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o | Date. 3|68 2009

M%r. Khan Nuruddin

Af\ sistant Professor

Otiental College of Law

S#b\ject—: Appointment as Sports Chairperson for the Academic Session 2022-23
D lar Khan Nuruddin,

[ am pleased to inform you that, based on your exemplary dedication to sports and your proven

Iczjdership skills, you have been appointed as the Sports Chairpersagn of Orienta] College of
La‘w for the Academic Session 2022-23.

i 1?5 appointment reflects the trust and confidence the institution has

in your abilities to lead
ar f Mmanage the sports and recreational activities of the institution for
dr

the upcoming academic

Please find Your work and responsibilities assigned to you along with this letter.

RaFimode
Wﬁ%‘%gards,
Profl Rupali Shyam Jamode

Principal
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Rloles and Responsibilities of Sports

!

Chairperson:

8 Leadership and Coordination:

You will oversee the Sports comumittee and coordinate with
and students to ensure smooth functioning and organization
activities.

Event Management:
Responsible for organizin

fa
0

c

f

g and supervising Sports events, to
competitions, both at the intra—school/college level and with
includes planning, logistics, and ensuring participation from
Sports Promotion:
Actively promote sports and
activities throughout the aca
enthusiasm for sports within
Team Building: -
Work closely with team captains and coaches to foster team s
performance. You will be the liaison between the teams, coag
Resource Management:
Oversee the allocation and ma
Ensure that all necessar
condition.

Reporting and Feedback:
Provide regular reports and u

Ul

(U5}

encourage student participation
demic year. You will also be req
the student body.

in

L

hagement of sports equipment, |f

Y sports equipment is available, maint

pdates to the administration rega
activities, events, and any challenges faced. You will also coll
students and faculty to improve Sports programs.
Encouraging Fitness and Well-being:

Promote physical fitness and well-being programs throughout
will help in organizing fitness camps, health initiatives, and aw
the students and staff.
Representation: .
Represent the institution at external sporting events and confe
also includes developing relationships with other institutions fi
activities.

Collaboration with Administration;

g

[

1

ulty members, coaches,
all sports-related

‘naments, and

Xternal institutions. This
tudents.

various sports

ired to maintain

irit, discipline, and
¢s, and administration.

acilities, and resources.

ned, and in good

ding the status of sports
ct feedback from

he academic year, You
areness programs for

ences as required. This
collaboration in sports

4;?4

Collaborate with the administration to ensure the sports budget
any other requirements for sports activities are fulfilled in a tim

Terms and Duration of Appointment:

-23.
and work closely with

The appointment is effective for the academic session 2022
You will report directly to the Principal

is adhered to and that
ely manner,

the sports committee.

We trust that you will carry out your duties with the same level of ent 1usiasm, commitment,
and ﬁrofessionaiism you have demonstrated thus far. Your leadership is essential to furthering
the sports culture at Oriental College of Law, and we look forward toa productive and exciting
year ahead.
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Prof. Rupali Shyam Jam e iPAL
Pi i']cipal &C}%ENTJH GE
Or(ental College of Law

blibase acknowledge your ac
(&

)1J

Warm regards,

|

ceptance of this a
ter and returning it to the office.

ce again, congratulations on

ppointment by signing|the attached copy of thig

your appointment! We wish you all tl}\e best in your new role.
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Assistant Professor

S. Disha Sharma
Oriental College of Law

% bject: Appointment as Exam Co-Chairperson

|
D

gar Disha Sharma

I'lam pleased to inform you that, after careful consideration an
ce{&abilities and commitment to academic exce

llence, you have bee
& '-Chairperson of Oriental College of Law for the academic year

Lo y ; ’
I/ this role, you will assist the Exam Chair
ex‘ifl mination-related activities. Your contri
conducted with fairness

person in the smooth an
bution is critical to ensuri
> transparency, and in compliance with acade

Please find Your work and responsibilities assigned to you along wit]
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Date...04-|n1 | 122

in recognition of your

appointed as the Exam
2023-24,

effective conduct of all
g that examinations are
nic policies.

this letter.

Ry 0dg
e
arm regards,
Rupali Shyam Jamode
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Roles and Responsibilities of Exam Co-Chairperson:

. Support to Exam Chairperson

o Assist the Exam Chairperson in the overall planning,

of all examinations.

o Take on the role of acting Exam Chairperson in |t

Chairperson.

2. Examination Schedule Coordination

o Collaborate with the Exam Chairperson and faculty to 1

the examination timetable to all relevant stakeholder

o Ensure that examination schedules are well-coordinat
academic programs.

3. Examination Material Preparation

o Help in the preparation, review, and distribution lof examination papers,
ensuring they meet academic standards and are delivered on time.

o Assist in ensuring that the examination content aligns with the syllabus and
academic guidelines.

4. Supervision of Examination Process
, o Supervise the smooth conduct of examinations, inc
€xam venues to ensure they are adequately prepared.
o Coordinate with invigilators and other staff to ensure that examination protocols

are followed.
5. Support for Exam Staff and Invigilators

o Assist in recruiting and training exam invigilators, ensuring they understand
their roles and responsibilities.

‘ o Help manage the deployment of invigilators across vidrious exam centers and

' rooms.

6. Ensuring Exam Integrity

o Work closely with the Exam Chairperson to enfdice strict adherence to
€xamination rules and prevent any malpractices or irregularities.

o Assist in investigating any reported instances of malpragtice or misconduct and
provide recommendations for corrective actions.

7. Post-Examination Procedures

o Oversee the collection and organization of angwer scripts after the
examinations. '

preparation, and execution

e absence of the Exam

inalize and communicate

O

ed and accommodate all

uding the monitoring of

o Ensure the timely and accurate submission of scripts| [for grading and proper
I‘ handling of student evaluation,

8. Coordination of Results Declaration
o Assist in ensuring that the grading and evaluation process is completed
efficiently and in a timely manner. '

o Support the preparation and timely announcement df results, ensuring all
I protocols are followed.

? Handling of Student Concerns

o Support in addressing student queries and concerns related to examinations,
i ensuring that issues are resolved fairly and promptly.
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o Ensure proper communication with students regarg ing examination-related
processes and results,

| | 10, Record Keeping and Documentation

o Help maintain proper records of examinations, incly

| scripts, results, and any other related documentatjon. :

o Ensure that all examination records are kept in accordance with college policies
, and regulatory requirements,

11. Collaboration with External Exam Bodies (if applicable) ‘

o Assist the Exam Chairperson in coordinating with any external examiners or

accreditation bodies, ensuring all requirements are mef.
I2. Reporting and Feedback

© Assist in preparing reports on the examination process, identifying any
challenges or areas for improvement,

o Contribute feedback and su ggestions to the Exam Chairperson to improve future
examinations.

ding attendance, answer

W are confident that, in your new role, you will contribute significantly to the success of the
exTnination process at our institution. We trust that you will carry |out your responsibilities

I o)

with dedication, integrity, and professionalism.

Should you have any queries or need further assistance, please feel free to contact Principal.

=

Welwish Yyou every success in your new role.

Warm regardsfﬂ FHIU
Prof. Rupali Shyam Jamode
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Dear F asihur Rahman

Co
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(%]

i

. Fasihur Rahman
sistant Professor

bject: Appointment as IQAC Coordinator

n pleased to inform you that, based on your dedication, expertis
ademic excellence of Oriental College of Law, you have beer
ordinator for the academic year 2024-25,

the IQAC Coordinator, you will play a key role in the contin
ality of education, research, and institutional processes at the col

ical in maintaining our commitment to the highest standards of ag

ase find Your work and responsibilities assigned to you along wi
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and contribution to the
appointed as the IQAC

bus improvement of the
ge. Your efforts will be
demic excellence.

this letter.

AT O

" SWaa regards,
Rupali Shyam Jamode
Principal

il Galfeee of Law
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Roles and Responsibilities of IQAC Coordinator:

' | I. Leadership in Quality Assurance

o Lead the Internal Quality Assurance Cell (IQAQ)|in fostering a culture of
quality and continuous improvement across all academic and administrative
functions.

o Develop and implement quality assurance policies and ptrategies to improve the
institutional processes.

2. Quality Monitoring and Assessment

o Oversee and monitor the implementation of quality as
academic departments and non-academic units.

o Conduet periodic internal assessments, including the levaluation of academic
programs, infrastructure, and institutional facilities.

Accreditation and Compliance - '

o Ensure that the institution complies with accredifation standards set by
regulatory bodies like NAAC, ensuring the institution s continual growth and
recognition.

o Coordinate the preparation of documents and reports for accreditation and
reaccreditation processes. '

4. Data Collection and Analysis

o Collect, compile, and analyze data related to student performance, institutional

achievements, and other key indicators of quality.,

o Use data to assess institutional effectiveness and make recommendations for
improvement,

Stakeholder Engagement

o Act as a liaison between the college and stakeholdelrs, including students,
faculty, staff, parents, and alumni, ensuring that their fe cdback is considered for
quality enhancement, :

o Organize meetings and engage stakeholders to discuss quality-related matters
and obtain valuable input.

6. Faculty Development

o Coordinate and encourage faculty development programs, workshops, and

. training to enhance teaching practices, research capabilities, and administrative

i  efficiency.

: o Ensure that faculty members are equipped with the ngcessary skills to meet

| evolving academic standards.

7. Promotion of Research and Innovation

o Promote research activities, collaboration, and innovatiop within the institution
to enhance academic growth.

o Facilitate the development of research-related polici¢s and programs that
contribute to the enhancement of teaching-learning outc¢mes, '

8. Documentation and Reporting Mj-

o Maintain accurate and comprehensive documentation of 4i] IQAC activities and

quality-related reports.

o Prepare annual reports outlining the achievements, progress, and future action
plans of the IQAC for submission to the college administration. PRIN
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9. Review and Improvement of Processes
o Regularly review existing academic and administrative processes and suggest
improvements based on feedback from faculty, staff, and students.
. o Ensure the development and implementation of systeis that enable continuous
. monitoring and improvement of academic standards,
10. Conducting Feedback Surveys

o Oversee the collection of feedback from studm;ﬁs, faculty, and other
stakeholders through surveys, evaluations, and other dhannels.

o Analyze feedback results and implement appropriate measures to address
concerns and improve institutional practices.

L1. Collaboration with External Agencies

’ o Collaborate with external bodies and organizations o stay updated on best
practices, new trends, and quality assurance guidelines|in higher educatjon.

o Represent the institution in quality-related forums, conferences, and workshops.

We| trust that you will fulfill your responsibilities with commitmernt, professionalism, and

in[cfc‘grity. Your leadership will help strengthen the quality of educatioh at Oriental College of
La\p‘w and contribute to our goal of continuoys improvement. '
|

We|wish you all the best in your role as IQAC Coordinator.

Wai'm regards,
Ru]ﬂ)ali Shyam Jamodﬁ&ﬂm O&é{f
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I\i’] t Fasihur Rahman
Assistant Professor
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|
Dear Fasihur Rahman,

S;hbject: Appointment as Exam Chairperson

Date. OBl o) l uo s

I am pleased to inform you that, based on your dedication and|excellent service to the

for the academic year 2024-25.

e

A TAY D0
;._j?w;.uh e

institution, you have been appointed as the Exam Chairperson of Qriental College of Law

As|the Exam Chairperson, you will be responsible for overseeing and ensuring the smooth
conduct of all examinations, adhering to the academic policies of the ¢ollege, and maintaining
the integrity of the examination process.

Please find Your work and responsibilities assigned to you along with| this letter.

ok

arm regards,

Mrs. Yuthika Sawant
Principal

Qriental College of Law

PRINCIPAL

ORIBNTAL C2 L FaE OF LAW
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Roles and Responsibilities

of Exam Chairperson:

Examination Planning and Coordination
o Develop, implement, and oversee the academic

consultation with relevant departments.
Q

answer scripts.
Examination Process Management

€

Coordinate with faculty members and departments
preparation and delivery of €xamination materials, sijc

xamination schedule in

to ensure the timely
h as question papers and

o Supervise the entire examination process, including the organization,
invigilation, and conduct of all exams.
o Ensure that all examinations are conducted in compli

Coordination with Faculty and Administration
o Communicate with faculty members regarding exa

including submission deadlines and special exam requ
o

Examination Staff Supervision

o Assign invigilators and staff to various exam centres
they are properly briefed on their roles and responsibilj
o Ensure the proper conduct and discipline of the

invigilators.
Monitoring of Exam Integrity

o Implement measures to prevent malpractice, cheating, 2
during examinations,

o Investigate any examination-related irregularities or dis

the concerned authorities for further action.
Post-Examination Procedures

o Oversee the collection and safe handling of examina

other materials after the exam,
Q

Results Declaration
o Coordinate with the administration to ensure the
examination results,

o Oversee the preparation of provisional mark sheets
distribution of results to students.

Handling Student Queries and Complaints
@]

Ensure that a] exam-related information is communicat

Ensure the timely and accurate grading of answer scr
preparation of results in collaboration with the respectiy

Address any student concerns or complaints related to e

ance with college policies
and guidelines, ensuring fairness, transparency, and ag

ademic integrity.

Nlination-related matters,

rements.
ed to students promptly,

ties.
examination staff and

i]r rooms and ensure that

ind other unfair practices

putes and report them to

ion answer scripts and

pts, and coordinate the
e faculty,

timely declaration of

and ensure the smooth

aminations, and ensure

that all queries are handled in a fair and professional meLnner.

o

redressal procedures,
Record Keeping and Documentation
o Maintain accurate and up-to-d

including student attendance, exami

Provide guidance regarding examination rules, regu

ate records of all examin{ation-related
i I

ations, and grievance

apers, and résults.
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| o Ensure compliance with academic record-keeping staridards and policies as per
the guidelines.

10. Report Generation and Communication
o Prepare and submit regular reports on examinatibn activities, including
challenges and improvements, to the college administration.

; o Liaise with external examiners, if applicable, and maimqain clear communication
with all stakeholders.

We trust that you will perform your duties with the utmost professionalism and dedication.
Your leadership in managing the examination process will ensure that jour institution continues
to uphold its commitment to academic excellence and integrity.

We extend our best wishes for your success in this important role.

Warm regards,
Mrs. Yuthika Sawant
Pril}cipai
OrientabCnlieas f Law
ORIENTAL CoilegE OF LAW
.'-’In%t No. 54,5 Sactor - 2,
Sanpads, Mavi Mumbai - 400 735.
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