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Office Order

According to the rules, "Examination Committee" has been established for
the Academic Year 2023-2024. The group will form Advisory Body which is
authorized to make policy decisions in regard to organizing, holding
examinations and deciding the course of action. It will conduct all functions
relating to examinations of students, from preparation of examinations, answer
scripts and supporting documents etc. This Committee will keep track of the
External/ Internal valuation of exams and instruct the invigilators to be vigilant
in the Examination hall to prevent indiscipline and any type of malpractice.

Sr. Members Designation
No.
1 Dr.AnantKalse Chairman
2 Mr. SurajWadhva Representative of Management
3 Vishnu Dandekar Trustee Member
4 Asst. Prof. SimranRane Exam Co-ordinator
5 Mr. SwapnilMande Admin. Member/ [.T Member
6 Asst. Prof. Rajkumar Tiwari| Faculty Member
7 Asst. Prof. MunMun Desai | Faculty Member
8 Mr. BrijeshVerma Non-Teaching Staff Member

All the members are requested to take note of the same and Co-operate in
conducting smooth Examination atmosphere for our students in college.

Committee should conduct meetings as per the requirements and records are be

maintained accordingly. The concerned committee are requested to take the note
and act accordingly.
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Date: 25/08/2023

NOTICE FOR THE 1+ MEETING OF THE EXAMINATION
COMMITTEE FOR THE AY 2023-2024

Sr. Meiiibars Designation
No.
1 Dr.AnantKalse Chairman
2 Mr. SurajWadhva Representative of Management
3 Vishnu Dandekar Trustee Member
4 Asst. Prof. SimranRane Exam Co-ordinator
5 Mr. SwapnilMande Admin. Member/ I.T Member
6 Asst. Prof. Rajkumar Tiwari| Faculty Member
7 Asst. Prof. MunMun Desai | Faculty Member
8 Mr. BrijeshVerma Non-Teaching Staff Member

. To prepare and announce in advance the calendar of examinations.
. To discuss regarding the Internal Examination.
. To arrange for printing of question papers.
. To prepare notice for Examination fees, time- table and distribution of hall
tickets to students.
5. To arrange for timely assessment and publication of results.

You are requested to be attend the meeting on the date, time and at the venue as
aforesaid.

Agenda for the meeting.
1
2
3
4
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Date: 03/09/2023

Minutes of the meeting of Examination Committee held under
Chairmanship _on 01/9/2023 at 11.30 am in the Conference Room of
Principal atChildren Welfare Centre’s College of Law, Malad, Mumbai

Members Present:

Sr. Members Designation Present
No.
1 Dr.AnantKalse Chairman Present
2 Mr. SurajWadhva Representative of Management | Present
3 Vishnu Dandekar Trustee Member Present
4 Asst. Prof. SimranRane Exam Co-ordinator Present
5 Mr. SwapnilMande Admin. Member/I.T Member Present
6 Asst. Prof. Rajkumar | Faculty Member Present
Tiwari
7 Asst.  Prof. MunMun | Faculty Member Absent
Desai
8 Mr. BrijeshVerma Non-Teaching Staff Member Present

Members Absent: 01 (1 faculty Member)

QUORUM:

Chairman took the chair and declared that the required quorum was
present to convene the meeting.

Agenda for the meeting.

1) To discuss regarding the Internal Examination.

2) To arrange for printing of question papers.

3) To prepare notice for Examination fees, time- table and distribution of
hall tickets to students.

4) To arrange for timely assessment and publication of results.
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The agenda was discussed in detail in the meeting by coming up with the
following conclusions:

1. TheChairman informed the Committee to prepare notice for
Internal Examination, time- table for internal examination for Class Test and
date of submission of Assignments accordingly as per University guidelines.

2. The Chairman informed the Committee to take meeting with the concerned
faculties and ensure to arrange for timely assessment and publication of results
as per University guidelines.

3. The Committee also discussed ways and means to ensure all the internal
question papers are prepared well in advance. Also the exam committee should
ensure that all the printing materials required for printing purpose should be
kept in stock under lock and key, including papers, envelopes, brown covers,
blue covers, exam slips, labels, printer cartridges, plastic folders, staplers, pen,
pencil, white ink, black and blue markers, gum stick, fevicol, sticking tape etc.

4. The Chairman also informed the Committee that respective subject Professors
to prepare 3 sets of internal question papers for each subject and out of them 1
set would be approved by the Principal and that it was to be kept confidential
and not to be disclosed to even the Professors except the Examination
Coordinator

Conclusion: The Examination Committee Co-ordinator informed the
tentative date for the next meeting and according to the availability on the

schedule it is unanimously decided to be 77.held on
02/11/1024

VOTE OF THANKS

Chairman thanked all the members present in the meeting.
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Date: 25/10/2023

NOTICE FOR THE 2ndMEETING OF THE EXAMINATION

COMMITTEEFOR THE AY 2023-24

The Examination Committee Meeting has scheduled its second meeting
on02/11/2023 at 11.30 am in the Conference Room of Principal atChildren
Welfare Centre’s College of Law.

Members:
Sr. Members Designation
No.
1 Dr.AnantKalse Chairman
2 Mr. SurajWadhva Member
3 Vishnu Dandekar Member
4 Asst. Prof. SimranRane Exam co-ordinator
5 Mr. SwapnilMande Admin. Member/ I.T Member
6 Asst. Prof. Rajkumar Tiwari | Faculty Member
7 Asst. Prof. MunMun Desai | Faculty Member
8 Mr. BrijeshVerma Non-Teaching Staff Member

Agenda for the meeting.

ks

To discuss regarding the External Examination.

2. To arrange for printing of question papers and the policy to be followed

W

6.
s

8.

after downloading the papers.

. To formulate methods for stopping mal-practises and copy casesand line

of action to be taken against students caught copying.

To conduct meeting with the faculties, non-teaching staffs, supervisors,
peons etc

To allot the exam halls for all the examinations conducted in the college.
To ensure all the question papers are prepared/ printed well in advance.
To collect all the answer scripts and the supporting documents required
and steps to be followed after the collection of answer sheets.

To arrange for External/ Internal Valuation of Exams

You are requested to be attend the meeting on the date, time and at the
venue as aforesaid.
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Date: 04/11/23

of the meeting of Examination Committee held under

Chairmanship on Thursday,.02/11/2023 at 11.30 am in the Conference

Room of Principal atChildren Welfare Centre’s College of Law.

Members Present:

gr. Mormisers Designation Present

0.

1 Dr.AnantKalse Chairman Present

2 Mr. SurajWadhva Member Present

3 Vishnu Dandekar Member Present

4 Asst. Prof. SimranRane Exam co-ordinator Present

5 Mr. SwapnilMande Admin. Member/ I.T | Present

Member

6 Asst.  Prof.  Rajkumar | Faculty Member Present
Tiwari

7 Asst. Prof. MunMun Desai | Faculty Member Present

8 Mr. BrijeshVerma Non-Teaching Staff Member | Present

Members Absent: 00

QUORUM: Chairman took the chair and declared that the required

Quorum was present to convene the meeting.

Agenda for the meeting.
1.

3.

el &

To discuss regarding the External Examination.
2. To arrange for printing of question papers.

To formulate methods for stopping mal-practises and copy cases and line
of action to be taken against students caught copying.
To conduct meeting with the faculties, non-teaching staffs, supervisors,

peons etc

To allot the exam halls for all the examinations conducted in the college.
To ensure all the question papers are prepared/ printed well in advance.
To collect all the answer scripts and the supporting documents required
To arrange for External/ Intemnglalyann of Exams
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The agenda was discussed in detail in the meeting by coming up with

the following conclusions:

1.

The Chairman welcomed the Examination Committee and appraised the role,
responsibilities of the Advisory Body which is authorized to make policy
decisions in regard to organizing, holding examinations and deciding the
course of action. To conduct all functions relating to examinations of
students, from preparation of examinations, answer scripts and supporting
documents etc. The Committee will also keep track of the External/ Internal
valuation of exams and instruct the invigilators to be vigilant in the
Examination hall to prevent indiscipline and any type of malpractices. Also
to prepare and announce in advance the calendar of examinations

Resolved to authorize to assign role, responsibilities to the members for
conducting of the examinations both External smoothly, to prepare and
announce in advance the calendar of examinations, and to amend the same as
and when required.

The Chairman also informed to arrange for printing of question papers, check
printer machine, stationery Paper/ pen/ pencil/ staplers /white ink/ rubber/
sharpner, calculator, stock of ink cartridges etc. get zerox machines serviced,
and do all things necessary for smooth conduct of the examination.

Resolved to authorize, instruct and finalize all theinformations and to get it
circulated to faculties, non- teaching staffs, [.T.Co-ordinator, Supervisors etc.

. The Chairman also informed to arrange to formulate methods for stopping

mal-practices,copy cases and line of action to be taken against students
caught copying as per University guidelines.

. The Chairman informed the Committee to conduct meeting with the faculties,

non-teaching staffs, supervisors, peons etc, in advance. Also to appraise and
conduct training sessions before the forthcoming exams well in advance. To
ensure and prepare the supervision duty chart and discuss the same with the
faculties and management, in order to avoid clashes in the last minute. Also
to inform the supervisors to remain present in the staff room 1hour before the
commencement of the exam. It was decided in the meeting that faculties must
report to examination hall 15 mins prior to the start of exams.Resolved to
authorize the teaching faculties, supervisors, admin department and outside
supervisors, to take steps accordingly as per University guidelines.

. Examination committee also took up the issue of allocation of exam halls,

blocks, classroom and staff room for carrying out the work of conducting
meetings, giving instuctions, providing guidelines to all teaching, non-
teaching, admin staffs, outside supervisors how to manage exam effectively. .
for all the examinations which will be conducted in the college. ws
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6. The Examination Co-ordinator was instructed to fulfill the pre-examination

requisites of the University like creating a new College Examination Email
id. The Examination committee was instructed to reach Examination room
one hour prior to start of Exam in order to download papers. The papers were
to be sealed and Packed in envelopes and distributed in examination hall to
Supervisors 15 Mins before the start of Examination. The supervisors were to
be instructed to take signature of anyone Candidate, along with his seat
number before opening the seal of question paper folder for distribution.

. To Committee also discussed and agreed that the examination incharge shall
be responsible to collect, count, check all details of each and every answer
booklet/ scripts of the students and compare the same with the Attendance
sheet and supervisor sheet of the concerned Supervisor and also read and
check each and every Bar Code with all the supplementary sheets, to ensure
that all are filled in properly in legible handwriting and submit the same to
the University in proper manner.

VOTE OF THANKS
Chairman thanked all the members present in the meeting.
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ANNUAL REPORT OF EXAMINATION COMMITTEE FOR A.Y 2023-2024
According to the rules, "Examination Committee" has been established for the
Academic Year 2023-2024. The group will form Advisory Body which is authorized
to make policydecisions in regard to organizing, holding examinations and deciding
the course of action. It will conduct all functions relating to examinations of students,
from preparation of examinations, answer scripts and supporting documents etc. This
Committee will keep track of the External/ Internal valuation of exams and instruct
the invigilators to be vigilant in the Examination hall to prevent indiscipline and any
type of malpractice.

Details of the meetings of the committee held are as follows-

1. The first Examination Committee, Meeting was held on 01/9/202311, at
11.30 am in the Conference Room of Principal at Children Welfare
Centre’s College of Law, Malad, and Mumbai.

2. The second Examination Committee Meeting was held on 02/11/2023 at
11.30 am in the Conference Room of Principal atChildren Welfare
Centre’s College of Law.

Points in the meeting cum agenda to discussed

1. In the meeting it was decided to make well in advance the announcement for
declaration for examinations as per university guidelines and arranged for
printing of question papers and prepare notices for Examination fees, time-
table and distribution of hall tickets to student.

2. The meeting discussed design techniques to get performance of the candidates
at the examinations properly assessed, and accordingly process the results and
arrange for declaration of results

3. The committee discussed the various methods to stop mal-practises and copy
cases and discussed the line of action to be taken against students caught
copying.

4. The committee also discussed on External/ Internal Valuation of Exams.

5. The meeting also discussed and decided to authorize committee members to
conduct meeting with the faculties, non-teaching staffs, supervisors, peons etc
and accordingly provide necessary guidance on supervision and allot the exam
halls for all the examinations conducted in the college.

Conclusion:

Both the meetings concluded with a vote of thanks from the chairman.
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