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Interface with the students, parents,  and institutions
Scope: 
Activities carried out to 
a) Assess the student/ parent requirements, translate them into the truly B School academic/ pedagogic environment and conventions, deliver the service, get feedback on effectiveness/ satisfaction / dissatisfaction and provide post delivery services. 
b) Assess the requirements of Organisations/ Institutions for placements, provide candidates and coordinate placements and collect feedbacks.
References: 
ISO 9001: 2015 Clauses 7.2, 7.5.4, 8.2.1, 8.4, 8.5.2
PROMOTIONS

DCSMAT, over the short period of existence has got a strong credential of exemplary service in transforming the students into potential Managers. 

Marketing for the services it provide to the aspirants is not a necessity. However, keeping in view of the awareness on quality requirements for the aspiring students, the urge to ensure adequate intellect of the people getting selected for the course, and dissemination of the information on the activity profile of the Institution, DCSMAT has set its own plans and strategies, which ensure the presence of an elite student group in its campus. The strategies are mostly based on the external communication mechanisms as follows:

1. Presence on the web, with own website, duly updated.

2. Brochures and communiqués duly controlled.

3. Workshops and campaigns

4. Community programmes. 

CUSTOMER (STUDENT/ PARENT) REQUIREMENTS:
Admissions to the different courses are carried out through common streamlined processes for the three B-Schools and abiding by the Government of Kerala Guidelines at the Institute of Printing Technology. DCSMAT announces the courses it delivers for the academic year, before the beginning of every academic year. Application forms and prospectus are sold to the eligible students. Application forms are also made available for down load in the institution web site. 

The eligibility criteria conform to the following:

1. MBA – Norms set by Mahatma Gandhi University

2. PGDM – Norms by AICTE & internal norms set by DCSMAT

3. Certificate in Printing Technology – Norms set by Dept. of Vocational Studies, Govt. of Kerala.

The seats are allotted strictly on merit basis and all selected candidates have to pass through a controlled admission procedure. The records of admission are maintained as follows.

	Sl. No
	Name of Record
	Custodian
	Formats used if any
	Retention period

	
	
	
	
	


 Student Property: 

Qualification credentials pertaining to eligibility criteria, acquired from previous institutions are collected from the students and kept secured under lock and key. This is acknowledged mutually in a format and kept in personal files, by the respective institution. The responsibility for the security of these documents wrests with the Head of the respective institution. Any loss, damage or situation resulting in unsuitability for use will be reported to the student/ parent and will be recorded. The following are the records pertaining to these.

	Sl. No
	Name of Record
	Custodian
	Formats used if any
	Retention period

	
	
	
	
	


FEEDBACK ON SATISFACTION/ DISSATISFACTION: 
To ascertain the effectiveness of our academic and other processes and as one of the measurements of the performance of the quality management system in general, we monitor information relating to the perception of students as well as parents as to whether we have met their requirements. This is accomplished by using our own Student Feedback and Parent Feedback Forms. These forms are designed in such a way as to knowing the overall satisfaction levels and satisfaction on the different parameters of course delivery and overall development of the student. 

In addition to this, we collect feedbacks from Organisations where our passing out students joins for employment, to find out the effectiveness and utility of their services.

The information collected are compiled, analysed and presented in Management Review Meetings, to enable the Top Management take progressive decisions. Records are kept as follows:

	Sl. No
	Name of Record
	Custodian
	Formats used if any
	Retention period

	
	
	
	
	


STUDENT/ PARENT COMPLAINTS AND SUGGESTIONS: 
Parents and students are given opportunity to register complaints and suggestions if any on the system or the processes which we adopt in the smooth conduct of the Institution’s activities. A Suggestion box and a Complaint Box are kept in the Administrative Office of each of the institutions. Communiqué regarding this is displayed in front of the Office.  

The merit of the complaint/ suggestion is analysed by a standing committee for arriving at suitable corrections and corrective actions. Either of the following actions are taken

a) Immediate correction to avert possible further development in the case of a complaint.

b) Planned action to implement in the case of an accepted suggestion.

c) Planned action to eliminate the root cause in the case of a complaint with merit.

a) Authorising continuance of the practice which resulted in the complaint, suitably communicated to the complainant, authorized by a competent authority. The final authority on such matters is the Chief Facilitator.

b) Modifying processes to contain the root cause of the complaint.

Complaints and suggestions which do not deserve merit are discarded and if found necessary communicated to the complainant/ suggestion source.

Any modification to the existing system which resulted from a complaint will be subsequently reviewed, for ensuring the effectiveness of the modification.

The Group will take appropriate actions, in the case of complaints related to incidents which cannot be revoked or the effects of which cannot be reversed. 

Records of the complaints and suggestions and any subsequent action taken are maintained as follows:

	Sl. No
	Name of Record
	Custodian
	Formats used if any
	Retention period
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