
 

 

 

 

CRITERION II – TEACHING-LEARNING AND EVALUATION 

2.5 EVALUATION PROCESS AND REFORMS 
 

 

2.5.1 Mechanism of internal/external assessment is transparent and the grievance 

redressal system is time-bound and efficient 

 
List of Supporting Documents 
 

  

S. No. Particulars 

1 Examination cell composition 

2 DYPSOM SOP Internal Examination 

3 Curriculum Structure 

4 Process for continuous internal assessment  

5 Internal Examination Grievance Process  

6 Internal end semester exam timetable, Supervision chart 

7 Internal assessment question paper 

8 Internal exam timetable Notice 

9 Internal exam answer sheet assessment Notice 

10 Sample of concurrent evaluation 

11 Internal assessment grievance report 
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Examination cell composition 

 
Sr. No. Name of the Faculty Role 

1 Prof. Amol Godge 
 

Exam CEO 

2 Prof. Rajendra Payal Senior Supervisor 

3 Dr. Chetan Khedkar  

 

Assistant to CEO 

4 Dr. O.P. Haldar 

Dr. Shreekala Bachhav 

Dr. Ganesh Lande 

Dr. Debashree Jana 

Prof. Sheetal Jalgaonkar 

Prof. Rajendra Payal 

Prof. Amandeep Saini 

Prof. Varsha Patel 

Prof. Ashutosh Khedkar 

Junior Supervisor 

   
    Roles and Responsibilities: 

 
    The roles and responsibilities of an examination cell typically include: 

 

1. Preparing exam materials: The examination cell is responsible for preparing indents for exam         

papers, answer sheets, and other materials required for conducting exams. 

 

2. Conducting exams: The examination cell is responsible for conducting exams and ensuring that 

all rules and regulations are followed. 

 

3. Handling student records: The examination cell is responsible for maintaining accurate records 

of student grades, attendance, and other information related to examinations. 

 

4. Handling exam-related complaints: The examination cell is responsible for addressing any 

complaints or issues related to examinations from students, faculty, or other stakeholders 

 

5. Ensuring security: The examination cell is responsible for ensuring the security of exam 

materials, preventing cheating, and maintaining confidentiality. 

 

6. Coordination with faculty: The examination cell is responsible for coordinating with faculty to 

ensure that exams are aligned with the curriculum and learning objectives. 

 

7. Coordination with other departments: The cell is responsible for coordinating with other 

departments, such as administration and finance, to ensure that all resources required for 

conducting exams are available 

 

8. Communication with SPPU: The cell communicates with SPPU online/offline regarding 

stationary requisition, exam form, inwarding, Exam stationary, Name change, Subject 

addition/deletion etc., Bar code stickers, Exam portal queries, QPD system, CAP related, SIP Viva, 

Result, Revaluation etc. 
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Standard Operating Procedure (SOP) for internal examination. 

1. Purpose 

The purpose of this SOP is to establish standardized procedures for conducting internal examinations for 

MBA students, ensuring consistency, fairness, and integrity throughout the process. 

2. Scope 

This SOP applies to internal examination conducted for MBA students within the institution end-term, and 

any other internal assessments. 

3. Responsibilities 

Examination Committee: Overall supervision and coordination of the examination process. 

Faculty Members: Preparation of question papers, invigilation, and evaluation of answer scripts. 

Administrative Staff: Logistical support, communication, and documentation. 

4. Examination Preparation 

4.1. Scheduling: 

Set the examination dates in the academic calendar. 

Notify students and faculty members at least four weeks in advance. 

4.2. Question Paper Preparation: 

Faculty members must prepare question papers and submit them to the Examination Committee two weeks 

before the exam date. 

Ensure the question papers cover the entire syllabus and adhere to the prescribed format. 

Secure storage of question papers until the examination day. 

4.3. Examination Material: 

Prepare and distribute examination materials (answer booklets, question papers, attendance sheets) at least 

one day before the examination. 

5. Conducting the Examination 

5.1. Examination Hall Preparation: 
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Arrange seating plans and ensure the examination hall is set up to prevent cheating. 

5.2. Invigilation: 

Assign invigilators to each examination hall. Preparing Invigilation/Supervision Chart. 

Brief invigilators on their duties, including monitoring students, distributing and collecting papers, and 

handling misconduct. 

5.3. Examination Day Procedures: 

Start the examination on time. 

Distribute question papers and answer booklets to students. 

Ensure students fill out attendance sheets. 

Monitor the examination hall continuously. 

Handle any issues (technical problems, student queries) promptly. 

6. Post-Examination Procedures 

6.1. Collection of Answer Sheets: 

Collect all answer sheets immediately after the examination. 

Ensure answer sheets are securely stored. 

6.2. Evaluation: 

Faculty members should begin evaluating answer scripts within three days of the examination. 

Complete the evaluation and submit marks to the Examination Committee within one week. 

6.3. Result Compilation: 

Compile the results and ensure accuracy. 

Address any discrepancies or errors promptly. 

6.4. Result Announcement: 

Announce results within two weeks of the examination. 

Communicate results to students via the official platform (email, student portal).  

7. Handling Grievances 

7.1. Grievance Submission: 
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Allow students to submit grievances regarding their examination or results within one week of result 

announcement. 

Provide a standardized form for grievance submission. 

7.2. Grievance Review: 

The Examination Committee reviews grievances and takes appropriate action within one week of 

submission. 

Communicate the outcome to the concerned student. 

8. Record Keeping 

Maintain records of question papers, answer scripts, attendance sheets, and results for at least two years. 

Ensure all records are securely stored and accessible only to authorized personnel. 

9. Continuous Improvement 

Collect feedback from students and faculty after each examination cycle. 

Review and update the SOP annually based on feedback and identified areas for improvement. 

10. Compliance 

Ensure adherence to institutional policies and academic regulations. 

Report any deviations from the SOP to the Examination Committee for review. 
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Curriculum Structure 

 

SPPU MBA 2019 Revised CBCS Pattern Major + minor Specialization Explanation  
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GC 6 3 18 600  GC 4 3 12 400 

GE-

UL 
3 2 6 150 

 
SC 2 3 6 200 

GE-IL 3 2 6 150  GE-UL 3 2 6 150 

        GE-IL 1 2 2 50 

    SE-IL 2 2 4 100 

   30 900     30 900 

Human Rights-I (25)    Human Rights-II (25) 

Introduction to cyber security-I (25)  Introduction to cyber security-II (25) 
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GC 2 3 6 200  GC 2 3 6 200 

SIP 1 6 6 100  SC 2 3 6 200 

SC 2 3 6 200  GE-UL 2 2 4 100 

GE-

UL 
3 2 6 150 

 
SE-IL 2 2 4 100 

SE-IL 3 2 6 150         

   30 800     20 600 

           

Introduction to cyber security-III (25)  Introduction to cyber security-IV (25) 

Skill Development-I (50)  Skill Development-II (50) 

Introduction to constitution (50)       

                

           

Total Credits:110                                                              Total Marks:3200 

           

FOR MAJOR + minor Course --->[For Sem-II] [2 SC & 2 SE of MAJOR]   &  [For Sem III & IV ]  

(MAJOR 4SC +5SE=9, minor 2SC + 2SE=4) Credits (MAJOR 12SC+10SE, minor 6SC + 4SE)                                             

[NOTE: minor is allowed only from sem-III] 

FOR SINGLE (MAJOR ONLY) Specialization --->( Sem-II,III,IV 2+2+2 = 6SC , 2+3+2 = 7SE) 
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Process for continuous internal assessment 
 

Marking Scheme  

 

Sr. No. Evaluation Parameter Mapped to marks 
Total 

Marks 

1 Home Assignments (5) 50 Marks mapped to 10 marks 10 

2 Open Book Tests (2) 20 Marks mapped to 10 marks 10 

3 

Value added course/ Faculty 

wise parameters like 

presentation/GD/ 

Participation in activities etc. 

20 Marks mapped to 20 marks 20 

4 Internal End Semester Exam  50 Marks mapped to 10 marks 10 

  Total 50 

 
 

 
Five Home Assignments are given to the students, with a particular deadline to submit the 

assignment books. 

 

Two Open book tests are conducted in the session. 

 

Value added course is there or faculty have their individual parameters like 

Presnetation/viva/GD/Participation in activities. 

 

Internal End Semester Exam is conducted of 50 marks each, at the end of the semester after syllabus 

completion. 

 

Finaly as per these parameters total internal marks are calculated out of 50. 
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Concurrent Internal Evaluation Evaluation: 
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Internal Assessment Grievance Report 2022-23 

 

 
Grievances Reported: 

 

1. Students came with difference of opinion about internal assessment marks 

 

2. The Grievances identified was 

 

 Totaling error 

 

 Reduction of Marks in few questions 

 

The grievances were identified and resolved 

 

  

 

 

15


