

to ensure that all communication and public relations efforts are cohesive, consistent, and 

effective in supporting the mission and improvement goals of the campus. 

2. Plans, develops, directs, and coordinates comprehensive communication programs, to include 

media, public affairs and publications, in close collaboration with other institutional 

communications and/or public relations activities. 



3. Provides direct and proactive advice, consultation, and assistance to senior officials, as well as 

the Campus community, regarding public information matters, to include providing direct 

assistance in researching, providing information and developing messages. 

4. Serves as the designated Public Relation Officer (PRO) for the campus. 

5. Coordinates surveys, evaluations and assessments of external communications activities in order 

to determine the effectiveness of the communications plans. 

6. Assures quality and appropriateness of institutional communication programs and initiatives, 

whether internally or externally produced. 

7. Represents the Campus to various institutional divisions as well as externally to governmental 

agencies, UGC, TU, Bagmati Province, Chandragiri Municipality, vendors, students and their 

parents, and the general public. 

8. Recommends and participates in the development of Campus policies and procedures; may 

serve on Campus planning and policy-making committees. 

9. Establishes and implements short- and long-range organizational goals, objectives, strategic 

plans, policies, and operating procedures; monitors and evaluates programmatic and operational 

effectiveness, and effects changes required for improvement. 

10. May supervise personnel which typically includes recommendations for hiring, firing, 

performance evaluation, training, work allocation, and problem resolution. 

11. May develop and manage annual operating budget and provides fiscal direction to the unit(s) of 

oversight. 

12. Performs miscellaneous job-related duties as assigned. 

Minimum Job Requirements 

Bachelors’ degree; at least 5 years of experience directly related to the duties and responsibilities as 

specified above. 

Knowledge, Skills and Abilities Required 

1. Ability to establish and implement cohesive communication and public relations strategies and 

plans on an institutional basis. 

2. Knowledge and understanding of the mission, goals, and objectives of a major educational and 

research institution. 

3. Skill in examining and re-engineering operations and procedures, formulating policy, and 

developing and implementing new strategies and procedures. Strong strategic planning and 

management skills. 

4. Knowledge of communication principles, media, and public relations techniques. 

5. Outstanding interpersonal and community relations skills and the ability to communicate and 

work effectively within a diverse community. Employee development and performance 

management skills. 

6. Ability to analyze complex problems, interpret operational needs, and develop integrated, 

creative solutions. 

7. Organizational planning, structuring, and staffing skills. 

8. Skill in financial planning and fiscal management. 

9. Ability to use independent judgment and to gather, manage and impart information to the media 

and various other internal and external audiences. 

10. Experience communicating with the press and other media. 

11. Strong knowledge of local and regional media contacts and/or a proven ability to develop such 

relationships quickly. 



12. Ability to provide effective advice and counsel on strategic and/or critical communication issues 

and to exercise effective judgment. 

13. Ability to write executive-level communications for internal and external audiences. 

14. Demonstrated ability to maintain confidentiality. 

Conditions of Employment 

• Employees in this job title are subject to the terms and conditions of an employment contract. 

Employment contracts are typically subject to review and renewal on an annual basis. 

• Employees who provide services or work in patient care or clinical areas are required to be in 

compliance with the Campus's infection vaccination requirement. 

 

Authorized Signature  

On the Employee On the Campus 

 
 

Sujana Shrestha 
Shatrughan Prasad Gupta 

Public Relation Officer 
Campus Chief 

 

  



Annex 26.  List of teaching and non-teaching staffs FY 2080 

SN Name of the Faculty Appointment  Gender Qualification Status Full /Part  Subject 

1 Ashik Singh 2073 Male M.Ed Permanent FT Edu 

2 Akhelesh Yadav 2076 Male ME Temporary PT Com 

3 Anil Panday 2079 Male MBA Permanent FT Mgmt 

4 Apsara  Adhikari 2079 Female Med Permanent FT Nep 

5 Anand Acharya  2078 Male MA Permanant FT Eco 

6 Basant Kumar Baral 2069 Male M.Ed Permanent FT Heal 

7 Bhakta Bahadur Shahi 2073 Male M.Phil Permanent FT Edu 

8 Bhanu Bhakta Sharma  2075 Male Mphil Temporary PT Mgmt 

9 Bhim Sapkota 2076 Male M.Phil Temporary PT Eng 

10 Binod Thapa 2079 Male ME Permanent FT Com 

11 Bishnu Ku Adhikari 2071 Male M.Ed Temporary PT Heal 

12 Buddhi Sagar Parajuli 2077 Male MBS Temporary PT Mgmt 

13 Chola Raj Panday 2079 Male MA Permanent FT Maths 

14 Dilli Raj Belbase 2064 Male MBS Permanent FT Mgmt 

15 Dr. Bhagwan Aryal 2068 Male Ph.D Temporary PT Heal 

16 Dr. Shiva Raj Bhatta 2076 Male Ph.D Temporary PT HPE 

17 Gagan  Singh Ayer 2070 Male M.Phil Permanent FT Eng 

18 Guru Prasad Poudel 2070 Male M.Phil Temporary PT Eng 

19 Kiran Poudel 2076 Male ME  Permanent FT Com 

20 Krishna Ale Magar 2076 Male M. A Permanent FT Nep 

21 Malati Oli 2078 Female MED Permanent FT Nep 

22 Manoj Bhandari 2070 Male M.Ed Temporary PT Edu 

23 Maya Kumari Air 2078 Female M.Ed Permanent FT Soc 

24 Monika Poudel 2076 Female MPA Permanent FT Mgmt 

25 Muna Lamichhane 2064 Female MSC Temporary PT Pop 

26 Om Prakash Joshi 2074 Male M.Ed Permanent FT Hea 

27 Prakash Nauraila 2074 Male M.Ed Permanent FT Edu 

28 Prem  Singh Shrestha 2073 Male M.Phil Permanent FT Edu 

29 Rajendra Pokheral 2073 Male M.Ed Permanent FT Edu 

30 Ram Babu Mandal 2078 Male M.Ed Temporary PT Edu 

31 Ramesh Adhikari 2079 Male M.Ed Temporary PT Nep 

32 Ranju Dabadi 2075 Female MBS Permanent FT Mgmt 

33 Sabina Maharjan 2077 Female MBS Permanent FT Fin 

34 Sanju Acharya 2078 Female MA Permanent FT Edu 

35 Santosh Acharya 2075 Male MA Permanent FT Eco 

36 Santosh Pangiyar 2079 Male ME Temporary PT Com 

37 Sharda Pokheral 2075 Female M.Ed Permanent FT Edu 

38 Sharda Shrestha 2074 Female MA Permanent FT Eng 

39 Shatrughan Pd Gupta 2053 Male M.Phil Permanent FT Maths 

40 Shiv Prasad Timilisina 2071 Male M.Ed Temporary PT Nep 

41 Shrawan Ku Mandal 2062 Male M.Ed Permanent FT Eng 

42 Sujana Shrestha 2075 Female MA Permanent FT Soc 

43 Suraj  Kumar Bista 2076 Male M.Ed Permanent FT Hea 

44 Tilak Bahadur Raut 2073 Male M.Ed Permanent FT Nep 

45 Yub Raj Devkota 2075 Male ME Permanent FT Com 

 Summary of the Staffs 

Sn Descriptions  Number SN Descriptions  Number  

1 Ranges of the Appointment 2053-2079 12 Professors 0 

2 Males 32 13 Readers 1 

3 Females 11 14 Lecturers  

4 Education  24 15 Mphil   

5 Huminities  7 16 Ph.D  

6 Management 7 17 English  

7 Permanent 30 18 Nepali  

8 Temporary 13 19 Computer 8 

9 Contract  20 Health  

10 FT 30 21 Social  

11 Part Time 13 22   



 

 

 

 

 

 

 

Annex 27. Appointment letter and name list of non- teaching staffs 

Table 4.  Name list of the Non Teaching Staffs of Kathmandu Shiksha Campus 

Non Teaching Staffs of Kathmandu Shiksha Campus 

 Chandragiri Municipality-10, Satungal 

Sn Name  

Date of 

Appointment Nature Responsibility Status 

1 Anita Bhandari 2074 Permanent Administration FT 

2 Minu Keshari  Lama  2077 Permanent Account/ EMIS FT 

3 Bikram Bishwokarma 2079 Permanent Library FT 

4 Saru Sharma  2075 Permanent Support FT 

5 Ratna  Bahadur Khatrai 2079 Permanent Gate - Security FT 

6 Ramji Sharma  2075 Permanent Support FT 

7 Durga Shrestha 2079 Permanent Exams FT 

 

  



 

  



 



 


