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2.5: EVALUATION PROCESS AND 
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2.5.1: Mechanism of internal/ external assessment is transparent 

and the grievance redressal system is time- bound and efficient 



 

 

Mechanism of internal/external assessment is 

transparent and the grievance redressal system is 

time - bound and efficient 
 

Assessment Process 

The establishment adheres to the evaluation based on Mahatma Gandhi University 

Regulations, Kottayam. The college is following the implementation of Choice Based Credit 

and Semester System in 2017 for undergraduate programs and 2019 regulations for post 

graduate programs. The internal to external evaluations are weighed in the ratio of 1:5.  

 

Through the college handbook, students are informed in advance about  

1.  Programme structure  

2. Examinations 

3. Mark Distribution for internal evaluation and external examination 

4. Guidelines for internal assessment 

5. Pattern of question paper 

6. Grading system and award of degree 

 

Specimen copy of the handbook displaying the scheme of External/Internal assessment 

 

 

 



 

 

 

 

 

 



 

 

 

 

 

College Hand Book View 

 

 

Centralized model examination system 

 

The Institution follows a centralized model examination system before each semester 

examination which is  conducted by an examination cell constituted by the college every 

year. This will ensure the effective preparation of students for the  University examinations. 

A complete infrastructure of the institution helps in  the smooth conduct of the examination, 

including CCTV-facilitated examination halls, printers, computers, etc. The tendative 

schedule of examination dates are given in the college academic calendar as per the 

University academic calender. Time table is displayed on the notice boards and circulated 

among departments in advance of examinations. 

 

Link to the Academic Calendar: View 

https://snmcollege.ac.in/wp-content/uploads/2023/10/Regulations-of-UG-and-PG-Courses-1.1.1-SSR.pdf
https://snmcollege.ac.in/academics/academic-calender/


 

 

Internal /External Examination Cell 

 

Attendance 

 

 

Internal Examination 

 

 The preparation of the question paper and scheme, which is done by the 

corresponding faculty, is based on the percentage of the syllabus covered. 

 The Department Head reviews and approves the question paper. 



 

 

 To ensure a smooth CIE, printed test questions are given to the internal examination 

cell. 

 All faculty members and students will then be given access to the internal assessment 

timetable and evaluation scheme that the college has prepared. During orientation 

programmes and at suitable times in class, students are told about the evaluation 

procedures and the format of the examination questions at the beginning of the 

academic year. 

 After papers have been evaluated, the appropriate faculty members calculate students’ 

CO-PO attainment. 

 

Transparency of Internal Examination Process 

 

 Exam dates set in advance on the college calendar 

 Students were given an explanation of consolidation and CIE computation. 

 The students receive the CIE schedule and sample test questions. 

 The distributed answer scripts have been examined 

 The ‘internal mark’ is verified by the students. 

 

Internal Assessment 1. Process of Continuous Internal Evaluation 

2. Academic Calendar with Internal Exam 

3. Internal Exam Timetable 

 

 

 

 

 

 

 

 

 

 

 

https://snmcollege.ac.in/academics/examinations/internal-examinations/
https://snmcollege.ac.in/wp-content/uploads/2023/10/Academic-calender-with-Internal-exam-1.1.1-SSR.pdf
https://snmcollege.ac.in/wp-content/uploads/2023/10/Internal-Exam-Time-tables-1.1.1-SSR.pdf


 

 

Grievance Redressal Mechanism 

 

The Institution is keen to address grievances related to internal evaluation. The grievances are 

classified and take appropriate action. 

  

 

Image showing the college-level internal/model examination 

  

 

Specimen copy of the question paper and mark list of internal examination 



 

  

 

Specimen copy of the Attendance for theory 

 

 

 

Specimen Copy of the Lab Login Register 

 

 



 

 

 

 

Specimen Copy of the Lab Attendance sheet 

 

 

 



 

 

   

 

 

Specimen Copy of the Practical Lab Records 

 

 

 

 

Specimen copy of Internal Assessment for Practical labs 

 



 

  

 

Specimen Copy of the Project Record 

 

 

Assignments 

 

Assignments are to be done in all semester and at least one assignment in each semester is to 

be added in the internal assessment. Assignment is given by the concerned faculty for every 

course in each semester and is evaluated within one week and returned to the student after 

mark entry. 

 

 

 

 

 



 

Seminar 

A student shall be present one seminar in 5
th

 semester for UG courses and all semester for PG 

courses. Concerned head of the department and teaching faculty is the responsible person for 

conducting seminars. 

 

 

Photographs of students for taking seminars as part of Internal Assessment 

 

Display of Internal Marks 

 

Before submitting internal marks to the University portal, internal marks are displayed on the 

notice board of the department. Students can check their grades and inform the faculty in 

charge if any complaints are there. The faculty in charge makes sure that the internal marklist 

must have the proper signatures of the instructors, HoDs, and the Principal before submitting 

it to the college office and University. 

 

 

Specimen Copy of Internal Marks 

 



 

 

 

Specimen Copy of Consolidated Internal Marks Verification by Students for University 

Submission 

 

 

Specimen Copy of Internal marklist displayed on notice board 
 



 

 

Internal mark submission to university 

 

Grievance Mechanism 

 

Internal assessment shall not be used as a tool for personal or other type of vengeance. A 

Student has all rights to know, how the teacher calculated the marks. In order to address the 

grievance three level grievance redressal mechanisms is envisaged.  Students can approach 

the upper level only if grievance is not addressed at the lower level.  

 

 

 



 

 

Departmental grievance mechanism 

 

Students who have grievance about the internal examination can speak with the relevant 

department right away. The majority of complaints were settled directly inside the 

department. The responsible teachers perform a number of tests and promptly provide the 

valuable response scripts in order to prevent objections. Effective talks about the response 

patterns were also taken into account in order for the students to settle disagreements. A 

meeting is also conducted after publishing the marklist of internal assessment to rule out any 

grievances from the students. Any discrepencies in the assessment method  raised by the 

students are properly addressed and rectified.The students can also submit the disagreements 

to internal assessment at a higher level if they weren't entirely addressed at the departmental 

level.  

 

 

   

Specimen copy of the minutes of department grievance meeting 

 

Parent-Teacher Student Meeting 

In every semester ,a  parent-teacher-student meeting is conducted department wise. The 

internal marks are informed to parents while meeting and collects the grievance at the time of 

meeting. 

 



 

 

 

Specimen copy of Parent-teacher-student meeting 

 

Internal Assessment Grievances Redressal cell 

 

To handle all problems submitted by the departmental committee, the institution establishes a 

specific internal assessment grievance redressal cell. There are seven faculty members in it, 

representing various departments. The committee moves to provide the decisions after 

receiving the Grievance Redressal Form, which is available in the campus or may be 

downloaded on the college website. The right investigation of the issues is the basis for 

decisions. They might add additional relevant people in addition to the committee members 

based on the grievances received. 

 

Specimen copy of the College handbook displaying the Internal Assessment Grievance 

Redressal Cell 

 



 

 

College Grievance Submission 

 

The Grievance Redressal Cell (GRC) aims to look into the complaints lodged by any student 

and redress it. The students can state their grievance regarding any academic and non- 

academic matter within the campus as well. Students may approach the cell to voice their 

grievances regarding academic matters, library and other services. Any form of discontent or 

dissatisfaction on the part of the students can be informed to the cell. Grievances may also be 

sent through e-mail to the co-ordinator of the Students’ Grievance Cell. The cell redresses the 

grievances promptly and judiciously. As a result of this scenario, our College has a pleasant 

ambient atmosphere and good work culture with in-built goodwill and mutual understanding 

among the students. 

 

 

 

 

Link for Online Grievance submission: View 

 

Complaint Box 

 

Students who wish to voice their complaints by keeping their identity as anonymous can use 

the complaint box, which is located in front of the campus and is routinely checked . On the 

pertinent complaints, the necessary steps were taken. 

 

https://docs.google.com/forms/d/e/1FAIpQLSfP5UOYbZjvzzXlM7yZBn5V5K1DiwBBgcaNpcZWfOAxbv3cpg/viewform


 

 

Photograph of the complaint box 

 

University Student Grievance Redressal cell 

 

According to UGC guidelines, Mahatma Gandhi University has established an online student 

grievance redressal cell. To handle the issues at hand, a nodal officer has been selected. At 

the university level, students can submit their complaints using this online site. The issue is 

redirected by the University based on its relevance. 

 

 

Home page of the University Grievance portal 
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