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As per SPPLI guidelines Choice Bascd Credit System (CBCS) requires concurrent evaluation
system which makes the learning process continuous and learner-centric. The evaluation is
designed to recognize ie capubility and talent ot a studeni. A continuous assessment system in
semester system (also known as internal assessment/comprehensive assessment) is spread
through the duration of course by the teaching faculty,

As 4 part of concurrent evaluation, the learners are cvaluating on a continuous basis by the
faculty members for developing students. Concurrent evaluation components are design for
monitoring the student learning & development. The faculty shares the outcome of each
concurrent evaluation component with the students for betterment.

Individual subject faculty member have the Rexibility to design the concurrent evaluation
components for balanced assessment of student capabilities across Attitude. Skills & Knowledge.
(ASK) dimensions based on variety of concurrent evaluation parameters which is assigned by the
university.

The process of concurrent evaluation plan preparation is as follows:
Concurrent Evaluation plan preparation:

After the finalization of faculty wise subjects (External & Internal) each subject faculty starts to
prepare their concurrent evaluation plan on the basis of university guidelines which includes
minimum three concurrent evaluation components (25 marks min. per component) for full credit
course and five concurrent evaluation components (50 marks) for cach halt credit course. As per
University guidelines Subject faculty selects concurrent evaluation parameters.

Academic coordinator checks the course wise parameters from course files in front of subject
faculty give suggestions if required. After that director finalized the concurrent evaluation
parameters with the signature,

The common criteria of concurrent evaluation parameters assessment are student’s subject
knowledge. time & execution,

Pagelof2




APPLICATION (ZIMCA)

NARHE |PUNE | INDIA =y

BLN CODE. INVNPOLSST0 OTECODE. MBA |55 ATSHE (O SS50008

% e P e
iE LEAL INSTITUTE OF MANAGEMENT AND COMPUTER EF\‘2_5' J

Concurrent evaluation parameters Authorization:
e Afler the finalization of course wise concurrent evaluation parameters academic
coordinator check document and sign. Subject faculty keeps the copy of the same in their
course file.

File:

e Component of course file
Maintained by:

s Subject faculty member

Director
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STANDARD OPERATING PROCEDURES
UNIVERSITY & INTERNAL EXAMINATIONS

Internal Examination:
Internal exam is nathing but ¢éxams conducted i Institute and the papers are evaluated by the
teachers ol that Institute, Internal examination is the part of concurrent evaluation as per rules
laid down by Savitribai Phule Pune University, Pune.
Purpose:
The Purpose of this SOP is to assist in the coordinated and consistent examination practices
for all units in the end of the term as well as in the midterm. It helps w evaluate the progress
of the students time to time before appearing to university examination.
Scope:
This SOP applies to all the students admitted in the current academic vear.
Procedure for Internal Examination:
In the semester internal examination is conducted three times by the institute known as

1) CIE] (Pre-Midterm exam)

2} Midterm examination

3) CIE 3 (Post-Midterm exam)
While preparing the Academic calendar for the current academic year the date of the internal
examinations is set with the collective discussion of coordinators.
The students and course coordinator were informed by the examination department of the
institute prior to 15 days.

1. Time Table

m
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Once examination schedule is finalize. the time table of the internal examination is

prepared by the examination personnel under the suidance and instructions of Academic

head and Dhirector. The timetable of the examination is circulated to students and

displayed on the notice board 15 days before of the commencement of the examination.

2. A) Communication to paper setters :

The course coordinator known as internal examination paper setter are informed by email

and notice |3 days before to prepare question papers as per completion of syllabus (

expected least 2 unit should be covered) and submit it to head of the examination as a

confidential document.

B) Instructions for paper setters

Confidentiality must be strictly maintained.

Examination papers must be typed under secure conditions with disks, pen drive and
master copies kept locked away after use.

Papers should be typed/printed in the format as:

Paper size: A4; Font style: Times New Roman: Font size: 12; Line spacing: 1.5
Header portion should be in font size 14 with bold and capital leuers,

The print should be sulficiently dark and clear to produce good quality photocopies,
Each page must be numbered clearly. (¢.g.) Page | of 2, at the middle bottom of the
page.

Use only one side of the paper when printing the examination paper.

‘Instructions to the examince’ should be correctly specified on first page of the
question paper,

The question paper should be fairly distributed over the whole syllabus prescribed for
the course during the academic semester. No question or part thereof should be out of
the prescribed syllabus, Repetition of question must be avoided.

A question/sub question should not be split across two pages. it should appear on the
same page.

Serial number of question should be given on the left hand margin and marks allotted
to each question should be mentioned on right hand side of the paper.

Where a question is divided into parts, the marks assigned to each part should also be

indicated on the right side of the paper.
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e Graphs. diagrams. maps, tables ete. must be originals and suitable for photocopying.
They must either be incorporated in the tvpescript OR if thev are to appear as
separate sheets, they must be in A4 format and bear the paper number and must
identify clearly the question to which it refers.

» The name of examination, subject and subject code as given in the heading should be
carefully checked from the syllabus. available on university web site.

= Abbreviation of all kinds should be avoided. except those in special subjects.

« Ensure that the question paper does not contain any objectionable/uniawful
contents/questions of politically or religiously sensitive issues.

= Submit question paper through email or hard copy to examination department

e Question paper should follow Blooms Taxonomy and must match CO's of a course.

C) Collection of answer sheets for assessment:

All the course coordinator are requested to collect answer sheets from examination

department immediate afier conduction of examination and the return assessed papers to

Examination department along with mark sheet/s within 72 Hrs. from collected answer

sheets,

Preparation of Invigilators schedule :

The department of examination prepare invigilators schedule of the examination and
timetable and communicate to the invigilators through email and notice.

Examination rooms :

The class rooms are used for examination and the place of the same communicated to the
students and all invigilators examination personnel by department of the examination.

Room wise seating plan :

Examination pad/bundle is prepared by department of examination. The pad contains
following material-

~ Question papers

~  Answer sheets

Supplements

Y ¥

Attendance sheet
= Thread
Bell Timing :

The generally bell time is set as per midterm or CIE examination
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CIE1 & CIE3 examination — 1: 00 HRs
» First Bell : 15 min. Prior to exam start
» Second Bell : Examination start
# Third bell : Warning bell— 10 min, prior to end of examination
# Fourth Bell : End of the examination
End term examination (50 Marks Paper) - 2:15 Hrs

First Bell ; 15 min. Prior to exam start

Y

Second Bell : Examination start
Third Bell : After 1 His
Fourth Bell: After 2 Hrs,

# Fifth bell : Warning bell — 10 min. prior to end of examination

Vo

¥

~ Sixth Bell : End of the examination
End term examination (70 Marks Paper) - 3:00 Hrs
# First Bell : 15 min. Prior to exam start
# Second Bell : Examination start
# Third Bell : After | Hrs
= Fourth Bell: After 2 Hes.
# Fifth bell : Warning bell — 10 min. prior to end of examination
# Sixth Bell : End of the examination
7. Class room board cleaning :
Assign the class room boards cleaning duty to the menial stafl
8. Collection of the answer sheets :
Class wise answer sheets are collected from invigilators with marked absentees. Last date
of the submission are specifies while circulating those answer sheets to the course
coordinator,
9. Collection of the corrected answer sheets from course coordinators:
Answer shects are collected from course coordinator with the verification of entered
marks by course coordinator.
10. Result display/ Result communication to students :
The result of the internal examination is communicated to the students by displayed on

the notice board.
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L1. Discussion with students regarding examination result :
All faculty members discuss the result with the students personally in classroom during
one of the class session about the improvement of the result.

12. Preservation of Internal Examination Result:
The standard period to maintain the students’ internal examination result is 5 vears as

university syllabus is changed after every 3 years.

Direclﬁ" .
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External / University Examination

Exam Form filling :
University release the notification for online form feeling procedure two months before
the examination. Institute inform and appeal 1o students to fill online exam form and
submit it with fees duly signed by candidate within restricted time.
Examination Notification from University.
Once university release the notification and time table for the examination. The time table
is duly signed by the director and circulates and communicates Lo the students by
displaying on the notice board as well as through digital communication,
Inward examination form on university portal :
Once received all the exam form from the students admin office of the institute inward
the all exam form details on the University portal in within time specified by university.
Practical/Project/SIP & Dissertation Examination :
When Practical/Project/SIP & Dissertation examination notification released by
University. Students were informed by the examination department of the institute
immediate after receiving the notification from the university through displaying on
notice board and by digital communication. Panel member names are received from
university and internal examiners are appointed by Director.
Theory Examination :
a) The detailed timetable of the examination informed to the students through display
notice an notice board a month before of the examination
b) Place the order of required stationary from the university a couple of month before
examination
¢} Collect stationary [rom university
d) Nominate & deputation of Internal supervisor
e) Communication with University appointed External Sr, Supervisor
) Identify invigilators
2) Prepared invigilation schedule and inform to all the invigilators
h) Prepare required documents for the examination
l) Invigilators register
2) Students attendance register

3) Supplement register
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4y Squad register
5} Seating arrangement documents
6) Communication letter to CAP
7) Letter to Police department asking for protection
8) Dos and donts rules for students
1) ldentify blocks / rocms for examination
1) Identify Peon for the support of the examination
k) Place requisition for the internal security
1) Prepare seating arrangement as per examination sumimary
m) Prepare bell timing as per time table
n) Arrange all necessary requirements for examination
1}y Thread
2) Stapler
31 Water bottles
4y Medical kit
a) Prepare Exam Pad
[y Answer sheets
2y Jr. Supervisor report
3} Thread
4) Supplements
5) Mask
6) Barcode stickers {Seat Nos.)

by Question papers :

Download the question paper from university portal under the electronic

surveillance,
¢) Maintain the attendance of the students

d) Dispatch of the Answer sheets :

Answer sheets dispatched to the allocated CAP center within time (dailv) for

assessment with required documents (CAP letter).
e) Collection of result from university

) Distribute the result to the Students
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13. Result display/ Result communication to students :
The declaration of result of the External examination is communicated to the students by
message through digital media like. mail, text and/or WhatsApp.

14. Preservation of External Examination Result:
The standard period to maintain the students’ external examination result is 5 years as
university syllabus is changed after every 3 years.

15. Notify students for revaluation or rechecking of the result:
Students are informed regarding revaluation or rechecking of the result process
application process immediate after received University circular.

16. Update result analysis after revaluation process result:
The resull analysis process update once again receiving after revaluation or rechecking

result of the student/'s

ook ok o o o

Director
Zeal Institute of Management
& Computer Application
Pune - 411 041.
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Guidelines for Paper Setter- MBA Programs

Guidelines for Preparation Question Paper:

I. Please mention all the required instruction to the student in the question paper.
2. Swdetly follow the given question paper format,

Diagrams should be neat and clearly visible with minute details and should be preferably drawn in

Ll

black inked pen or in soltware. Figure number shall be written a1 the bottom of the figure with number
specifying question and sub question number like Fig, 3b, The figure number must be cited in the
question e.g. Find the CG of composite lamina as shown in Fig. 3b, Check the unit wise weight age for
all the questions.

4. Paper setting shall be strictly as per the svllabus of the course,

5. All questions are to be set considering the Course Outcomes (C0Os) and expected levels from Bloom's
Taxonomy, COs are to be indicated against the question Neo for mapping purpose. (Refer SPPU
syllabus for Course Outcomes CO),

6. Attention to be paid while writing units, m in meter shall be small. kg in kilogram must be written in
small etc.

7. Page number out of total pages is at the footer of the document please pay attention to it

8. Please pay attention while typing program, school, depariment. course code. course title. semester, day
and date of examination, type of examination, duration and maximum marks.

9. CIE must be of 25 or More marks and Mid Term must be as Per SPPU Exam marks (50 for MBA)

10, If you are using any other parameter than written exam for CIE/CCE. Please hifurcate total marks in a

way that the evaluation will cover CO, PO and Blaoms taxonomy.

Guidelines for setting paper as per blooms taxonomy

Level in % |
Programme | Remember Understand Apply Analyse Evaluate Create
(L1) (L2) (L3) (L4) (L3) (L6)
MBA 20 20 20 | 20

PLEASE REFER SPPU SYLLABUS FOR COURSE OUTCOMES (C0) & PROGRAMME
OUTCOMES

? -
College Examination Officer HeadZEMT. Pune
Zeal Institute of Management
' & Computer Application
Pune - 411 041.
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Examination & Evaluation Schedule for
Academic year 2021-22 (Odd Semester)

Evaluation Activity | MBA-1 MBA-2
CIE -1 Conduct after 31-01-2022 | 10-01-2022
| CIE-1 Madosheet | yogoinse | 11505
Submission
CIE-1 Result Display | 10-02-2022 | 20-01-2022
Vi Term Schedule | 47 532022 | 14-02-2022
_aﬁer - I A i i
., Mid Term Mark-sheet | 1. o 5055 23-02-2022
Submission
Mid Term Result 19-03-2022 | 25-02-2022
Display
CIE -3 Conduct after 11-04-2022 | 14-03-2022
3 CIB- Matksheet | youpmoms | 05560
Submission
CIE-3 Result Display | 22-04-2022 | 24-03-2022
4 | pseregate Marksheet | 6 04 2002 | 05-04-2022
Submission
| |
i
qgéﬁ\ﬁx .
- [l . ._.'.:-.-._'—F.-'_H-FF
College Examination Officer Director

Director
Zeal Institute of Management
t Computer Application
Pune - 411 041,
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MID TERM EXAMINATION SCHEDULE
MBA - Il SEM - IV (Academic Year 2021-22)

DATE EVENING (06.00PM-09.00PM)

04.07.2022 1401 EPM Enterprise Performance Management

05.07.2022 402 IEBE Indian Ethos & Business Ethics

403 BA ENI Economics & Network Industries

403 FIN FL Financial Laws

06.07.2022 1403 HR (DD Organizational Dignosis & Developnment
403 MKT M 4.0 Marketing 4.0

403 OSCM E Supply Chains & Logistics

404 BA AIBA Artificial Intelligence in Business Applications
404 FIN CTCF Current Trends & Cases in Finance

07.07.2022 |404 HR CHRM Current Trends & Cases in Human Resource Management
404 MKT MS Marketing Strategy
404 OSCM 1410 Industry 4.0

411 BA Watson

409 FIN FIS Fixed Income Securities
08.07.2022  |409 HR LL Labour Legislation

410 MKT RAM Rural & Agriculture Marketing
411 OSCM Supply Chain Strategy

412 BA S & S Scala & Spark

413 FIN RMF Rural & Micro Finance

09.07.2022 415 HR E HRM

412 MKT RM Retail Marketing

414 OSCM PSRM Purchasing & Supplier Relationship Management

11.07.2022 1405 GSM Global Strategic Management

[2.07.2022 {408 CSRS Corporate Social Responsibility & Sustainability

Jar

College Examination Of Director

Director
Zeal Institute of Muanngement
& Computer Application
Pune - 411 041,



