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KEY INDICATOR 2.5 
 

Evaluation Process and Reforms 
 
 

 
 
 
 
 

Metric No. 2.5.1 (QlM) 
Mechanism of internal/ external assessment is transparent and the 
grievance redressal system is time- bound and efficient. 
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The information, reports, true copies of the supporting documents, numerical data, etc. furnished in this file 

is verified by IQAC and found correct. 
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Time bound and Efficient Grievance Redressal System 

There is dedicated Examination Grievances redressal cell. The grievance redressal system has clear well-

defined procedures for resolving grievance. A time-bound and efficient grievance redressal system address 

grievance of students promptly and effectively. It Facilitates examination related queries and doubts of 

faculty, students and other stake holders.It is functioning in accordance with examination section of parent 

university.If students have any grievance regarding the examination, the grievance are tried to solve at 

departmental level and then it is forwarded to the Examination Grievance Committee.  

Composition of Examination Grievances Redressal Cell 

Examination Grievances Redressal Cell 

Prof. S.Y. Lakhdive President and (Vice Principal) 

Prof A V Tagalpallwar Coordinator Grievances Redressal Cell 

Prof N.V. Narule Member (Senior faculty Arts and Humanities) 

Prof M.P. Rakhunde Member (Senior faculty Commerce and Management) 

Prof. D.M. Chavan Member(HOD and In-charge of Science Faculty) 

Ku. Archana Bhoyar Member(Examination Cleark) 

Ku. Sneha Khokale Member(Female Student Representative)(UG) 

Shri Kranti Kumar Alone Member(Male Student Representative) (PG) 
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Policy Document  

And Mechanism of Grievance Redressal System 

To maintain the transparency, variety and rigorousness in the implementation of this robust CIE process, 

institute has succeeded in achieving active participation of students in various multi-faceted activities. 

Positive feedbacks are received about the internal assessment practices from its stakeholders. Inspite of all 

the above aspect of the students are judged from their behavior alaspect, independent learning and 

communication skills and other hidden talents etc. are also taken into consideration during the assessing of a 

student. 

 Examination form submitted by students are scrutinized and rectified. 

 Proper listing and submission required for controller of examination office to acknowledge the 

examinees of college.  This task has been done by non-teaching staff consciously.  

 The Cell keeps constant watch to run the proper mechanism with reference to all procedure of 

smooth conduction. 

  All the faculty members care that no student should deprived from examination.   

 Counseling has been done for appropriate entries in provided answer sheets of university 

examination to avoid the complaints regarding withheld results. 

 The students having grievances regarding evaluation process or every doubt is made clear by 

showing performance in answer sheets. 

 The mechanism is time bound and efficient once the internal marks are announced students can have 

right to get them clarify. 

 If any student finds any discrepancy in or becomes victim of undervaluation students can approach to 

the concern teacher/ HOD. it rectified immediately. 

  Students are evaluated after every examination and answer scripts are returned for doubt clearing 

and verification. 



 
 

 The subject teacher and examination cell maintain the record of all examination the marking system 

of internal assessment and other exam-oriented activities are collaborated with attendance and 

campus behavior. 

 All stakeholders including students are free to give suggestions while conduction of internal 

assessment.  

 In order to address the grievances regarding evaluation, a systematic mechanism is envisaged. 

Complaints regarding evaluation shall be brought to the notice of the teacher /Head of Department. If 

the student is not satisfied with decision, the student shall also have the freedom to make a further 

appeal to the College Level Grievance Redressal Cell, and Principal.  Complaints can be given orally 

or in written form. Furthermore, if the student is not comfortable with it, he/she may appeal to the 

University Level Grievance Redressal Cell.  

 Faculty and HODs are responsible for smooth conduction of formative and summative  

assessment. 

 The college is playing active role in CIE which enhances the student’s involvement and progress in 

all examination-oriented activities from this some of student were in the merit list of parent 

university and bring a pride and honor to the institution.  

  

 

 

 

 

 

 

 

 

 

 

 



 
 

The Functioning of Examination Cell 
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The Function of the Examination Cell 

 Any Circular, Guideline, Office Order, Notification received by the College are processed in the 

Examination cell, reply there of prepared and after Principal’s signature dispatched to the University. 

 Examination Notices received from the University are duly served to all concerned. 

 The notices for university indicating detail the last date of fee collection, modalities of payments of 

fine etc. 

 The Examination Cell coordinates the conduct of Internal Assessment Exams, Model Exam and 

University Theory and Practical Examinations for all the UG and PG programmes. 

 Preparation of smooth conduct of examinations, invigilation, seat arrangement in the examination 

halls etc. 

 During the examination time, proper staff mobilization, assigning the duty as per the duty chart 

already prepared. 

 After completion of examination, distribution of answer books to the concerned teachers and 

receiving the answer books and preparing in the desired format to send them to University. 

Issue of Hall Ticket for Examination 

 Hall tickets received from universityare distributed to eligible students by the respective 

departments. 

 The examinations shall ordinarily be conducted between November and December during the odd 

semesters and between April and May in the even semesters. 

 For the semester examination, aofficer in-charge is appointed by the principal. The hall invigilators 

are deputed by officer in charge 

 An invigilation schedule is prepared as per university format. 

 Due to any reason if the Invigilator cannot report for duty they are advised to make an alternate 

arrangement and inform to Exam Cell Coordinators. 

 Due to any reason if Invigilator don’t turn up for the duties, either reserve superintendents to do the 

duty or alternate Hall Superintendent are appointed. 

 Question papers are issued by the University as per their schedule by Online Mode on Designated 

Portal of University.  

 It is opened at least 10 minutes before the scheduled time by the Officer In charge. 

 It is endorsed by Co-officer in charge Appointed by University. 

Conduct of Final Theory Examinations 

 Exam Cell prepares the hall arrangements and seating arrangements as per university prescribed 

format. 



 
 

 The candidates are supposed to locate their hall and seat with their register numbers displayed at the 

entrance of the examination hall and occupy their respective seats. 

 The candidates are allowed to enter the examination hall only 15 minutes before the commencement 

of examination. 

 Candidates are not allowed to leave their seats under any pretext during examination hours. 

 They are required to bring their hall tickets and Identity Card issued to them attested by the Principal 

at the time of the examination. 

 The timings will be followed for conducting the University examinations as per the University 

schedule. 

 If a candidate loses his / her Hall ticket, a requisition letter from them to allow him / her to write the 

examination with the recommendation of HOD and authorization from Officer In charge is used as 

temporary hall ticket. 

 The Invigilator distributes the answer books and question papers. 

 The Invigilator after verifying the hall ticket, signs in the answer book at the appropriate place. 

 The Invigilator records attendance in the format given by the University and hands it over along with 

undistributed question papers / answer books after 30 minutes of commencement of examination. 

 On completion of the examination, the students hand over the answer books to the Invigilator. 

 The Invigilator collects and arranges it in sequential order (branch wise / register number wise) of all 

the answer books and hands them over to the Chief Superintendent. 

 The answer books handed over by the Invigilator are kept in sealed covers with endorsement by 

Officer In charge. 

 Any malpractice of the candidate during the examination is reported by the hall superintendent to the 

Officer In charge. 

 The Invigilator collects the answer paper / supporting materials along with written statement from 

the concerned candidate and sends it to the Officer In charge. 

 The Officer In charge forwards the same to university along with a covering letter, students; seating 

location chart and Invigilator’s report. 

 A decision on the disciplinary action if any to be taken is decided by the University and intimated to 

the Principal and the concerned student. 
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Report of Examination Grievances Redressal Cell 2022-23 
The function of the cell is to look into the complaints lodged by any student, and judge its merit. The 

Grievance cell is also empowered to look into matters of.Anyone with a genuine grievance may approach 

the department members in person, or in consultation with the officer in-charge In case the person is 

unwilling to appear in self, grievances may be dropped in writing at the letterbox/ suggestion box of the 

Grievance Cell at Administrative Block. Grievances may also be sent through e-mail to the officer in-

charge. 

Objective: The objective of the Cell is to develop a responsive and accountable attitude among all the 

stakeholders in order to maintain a harmonious educational atmosphere in the institute. A Grievance Cell 

should be constituted for the redressal of the problems reported by the Students of the College with the 

following objectives. 

Encouraging the Students to express their grievances / problems freely and frankly, about examination 

related issues. 

Suggestion / complaint Box is installed in front of the Administrative Block in which the Students, who 

want to remain anonymous, put in writing their grievances. 

Following issues may be occurred during examination 

 Change of the name in the hall ticket  

 Change of the subject code in the hall ticket  

 Pending students' hall tickets Notification of the same date and session for 2 papers  

 A scribe is needed for a physically challenged student  

 The missing student’s name in the university portal  

 Practical code issue  

 Notification of pending subject result declaration Course 

 Registration of internal Marks Portal Entry Issues 

We are pleased to say that there is no single complaint registered in Examination Grievances 

Redressal Cell. 
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Report of Examination Grievances Redressal Cell 2021-22 

Objective: The objective of the Cell is to develop a responsive and accountable attitude among all the 

stakeholders in order to maintain a harmonious educational atmosphere in the institute. A Grievance Cell 

should be constituted for the redressal of the problems reported by the Students of the College with the 

following objectives. Encouraging the Students to express their grievances / problems freely and frankly, 

about examination related issues 

Function  

The function of the cell is to look into the complaints lodged by any student and judge its merit. The 

Grievance redressal cell is also empowered to look into matters of student. Anyone with a genuine grievance 

may approach the department members in person, or in consultation with the officer in-charge. In case the 

person is unwilling to appear in self, grievances may be dropped in writing at the letterbox/ suggestion box 

of the Grievance Cell at Administrative Block. Grievances may also be sent through e-mail to the officer in-

charge. 

 Change of the name in the hall ticket  

 Change of the subject code in the hall ticket  

 Pending students' hall tickets Notification of the same date and session for 2 papers  

 A scribe is needed for a physically challenged student  

 The missing student’s name in the university portal  

 Practical issue, Notification of pending, subject result declaration Course 

 Registration of internal Marks Portal Entry Issues 

We are pleased to say that there is no single complaint registered in Examination Grievances 

Redressal Cell. 
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Report of Examination Grievances Redressal Cell 2020-21 

The function of the cell is to look into the complaints lodged by any student, and judge its merit. The 

Grievance cell is also empowered to look into matters of.Anyone with a genuine grievance may approach 

the department members in person, or in consultation with the officer in-charge In case the person is 

unwilling to appear in self, grievances may be dropped in writing at the letterbox/ suggestion box of the 

Grievance Cell at Administrative Block. Grievances may also be sent through e-mail to the officer in-

charge. 

Objective: The objective of the Cell is to develop a responsive and accountable attitude among all the 

stakeholders in order to maintain a harmonious educational atmosphere in the institute. A Encouraging the 

Students to express their grievances / problems freely and frankly, about examination related issues. 

Grievance Cell should be constituted for the redressal of the problems reported by the Students The cell 

meeting conducted once in academic session and decides their policies regarding   

Examination Grievances Redressal 

During corona pandemic the online conduction of examination hence the cell is very active and cooperate 

the examinees at every level. 

In this Session on Line Examination are Conducted hence following issue are occredFollowing issues may 

be occurred during examination 

 Online Entry for Examination 

 The missing student’s name in the university portal  

 Practical code issue  

 Notification of pending subject result declaration Course 

 change in the name on Mark list and other document issued by university  

We are pleased to say that there is no single complaint registered in Examination Grievances 

Redressal Cell 
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Report of Examination Grievances Redressal Cell 2019-20 

Objective: The objective of the Cell is to develop a responsive and accountable attitude among all the 

stakeholders in order to maintain a harmonious educational atmosphere in the institute. A Grievance Cell 

should be constituted for the redressal of the problems reported by the Students of the College with the 

following objectives. Encouraging the Students to express their grievances / problems freely and frankly, 

about examination related issues 

The function of the cell is to look into the complaints lodged by any student, and judge its merit. The 

Grievance cell is also empowered to look into matters of.Anyone with a genuine grievance may approach 

the department members in person, or in consultation with the officer in-charge In case the person is 

unwilling to appear in self, grievances may be dropped in writing at the letterbox/ suggestion box of the 

Grievance Cell at Administrative Block. Grievances may also be sent through e-mail to the officer in-

charge. 

Following issues may be occurred during examination 

 Change of the name in the hall ticket  

 Change of the subject code in the hall ticket  

 Pending students' hall tickets Notification of the same date and session for 2 papers  

 A scribe is needed for a physically challenged student  

 The missing student’s name in the university portal  

 Practical code issue Notification of pending subject result declaration Course 

 Registration of internal Marks Portal Entry Issues 

We are pleased to say that there is no single complaint registered in Examination Grievances 

Redressal Cell. 
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Report of Examination Grievances Redressal Cell 2018-19 

The function of the cell is to look into the complaints lodged by any student, and judge its merit. The 

Grievance cell is also empowered to look into matters of.Anyone with a genuine grievance may approach 

the department members in person, or in consultation with the officer in-charge in case the person is 

unwilling to appear in self, grievances may be dropped in writing at the letterbox/ suggestion box of the 

Grievance Cell at Administrative Block. Grievances may also be sent through e-mail to the officer in-

charge. 

Objective: The objective of the Cell is to develop a responsive and accountable attitude among all the 

stakeholders in order to maintain a harmonious educational atmosphere in the institute. A Grievance Cell 

should be constituted for the redressal of the problems reported by the Students of the College with the 

following objectives. Encouraging the Students to express their grievances / problems freely and frankly, 

about examination related issues. 

Suggestion / complaint Box is installed in front of the Administrative Block in which the Students, who 

want to remain anonymous, put in writing their grievances. 

Following issues may be occurred during examination 

 Change of the name in the hall ticket  

 Change of the subject code in the hall ticket  

 Pending students' hall tickets Notification of the same date and session for 2 papers  

 A scribe is needed for a physically challenged student  

 The missing student’s name in the university portal  

 Practical code issue Notification of pending subject result declaration Course 

 Registration of internal Marks Portal Entry Issues 

We are pleased to say that there is no single complaint registered in Examination Grievances 

Redressal Cell. 
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Report on Appointments of Expert Panel 
To maintain the transparency, variety and rigorousness in the implementation of this robust CIE 

process,institute has succeeded in achieving multi-faceted mechanism. Received complaints of students for 

redressal of are attended promptly on receipt of written representation from the students. Deals with all the 

grievances directly which are related to the common problems at Institute level both academic and 

administrative. Reviews all cases and act accordingly. Reports to the authority about the cases attended and 

the number of pending cases, if any, which require direction and guidance from the higher authorities. If 

there is any major issue there is provision to call expert panel from nearby institution which is already 

appointed by the examination cell to resolve the discrepancy in marks transparent evaluation etc.  Besides 

this the faculty member from other department and expert of other institution are appointed for fair 

evaluation. 

The Examination Cell is please to say that no complaints has been recorded from student side.  
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Appointment Order 

To  

Dr. Rajesh Ade 

Shriram Kala Mahavidyalaya, 

Dhamangaon. 

Dist.Yavatmal 

 

You are hereby appointed as Expert on the Panel for Examination Grievance Rederssal in our institution. 

This appointment is to resolve the grievances if any occurred in the internal and external assessment.It is 

expected that evaluation must be without partial behavior and cooperate to the institution. 

                    You are requested to do come whenever invited in the institution. 
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Appointment Order 

To  

Dr.NileshSulbhewar 

Bhausaheb BhoreShivshakti Mahavidyalaya, Babhulgaon 

DistYavatmal 

 

You arehereby appointed as Expert on the Panel for Examination Grievance Redressal in our institution. 

This appointment is to resolve the grievances if any occurred in the internal and external assessment. It is 

expected that evaluation must be without partial behavior and cooperate to the institution. 

                    You are requested to do come whenever invited in the institution. 
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Appointment Order 

To  

Dr.A . R. Patalbansi 

Kala ,Vanijya  Mahavidyalaya , Ralegaon 

DistYavatmal 

 

You are hereby appointed as Expert on the Panel for Examination Grievance Rederssal in our institution. 

This appointment is to resolve the grievances if any occurred in the internal and external assessment.It is 

expected that evaluation must be without partial behavior and cooperate to the institution. 

                    You are requested to do come whenever invited in the institution. 
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Appointment Order 

To  

Dr. Avinash   Phalke    

Kala, Vanijya Mahavidyalaya, Ralegaon 

DistYavatmal 

 

You arehereby appointed as Expert on the Panel for Examination Grievance Redressal in our institution. 

This appointment is to resolve the grievances if any occurred in the internal and external assessment. It is 

expected that evaluation must be without partial behavior and cooperate to the institution. 

                    You are requested to do come whenever invited in the institution. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Final Examination Question Paper Downloading Procedure at 
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Report on Downloading of Question Paper for Final Examination 

There is authorized examination portal provided by Parent University. It is a secure web based platform used 

by institutions which allows authorized faculty deputed by the principal to login to respective tabs to access 

the question paper for conduction of examination as per the schedule provided by University. A portal 

provides a confidential online platform with a comprehensive access to download the question paper for 

examination. It is rigorousness and leakage proof system implemented by the examination cell of institution 

following the directives of Parent University. Hence the transparency is maintained in totality while 

conduction of examination. 

The co-officer in charge is appointed by the university to maintain the discipline and any mishappening in 

conduction of examination. The task of the exam cell is to verify the question papers and generate it for 

distribution with the consent of co-officer in charge.   

The examination section is fully equipped with advanced laptops, scanners, printers and photocopier 

machines for downloading and makes the copies as per the strength of examinee due for examination. 

Additionally the non teaching staff is also employed for the examination work.   If any technical issue 

occurred in the process it is reported to principal and university Examination Department. CCTV 

surveillance ensures the safety and security in examination. 

In this robust process, transparency and confidential mechanism for smooth conduction of final examination 

is enforced by the examination cell of institution. 
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Final Examination Paper Downloading Procedure Conducted by Examination Cell 
Sample Photos 

 

 

 

 

 

 
 

 

 

 

 

 

 

 



 
 

  

 

 

 

 

 

 

 

 OTP Entering Process for Downloading Final Examination Question Paper Process 

 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 



 
 

Dashboard for Paper Downloading  
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Report on Student Mark Entry Portal  

For Internal, Practical and Other Examination 

The institution is using authorized examination marks entry portal provided by Parent University. It is a 

secure web-based platform used by institutions which allows faculty to login to respective tabs to access the 

educational services and resources queries arrived. In other words, a portal provides a confidential online 

platform with a comprehensive access to a range of academic and administrative services. 

The main goal of the system is to make the system available for the staff, where staff can enter internal 

marks of the students and forward it to Examination Section of University. The task of the exam cell is to 

verify these marks and can generate mark entry report.  

The task of exam cell is to handle the database of the system and provide the information of the students in 

their institute. The faculty /staff allocated to subjects by the department. The task of the faculty is to check 

whether their allotted subjects consist of internal /practical, marks existed on the portal if so then faculty is 

supposed to enter the marks of the students in the system. After entering the marks and submitting they can 

generate the report of the mark sheet. 

This procedure is done in the examination cell itself confidentially as per instruction of Parent University. 

 

 

 

 

 

 

 



 
 

Sample Sign in Screenshot 

 

 

 

 

 

 

 

 

Screenshot of Entry in Mark Entry Portal 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

 

 

 

 

 

 

 

Dashboard for Posting Examination Marks 
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Report on the Programme of Pariksha Pe Charcha (Interaction on Examination) 

The institution always eager to promote the student for stress free ambience while conducting the final 

examination. In this regard the various orientation programme is organized in the academic session 2022-23 

the letter received by the various authority the orientation and stress relieving programme blessed by 

Hon’ble Prime Minister Shree Naredra Modiji telecasted by the institution. 

Theprogramme of Pariksha Pe Charcha(interactionon Examination) has been conceptualized by the Prime 

Minister wherein students, parents, and teachers interacted with him on various topics related to exams. This 

programme is telecasted by examination department in ICT hall which focused on the importance of 

examination and other related issues regarding examination.  

In this programme the mentor guidance on management skills, stressful situation, and significance of micro-

management of time, need and dynamics of hard work versus smart work is discussed. This programme was 

milestone in the view of examination guidance and problems regarding appearing examination.  

As per the letter and circulars received by Joint director and other authorities the institution’s preparedness 

was appreciative. The majority of students parents and other stake holders were attended the examination 

guidance event. 

 

 

 

 

 

 

 



 
 

Letter from Government of Maharashtra to Conduct Pariksha Pe 

Charcha Programme 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Letter from Ministry of Education Government of India 
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