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Purpose and Scope

This SOP enables to bring uniformity & Standardization of the examination activities
MINDS

To meet the requirement of the regulatory bodies like DCY, AICTE, Government
authorities and Pondicherry university,

To make the assessments transparent, fair and timely.

To respond and take necessary appropriate actions for the grievances i any, received
regarding conduct of examination and/ or results announced.

Inputs required:

Academic calendar

Timetable of cxaminations,

List of stedents in cach year

List of invigitating staffs.

Marklist of exams.

Ciuidelines received from the University' BCH for condust of examination;

Processing of inpuis

Constituting the Committes

Principal a1 the beginning of the academic year identifies the person fo be the Chairperson,
convenar and members of the committee. The validity of the committee conatinution is for one
year. There is no limitation on the number of times o person can be in the commitiee,

Functionkng of the commitiee

The commitiee meets once in 2 month, The convenor intimates about the date, place, agends,
and time of the meeting to the members after ensuring theit availabafity, This information is
provided ns per C-ERG-01 o least 2 to 3 days in advance.

The purpose of this committes is to ensure uniformity & Stunderdization: of the examination
activities, review academic performances, analyse results, address grievance on evaluation of
resules,

QUORUM: Two third of the committee members should be present.

Agenda of cach committee mecting:

Review of academic performance of students.

Establishing conduct of ol the internal assessments & examinations as per the college &
University policy and procedure o ensure-a fair and transparent approach.

Reviews the result of each batch every year and analyses it,

Will check on grievance in exom results of the student, if any.

Convenor prepares the minutes of meeting as per CERG- 02 and circulates s copy to all
members and to the Principal s office,
The puidelines are as follows:
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| PAGE 2 OF 3

| SLNG | CODE MILE
I C-ERLG-A Conduct of examinations
3 C-ERG- Invigilating in wriflen examinations
3 L=ERG-L Evaluation in written examination
R Guidelines for practical examination
5 C-ERG-E Preparation of mark liss
I C-ERG-F Conduet of university exammination
7 C-ERG-Ci Resuit analysis
8 | C-ERG-H Identification of slow learners
| § C-ERG-| |denti fication of advanced learners

4.0 Process (hutpuls
1.1 Drecisions taken and executed | Minules of meeting)

42 Number of prievances received from students and/or invigilators regarding the conduct of

examination.

4.3 Number of grievances received from stadents, regarding the resuhiz of examinition,
14 Number of grievances resolved within specified time.

5.0 RECORDS
'SL | Doc. Codeof | Title of Record ~ Retained Made of
- No. | Format Wit For Disposal
I C-ERG-0 Notice cum Agenda for
conduct of academic
performance review,
exnminations, resull analysis
and grievances Commitiee
MEEting
2 C-ERG-02 Minutes of meeting-ascademic
performance reyiew,
exauminations, result amlysis ;
and grievances Committes Academic
imsting perrﬁ:lmanr:
3 TC-ERG-A Conduct of examinations A
4 | C-ERO-B Invigilating o written CATRRRS | by | Shrediing

examinations result aslysis

5 | C-ERG-L Evnluation in written ?“i Fw

Exmmination FE:::LLM
| & | C-ERG-D Cuidelines for practical )

CXHIm i nagion

T C-ERG-E Preparation of mark list

R C-ER{E-F Conduct of university
cuimimtion

9 | C-FRG-G Result analvsis

10 | C-ER{-H Identiflcation of slow learners

11 | C-ERG-1 ldentification of advanced |

lesrmiers




MINDS- STANDARD OPERATING PROCEDURE

TITLE: COMMITTEE- EXAMINATIONS, RESULT ANALYSIS AND

GRIEVANCES

DOC. CODE: C-ERG | REV. NO.: 0 | DATE: 29.04.2021 | PAGE 3 OF 3
6.0  AUTHENTICATION =
PARTICULARS DESIGNATION SIGNATURE
PREPARED BY CONYENOR-ACADEMIC

PERFORMANCE REVIEW,

EXAMINATIONS, RESULT

ANALYSIS AND GRIEVANCES

REVIEWED BY VICE PRINCIPAL
APPROVED RY PRINCIPAL 'Q?_/,,-—f"' =
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1.0 Forpaose

1.4

To provide uniformity ond standardisation in procedures performed during the
conduction of exams in the Institution.

Meets DCL, AICTE. Government and Pondicherry University regulations
Mikes assessment transparent, timely and foar

For the execution of necessary actions on grievances received if any during the
conduct of examination and or on result anmouncement,

2.0 Responsibilitics:

Principal, HODs, Teaching faculty, Examination committee members are responsible
to excoule activitics.

3.0 Policies:
3.1 Under-Graduate:
311 Internal assessments and examinations muast be executed on the basis of institutiona)

312

.13

3.1.4

3.1.10

policies,

Exam conduction must be fair, transparent and must be executed within the stipulated
time,

Three internal assessments should be conducted within a gap of 3months between two
assessments and the average of the best two internals is considered for final
evaluation.

Exam topics should be intimated to the students before two weeks well in advance for
the ease of prepamation, Question papers for the examinations are malled 10

s,

Any teaching staff can be called for invigilation duty and they will be sensitised on
the duties, responsibilities and procedures ol invigilation by the examination wing,
Evaluation, preparation of mark lists is to be completed within 2weeks from the last
day of the examinations in the concerned departments

All the relevant answers for the questions asked in examination should be discussed
with the students after examinalion,

Evaluated answer booklets are to be given to studenis for verification and rectification

of correction errors, iFany.

During the subsequent department meetings, the students’ performances are discussed
and necessary actions to be taken are decided.

List of underperformers is prepared and forwarded to Principal office and Student

welfare committee 1o inform parents on the performance of their concerned wards.
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Based on this list, they are counselled by the concerned departmem staffs and
mentors. A sequence of activities and programs are to be prepared and executed for
the progress of stadents. These procedures must be analysed and monitored regularly
for their effectiveness,

32 Procedures:

321 Internal examination scheduling:

There will be 3 theory and 3 practical examinations for the students in all four ves of
UG course. Question papers will be formatted as per University paitern.

Theory question paper will be formatied as three seetions,

3.2.1.1 Section A - comprising of Essay question.

3.2.1.2 Section B - will be short answers,

3.2.1.3 Section C - will be MCQs.

3.2.2 Timetable preparation and circulation:

d.2.2.1 Time table for both theory and practical will be prepared by the examination wing of
the institution before one month of exams. Timetable lu-'il.l follow concerned
dniversity exam timetable pattern for éach vear,

3222 Timetable will be circulated 1o all the Departments afier the approval from the
Principal and examination committee. On receiving the timetable, it must be filed.

3,223 Copy of fimetable must be displaved on notice board for students,

323 Collection & Printing of guestion papers:-

3.2.3.1 Concerned department HODs should prepare the question papers from the portions
announced for exams.

3.2.3.2 Soft copy of prepared question paper is mailed to gxaminationw ing@gmail.com or
as a hard copy in sealed cover confidentially.

3.2.3.3 The day prior to the exams, all question papers are printed in examination wing. All
printed copies are handed over to Principal’s office for distribution on the day of
ExAEIN,

324 Answer booklets: answer booklets will be arranged based on colour coding on the
individual tables on the day of examination.

3.2.4,1 First wear- Yellow colour

3.2.4.2 Second year- Pink colour
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5.2.4.3 Third year- Green cokour

3.2.4.4 Fourth year- Blee colour

3.2.5 Seating of students in exam hall;

3.2.5.1 Students should report before hilf an hour of commencement of exams and are net o
be allowed to po out of exam hall without valid reason.

3.2.5.2 Students are seated bascd on their roll numbers.

3.2.5.3 Roll numbers of the candidates are written or print out of roll number & stuck on the
tahle for the students.

3.2.5.4 Seating of stedents is adequately spaced 10 refrain them from copying.

326 Mulpractices in exam hall:

3.2.6.1 Students are allowed to get only their writing material withinexam hall.

3.2.6.2 No papers. ¢hits or any oiher writien material to be brought inside the exam hall,

3.2.6.3 Mo gadgets are allowed inside the exam hall.

3.2.6.4 Sharing of writing material is not allowed inside exam hall,

3.2.6.5 If a student s suspecied of malpractice, oral waming is given to students and if the
same student is caught subsequently, the answer booklet is confiscated and it 15
reported to the Principal,

3.2.6.6 Any misbchaviour of student in exam hall will be reported in writing and orally to

Principal for disciplinary action by concemed commities.

V RECORDS:
5L | Do Code of Tirle of Revord Retained Mlode of
Mo, | Format - With Far Dvispusal
i Timetahle Principal office
. ) Concemed
2 Question papers decwrtinsts
3 Answer booklets Concerned
deparments ;
- Shredding
4 Attendance sheets of e
‘ udkinsc Principal office
5 Record of communicating
malpractice it any, by Principal office
invigilator
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VI AUTHENTICATION:

FARTICULARS DESIGNATION | SIGNATURE
PREPARED RY CONCERNED DEPARTMENT

. FACULTY
REVIEWED BY HOD

APPROVED BY PRINCIPAL ch.’/
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1.0 Purpose:

Invigilator appointment, duties and responsibilities of invigilators will be based on these
guidelines.

2.0 Scope: To provide the guidelines for the appointment of invigilator in examinations.

3.0 PROCEDURE

3.1 Appeiotment of invigilator:

3.1.1

312

213
314
3.1.5

Teaching staffs of all designations (tutors, lecturers, assistant professors, readers eic,) can
invigilate in internal examinations,

List of invigilators and their scheduling for invigilation will be circutated from Principal
office.

Invigilator will be appeinted on basis of 1 invigilator: 25 student ratio.

Duties of invigilator will be intimated prior to exams.

Exchange in invigilation duty should be intimated to Principal office.

3.2 Duties and responsibilities of invigilator and invigilation:

321
322

323
324
S
326
327

328

Invigilators are advised 10 repont 30minutes pror to the commencement of examinations.
Answer booklets are placed on individual wables in exam hall before the entry of students
into examination hall.

On entry into examination hall, the students are elaborated on all malpractices and are
instructed o follow strict discipline and silence inside exam hall during the exam time.
Students are instructed to fill up all the required details in front page of answer booklet
and it is counter signed by the invigilator,

Attendance sheet must be signed by students.

Question papers are distributed at the exact time of commencement of exams.

During exam hours it is the duty of invigilator to monitor students from performing any
malpractices.

After the cxam hours, the answer booklets are collected. All the accounted answer
booklets are submitied to Principal office. Submitted answer booklets are then senl 1o
concerned departments for evaluation,
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4.0 FROCESS OUTPUTS:

5.0 RECORDS;
SI. | Doc. Codeof | Title of Record " Retained Mode of
No. | Format With For Disposal
1 Circular for invigilation
’ | duty. . e
2 Record of communicating Pz“fﬁ“f Shredding
matlpractice if any, by
invigilator |
6.0 AUTHENTICATION:
PARTICULARS | DESIGNATION [ SIGNATURE
PREPARED BY PRINCIPLE OFFICE
REVIEWED BY PRINCIPAL

APPROVED BY PRINCIPAL f*—:ll;-!:f”——
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1.0 Purpose:

These guidelines are to be followed for an unbiased fair evaluation of the answer booklets for

students.

2.0 Scope:

For the detailed, clear and procedurally fair unpartial and neutral evaluation of answer hooklets,

3.0 Procedure:

3.1

>3

34

Evaluations of the answer booklets are done based on the following guidelines:
Valuation of answer booklets are done in department by leaching staff as instructed by
HOD, Awarded marks are entered in the front page aganst the number of the concerned
guestion and wialled for the box provided. After evaluation, the evalustor should sign in
front page in the space provided.

Selection of evaluators: Faculty who has taught the topic to the students will evaluate
the concerned answers for the questions from that topic. A particular faculty will evaluate
only a particular gquestion number’s answer for all the students of the batch.

Time allocation for activities: All evaluation works of answer booklets should be
completed within 2 weeks.

Re-evaluation if needs to be done: On completion of evaluation, students can peruse
their answer booklet and can approach the concerned faculty who has evaloated for any
queries on evaluation. Re-evaluation is w0 he done by the concerned faculty who has
evaluated the answer booklet and change in marks to be done if needed.

4.0 Process outputs;
5.0 RECORDS:

MNiv.

Doc, Code of Title of Hecord Hetained T Mode of

Format s For Disposal

Key for question paper

[ ]

Answer booklets
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6.0 AUTHENTICATION:

| PARTICULARS DESIGNATION SIGNATURE

PREPARED BY

REVIEWED BY

APPROVED BY

)
{
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1.0 Purpose:

The practical examinations are conducted based on these guidelines.

2.0 Scape: For the conduet of practical exams in hassle free, fair and transparent manner

3.0 Procedure:

=1
32

i b

34

3.5

3.6

Hed

3.8

3.9

3.10

A list of Internal and External examiners is sent 1o the University for Approval.

On receiving the approved panel list of examiners, they will be intimated about the
details of exams.

Practical examinations are conducted in the concerned department clinics,

Students should make sure, their patients report to departments in time.

Students should bring their own sterilised instruments and should maintain asepsis in the
operating ficld.

On commencement of exam, students start with patient work and chair side vival
discussion is carried out according to the opinion of concermned faculty,

After attending on clinical patient works, Stadents will attend a sepamte viva on
instruments, case history ete.

Teaching faculties take active participation in assessing the students as per HODs
instructions.

Students will be evaluated based on their clinical case diagnosis, patienl management,
asepsis followed before, during and after the procedure, dexterity in handling
instruments. quality of treatment provided, ability to answer examiner’s questions etc.

A mark list will be prepared for the practical exams and entered according to the above
specified criteria,

4.0 PROCESS OUTPUTS:
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| BOC, CODE: C-ERG-D | REV.NO.: 0 [ DATE: 01082020 | PAGE IOF 2
S0 RECORDS:
SI | Doe. Code of | Title of Record Retained | Mode of
No. | Format
With  For s

Timetable for practical
examination

Attendance sheets of exam

Marklist ﬂfprar;'l:[r,:al eXAm

6.0 AUTHENTICATION:
PARTICULARS . DESIGNATION SIGNATURE
PREPARED BY

' REVIEWED BY

T il |
APPROVED BY -
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1.0 Purpose: These guidelines are to be followed for mark list preparation and submission,

2.0 Scope: Tu assess and cvaluate the overall internal assessment marks from the three internal

examinations.

30 Procedure:

31

After evaluation of answer booklets, the marks are entered in theory mark list as per
students roll number,

32 Practical mark list is prepared by the sseessment of student’s performance in practical
examinations.

3.3  Total of theory and practical marks is prepared and the mark list will be approved and
signed by the HOD of concemed department.

34 Approved mark list will be submitted to Principal’s office within one week afier
completion of evaluation,

3.5  Prepared mark list will be displaved on the Department notice board,

3.6  These mark lists will be filed for final evaluation of the student.

3.7 These mark lists of all three examinations are io be maintained in department and the best
of bwo exams are W be considered for evaluation during university examinations,

4.0 PROCESS OUTPUTS:

5.0 RECORDS:

SL | Doc. Code of Title of Record Retained Mudde of

No. | Format With o Dsposal

| Theory mark list

2 Practical mark list

Internal mark list

Evaluation sheet ﬂf-:DE:!it- of
two internal marks

Proof of online submission
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1.0 Purpose:

All University examinations conducted in the institution shall follow this guideline for the
transperent, organized and schematic scheduling of the examinations.

2.0 Scope: To conduct the examinations in hassle free manner.
3.0 Instructions for conducting University Examination

Yearly 2 examinations are conducted by the University = Main and Supplementary. Main examination is
conducted in July’ Augus: month, Supplementary examinations arc conducted in the month of January!

Febreary. Along with the timetable, University mentions the last date of upleading the application forms
and internal marks.

3.1 Appointment of Chief Superintendent:

For condugt of University examinations, the Principal of the institution will be the Chief
Superintendent. In the abscnce of the Principal; Vice-Principal or a senior faculty nominated by
the Principal will act as Chief Superintendeni for the entire session on approval from the
Controller of Examinations.

3.2 Appointment of Hall Superintendent or/ invigilators:

a) The Chiel Superintendent in consultation with the Principal will appeint only feaching
staff as Hall Superintendent for invigilation work as per the approved norms of
Unaversity.

by Invigilation schedule is prepared by following University timetable.

3.3 Announcement of examinations:

a) On receiving the University imetable, it is displayed on college notice board,

b} Copy of it is circulated and made available in all the deparments.

3.4 Exam fees:

a) A circular with details of last date of pavment of examination fees and submission
application form for University examination is displayed in notice board.

b} After collection of exam fees from students, DD in favour of Pondicherry University 1
taken and sent along with the student’s application form to the University,

¢) On uploading these details, the hall tickets can be downloaded after processing.

1.5 Distribution of Hall Tickets:-

a) Hall tickets are distrbuted to all the students mimimum three days before the
commencement of [Iniversity examinations.

b) Venue of examination is made available on the College notice board.

¢} On receiving the hall tickets, students arc asked to cross check the details.

3.6 Question papers & Answer booklets:

a) A list of required stationary items for conducting written university examination 1.e. wotal number
of answer hooklets, brown covers, and question paper statistics together with list of students is
sent 1 University. After University exams, unused answer booklets are retumed to the Liniversity,

by} Chief superintend of examinations, will check the descriptions on the outside of the
question paper hooklet cover and check it with timetable.
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¢} Issuing of Answer booklets: Answer booklets with adequate pages received from the
University are supplied to the invigilator on the day of exams. For each student a single
booklet is given, Students are asked to enter the required details on the fromt page of
answer booklet after checking the number of pages and checking the faulty answer
booklets,

d) Fucsimile signature of Chiel Superintendent is affixed on the column provided in front
page of the booklet.

el Invigilators eross check the details entered on the front page of answer hooklet with the
student’s hall ticket and then counter sign with date on the fromt page in the column
provided.

3.7 Packing of answer booklets:

a) Answer scripts are prepared with entering absentees register numbers in respective
columns on the cover provided by the University..

b} Invigilators personally collect the answer booklets from students and arrange roll number
wise. 25 numbers of booklets are kept in on cover issued by the university, The cover is
sealed in the presence of observer and chief superintendent, and counter signed by both,

¢} Each day’s booklet covers are put in one gunny bag and sent to University.

3.8 Publishing the results & Revaluation:

a) University publishes results within one month of conduet of examinations.

b} On declaration of results, students who are eligible for eligible for re-totaling needs w
apply within stipulated time ten days.

€] They submit the application foem for retotaling with 2 DD for retoaaling fees to University

d) Provisional promotion lists are prepared vear wise and circulated to departments.

e) Students whe have carmry-over benefit are also added in the list.

3.9 After the final announcement of the resalts, afier re-evaluation results. a final list of
students i prepared and circulated in all departments vear wise. A list of following data
I8 prepared :

a) Total number of registered students for exam

b} Total number of students who appeared for the exam,
¢} Number of ranks and distinctions

d) Number of all first class studems

e} Number of all students who have passed.

1 Number of students who have failed.

4.0 Process outputs:

5.0 RECORDS:
(81 | Doc. Codeof | Title of Record ‘Retained Mode of
No. | Format Disposal

With For

Time table of University
examinations |
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2 Invigilation schedule
Hall tickets
Question papers
Answer bookles
Circular declaring resulls
Re-evaluation form
6.0 AUTHENTICATION:
PARTICULARS DESIGNATION SIGNATURE
PREPARED BY
REVIEWED BY
TAPPROVED BY T
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1.0 Purpaose:

To analyse the students’ results based on their performance in internal examinations and
university examinations.

2.0 Seope: To serutinise results of the Internal examinations and university examinalions.
3.0 Examinations.
For every year three theory and practical internal examinations are conducted

Yearly 2 examinations sre conducted by the University - Main and Supplementary, Main examination s
eonducted in July/ August month, Supplementary examinations are conducted in the month of Janusry!
February.

Students are analysed based on their results in their first and second internal exams. Yearly performance
of the students is analysed based on university results.

3.1 Analvsis after internals examinations:

Based on the mark list displayved on the notice board, the studenis are categerised into slow
learners and advanced leamers by the concerned departments.

Students are analysed afier first and second intemnals. Based on the guidelines given as per

criteria for slow and advanced leamers, students are categorised and actions are laken by the
individual departments.

The consistently poor performing students are called for & meeting along with parents 1 meegl
HoD and Principal.

After every internal examinafion. the mentors analyse the performance of their concerned

mentess and help them to excel in theit academics.

1.2 Analysis after University examinations:
On declaration of university results, the pass percentage of the students in overall and
individual subjects 1s evaluated. Yearly performance status of the students 15 evaluated
and monitored to improve the quality of eduecation provided in institution.

4.0 Process outputs

a) Total number of slow leamers and advanced learers in each department
hi Total number of parents” teacher’s iteractions done,

¢} Number of ranks and distinctions

d) Number of all first class students

e} Number of all students who have passed.

) MNumber of students who have failed.

5.0 RECORDS:
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INETRUCTIONS TO CIIEF SUPERINTENINNTS
FOR CONDUCTING EXAMINATIONS

o Tl Puivcipad will Doy appeivibec con Closg Shipr ot or
The songuct o Uriversily Examinations W s collegu {Mraforina 1),
" Wheaever the Principal f2 nol In o posltlon o Tuncllon an Chiof
- Supenintendanl ta sanduct o Dnlveraby oxamivadlona, a sonkor ficully
nominaed by the Principtl and oaihorzod Gy e Condrollue af
T.,, Examinations wilactas Clial Suporinlondant Ier I onling seualon.
fﬂ b} Mo teachser whosge cloge rolotive lv appoordng lor Iho

. University examinations ot a cenirg shall assumae Ghiok Suporinlondond
~ posmion alihal cenira,

1: {¢)  The Chial Superintendents in consuliglion wilh he

FPrincipals will appoinl [(Profarma 2} only teachlng stall as Hafl
Superintendents f Invigiadors for invigitalion work, and glhers as per the
J 2pproved rorms of Universily.

{d)  Using the nominal rall Gallay, dakte war sGhema and Lme
. tabla supplied by the University, the invigllation schems may be prapared

. {Proforma 3). Based on the invigitalion scheme and number of
L! candidates regislered, the numbar of invigilalors lo be appointed for ¢ach
. 5B%510h May be decided and copigs of the schems may ba displayed al
appropriate place al laast hall an hour before the commencemanl of
| asaminations so as lo snable candidates to ldenlify Iheir examinatlon hails
I the respeclive 5855i0ns.

. (e} Al tsaching and non-ieaching stalff who ara dralled for ihe
- sonduet of the examinations are bound by the rules and regulations of tha
University. Forany commission and emisslon In the conduct of Universily
Examinations, Lhe Winivarsity will lake appropriate actlon,

{n Buring the gays of praclical @xaminations in Colleges, the
| Principals of lhe respective Colieges will co- ordinate the aclivily of
. praglical axaminations and cllecl the mark lists of practical examingtions
_in a sealed cover from the Examinsrs and forward the same to the
' Controllar of Examinations along wilh tha Altendznce Sheat for the

practical examinations immedizlely {Proforma $).
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Distribution af
Hall Tickets 1o
Candigates

Verifying total
question papers
racejved

2 All communications -::r::nn[l::lf:nl!;iaIJ[i':ErI‘;IL=r n:;ufa.mih?nl:
a
; Controller of Examina :
” ::dzﬁ;:mi:‘n :1::: A et By swgieieiee) PARt- gucy)
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messanger/ courier.

3 The Chief Superintendenis after receivi "E*:.h;l tﬂ::ﬂi;i ;::E:
time lahlla shall pul up a copy of the lime-table at a Pft*: 5 38ty
College and invite the atlenlion of candidates lhere
and wheare the hall ickets will beissued.

4.(a) The Chiel Superintendent should distribute meﬂ:a: E:l;;q;
received from the University to the candidates at least IhnfaEE ?inal:i e
the firsl day of examinations. Information as to the pfanas_ of Exam Tg*
where the candidales have tolake up the examinations will be d|sp«ia-,._fgt A
College Mofice Board. Any error in the Hall ‘tjr_]qn_t should be immeadia p_a 5
bmu_ghﬂﬂ the natica afthe Gﬂﬂ"ﬂllﬂrﬂfEEm|nahD"5_ -l_

AR e = e =

L

(b).  Incaseswherenamesofcandidates are the sama ar similar,
Chief Superintendents are requasted to take care that each candidate
receives proper hall-tickat, after asceriaining date of birth, expansion of
initials to the names, languages, oplional subjects and other identifying
factors, If necessary, date of birth of those candidales may be appended 1o

their names. Neglect of this precaution will resultin mistakes which will be
difficultto rectify later.

ALY

b

{c) Al the tima of issuing hall-tickets each candidate may be asked g
1o verify the naminal roll (Galley) to check ‘whathar his/iher name is a»
registered forail subjects for which helshae has remitied oxaminationfess, 3

il
in ip

rough messongars, the Chiaf e
Superintendent shall cheek the description on

tha cutside of aach inner il
packet with the statemants furnished Separaloly as 1o tha eandidates
appearing inthe subjects and languages afthay ,lp‘o
canlre and repor st ence such discrepancie
noliced, By using the nominal roll (gatley} an
Suberintendentmaynadvance, prepare atale (Proforma 8) showing the Vi
SHPIC v of Qhsiion blact, Total quesiion papers 55
oo can be compared with 'S required, Any shoriage in
Gt anumber of question paper may ba brought 1o tha notice of the
Controlierof Exa minaﬂnnslmmedialﬂym avioid lagt mj

n
Nuloproblems.
IN CASE THERE ARg NO

THE PAeON PAPERS PRoVIDED LDATES FOR ANY OF

FOR AT THE CENTRE
THE PACKETS sHoyLp g tes
OF EXAMINATIONS noTEQ g PETAINED unTiL THE DATE 2

3., On receipt of the question Papar, which will be sent
registered covers or parcels, or \h

d Ihe timo table, the Chist B)

RETURNED TO THE ¢ IS OVER Amp LATER e
ATTHE CLOSE OF T g&ﬁmﬁg T EXAMINATIONS UNOPENED




b Percantage of Atlendance should be rounded 1o e neires]

integar A candldgic s aligikle 1o appear for tha Universtly Examinations, if
—haishe has garned e requisite altendanca In &ach samestar. H*er:ar
sencerned clavse in the course Regulalinn regarding ellgnbifity  for
‘appearance for \he examinalion, The Principal is expecled o giva it in
_wriling (o |he Chief Supenintendent. tha list of names of candidates wheg
-have not earned tha required attanda nce, it thalsemester. However these
-candidales are eligible tp appear for arrear sublect only. Besed on syuch
Aeller received frofn the Principal, the Chlef Supeniniandent shall make
suitable corrections in the hall-licka| sant by the Universily and issus the

same to candidales. Thesea corractinng should be entecad in neminal ol

i{galley) andin aiherrelavant records also.

) P In the hall tieket, the candidale should be advised Yo affix
‘hisfher photograph in the space provided for It not lready altested and get
El_ernptrly allested before entering the examinatian hall, Any candidate
_ering a hall wilkour Risfher pholo altagled in the hal-lickel must ca rry a
cerlilicate of identily issued by the Head of the Instilution and 1t musl
“[contain the phole end the signalure of the candidate. Any candidale wha
fails to (UL the above condllions shall be denied admission inko the
Fxaminalon hali. As a pracaution against impersonation, candidatas are
Earinflted o appear only at the coliege where they underwant tha courss,

:i 2.{a) In case of candidates, whose names have nol been
Fegistered for 2 subjeci or subjects for which they have pawd the
Pxamination feas, and are aligible 1o wrile the examinallon, the Chiel
uperintendent may permit those candidates Io write the axaminalions In
trbject or subfects aftar obhaining a written declaration thal hefshe js
ppearing for the examination al his/her own risk. Tha same may ba
orled at onoe to ihe Conlroller of Examinations by fax ! telephane and
350 by laitar detaiting the circumsiancs of tha case. The answer books of
™ candidale should be sent along with the declaration in a separale
rover lothe controllerof sxaminations.
0} In case lhe clalms of such candidales are not suppaied by

avidences al the Universily, erdd, answer scripts will not be valuad and
resultwif notbe published. Hafshe willbe liable for punishrment,

! g, Candida les who are sulfering from infechous diseases of
any kind should mol be admilted to he examinalion hall. Howevar he / she
Taybe quarantined & permitled lowrile the examinalion,

¥ 10.  Amanuensis rmaybe provided o sandidates wilh parmanent
itﬂmpura ry impairment wiih the approval of the Unlversily Autharities
aken prior 9 Ihe commencement of the & xaminations. Se&parate hall must
‘e arranged for such sludenis taking the help of anamanuensis.
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{b) The same o ANUETIEIE {Serlba) S

puaminallons. -
spgive anundariaking |

© Thoamanuensis {Srbe) Ehraé":':an what was gsaid by
he tias ol wiien any(hing 1658 O TR i it gach of the e
candidate. This undertaking shall be enclys
writlen by Ihe candidate. |
(4} Asialf from the unlversity wilt be t'llﬂli.:rtad 1o supense.
Hall Invigllator In addition 1o the reqular Hall Invigl2iot.

e}  Theexpenses =hal[ ba mel by the inslilution and reimbu

by lhe Liniversity.

11;(z) Answer books containing suffigient pages areks:}:f;
the university. Sarlal pumber is also printed in the answer bOo k o
answer books used, dafe-wise and sacsion wise should be kep 1
Chief Superintandenl and Ihis informaticen should a15:? be made ava
when called for (Proforma 13). Additional sheet will be lasued b
candldates duly signadwith dsteby the hall invigilatar.

(b}  Mumberaf andwer books and q uestion papar 155ue!j i
hall shzll be equal to the lolal number of candidates wriling examina

that hallacas lo avoid any makpraclice.

(¢}  Facsimile signature of tha Chlef Suparintendent sho
affixad anly at the epace provided oo tha lle page of the main 3
book, The facsimile shall nat be afixed at any olhec placa on the &
book of oh the drawingigraph shaets. Tha inviglatgr has 1o check w
the answer buoks bear the lacsimile of Chief Superintendent'y iz
haloraiscuingthem tocandidales.

12, Surict silence should be malntained In tha examinati
$moking is stricily probibited inslde the examination hall & the use

phones [3 banned. This rule is applicable ta both hal N
Invigllalors aswell as candid ates, hall superinte

13. Gandidalgs shall not he a’ll- : ]
owed io write beyond 1
prescribed for the concamed subjeel. Hawaver lhllz Issu}; ol 1
paper o the students if delayed for reasons beyond the cantrol of
superintendent / invigilators and Chief Superintendent, the ex:

shall net be put inta inconvenien ,
. cé and -
prescribedin the question paper con :Bm::lgy be aliowsd to aval



Arrangements shall be mads forthe announcement of time and the

cr::tle-ga bell be rung every haif-an-hour. A warning bell shall be rung five
minutes before the end of the examination in order io enable the

examinees tu complete their writing, arrange, tie the drawing / graph /
charis and hand overthe sametothe hall invigilator,

14 In the event of a public holiday being declared after the
publication of time table, (he University Examinations will not be
sutomatically postponed or cancelled. The examinations should be
=onducted as scheduled unless notified otherwise, A stalutory notification

othis effect should be made by the Chief Superiniendent at the entrance of
=xamination hall/ centre,

15.  During the hours of examination, care should be laken by

he hall superintendent / invigilators tc see that no person including other
staff members of the college / institution loiters in the verandnas or
inywhere near the examination hall and all care should be taken lo prevent
inMitemptto pass message to the examinees fromoutside,

168.  The Chief Superintendent should visit as frequently as
10ssible each room and building wherever sxamination |s conducted.
1elshe should also consider It as part of his duly to see that the hall
:uperintendent / invigilators keep moving among candidates and do not
¥ngage in any occupation which is likely to diminish the efficiency of
iupervision, Supervision should be very strict. Under no circumsiances

‘hould staffother than teaching staff be employed as hall superintendent /
nvigllators,

17.  Seating arrangements in every examination hall must be
neticulously planned in such a way thal candidates writing different
iubjects are combined. In other words as far as possible not more than 50
'ercent of the seating capacity of a hall shall’be allottad for candidates
\ppearing for one particular subject. The Chief Superintendent is
'ersonally responsible for Implementation of this norm and any vislation
16! will be viewed seriously. However, in case, if all the sxaminses in
ne particular session are appearing for only one subject, the Chief
superintendent has to ensure a minimum distance of one meter between
ny two candidates (between rows). Clear indication of the seating
rrangements and room has tobe made.

18.  Register number of candidates must be written on the table
" desk in serial order. No candidate is permittad to occupy any seat other
1an the allotted one. No candidate s permitted to alter the sealing

frangemeant without the concurrence of the Chief Superinlendent. If a

andidate is found guilty of altering the seating arrangement of a hall, the
shief Superi

niendent may recommend the canceliation of the written
*amination of that particular session by providing the original plan of
eating arrangement and the alteration made by the said candidate,

Unexpactad
Public Holiday

Mo person
1a laiter in
verandha

-y

Chief
Superintendent lo
Visit all halls

Seating
arrangements

Candidate to
ococupy anly
gllotted seat
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B G . hs 1A pﬂ-ﬁ‘m&'hﬁlengg&d candidates and ﬂjlust be nea
Caidates ung lioor for alitha PRYSICATY S0 & ot easy entry & €t
Cahr:didatas ﬁfge.-.t.-an.:e gl the gxaminalion hall latacH
[ rior kg
a0 Candidales shalloccuRy iheir s%a}ﬁ ;: l:?e Sll_tt;ﬂam’:;ﬁg e
| exanmpationand !
eeving sesk Ihe commencemen’ & mt:m duringexaminahion heiLes.

Lheir sealgunder any pre

21, Mo, condidals desirous of writing
parmitted to anter the hall aher lhe expiry O

\ha examination shali be
[ 30 minuies fram the
didate shall be

- i san
Entering and commencement of examinatlons, ETETFDHTMEI minutes from iha
Leaving hatls pammitled 16 leava ha hall garlier Ihan 49 5 11 Ine examination

commencement of examination, Ne candidate v{hnd ;
hali bafore the snd of the session shait be permitle

under any clreumstancas,

o (3} Question paper packels shall be thoroughly c“E'f;‘E'j H :2:
- Chiel Superintsndents lo agcartain that he queslion paper 0 £3 S
lille of Lhe question paper tallywith the subject u:-l_E:farmnalmn announce
Mo. question paper packe!l shall be openad in hasle as B owill cause

o re-anter the hail

Cpering Irreparable damage to 1he cradibility of the Limversily E:ﬂ_ﬂm|ﬁ3“'ﬂ . ThE
Cheching and Chiel Superimtendent should verlly the pasling and saaling of quastion
wgning of paper packels ang atso lhe dats and lime before signing the packets.
Queslion paper Ciedlion paper packet shall be opensd in the presence of exferns|
packat invigiator and Universily Represenlalive [ observer, who should also

scrulinlze Ihe packet and affix thair signaturg before opening. In case of
reore than one bundle, all bundles should ba opened in Lhair presence at
tha sarme lime. '

The Chlef Supserintendent of each ceanire will sion at the place
indicaled in the queslian paper covars belfare opaning. All the quastion
paper covars shall be praserved and forwarded lo the Controller of
Examinathons atthe close af examinalion.

r

Distribution of (B} Copies of queslion papers are o ba distribuled only to
coregl gueslion candidates aclually seated in their places. Each gquastion paper must b
paper gorulinlzed 50 as loensure lhatitis correct according lo the haadi ng. -

() When Candidales are sxamined Ih more than ane hall
every precaullon should be taken that no outsiders are prasanl in and
argund such hallsfreams and sulficient securlty measure shausld ba taken

lo cary the question papers safely from ons hall g
lo the candidales concerned. 0 anslher and distribule

Eala transil of
quaslion papars

(d}  Whanever only ane or yvs .

When a few . : or very [sw candldales have regislared
bkl i:.;v:l-l: ﬁﬂ?ﬁ:ﬂ”ﬂi E?l::: f;tg;riu:lelr;demmust openlhe QUestin:?n paper
Reglsterad and hafl for Ihat examination. All the quﬂiligi Bapar e o candidate(s) in lhe

hate are unGPeNed SOVEs ke relumed to the Coniroller of Bxy ine uaﬁap&r Covers soncernad should



oo o[ (1F mca i eppedde il Bp oo 1y &l thoclgag of el e egmmilnations i
Mk Gl rey,

o) Thir queation papar coveen of In Upbaoratty ximinallong

phestald dvie e aapa oo con B e Detogd aloiea e eeeer, (i fisee e eetesd

Al L sl Dy Dot welmon Dioocesn fooo aen b ack 1o 1he o eatlor ol

I wlians Toag secroliny, TG proecoden s incel D aielerty jolloserd, Abong

I ]I covemin, Wi pefynihyiome cowens ahoutrd e B roturned o e
Cexrir izl o o B sansdnnll s, :

. 20 0a) On racalp of U oenpsinal enll {galloy) franm tha Unive sity,
daytsession wiso rogistior rumbes of enmiddnted win Lo fogistermd for
;an riibjrctin that nxminalion coniro miat o proparod.

3 Cero musd bo lakon (o vorly whother currond somdstor and
irmnr ! supplomonlary candidates hove fo tngwor the same
or dlierenl question popars {with diiferonl queslen paper cndas)
o3 subjoct. In cose they havo o anawer difforent guestion papars,
a” Yar as peoasicle, they must bo accommodaled tn differanl
halts nnd care musi be taken lo provide approprlate gueslion
papers for each of them. To |daniify which sel of (baich cf)
candidatas should answeor which guestion paper, examination
lime fable can be refercod  garefully and Lhe quaslion paper
tods is an imporian! guide. {Reading Lhe fool neles in lhe
fime table will provide necessary clarily feor idenilfying the
guedlion paper code to the relaled bsaich ol candidates). Il
pry mistake is commilled in Ihe disirbution of proper queslion
papers the hall invigifator wlll be held responsible for
e same. Apart from the above, 1o ensufe disiribution of
agproprigle gueslion paper fo each candldala, hafehs may he
asked 1o verify rocsipl of proper question paper before
pnswaring. The Chief Superiniendent is to iFatie inlstrur,lic‘:ns
o each hali invigiialor so as lo ensure proper dislribulion
A eppropriate queslion paper tocandidates.

- {€] The Ume-lable supplied should !:e cansidered as
uharilalive whergver discrepancigs arg found in question papers
ogarding Lhe duralion of Examinatlon.

34 Candidales answering the Accouniancy papers should be
swpplied wilh iwo sate of answar books - {1} Plaln answer books and (2)
itcounlancy additional books with lwo columns ruked In red ink. The
‘andidale should ba insiructed lo use lhe former for answering ihe
heoralical guestions only. Praclical questions should be answered in lhe
atler, In case it |5 found that the answer books are riol sufficient Lo answer
Al the queslions addlional books, plain as wall aswith ruding in redink may
18 oblained by candidates and made use of in the same manner as lhe
eapeclive answer booke are ysed. This may be clearly instrucled ta the
:anddale wilh the halp of lhe answer books or addtional books plain and
#ilh ruting supplied by lhe Universiiy. Hihese are notavaliable atthe centrs
hoy may obtained fromihe Office.
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Use ol pen

Cavlion tg
candidarox

Malpractica ang
coafTglcatlan of
hpil jicket

. ir OWn pens, pencj.
bring (e ination hy|
_ axpected 1o in the exam .
25 Gandideies ore axp framm g[herst:mck ink pen or bali pen

- lowed {o borrow Cblue . |
Efagsﬂiﬂ;ncguﬁ ﬂse only bile &r biack 0 [ar drawing Jdiagramg

i Only lowad
r pepers. rg ete, are alowad,
while ansrra:;:ﬂs ::l?elichFlr:'Enemssrs, calculato
of charls, ciHou

& of any kind. Chlaf

Candidales are nol al"?""red ° Eﬁee gggfmencerj:‘mnmfeam
' Esll[ig*"t:;m"’“’am the candida 88 2 of answer Dook Of any other
::5:1::1"*::?2:1 tha! porsans foundin possa 55(:.'-'::r rr::r porlion of ook, nolebonke
candidate or feund In possassion of any bo nicatrng <r COpving from,

M mmu .
manuscript papar of any dascriplion of &4 erson inside of oulside Ihs
tash alhar or communicalfng with any p

[ lator aic. will be
axaminallon room or passing afeclronlc gadoels like calcu
tre.atad as guflly of malpraclice.

Adetsiled report on the matlertagelherwith thf:-:I = lgd:ﬂﬁgef n?:ti":l‘:'[
Looks, lhe incriminating malarial used by iha candi E-r' should s
=vidence and candidale’s wrien stalement oblained i argrmmlier of
forwarded immediately, addreszad by name to the GCo Controile
Examinailons, The reportof aty malpracles shall be =anl fo thn? on £
of Examinations on fha came day ar the naxt day of the Incident by
REGISTERED POST wilh he matetiais (Profarma 10). Sending sych
FApORs either ihrouggh Unlversity messenger, collage MESsenger or by
University Repressnlative and delayed delivery May be avoided.

{b)  Chlef Superintendent and han superintendent / invigilatars
who hava reasan ta suspecl mampractice on the part of any candidats
sheuld forthwith make al poselbie preliminary Investigaton
and communicala ke #=me o Controllar of Examinations on the
sama day by forwarding all maledig) evidencas available togathay
with narration from the haf superiniandent f invigilalors ang the written
axplanations obtaiped from the candidale. Hall tlckets af
tuch candidales need not pe confiscated zpy they may he

the Chlef Suparintendent i SMmpOwared nagl :
Candidate g appaar for {ha Subseguant exXa inatiomt the

T. Report of the hail in vigllator on map Factic
Chief Superintendent g #lothe

2. Explanalion, if 2NY, submlited by the Candidate,

Sl " A e



2. Repor {aller of the Chilel Suparinlenden
ehale) vl lo tha Canidrallor
of Examination duly signed by Chiol Sopannlandent, Hall

- ;
; Invictlialar and Unlvorsily Representalive / Obyarear.
i Answir hook of e condidns,
5. Incriminaling matorials weod by e condldain.
‘ G Skeleh of g sealing arran
ninent t
necessary), ¢ nf Wharssver

Tha repor of the hall superintondond | Invigilnlorc mucl bo claa
~ Based on lhe reporl of tha hall Eupﬂﬂnlundnnl:ll Fitvigltpione, ﬂhil:]l'
y Superintendenl musl also enguire tha condidato and rand hie rapor! along
wilh the hall invigliators report, (Proforma 10) Tha nature of the
puishment 1o be imposed by the discplinary commitles will dapend
: ﬂgelyupnnlhe evidence fumished,

5 The Chlef Superintendend must aleo ensure thal scale of

. punighmenl for the various lorms of unfair maany be prominanily displayed
al ke anirance of the examination hall (35 par he University ordinances
circulaled - see Annaxune).

27, In case of imperaonalian, lhe police aulhoritles should be tmoersanation
l:,umav._:iecl immediately and the person concerned be handed over lor P
investigation and necessary action. A full reporl about the sams should ba

sentio the Contraller of Examinalions,

28 Ciark's Mathematical & Physical Tables and other sclantific

tables / Data book il mentioned in the queslion paper, will be supplied 10
candidates on raguest, by the hall superintandent inwigilators, Chief Dala Book |

Supefiniendenta are requested 1o make arrangemenl for supply of Tables Tables
& Books. Tha Chief Superintandents are requasied 1o see hal only guch

Talkies & Books which do nel contain any entries in panail of ink are
: lied to cendidales. The Books & Tables should alsabe exermined while

'b..ig retumned by candidates.

29, The use of malhematical instr . |
popeTs in refavant cubjact is allowed. S ich Instrumantswilt notbe su ppliad

by the University. Only Scienlific calculators are allowed. No
programmable calculators, ¢eil phonas, pagers are Allowed.
_call phone & olner To keep books

whille answering (he
urments J Calculatos

manuscripis, elc.

an. All books, note books,
islecironic padgels brought by candidaies shall bs placed ﬂuls;df the Nate hooks alt.
‘axamination hall In a separals reom, & 5 g
Riaced at the antrange.
. i iy Examinations ai
1. The ChielSu erintendent of Ihg Univers Skatch of sealing
N rg and keap wilh bim sketches of the ssallng arrangaments

oams and should forward & copy

igach centre should prepa
ller of Examinations. {Proforma

‘arrangements in the exarnin
ol the same when requested
38 4).

atian halls ort
by (he Conlro



Tefugiams g
Cangdidaies

Crandidaes nm i
ash any yueslion
in Rl

dltendance of
Cendidata pragent

Ahzantes
statemont

Prepatalion af
ANSWET DAnS
GRkEr

ndidate. zhall .nDL in ANy case

letagram (0.8 C3TL - 20 minalion.

til hesehe complete
: kiad durin
33 Candidales areforbioden 19 a;.:;:::;;gznniﬁgyamwm anE
: -t P
the examinalion. Hall Invigilalors are 1o Dﬁaﬁlmn papacs, whelher an

' the qu
iry whatsoever relating 12 o A,
Eﬂli':.";r.:ﬁ ngneaning arcomection or lypographical s

a0 Apy lelter of
be dalivened Losang|date un

34.  Ten minutes afier e -:amrnem:;mﬂi ?J;“:t ;fdr::lﬁﬁlﬂ
tha Hall |nvigliators are expected [o siarl mIEr:a“ﬂn by gelling the
candldales wha are presenl and wnting the -E:H:-T it 30 miRates o the
signature of candidates and complete |mmﬂl:HalE': Fthe college concemed
farmat {Praforma €). The formals may be I-:_EI:rl in hanavar they am
and farwarded to (he Controdler of Examinations w

spacially roquired.

Malf an hour after the commancement of éxamination '[“T“f“h
sagslon} the Chiel Supanntendent may send an attender wi : a:'1
ABSEMTEE STATEMENT sheet {Proforma 7} to collec! the regi
nymber of gbsenlees in each hali. The entry mffde by i
invigilalor in the statement (Proforma T) should tally with 5Iatlernenl
{Proforms &) prapared eadler. The Chiel Superintenden! shall verify Lhal
here is no dlscrepancy in these lwo entries. Using these partn:_urars,
AnSWwar papear covers shall be prepared by s examination assistant
Alang with the absanlees” delails, the hall invigilalor sholld return the
unused question papers and maln answar basks. Unused makn answer
bouks and unused question pupers shoyld tally with nurnbrer ol absentess.
The Chiet Supstinlendent shal verily thattheselhings are in order, so a3 1o
a8 toaveid malpractice,

35.(a) Al the closm of axaminalion, the thlaf Superinlenden| |s
expecled 10 send a conzolldstad shsenlea stetamenl, date and subjact

wise and list of absenleas with register Aumbers, wilh
{Profarma7y g » wilhin three days.

(b}  The examinalon section will send Lwa
: copinsg
rolts (g&tlay) along with the hal| trdtel:"s. i any ane candidgt& hstgbsanl far

ned answer. g .
® exarmination IWP Fercovar, Cang idatas wihd

10



wantof atlandance and for progress should ba treated a8 abseniess The
numizar of answer papers dispatched 12 the University added Io ihe
numibar of absenlees musl be equal e the rumber of candidates
regielered. Any discrapancy should al onte be enquired Ints an tha spol
. and accounted for, By a nole at the foot of the cover. Special care must ba

" laken lg @nsure Accuracy in this cespect and in writing the corect regisier
numberof abzenlees on tha cover.

7. Hallinvigilator should collact answer boeks from candidates
J- parsanally. ltwould be betler lo insiruel the candidales that they shauld

stand up in their placa and remain slanding until ene of the hall invigllator
reaches them and receives the answar books ae soon at thay have
cormpeled answering and wish fo surrender their answer books, or al the
end of the peried praseribed for each parlicular part of the examinalion.
The candidales shauld be instrycled ta verily, before surrendering {heir
an=wer books, hat lhey have entered thair ragister numbar ¢atractly in the
answer books at the appropriale placas in the Gtls pags anly, They should

; b8 warned that writing wrong regisler numbers in fheir answer books will
{5il refection of thair answer papears.

L

.

33 Afterthe anawer books have baen collecled, lhey should be

.-“d'er”]'}’ arranged according 10 subjects or languages and in pumencal
1 gIder, - '

-

k. 249, Special care must be laken ln making entries an the lace ol
the answear paper cover The ragisler number of all candidates in the

naminal rell shall be writtan on the lell side of the cover in Lhe space

| provided, Absanless [alfing wilhin the register numbers enleréd on thalelt
side, may be notified onthe right side of the cover.

? The signature of the Chisf Supenntendanl, name and szal of he
«|icollege shall be affixed onlhe cover withou! fall, The Chiel Superintendani
#{t shall sign an tha reverse side across Tha pasied portion of the clolh-lingd
1 cover. The Universily Raprasantative musl also sign in the face of the
[ cover and also an the raverse side acress Lhe pasted portion of the clath-
Hilined covar.

40.  VWhanaguestionpaperiscommaon jor mora than onabranch
] -L!dagre g, the angwer papars of candidales of diflerenl branch / dagree shall
I'be pached in diferent covers such that 1hera Is no mix up. For example,
i whilz packing the Malhematics 11) answer papers, which is common Lo all
‘B Tech. degree candldates, lhey may be packed separately, branch-wise
I for ihe agministralive convenlance of the examination secton.

H 41.  No papat should be torn off from the answer books. The

humber of answer books kepl insidg the cover shall not exceed [he
ilspecified number indicaled thereon, The cloth-dinad covers should be
;:__pgﬁmd in the presence of Ihe Chief Suparinlandan) ;lnd Lniversily
H cbservariRepresentative attha closeci sesszion. Alterelgning ofthe

11

Collection of
i 5Wer apears

Arranging of
aNswWer papers

Enlrias an
dansner papar
Cowar

Chial
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and Unkversily
Observor Signing
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answWeal paper
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i rsarelo
vious para then the flap portionof the cove

covers as saidinthe pre I
be pastadwith cellotape neally.

i iversi
42  The answer papar delivary slip supplied by the Un ty

r the use of
ielivery sii may be filled in Duplicate, (one for college Lt:.sg ::{?rg?:ngram degree
nd uu?ir-.-irﬁr University office). Separate delivery slips mf::i o B.E., M.E., M.Sc. covers
nswear paper answer paper packets, For example, dispat sarial No. must be given date
ackets shall be writlen in three different proforma. Senal ING.

wise for the answer paper covers and handed over to the University office

f
staff, Serial number ghall be given continuously and not separately for
each degree.

43.  Any answer book, I found containing the nﬂmia I::-f the
candidate should be sent to the Controller of Examinations separalely.

3ervice stamp 44. The use of service postage stamps by Chief
Shall not be used Superintendents of the Univarsity Examinations is forbidden, ®

45.  Candidales should be accommodated in rooms or in large
halls. In ordinary circumstances, one hall invigilator for every twenly five
Mo. of {25) candidates or part thereof in each hall is sufficiant. In addition 10% of :
candidates the admissible invigilatars (subjeet to a minimum by ona person} may be
and hall appointed as Reserve Hall Invigilalor. If the number of candidates for the
superintendents

examination on any date does not exceed twenty five, examination can be
condugted with the assistance of resarva invigilator and no hall invigilator
should be appointed. The reserve Hall superintendent | Invigilators will
assistthe Chief Superintendent at times when thereis noinvigilation.

Chief Superintendent's 46. Tha Chief Superintendent is requested lo stata, after the
report and suggestions examinations are over whether the above instructions have besn fully
sfter the examinations carried out. The Contreller of Examinations may be sent in a separate
are gver communication, suggestions far improvement in tha conduct of the
examinations.
Agpaintment of The Principal/The Chief superintend .
Additional Internal ane Mdﬂ}ﬂﬂﬂl |!11.'ﬂl'nal Ehlﬂf EE:a-nmgng::-fr:ﬁ:rmmsd ..ﬁ Eppﬂlrp
Chief Superintendent candidates appearing forthe Exam

: n the humber
Ination exceeds urber of

The University desires that, as far
should be accommadated in halls v

or large rooms and
) ordinary clreumstances, One Assistant i considered that in
-_Ap;_!l:!:ntman.t of five {25) candidates or part of that Humhesr?r? :22;1&!?;::*“[ for every lwenty-
invigitalors If the number of candidates for the examing 1 Or reomis sufficient
exceed twenty-five LEvon




. One exira invigilalor (Assistant Superintendent) may ba appointed
. inallsessions lo assist the Chiel Superintandent

: In no case traveling expenses will be aliowed 1o Superintendeants
| {Invigilators)whoare members of the Teaching Stalf of the same Calleges.

The Executive Council at its meetings held on 6" Oclober 1088
~ resolved “that it be made obligatory on the parl of the members of Taaching
staff to take up invigilation work ele. in connaction with the conduct of the

- University Examinations when required by the Principal of Colleges
% concerned.

i The remuneration for Superintendents and Assistant
- superintendents will be sanclioned with reference to the number of
candidates taking the examination at & cenire, In accordance with the
scale. The Chief Superintendent should make suitable arrangemants for
supervision according to the size of the rooms available on various days
subject to the condition that there should be at least one Assistant in each
and thal the remuneration due for the number of candidales
mmadaled in each session according to the prescribed rate (1 per 25
candidate) be distributed among the Assistant Superinitendents
{Invigilators jemployed.

Chief Superintendent is permitted to utifise all the Teaching Staff
mbers of their Colleges, if necessary, for invigilation work and
muneration admissible be divided among themselves.

47.  Chief and Assistant Superintendenis shall be remunerated
cording to the following scale :-

MNos. Rs.P.
Chief Superintendent 1 250.00 persession
Additional Chief Superintendent 1 250.00 persession
(if Total exceeds 250 students) :
All Hall Superintendent/ Invigilator 1 150.00 persession
(written examination

. The form of remuneration as in proforma 11 is to be submitted to
he university along with the accounts.

48 Il [ d lqi rs shall ensure the
fallowing :

{(a)  Use of cell phones by the students shall not be parmitied
nside the examination hall.

(b}  That the candidates take their seats 10 min. before the
mencement of the examination.

Revised rates recommended by the commitics (implementation subject to approval of
C&EC)
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Syanature oi
bervryitafiors

W et Sagunler
FHrm e

Chock the
Duestion paper

Candidate in wiila
Register numbar
Oy an the Hile
AAgE Ol angwy oy
bk

dttendance of
Candidares

Chaching Regisier
number

Rough werk

Chocking
Angwar booka

Be refurned 1o the Chisf Superin la

' Ll LT T
e of call pleanias Ly 1he irpupygilistorg phall nGl e D "
{1, -
ngide Hig o ptninationball. .
il £ nlgitaters must sign at Ly tpag

{1}  Hall supoiin o ook snd gt inany otherpage.

providod on tha fiestpage ol toe anova

N a1 beafore queslion papy
ar inslruchions g lo B g : .
ra o IHEﬁ;U'!&LIT;ﬂc‘;ndM:Jtuu bueiny LaisdFrese 1 cgiﬂh‘_&rtm:r:ﬂt:zf :‘rl.‘,;:l;}];!:
titla paga of the Angwer hook dad ool G wiile Feﬁl?ﬂ, Eu‘thiﬁ rule wilf altrag
alge, Candiclfotes moy algn b wdurmisd il violalic
disciplinary acllon.

th Candidates’ attantion may be drawn o "":'E"['-"" a"::}r Ezl;;[
Ihemealves that thoy hove rocuived appropriate ql{ﬂﬁ"ﬂf; P;P USE b
thoy siad anawering the questions, Eagh guaslion pap Oucehe
sarullnlzed oo as lo ensure tal il ig relevant (0 Ihe heading. Quesy
papers nol relevani should b returned 1o the Hall [ovigilalor al anpe. an
thenlo tha Chiaf Superintendan.

b

{9)  Befora distrtbuting question papers, candidates should b
s3ued with an answer book and instructad be il up the particulars on th
Wille page of the bock. Candidales are o he instruciad m?! to write the
regisfer numbers at any place oiher than lhe space pravided for on th
Boodk. Wriling a wrong register aumbear will lead to rejection of answe
paper. Wriling the name or making an appeal to the exarminer or writing th
inlernal assessment mark will be reated 25 an allempt to ini!ugng.a £y
EXaminer. Henos, any such aclwill afirac disciplinary proceedings by th
Univarsity,

{d)  The atlendance of candidales (Proferma 6) may b
finalized half-an-haur afier ihe commencement of Ihe exarmination t
geiling the signature from individugr eandidates along wilh the Answy
book serlalnumber in the formal preseribyed by the university,

(i) Hall lickets of all candidates shoyld be inspected duripair
courses of eachsaselon of the aramingtion. Whilg ehecking the hall et
of each candidate, the Hal Invigilator showyld verify tha Flhulugraph ar
ensure that the REGISTER NG OF THE CANDIDATE Op THE HAL

TICKET, on the lille page of the answer book of {he
lable / desk are idenlical, candidate ang on I

0} Candidates shouldbe inf ! .
be done by them an tha byt ormed thal rough work, if any, muw:

oM of pages in fhair N
Separaieanswer books for rough wark wil be supplied ?;:a‘ieaiﬁdﬁg:m

#}  The numberof abye
notdisirlbuled in lhe hafl ayes m“ntaes and the numbar of answer book

Yandihe unuggq 5 nEwer hooks shoul
Nadant while [heabseniag lislis sent.

’



S

F‘ W . Candidales presenting themselves thirty minules aft
- commencement examination shall not be admitted. rty les after the

i

U {m) Candidates are required io bring th
:l.' grasers, calculalors ate, S B ey

5: (n)  Candidates are not permilted {o bring cell phones and
| electronic gadgelsinside ihs examination hall, Cieoed s and other

(o)  Candidates ara nol allowed (o usa b
g aoksofany kind, excepl
. approved data books and mathematical / alat Isticaltables, r |:r

(P} ~ Thehand books ! data books brought by the candidates miay

be checked for any handwritten matlars. Such t
noles shall not ba parmitted, - Such books with scribbling and

(q).  Hall superintendant / Invigilators shall warn the candi

atlhe commencement of the a::aminatina oneach sessionthatca ndrg:::?i
found bringing any incriminating materials into the examination hall or
found in possession of answer book of any other candidate or found
or communicating with any person inside or outside the
examination hall shall be treated as quilty of malpractice. Any candidate
viclating this rule should be brought o the notice of the Chief
uparlmpnda.r'lt immediately. A detailed report on tha matter together with
;hha candidate's answer book in question, the Incrim| nating matarials used
by the candidate, other material evidences and candidate’s confession
stalement should be immediately forwarded 1o the Chief Superintendent,

T

Candidates should not detach any sheel from the answer book or take out

any sheel outside the Hall. The Hall superintendent | Invigilators may

BN EUNE 10 NG i e 2 QT Gl § P

! 4 While collecting the answer books from a candidate, the Hall
invigllalor shall verify that the register number of the candidate has been

ly entered and that too only on the litle page. No loose sheels or
rs shall be detached from the answer books of candidates.
(s) Candidales should be informed thal they are expectad to

lz al least 20 lines in a page if no ruling is made and use bolh sides of an

wgr paper. In this connection, Chief Superintendents should instruct

hall superintendent / invigilators to monilor whether all the students
iﬂ'ta- not less than 20lines perpageifnorulings ara mada,

{t} The invigilalors are expecled 1o report to the Chief

uperintendent for invigilation work at least thirly minutes before the

mencemeant of examination on the respective date and session for
hich invigilation work is assigned. :

(U} Al the end of the examination, the hall invigilator has to

lect the answer books from candidates and arrange them subjectwise,
gister number wise and personally hand overto the Chief

15
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Chlol Soparindpydand.

o Contralior
10, A Unilvarsily nnnmsmlllﬂlluhr WI!!E::JLP:E:U::;l%i:f’nli*nﬂ“ans_ The
AL e L ‘
v of Exnminndian ha an obsanan e i 110 BbEGnEs of
::I'nlm- iy r;mm-:lr!:.‘ulull.w:l of eunannlton shyline L olla ':'-':L"'-I due .UI Unlversity
B LRl e Byl L w] 1Y T Elp Unieassily l1u|1-rn5u'lili‘!“"-'ﬂ- The _ﬂhbu_rjl",ﬂl" AUV OrES! i

Rapmgsontaflyo shoold npsiin-

A} Tho prosonea of o Ohsoress 0l the sanires on all

axord nalinn datos 1 gongat onboth sestiond,

fi2]  Thoy sbioll rench the venue ol longt 30 mifulas bﬂfﬁ:’;ﬂ mﬂ
sarvwengomont of the oxeminalons ang 1o romaln thare a
axainaticns 0ro avor end Mg arswor scilpls pre peckod and sealed at
o of eacl soxsion of ihn doy.

(c]  Thaysholiensyra thatlhe all the quesiion paper packets areﬁ_-r
properly opengd in Molr presence and (he answor sheels are packed
properly and sealed afier e complction of the examinations,

- ) Anykind of malpractice is 1o ba immed] ately bonkad and the
scripts of such candldates are Lo be senl saparately 1o ihe Centraller of
Examinatinns by name along wills ilgilalor's raporl in a standaed farmiat
lote prescribed by Ihe Universily.

{e}  Preper seating arrangements are 1o be madea angd lhe same
Shouid ba writlan an BLAGK BOARDS Iorile benalilaf tha siudants.,

{f) Mo sludenl is to be denied permisslon to write Ihe
examinalions without any proper reasen. The Observar has to implemuant
this effeclivaly,

(g} Any complaint from any student or s(aff with regard 1o
i’
conduct of examination may ba recaeived In wiritir ;
Contrellar of Examinations. 9 end forwarded (o the

(h}  Adally rapsrt on the conductof INa axaminaliong alang with

a final report afer the compiation of g
submilled to the Conlrollerof Examinations e examinalions are to be

) Unlverslly stationery fike Main s
ests,
Accounlancy, Graphelc., are to be properly kept undar Sﬁ:gﬂ;gé fheats.

() ARSWET paper of
and kept In sala cusiody End diEETEF;':::iﬂudnatiimi“ atlons shall be sealed

not bg accumulated. first day Itsall ang shautd



(K} Guldaline

h 5 10 ba g o
aformed t allin fal o [
jnfor allinviolstars, WEBG Ly the invigiotors are lo he

L Tha main entranca

li raquirad police security may he 1ha coltngnmig)

X ba kopt opan always.

{m]  The principal
%/ Chi
render allposslble stsistonee o l1|r:[ Superiiiendans will g requisad o

{in) The Principails org s

ﬂppﬂln'ed 'DEUI}E MisE lho Exuminﬂ“un‘.ﬂprnﬂ""tﬂl|'I.I'l_!-5. el M WMo rﬂ“}l

o examinallang, the degislons of iha 3' Qe gy mialind ol dlspla iclakng

subjecliothe approval of lhﬂUnIUUlﬂilj’nll:l?::‘:rTﬁ;i nr o br mplomenod

5':'. 1]
Examinatlen. ¥ip lance_Squad _f Flying_Squad”

gppoinied by Ihe Univarsl)
compliance of the foliowing :.f aulhoriNos from lime to iime, chall check

(a}  examinalions commenco on limne

o
{b) uastic
<afe custody, q n paper lssued 1o the canlres / calleges are keptin

{c an ' v
keplin sal‘e -:ustoz:,m paper of completed axaminations are sealed and

(d) absentee izl agrees wilh anirias
. o 3
(arandomsampla wiltbe enough). newer paper packels

(&) seating arcangements are salisfaclory.

(f: adequate number of external and inlemal invighatars are
employed and v see thal the invigilation work s done anly by iheteaching
< and nol by the non teaching staff. )

Univarsily examinalion statlonery supplied lo colleges ara
’E:uperly stored and accounted for.

(hy  Any clher matter rafalad 1o he conduct of Examination in
lhat centraf college. '

51, Chief -.Eupgflniendents are ip{-:meq thai the [allowing
charges have been proscribed by theniversity.

rejiFninary arrangements far the conductaf the

(@) For making b ve of all Chargas =

E caminations at any centre, (o pe incius

100 candidalés or pari therecl calculated on
r of candidates who sat for one session an

miration peried.

R 60/~ for every
the larges! numbe
any oneday ol tha exa

17
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Fraing Seapad

Rates of charges lor
prefiminary
arpngements for the
conduct of Examinalion
and for slerical work
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Articles thal ars
zllawnd Lindar
tanlinganl
sxnenges

Fayment of Iocal
Dallvery ehangss

.
{a)  Servents/ Poens i Office Aliendar ior conducl of Examinalio

Flg,40/-* por session. The tolal numbar af Servanls ! Foans ;Ejlréunnt
Atlender engagnd for Ine condust of wrillek oxumnalton= B S 0,
mxcead tha usual number of ore for overy i candldales of p

for each gession of lhe examination day

b} Far Clareal Aseisians -

- el el e laiae el 1o &
Rz G0y for evary 100 sandidale:s and parl therol subjec
rinlmum ot R s AG. sndmaximutn of Rs. 250/~ per day.

Tha above rata should be catcutaled on the largest numbar of
candidates who sal for any one session of each examinalion
day.

(=} ForYyaterman -

Fs, 40/-" par sessmon &f (he examinalion for a waterman, (one ot
avary 3] candidates and part thereot)

301 Stpdenis

307 1o a08) Flatents
401 10 EJG Studenls
GO1 W above Sludernls

L Il D —

(djCharges far sewing clalh covers for dizpaich of answer-
books anly Re. 5= per cloth cover, the vaucherin suppon of this

claim to conlain algo certificale by the Chial Superintandents
redarding thanumber of cloth covers made.

Expandilure Incurred far purchase of wrapo i
Fiﬂ;ilgg EII'IE\IL-L;:I paper packats, cloth lar packin T oo paaear. String for
«andias, needies, copylng pencil, thraad focsl

will ke allowed, provided they are 3ur.:g:n.:rrl;e-n:lal.:lm—mIlg ol eoalingwax, only

: =y :
regularshops, countersignad by the Chief Eupznnlgﬂigg:aﬁ?.ah BllE [FOrm o

Paymen will not be matle by the Univars;
and coille for raking answer- wtha Univarsit

¥ o miscellaneoys itams
Offlce. Eleciricity charges thgh

FEAPEr pachals ta Raijw

fand fansiwiltnotee parg - 0o OF Post

(8] "All bilt for tha purc
ay
sendlng parceds ete. shauld ol bapas t:: aﬁﬂﬁ

and posty) receipts for
be senl salely sacurad by string”.

theetof paperbul shauld

I8

e
—_



- -
52 Al ALRlicationg foy Canlingent g

dnys belore the commencemant o cr " EXaminalions at-laast30

acknowledgemenls shauld |npsn the axaminallen, 5ta
. a . ' mpead
H-J-:EE'Edlr'lgHE.&DDDF-,Aquanﬂemi’rﬂ?ﬁliﬁ; furnishad for all advanges

axpanses for wrtlen gxaminan utilized 1o meatihe contingent

53. Alle
Waterman, Watchmnﬂ:ﬁri relaling ta Clarica| slalf, Office Agst /Peon
 PUrChasa af stationgry, sealing wax, calls lape,

t .
:mﬁhfﬁﬁﬂeﬁ?gﬁ I{rﬂa;her Conlingencigs alg., have (o be mel within the
by e local celleges, a ﬁfrﬁ;:u c:: ELEQS"E}“ SCript bundtes Lo the unlvarsily

- i ~ per weak and i
Rs.2,5001per session shallbe paid io the colleges fine Etffmﬂjamum !

54, On conclusion of tha examminat
minations, bili
preparad and iofwarded 1o the Controlier of Exam?nalilun:h li:u;gtfz:

with all vouchars and othar _
Aﬁr oforma 11&12) within & days. slalaments tonnecled therewilh

55, Aflerthe bills have beancheck : ]

ed, orders wilfibe given forthe

payment af any sum due. Ifthe amount originally drawn s in excess of the

expenditure, Ihe belance should be refunded within fiftesn days after the
examinalicy are ovear, -

56.  Chief Suparinlendenis are required to make a relurn in the
form {Frofarma 14) for the amount of stationery and serviceable arlicles
remaining at the close of examinalion and 1o retain them for the lollowing

exarmninaiian unsarvicaable arllclasinciuding.

57 Chiel Supenntendent has to maintain slock particvlars of
the Hems such as, Answer book, clolh-fne cavar, etc., supplied by Ihe
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