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INTRODUCTION:

Dr. Sudhir Chandra Sur Institute of Technology and Sports Complex consist of a dynamic and well-organized

internal examination grievance cell that serves as a channel for feedback between faculty.and students during .the
ongoing assessment process. The smooth administration of the semester end examination (SEE) and ongoing

internal assessment is ensured by the college exam committee, controller of examinations, principal. Any
complaints will be taken into consideration and addressed right away.

OBJECTIVES:

» Provide students a forum where they can air their issues, and ensure that they will be
handled impartially.

» Assure a fair, unbiased, and consistent process for handling the different complaints
the student files.

% Ensure that students find solutions to their issues.

» Always keep updated on the internal assessment procedure.
» Resolve the student's complaints about SEE and CIA.

» Lay more emphasis on error prevention than on controlling through harsh measures.

INTERNAL EXAMINATION GRIEVANCE COMMITTEE

\ SL \ Name Department Position
\ 1 \Prof. (Dr.) Saradindu Panda, Principal Admin Chairman
Y 2 \Mr. Sanjoy Bhattacharya, OIC Exam cell (UG & PG) CSE Convener
| 3 |HODCSE CSE Member
| 4 |HODECE ECE Member
| 5 |HODAUE AUE Member
| 6 |HODME ME Member
| 7 |HODCE CE Member
| 8 |HODEE EE Member
| 9 |HoDBSH | BSH Member
rlo Ms. Rumrum Banerjee, Faculty, Dept. of EE \ EE Member
(11 Ms. Arpita Chatterjee, Faculty., Dept. of AUE \ ME Member

INTERNAL EXAMINATION GRIEVANCE REDRESSAL POLICY DESCRIPTION

SL. Subject \ Description

1 | Title of the Policy \ Examination Grievance Redressal Policy

9 | Area of function \ Institute Level

3 \ Reason for the Policy \ Resolve The Student's Complaints About SEE And CIA
( 4 \ Policy applies to ‘ Students & Teachers
( 5 \ Approved by \ Principal
\ 6 \ Responsible Authority {Examination Grievance Redressal Committee
\ 7 \ Superseding Authority \ Principal @}’7
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» The student will take the

. grievance redressal form from the exam cell (which is also
available in the institutiona

I website) fill it out, and give it to the concerned professionals.
If a student is unwilling to appear in person, they can still submit a written grievance to
the OIC, Exam cell via email.

Anybody with an appropriate complaint may speak with the subject teacher / the
department head / the examination committee members in person.

If the grievance is still not resolved the student can approach to the principal for further
course of action.

FLOWCHART TO DEAL WITH EXAMINATION GRIEVANCES

I Exam Related Grevances J

Intermal Examination External Examination
Grievances (inevances

Informed to the Controller
Grevance on of Examinations through
Questzon Paper official applications, letters
(Redressal Time v

Frame 12 days)

Betcinad Muks Relatad

Grsevasees |
Redressal Time
Frame 1-3 days)

Submission of gnevances within three days
of displaying the marks through manually
written forms or Email

y

Follow up in three levels within 1-3 " .

working days Level 1: Depantmental Exam G
(as and when required) R:pnsle;nmi\'c % T
Level 1: Course Instructor
Level 2: ::::L JExam cell / Head of the Level 2: Controller of Examinations
Level 3: Pnncipal

Gnevances redressedwithin
a specified ime frame
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LIST OF INTERNAL GRIEVANCES
S.No. Nature of Grievance Redressal Time Frame (Max.
working days)
1. Internal Marks Correction and any other| One / Two days
Discrepancies
2. Lab Internal Marks Correction Two/ Three days
3. Project Internal Marks Correction Two/ Three days
4. Grievance on Question Paper One / Two days
S. Examination Time Related Issues One / Two days
6. IAttendance Issues One / Two days
GRIEVANCE FORM
@ DR. SUDHIR CHANDRA SUR INSTITU TB OF
Grievance Raised By:
Name of the student:
Branch: lﬁﬂlﬂ"’: ] University Rl Na. =
Paper Name @
Paper Code:
Description of Grievance:
Investigation done by:
,,‘ ; .‘ = Dtda'-h: ""‘!‘-"‘
Department: Department: Department:
s;:m: si‘,-;-\-: Nignature:
Action Taken:
“HoD ' 0IC, Exam Cell | " PmINCIPAL
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INTRODUCTION:

Dr. Sudhir Chandra Sur Degree Engineering College consist of a dynamic and well-organized internal
examination grievance cell that serves as a channel for feedback between faculty and students during the
ongoing assessment process. The smooth administration of the semester end examination (SEE) and ongoing
internal assessment is ensured by the college exam committee, controller of examinations, principal. Any
complaints will be taken into consideration and addressed right away.

OBJECTIVES:

> Provide students a forum where they can air their issues, and ensure that they will be
handled impartially.

> Assure a fair, unbiased, and consistent process for handling the different complaints

the student files.

Ensure that students find solutions to their issues.

Always keep updated on the internal assessment procedure.

Resolve the student's complaints about SEE and CIA.

Lay more emphasis on error prevention than on controlling through harsh measures.
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INTERNAL EXAMINATION GRIEVANCE COMMITTEE

SL Name Department Position
1 | Prof. (Dr.) Om Prakash Sharma, Principal Admin Chairman
2 | Mr. Vivek Shaw, OIC Exam cell (UG & PG) BSH Convener
3 | HOD,CSE CSE Member
4 | HOD,ECE ECE Member
5 | HOD,AUE AUE Member
6 | HOD,ME ME Member
7 | HOD,CE CE Member
8 | HOD,EE EE Member
9 | HOD,BSH BSH Member
10 | Ms. Rumrum Banerjee, Faculty, Dept. of EE EE Member
11 | Ms. Arpita Chatterjee, Faculty., Dept. of AUE ME Member

INTERNAL EXAMINATION GRIEVANCE REDRESSAL POLICY DESCRIPTION

SL. Subject Description
1 Title of the Policy Examination Grievance Redressal Policy
2 | Area of function Institute Level
3 Reason for the Policy Resolve The Student's Complaints About SEE And CIA
4 Policy applies to Students & Teachers
5 Approved by Principal
6 Responsible Authority Examination Grievance Redressal Committee
7 Superseding Authority Principal




PROCEDURE

» The student will take the grievance redressal form from the exam cell (which is also
available in the institutional website) fill it out, and give it to the concerned professionals.

» Ifa student is unwilling to appear in person, they can still submit a written grievance to
the OIC, Exam cell via email.

» Anybody with an appropriate complaint may speak with the subject teacher / the
department head / the examination committee members in person.

> If the grievance is still not resolved the student can approach to the principal for further
course of action.

FLOWCHART TO DEAL WITH EXAMINATION GRIEVANCES

[ E:xam Related Grievances J

S

Internal Examination F.xtcmnl Examination
Gnevances Grievances

lafeynad Morks Relsinl

Frame 1.3 days)

Submission of gnevances within three days
of displaying the marks through manually
written forms or Email

Follow up m three levels wathin 1-3
working days
(as and when required)
Level 1: Course Instructor
Level 2: OIC Exam cell / Head of the

Department
Level 3: Prncipal

Gnevances redressedwithin
a specified ime frame




LIST OF INTERNAL GRIEVANCES

S.No. [Nature of Grievance Redressal Time Frame (Max.
working days)
1. Internal Marks Correction and any other|One/Two days
Discrepancies
2. Lab Internal Marks Correction Two/ Three days
3. Project Internal Marks Correction Two/ Three days ‘
4. Grievance on Question Paper One / Two days }
5: Examination Time Related Issues One / Two days |
6. Attendance Issues One / Two days
GRIEVANCE FORM ‘
{“‘"-—"“} D ~ « Sew
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EXAMINATION GRIEVANCE REDRESSAL FORM

Grievance Raised By:

Name of the student-

Branch: l Semester: l University Roll No. :

Date of Grievance:

Description of Grievance:

Investigation done by:

Name: Name:

Designation: Designation:

Department: Department:

Signature: Signature:

Action Taken:
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