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

redressal system is time-bound and efficient 

 
Exam SOP 

 
Exam Scheduling:  

• Define the date, time, and location of each examination.  

• Clearly communicate the schedule to students well in advance. Fee collection  

• Identifying & coordination with Question paper setters.  

• Fulfilling stationery requirements Lab/Practical set-up - Equipment's & material.  

• Student check - Attendance & balance fee payment, Issue of hall ticket.  

• Allotment of Exam duties, Seating plan and allocation of students  
 
Exam Rules and Conduct:  
Clearly outline the rules and conduct expected from students during the examination, including policies 
on communication, use of electronic devices, and adherence to academic integrity standards. Internal 
tests / Oral / Presentations Assignments, Projects, Term work submissions Exams - Lab / Practical's, Exams 
– Theory Fair & smooth conduct of exams  
 
Handling of Special Accommodations:  
• Provide procedures for accommodating students with disabilities, such as extra time, separate exam 
rooms, or other necessary support.  
 
Security Measures:  
• Outline security measures to protect the confidentiality of the exam, including how completed exams 

are to be stored and transmitted to grading centres. 

• Specify the process for reporting and documenting any incidents, violations, or irregularities during 
the examination.  

 
Grading and Results:  

• Describe how exam papers will be graded, the timeline for result announcements, and any procedures 
for reviewing and appealing grades. Safe custody of all documents Checking/assessing papers  

• Confidentiality Tabulation, uploading & declaration of results Storage & disposal of old records  
 

Grievances  

• Detail the process for students to raise grievances or appeal exam-related decisions. 
Convocations  
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• University coordination Student & Parent coordination Guest coordination , Convocation 
program  

 
Convocation  
University coordination Student & Parent coordination Guest coordination , Convocation program. 
 
Examination Committee 
The Examination committee is an apex body of the Institute which is headed by Examinations In-Charge 
and shall be facilitated by three sections: Examination, Record Maintenance and Administration. The 
main function of this Committee is to carry out examinations, declared results and award certificates 
(provided by the University and Institute) to the students who pass the final examinations. Keeping the 
record of each and every issue related to the examination and organizing workshops and seminars for 
the improvement of the examination system are also the responsibilities of this Committee. The 
Examination Committee is responsible for preparation, administration, and evaluation of the examination 
of the UG courses in our college. The Examination Committee is also responsible for the smooth conduct 
of exams via offline as well as online mode.  
 
Objective- To conduct internal assessment and external assessment examination related work as per 
University notifications and ordinance.  
 
Role and Responsibility  

• The Exam Cell shall distribute the exam forms of the University to regular students (the fees for the 
same are collected as part of the college fees) and collect them back after having them duly filled in.  

• The Exam Cell shall put up notice inviting students to have the exam form collected and returned in 
due time.  

• The Examination Committee shall prepare relevant time tables for the College based on the 
examination time-table.  

• The Examination Committee shall make the block and seating arrangement and display them on the 
concerned notice board/website and blocks.  

• The Exam Committee shall prepare and display an overall supervision duty list as well as daily 
supervision duty list on the staff notice board.  

• The Exam Committee shall ensure that adequate stationery like answer sheets, drawing sheets, 
charts, graph papers, drawing boards, trays, threads, water jugs etc. are made available.  

• The Exam Committee shall hold a pre-exam meeting to brief the members of faculty with regard to 
the examination procedures and the role and responsibilities of the report of the same shall be 
submitted to the Principal.  

 
Aim: To ensure that grievances of students are dealt with fairly and resolved in a timely manner as per 
rules. 
 
Objectives: 

1. To look into the complaints registered by students from time to time, be accountable, responsive and resolve 

the same in a fair manner as per the rules and regulations laid down. 

2. The Grievance Redressal cell aims at ensuring that a harmonious relationship is created between all 

stakeholders in the educational institution. 
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3. No kind of harassment will be tolerated. 

4. To ensure that student-teacher relationship as also relationships of students with their peers/seniors are 

cordial 

5. To create a cordial atmosphere and uphold the dignity of the college 

6. To inculcate a sense of understanding among students, teachers and refrain from any kind of incitement, 

strife or rift. 

7. To encourage students to freely express their concerns without any kind of fear or hesitation. 

8. To ensure that grievances are expressed in writing and placed in the Complaint Box. Suggestions whatsoever 

are welcome. 

9. Kindly note that ragging in any form whatsoever is prohibited. 

 

 
 

There is a system is place for the pattern and conduction of Exam for all years across all the courses offered by 

the institute. The institute is affiliated to Mumbai University, hence adheres to all the rules necessary to abide by 

the requirement for the course.  

 

 

Internal Assessment & Evaluation 

 

FY BSc Hospitality Studies  
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Food Production 

 
 

 

 

 

 
Communication Skills 
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SY BSc Hospitality Studies 

 

Food Production  
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TY BSc Hospitality Studies 
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Food & Beverage Service 
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ENVIRONMENTAL & SUSTAINABLE TOURISM (Theory) 

 
 

STRATEGIC MANAGEMENT (Theory) 

 
 

ADVANCED FOOD & BEVERAGE OPERATIONS MANAGEMENT (Practical) 

 
 

ADVANCED HOUSEKEEPING (Practical) 
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SERVICES MARKETING (Theory) 
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STRATEGIC HUMAN RESOURCE MANAGEMENT (Theory) 
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Evaluation Processes 
 

Internal Test Time Table Sample
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Internal Sample Question Paper 
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Continuous Evaluation Marksheet samples: 

 

Hotel Accountancy – SYBSc HS 
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Food Cost Control - SYBACA 

 
 

Food & Beverage – FYBSc HS 
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Food & Beverage – SYBSc HS 

 
Food Production Practical – SYBSc HS 
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Food Production Practical – SYBSc HS 
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Probability & Distribution – FYBSc DS 

 
Database Managem 
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R Programming 
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Sample Assignments in Data Science 
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Sample Assignment in Front Office 
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External Assessment & Evaluation Process 
 

Semester Exam Sample Timetable 
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Semester Sample Question Paper 
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Gazette Sample Result Sheet 
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