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INSTITUTES

»
www.zealeducation.com

Ref. No.:=z.p| 2024 — 2550

OFFICE ORDER

To en.hance. operational efficiency and provide optimal support to students, the Institute is establishing a Stakeholders
Re!gtlonshlp Committee. This committee will streamline administrative processes, address student concerns, and
facilitate communication between the institute, students, and parents.

ZEAL EDUCATION SOCIETY'S

ZEAL POLYTECHNIC

9 Sr.No - 39, Narhe Dhayari Road, Narhe, Pune - 411 041 & 020-6720 6021/24

principal.poly@zealeducation.com @& www.zealpolytechnic.com
AISHE Code : 6435 | DTE Code : 6435 | MSBTE Code : 0988,1605

Graded Excellent by, MSBTE EAMC for Computer and E & TC Department

In the year 2018-19

Date :25[07 {7—0 21

By creating specialiged committees, we aim to promptly resolve stakeholder issues and continuously improve our
services. The committee will comprise administrative staff, who will play a crucial role in supporting assigned student
groups. Committee members will serve as mentors to their allocated students and parents throughout the diploma

program. Their responsibilities include handling administrative tasks, maintaining open communication with students
and parents, and providing guidance and support. This committee structure is designed to foster a strong relationship

between the institute and its stakeholders, ensuring a positive and supportive learning environment.

Sr. No. Year Class & Div. | Strength b Name of SRC Member Designation | Mobile No.
Coordinator Name : Shewale Suhas B. Sr. Clerk 9604435209
EY AL 1K) KADAM SAGAR VILAS WIS Instructor | 9403250887
FYAML(B) | 264
FY AIML (C) PATSUTE CHAITANYAM. | LabAssistant | 8530670565
FY ASR (A)
A 132 | MOZARMAHESHA. WIS Instruclor | 7744023216
ggé g;; 132 | KARANDE-PATILSARIKA | LabAssistant | 8320041562
First Year FYCO (A)
i FYCO (B) 198 | MORE HARSHAL ANIL LabAssistant | 9657639756
(All Branches)
FYCO (C)
FYME (A) )
B 132 | MOHITE RAJU SANJAY LabAssistant | 9673590425
FYEE (A) )
Lo 132 | AUCHAR ABA LabAssistant | 9730305868
FYEJ (A)
FYEJ (B) 198 | PRAMOD TATE LabAssistant | 8830235569
FYEJ (C) '
2 A& ML SY (A) 66 | PATSUTE CHATANYAM. | LabAssstant | 8530670565
3 A&R SY (A) 62 | NANGARE PRASHANTS. | LabAssistant | 7387531010
SY (A) g3 | KARANDEPATIL SARIKA | Lab Assistant | 8329041562
- SY (B)
4 Civil Engg. TY (A) SHINDE RUTUJA Department | 7757615608
98 Clerk
TY (B)
SY (A)
SY (B) 204 | JAGTAP RAJASHREE M. Department | 7030137023
5 Computer Engg. ?: ég; :
TY (B) 200 | PAWARUDAYP LabAssistant | ¢06035008
TY (C)
g EQ; 108 | HAGWANE ROHITR. LabAssistant | 8180036601 }
6 Mechanical Engg. TY (A)
TY (B) 155 | SONKAMBLE SIGAL J. WIS Instructor | 9881285228
TY (C)
SY(A) o1 Department
7 Electrical Engg. SY (B) AVHAD VRUSHALI ""'CIe"m""“ 9146339936
TY (A) 64
8 ERTC Engg. ﬂ f:; gg PARDESHI ANIKET SINGH xggg“:‘n‘{ 8180076543

Approved by AICTE, New Delhi, Recognised by Govt. of Maharashtra and Affiliated to MSBTE, Mumabi.



———Roles and Responsibilities of SRC Member

Student Support and Scholarship Management
« Student Outreach:
o Regular communication with parents about: Student attendance (monthly and overall), Class test, unit
test, and MSBTE exam results
o Provide timely information and support to students and parents regarding scholarships, fees, deadlines,
and required documents.
o Conduct regular phone calls and maintain detailed records of interactions.
o Offer guidance on filling out online applications, forms, and certificates.
» Scholarship Administration:
o Ensure timely submission of scholarship applications for all eligible students.
o Monitor application status and address any deficiencies promptly.
o Communicate scholarship-related information to students and parents clearly.
« Fee Management:
o Inform students and parents about fee structures and payment deadlines.
o Follow up on outstanding fee payments and provide reminders.
o Maintain accurate records of fee-related correspondence.
Administrative Support
 Student Services:
o Assist students with various administrative procedures, including:
= Bonafide certificates
Admission forms
Exam forms
Library cards
Identity cards
Book borrowing
Lab manuals
Journals
Uniforms
No-dues certificates
Leaving certificates
= Application for Caste Validity
» Record Keeping:
o Maintain comprehensive records of all student interactions, correspondence, and activities.
o Provide requested documentation to higher authorities as needed.

General Responsibilities
« Committee Participation:
o Attend required committee meetings and actively participate in discussions.

o Adhere to committee guidelines and directives.
o Submit weekly progress reports to the designated authorities.

o Student Counseling:
o Dedicate at least two hours daily for student counseling and support.

Key Performance Indicators (KPIs)

"« Percentage of eligible students receiving scholarships
Timely submission of scholarship applications

Fee collection rate

Student satisfaction with support services

Accuracy and completeness of records

Committee members will report to the Office Superintendent and follow their instructions. The committee coordinator will

submit weekly progress reports to the Director (Academics, Admissions, and Administration), ZES, Pune.
e

—

Prof/A. A. Tamboli
Principal
ZES's Zoal Polytechnic
Narhe, Pune- ﬂ‘;ggﬂfz




