SOP Template: Alumni Feedback Collection and
Response Protocol

This SOP details the alumni feedback collection and response protocol, encompassing methods for gathering
feedback from alumni, analyzing their input for institutional improvement, coordinating timely and appropriate responses,
maintaining communication channels, and documenting feedback and follow-up actions. The aim is to enhance alumni
engagement, improve educational programs, and foster a supportive alumni community through systematic feedback
management.

1. Purpose

To establish a structured approach for collecting, responding to, and utilizing alumni feedback to strengthen institutional
practices and alumni relations.

2. Scope

This protocol applies to all staff responsible for engaging with alumni, including the alumni office, faculty coordinators, and
departmental representatives.

3. Procedure

3.1 Feedback Collection Methods

Email surveys and online forms (e.g., Google Forms, SurveyMonkey)
Annual alumni meetings and events

Social media and alumni networks (LinkedIn, Facebook)

Institutional website feedback portals

Direct interviews or focus groups (virtual/in-person)

3.2 Responsibilities and Roles

Alumni Coordinator: Initiates and oversees feedback collection, sends out surveys, compiles inputs.
Data Analyst: Analyzes feedback data for trends and actionable insights.

Department Heads: Reviews relevant feedback and collaborates on solutions.

Response Team: Crafts and issues appropriate responses to alumni feedback.

3.3 Feedback Analysis and Institutional Action

Compile feedback data monthly or after each collection event.

Review and categorize responses (commendations, suggestions, concerns, complaints).
Prepare an analysis report for the management team.

Assign actionable items to relevant departments for follow-up.

Document actions taken in response to feedback for accountability.
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3.4 Response Protocol

1. Acknowledge receipt of feedback within 3 business days via email or preferred channel.
2. Provide a detailed response or update on actions taken within 10 business days.
3. Escalate unresolved issues to senior management if necessary.

3.5 Communication Channels

Dedicated alumni email address

Alumni web portal and mobile app (if applicable)
Official social media accounts

Periodic alumni newsletters with feedback highlights

3.6 Documentation and Record Keeping

¢ Maintain digital records of all feedback and follow-up actions.
e Store analysis reports and action summaries securely.
¢ Review documentation annually as part of institutional quality assurance.



4. Timeline

Step Responsible
Feedback collection Alumni Coordinator
Initial acknowledgment Response Team
Analysis and reporting Data Analyst
Response and action Department Heads/Response Team

Documentation & review Alumni Office

5. Review and Continuous Improvement

¢ Conduct annual audits of the feedback process.

Timeline
Ongoing (quarterly/after events)
Within 3 business days
Within 7 business days of feedback receipt
Within 10 business days

Ongoing; annual review

e Update SOP as required based on audit findings or feedback trends.
¢ Solicit feedback on the effectiveness of this protocol from alumni and staff.

6. References & Related Documents

¢ Alumni Engagement Policy
e Data Privacy Policy
¢ Communication Guidelines
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