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1.0 Purpose and Scope

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

1.2 To meet the requirement of the regulatory bodies like DCI, AICTE, Government
authorities andPondicherry university.

1.3 To make the assessments transparent, fair and timely.

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

2.0 Inputs required:

2.1 Academic calendar

2.2 Timetable of examinations.

23 List of students in each year

2.4 List of invigilating staffs.

2.5 Marklist of exams.

2.6 Guidelines received from the University/ DCI for conduct of examination.

3.0 Processing of inputs

8:1 Constituting the Committee

3.1.1 Principal at the beginning of the academic year identifies the person to be the Chairperson,
convenor and members of the committee. The validity of the committee constitution is for one
year. There is no limitation on the number of times a person can be in the committee.

3.2 Functioning of the committee

3.2.1 The committee meets once in 2 month. The convenor intimates about the date, place, agenda,
and time of the meeting to the members after ensuring their availability. This information is
provided as per C-ERG-01 at least 2 to 3 days in advance.

3.2.2  The purpose of this committee is to ensure uniformity & Standardization of the examination
activities, review academic performances, analyse results, address grievance on evaluation of
results.

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

3.3 Agenda of each committee meeting:

a) Review of academic performance of students.

b) Establishing conduct of all the internal assessments & examinations as per the college &
University policy and procedure to ensure a fair and transparent approach.

c) Reviews the result of each batch every year and analyses it.

d) Will check on grievance in exam results of the student, if any.

34 Convenor prepares the minutes of meeting as per CERG- 02 and circulates a copy to all
members and to the Principal’s office.

3.5 The guidelines are as follows:
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SL.NO | CODE TITLE
1 C-ERG-A Conduct of examinations
2 C-ERG-B Invigilating in written examinations
3 C-ERG-C Evaluation in written examination
4 C-ERG-D Guidelines for practical examination
5 C-ERG-E Preparation of mark list
6 C-ERG-F Conduct of university examination
7 C-ERG-G Result analysis
8 C-ERG-H Identification of slow learners
9 C-ERG-I Identification of advanced learners
o
4.0 Process Outputs 0
4.1 Decisions taken and executed (Minutes of meeting)
4.2 Number of grievances received from students and/or invigilators regarding the conduct of
examination.
4.3 Number of grievances received from students, regarding the results of examination.
4.4 Number of grievances resolved within specified time.
5.0 RECORDS
SI. | Doc. Code of Title of Record Retained Mode of
No. | Format With For Disposal
1 C-ERG-01 Notice cum Agenda for
conduct of academic
performance review,
examinations, result analysis
and grievances Committee
meeting
2 C-ERG-02 Minutes of meeting-academic
performance review, i
examinations, result analysis . 0
and grievances Committee Academic
meeting performance
3 C-ERG-A Conduct of examinations TeNIEW, ]
4 C-ERG-B Invigilating in written ::;ﬁln:;;?;:i’s 6Years Shredding
examinations N
5 C-ERG-C Evaluation in written ind el it
examination BIIER
6 C-ERG-D Guidelines for practical ConveIor
examination
7 C-ERG-E Preparation of mark list
8 C-ERG-F Conduct of university
examination
9 C-ERG-G Result analysis
10 | C-ERG-H Identification of slow learners
11 | C-ERG-I Identification of advanced
learners
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1.0 Purpose

L.l

1.2
1.3
1.4

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

Meets DCI, AICTE, Government and Pondicherry University regulations
Makes assessment transparent, timely and fair

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

2.0 Responsibilities:

Principal, HODs, Teaching faculty, Examination committee members are responsible
to execute activities.

3.0 Policies:

3.1
3.1.1

3.12

3.1.10

Under-Graduate.

Internal assessments and examinations must be executed on the basis of institutional
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 preparation. Question papers for the examinations are mailed to
examwingminds@gmail.com by the concerned departments before two weeks of
exams.

Any teaching staff can be called for invigilation duty and they will be sensitised on
the duties, responsibilities and procedures of 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 examination.

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

of correction errors, if any.

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

3.2 Procedures:

3.2.1 Internal examination scheduling:

There will be 3 theory and 3 practical examinations for the students in all four yrs of

UG course. Question papers will be formatted as per University pattern.
Theory question paper will be formatted as three sections.

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:

3.2.2.1 Time table for both theory and practical will be prepared by the examination wing of
the institution before one month of exams. Timetable will follow concerned
university exam timetable pattern for each year.

3.2.2.2 Timetable will be circulated to all the Departments after the approval from the
Principal and examination committee. On receiving the timetable, it must be filed.

3.2.2.3 Copy of timetable must be displayed on notice board for students.

3.2.3 Collection & Printing of question 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 examinationwing@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
€xam.

3.2.4  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 year- Yellow colour

3.2.4.2 Second year- Pink colour
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o

3.2.4.3 Third year- Green colour

3.2.4.4 Fourth year- Blue colour

3.2.5 Seating of students in exam hall:

3.2.5.1 Students should report before half an hour of commencement of exams and are not to
be allowed to go out of exam hall without valid reason.

3.2.5.2 Students are seated based on their roll numbers.

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

3.2.5.4 Seating of students is adequately spaced to refrain them from copying.

3.2.6 Malpractices in exam hall:

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

3.2.6.2 No papers, chits or any other written material to be brought inside the exam hall.

3.2.6.3 No 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 is suspected of malpractice, oral warning is given to students and if the
same student is caught subsequently, the answer booklet is confiscated and it is
reported to the Principal.

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

Principal for disciplinary action by concerned committee.

V RECORDS:
SI. | Doc. Code of Title of Record Retained Mode of
No. | Format With For Disposal
1 Timetable Principal office
. Concerned
2 Question papers ! m——
3 Answer booklets Concerned
departments ,
4 Attendance sheets of - Shredding
Principal office
students
g Record of communicating
malpractice if any, by Principal office
invigilator




MINDS —~ STANDARD OPERATING PROCEDURE

TITLE: CONDUCT OF INTERNAL EXAMINATIONS

DOC. CODE: C-ERG-A | REV.NO.: 0 DATE: 01.08.2020 PAGE 4 OF 4
VI AUTHENTICATION:
PARTICULARS DESIGNATION SIGNATURE
PREPARED BY CONCERNED DEPARTMENT

FACULTY
REVIEWED BY HOD

APPROVED BY PRINCIPAL QOQ




MINDS — STANDARD OPERATING PROCEDURE

TITLE: INVIGILATING IN WRITTEN EXAMINATIONS

DOC. CODE: C-ERG-B | REV.NO.:0  [DATE: 01.082020 | PAGE 10F2

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 Appointment of invigilator:

A

3.1.2

3.13
3.1.4
3.15

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

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

Invigilator will be appointed 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:

3.2.1
322

F23
3.2.4
3.2.5
3.2.6
i

3.2.8

Invigilators are advised to report 30minutes prior to the commencement of examinations.
Answer booklets are placed on individual tables 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 to 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 exam hours, the answer booklets are collected. All the accounted answer
booklets are submitted to Principal office. Submitted answer booklets are then sent to
concerned departments for evaluation.
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4.0 PROCESS OUTPUTS:
5.0 RECORDS:
SI. | Doc. Code of Title of Record Retained Mode of
No. | Format With For Disposal
1 Circular for invigilation

iy, Principal
2 Record of communicating p Shredding

N office

malpractice if any, by

invigilator
6.0 AUTHENTICATION:
PARTICULARS DESIGNATION SIGNATURE
PREPARED BY PRINCIPLE OFFICE
REVIEWED BY PRINCIPAL
APPROVED BY PRINCIPAL =
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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 booklets.

3.0 Procedure:

3.1

3.2

3.3

34

Evaluations of the answer booklets are done based on the following guidelines:
Valuation of answer booklets are done in department by teaching staff as instructed by
HOD. Awarded marks are entered in the front page against the number of the concerned
question and totalled for the box provided. After evaluation, the evaluator 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 question 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 evaluated for any
queries on evaluation. Re-evaluation is to be 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:
SIl. | Doc. Code of Title of Record Retained Mode of
"No. | Format - Disposal
With For
1 Key for question paper
2 Answer booklets
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1.0 Purpose:

The practical examinations are conducted based on these guidelines.

2.0 Scope: For the conduct of practical exams in hassle free, fair and transparent manner

3.0 Procedure:

3.1
3.2

33

34

3.5

3.6

3.7

3.8

a8

3.10

A list of Internal and External examiners is sent to 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 field.

On commencement of exam, students start with patient work and chair side viva/
discussion is carried out according to the opinion of concerned faculty.

After attending on clinical patient works, Students will attend a separate viva on
instruments, case history etc.

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

Students will be evaluated based on their clinical case diagnosis, patient 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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1 Timetable for practical
examination

Attendance sheets of exam

2 Marklist of practical exam

6.0 AUTHENTICATION:
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1.0 Purpose: These guidelines are to be followed for mark list preparation and submission.

2.0 Scope: To assess and evaluate the overall internal assessment marks from the three internal

examinations.

3.0 Procedure:

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

3.2 Practical mark list is prepared by the assessment 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 concerned department.

3.4  Approved mark list will be submitted to Principal’s office within one week after

| completion of evaluation.

3 Prepared mark list will be displayed 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 to be maintained in department and the best
of two exams are to be considered for evaluation during university examinations.

4.0 PROCESS OUTPUTS:

5.0 RECORDS:

SI. | Doc. Code of Title of Record Retained Mode of

No. | Format With For Disposal

1 Theory mark list

2 Practical mark list

Internal mark list

Evaluation sheet of best 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
transparent, organised 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/ August month. Supplementary examinations are conducted in the month of January/
February. Along with the timetable, University mentions the last date of uploading the application forms
and internal marks.

3.1 Appointment of Chief Superintendent:

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

3.2 Appointment of Hall Superintendent or/ invigilators:

a) The Chief Superintendent in consultation with the Principal will appoint only teaching
staff as Hall Superintendent for invigilation work as per the approved norms of
University.

b) Invigilation schedule is prepared by following University timetable.

3.3 Announcement of examinations:

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

b) Copy of it is circulated and made available in all the departments.

3.4 Exam fees:

a) A circular with details of last date of payment 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 Unlver51ty is
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.

3.5 Distribution of Hall Tickets:-

a) Hall tickets are distributed to all the students minimum three days before the
commencement of University examinations.

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

¢) On receiving the hall tickets, students are asked to cross check the details.

3.6 Question papers & Answer booklets:

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

b) Chief superintend of examinations, will check the descriptions on the outside of the
question paper booklet cover and check it with timetable.
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c)

d)

e)

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 front page of
answer booklet after checking the number of pages and checking the faulty answer
booklets.

Facsimile signature of Chief Superintendent is affixed on the column provided in front
page of the booklet.

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

3.7 Packing of answer booklets:

a)
b)

c)

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

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)
b)

¢)
d)

€)

University publishes results within one month of conduct of examinations.

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

They submit the application form for retotaling with a DD for retotaling fees to University
Provisional promotion lists are prepared year wise and circulated to departments.
Students who have carry-over benefit are also added in the list.

3.9 After the final announcement of the results, after re-evaluation results, a final list of

students is prepared and circulated in all departments year wise. A list of following data
is 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 students

e) Number of all students who have passed.

f) Number of students who have failed.

4.0 Process outputs:

5.0 RECORDS:
Sl. | Doc. Code of Title of Record Retained Mode of
No. | Format Disposal

With For

Time table of University
examinations
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1.0 Purpose:

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

2.0 Scope: To scrutinise results of the internal examinations and university examinations.
3.0 Examinations.
For every year three theory and practical internal examinations are conducted.

Yearly 2 examinations are conducted by the University — Main and Supplementary. Main examination is
conducted in July/ August month. Supplementary examinations are conducted in the month of January/
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 Analysis after internals examinations:

Based on the mark list displayed on the notice board, the students are categorised into slow
learners and advanced learners by the concerned departments.

Students are analysed after first and second internals. Based on the guidelines given as per
criteria for slow and advanced learners, students are categorised and actions are taken by the
individual departments.

The consistently poor performing students are called for a meeting along with parents to meet
HoD and Principal.

“After every internal examination, the mentors analyse the performance of their concerned
mentees and help them to excel in their academics.

3.2 Analysis after University examinations:
On declaration of university results, the pass percentage of the students in overall and
individual subjects is evaluated. Yearly performance status of the students is evaluated
and monitored to improve the quality of education provided in institution.

4.0 Process outputs

a) Total number of slow learners and advanced learners in each department
b) Total number of parents’ teacher’s interactions done.

¢) Number of ranks and distinctions

d) Number of all first class students

e) Number of all students who have passed.

f) Number of students who have failed.

5.0 RECORDS:
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RULES AND REGULATIONS OF
EXTERNAL EXAMINATION
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PONDICHERRY UNIVERSITY
PUDUCHERRY - 606 014

INSTRUCTIONS TO CHIEF SUPERINTENDENTS
FOR CONDUCTING EXAMINATIONS

L&) The Prncipalwill be appointod as Chiol Superintondont for
the conductof University Examinations n his/her collego (Proforma 1),

Whenever the Principal is not in a posillion to funclion as Chiof
- Supenintendent to conduct the University oxaminations, a sonior faculty
{ nominated by the Principal and authorizod by tho Conltrollor of
{ Examinationswillactas Chist Superintandent for tho onlire sossion,

(b}  No teacher whose close ralalivo Is appoaring for tho
tiawerstty examinations at a centre shall assume Chlof Suporintondent

position atthatcentre.

{(c}  The Chief Supermtendents in consultation with the

Pmcspaﬁx will appoint (Proforma 2) only teaching staff as Hall
Superintendents / Invigilators for invigilation work, and others as per the

approved norms of University.

{d) Using the nominal roll Galley, date war scheme and time

| table supplied by the University, the invigilation scheme may be prepared
. (Proforma 3). Based on the invigilation scheme and number of

g candidates registered, the number of invigilators to be appointed for each

. session may be decided and copies of the scheme may be displayed at
. appropriate place at least half an hour before the commencement of
- axaminations soas to enable candidates to identify their examination halls
1w therespective sessions.

(e)  Allteaching and non-teaching staff who are drafted for the

conduct of the examinations are bound by the rules and regulations of the
. University. Forany commission and omission in the conduct of University
. Examinations, the,University willtake appropriate action.

(f) Durlng the days of practical examinations in Colleges, the

¢ Principals of the respective Colleges will co- ‘ordinate the activity of
. practical examinations and collect the mark lists of practical examinations
- in a sealed cover from the Examiners and forward the same to the
- Controller of Examinations along with the Attendance Sheet for the
~ practical examinations immediately (Proforma9).

Appointinent
ot Chigf
Supsrintendent

Relatives
of Chisf
Superintendont

Appointment
of Hall Superintendents
[ nvigilators

Notification of
the Invigilation
Scheme

Practical Exam




All communications confidential in nature, shoulg

icati 2. f Examinations by name ang
Communications the Controller o ; =
o B bet g:dgzssisge:a:i?n and should be sent by registered post / specig
name no -
messenger/courier.
3 The Chief Superintendents after receiving the copies of the

ime-table at a prominent place in the
ime table shall put up a copy of the txmeQ '
ggﬁe;e and invfi)te the attention of candtdates thereto and specify whep
and where the halltickets will be issged.

Time-Tables

AN e AT T

4.(a) The Chief Superintendent should distribute thedhau gct;ets
i received from the University to the candidates at least three ays efore
baBoh of the firstday of examinations. Information as to the piace; of Exgmmahgns
g:i:c;igg?et: - - where the candidates have to take up the examinations will be'dtsp!a)‘ret i:
College Notice Board. Any error in the Hall ticke‘t should be immediatel:

- broughtto the notice ofthe Controller of Examinations.

L S HE /. )

(b). Incaseswherenames of candidates are the same or sirp:lar.
Chief Superintendents are requested to take care that each candidate
receives proper hall-ticket, after ascertaining date of birth, expansion of
initials to the names, languages, optional subjects and other identifying
factors. If necessary, date of birth of those candidates may be appended to

their names. Neglect of this precaution will result in mistakes which will be
difficultto rectify later. ’

Y Ra iy 1

Wy

+ (c)Atthe time of issuing hall-tigkets each candidate may be asked -
to verify the nominal roll (Galley) to check whether his/her name is
‘registered forall subjects forwhich he/she has remitted examination fees,

S. . On receipt of the question Paper, which will be sent in
registered covers or parcels, or throy

o appearingin the subjects and languages ofthev |
|

ZE;’;%‘:E;‘::“S centre and report at once such discrepancie

racaivad noticed. By using the nominal roll

5) showing the Vi
uestion papers &S
- Any shortagein
brought to the notice of the

‘ DED FOR AT THE RE
THE PACKETS SHoyLp g RETAINED UNTIZH$HgEgI\TE:;:
: o (T)'HEM IS OVER anD LATER .
AT THE CLOSE OF THE ExamINATIGN, = XAMINATIONS UNOPENED




i 6. Eercentage of Attendance should be rounded to the nearest
integer. Acandidate is eligible to appearfor the University Examinations, if
he/she has earned the requisite attendance in each semester. Refer

concerned clause in the course Regulation regarding eligibility for

‘ .inthatsemester, Howeverthese
| candidates are eligible to appear for arrear subject only. Based on such
| letter received from the Principal, the Chief Superintendent shall make
| suitable corrections in the hall-tickel sent by the University and issue the

| same lo candidates. These corrections should be entered in nominal roll
1 (galley)andin otherrelevantrecords also.

7. In the hall ticket, the candidate should be advised to affix
| his/her photographin the space provided forif not already attested and get
it properly attested before entering the examination hall. Any candidate
. ’\;ering a hall without his/her photo attested in the hall-ticket must carrya
certificate of identity issued by the Head of the Institution and it must
ontain the photo and the signature of the candidate. Any candidate who
Jfails to fulfill the above conditions shall be denied admission into the

R

[Examination hall. As a pracaution against impersonation, candidates are
Ppermitted toappearonly atthe college where they underwentthe course.

8.(a) In case of candidates, whose names have not been
Fegistered for a subject or subjects for which they have paid the

lexamination fees, and are eligible to write the examination, the Chief

fSuperintendent may permit those candidates to write the examinations in

subject or subjects after obtaining a written declaration that he/she is-

o i

ppearing for the examination at his/her own risk. The same may be

Feported at once to the Controller of Examinations by fax / telephone and
:!so by letter detailing the circumstance of the case. The answer books of

#™ candidate should be sent along with the declaration in a separate
coverto the controller of examinations.

i(b) In case the claims of such candidates are not supported by
evidences at the University, end, answer scripts will not be valued and
resultwill not be published. Helshq will be liable for punishment.

1 9. Céndg‘date}s who are suffering from infectious diseases of
any kind should not be admitted to the examination hall. However he / she
yay be quarantined & permitted to write the examination.

. 10. Amanu?nﬁsi‘sﬁm'ay be provided to candidates with permanent
;giemporary impairment. with the approval of the University Authorities
aken prior to the commencement of the examinations. Separate hall must

ﬁfe arranged for such students taking the help of an amanuensis.
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Issuing of Answer
books

No. of answer
Books and question
Papers to halls

Fascimile of Chief
Superintendent

Silence in Exam
Hail

To complete
answering within
given time

lative of ¢
) ‘ uld not to be 7€ X
nsis (Scr!bt?‘)e 22?;;9 subject. An undertaking

The amanue
anuensis (Scribe).

so should not belong to
pe obtained fromtheam

(a)
studentand al

the effectmay
Scribe) shall be engaged for all

(b)y  Thesame amanuensis {
examinations.

alsogivean undertakingt
nan what was said by

The amanuensls (Scribe) shall
d with each of the pa

“ more t
he has not written anything less Of
candidate. This undertaking shall be enclose

written by the candidate.
(d) " A staff from the university will bg c!eputed to supervise:
Hall Invigilatorinaddition o the regular Hall Invigilator.

(e) The»expenses shall be metby the institution and reimbu

by the University.

ning sufficient pages are supglie
the university. Serial numberis also printed in the answer book.Arecc
answer books used, date-wise and session wise should be kept b

Chief Superintendent and this information should also be made avai
when called for (Proforma 13). Additional sheet will be issued t

candidates duly signed with date by the hallinvigilator.

11.(a) Answer books contai

(b)  Numberof answer books and question paper issued tc
hall shall be equal to the total nurnber of candidates writing examina
thathanso\astoavoid any malpractice. s

(c) ~ Facsimile signature of the Chief Superintendent sho
affixed only jcxt the space provided on the title page of the main &
book. The facsimile shall not be affixed at any other place on the 2

" book oron the drawing/graph sheets. The invigilator has to check w

the answer books bear the facsimile of Chief Superintendent'\ig
beforeissuing themtocandidates.

12.  Strict silence should be»maintai" d i

. ne nedinthee |

Smoking is strictly prohibited inside the examination hall zat'::‘;n:;

phones is banned. This rule is applica )
invigilators as well as candidates.pp le to :bo't‘h baA" superinter

13, Candidates shall not be allowed tc
, e allo i
prescribed for the concerned subject. Hd?«:?/;,? mg?sl;i?g? ;

shall not be put into incony
X \ enience av hea
prescribedinthe question paper Con:gg]g;ey be allowed to avall



Arrangements shall be made for the announcement of time and the
college bell be rung every half-an-hour. A warning bell shall be rung five
minutes before the end of the examination in order to enable the
examinees to complete their writing, arrange, tie the drawing / graph /
charts and hand overthe same tothe hallinvigilator.

14. In the event of a public holiday being declared after the
publication of time table, the University Examinations will not be
automatically postponed or cancelled. The examinations ‘should ‘be
conducted as scheduled unless notified otherwise. A statutory notification

othis effect should be made by the Chief Superintendent at the entrance of
axamination hall/centre,

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

he hall superintendent / invigilators tc see that no person including other

staff members of the college / institution loiters in the verandhas or
inywhere ne

arthe examination hall and all care should be taken to prevent
anﬂttemptto pass message tothe examinees from outside.

16.  The Chief Superintendent should visit as frequently as
Jossible each room and building wherever examination is conducted.
1e/she should also consider it as part of his duty to see that the hall
superintendent / invigilators keep moving among candidates and do not

ngage in any occupation which is likely to diminish the efficiency of -

supervision. Supervision should be very strict. Under no circumstances

should staff other than teaching staff be employed as hall superintendent/
nvigilators. ’ : '

17. . Seating arrangemehts in every examination hall must be-

neticulously planned in such a way that 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 allotted for candidates

\ppearing for one particular subject. The Chief Superintendent is

iersonally responsible for implementation of this norm and any violation
1e@f will be viewed seriously. However, in case, if all the examinees 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 to be made.

18.  Register number of candidates must be written on the table
rdesk in serial order. No candidate is permitted to occupy any seat other
1an the allotted one. No candidate is permitted to alter the seatin
rrangement without the concurrence of the Chief Superintendent. If a
andidate is found guilty of altering the seating arrangement of a hall, the
*hief Superintendent may recommend the cancellation of the written
Xamination of that particular session by providing the original plan of
eatingarrangement and the alteration made by the said candidate.

Unexpected
Public Holiday
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Seating Arrangement for
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Entering and
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question paper
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paper
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question papers

When a few
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there are unopened covers
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ements must be In
nc?idates and must be near

yentry &exit.

ssible, seating arra
ically challenggd can
tion hall to facilitate eas

inut iorto
20. Candidates shall occupy their seats at Ieasgt:{nai?;rxggstgieoave
the comméncement of the examination and they are

their seats underany pretext during examination hours.

21. No. candidate desirous of wr;;mg the exarn .
permitte; to enter the hall after the expiry of 30 mdi?;aitees ;Fgg; tg:
commencement of examinations. Simitarly no cand! e o the
permitted to leave the hall earlier than 45 (forty five) minu o oation
commencement of examination. No candidate who left the exa i
hall before the end of the session shall be permitted to re-enter the

underany circumstances.

. As far ashpo
round floor for all the phys
tghe entrance ofthe examina

xamination shall be

22.(a) Question paper packets shall be thoroughly checked by the
Chief Superintendents to ascertain that the question paper code and the
title of the question paper tally with the subject of Exammauon'anr}ounceév
No. question paper packet shall be opened in haste as :; wnf% cause
irreparable damage to the credibility of the University Examination. 'I:he
Chief Superintendent should verify the pasting and sealing of question
paper packets and also the date and time before signing the packets.
Question paper packet shall be opened in the presence of external
invigilator and University Representative / observer, who should also
scrutinize the packet and affix their signature before opening. In case of
more than one bundle, all bundles should be opened in their presence at
thesametime. '

The Chief Superintendent of each centre will sign at the place
indicated in the question paper covers before opening. All the question
paper covers shall be preserved and forwarded to the Controlier of
Examinations atthe close of examination. - -

L d

~(b)  Copies of question papers are to be distributed only to
candidates actually seated in their places. Each question paper must t
scrutinized so as to ensure thatitis correctaccording to the heading. ~

(¢)  When Candidates are examined in mo

. re th
every precaution should be taken that no outsiders are przgeg??nhaar:h
around such halls/rooms and sufficient security measure should be taken

to carry the question papers safely from 7o
tothe candidates concerned. g one hallto another and d istribute

(d)  Wheneveron]



{tluwmzfssmfj (If no candldato is prosont) at tho closo of all tho examinations in
thatGanlra,

5 {o) The quostion papor covers of the Unlvorsity Examinations
‘should bo cut opon on tha lefthand side of tho cover. It should also be notad
hat llap should be intact when the covers are sent back (o the Controllor of
Examinations for scruting, This procodure imust bo strictly {ollowad. Along
~with the covers, the polyethylone covers should also bo returnod to the
Controllor of Examinations, .

i 23.(0) On rocalpt of the nominal roll (galley) from the University,
day/session wise register number of candidatos who havo ragistered for
_each subject inthat examination contro mustbo prepared,

{b) Care must bo takon lo verlfy whothar curront somoster and
arrear [ supplementary candidales have to answor the same
‘or different question papers (with difforont question papor codes)
for_a subject. In case they havo o answer different question papers,
%‘fa"\mr as possible, they must be accommodated In different
halls and care must be taken to provide appropriate question
papers for each of them. To Identify which set of (batch of)
candidates should answer which question paper, examination
time table can be referred carefully and the question paper
code is an important guide. (Reading the foot notes in the
fime table will provide necessary clarity for identifying the
question paper code to the related batch of candidates). If
any mistake is committed in the distribution of proper question
papers the hall invigilator will be held responsible for
the same. Apart from the above, to ensure distribution of
appropriate guestion paper to each candidate, he/she may be
asked to verify receipt of proper question paper before
answering. The Chief Superintendent is to issue instructions
lo each hall invigilator so as to ensure proper distribution

::1 appropriate question paper to candidates.

"\ (¢c) The time-table supplied should be considered as
juthoritative wherever discrepancies are found in question papers
ogarding the duration of Examination.

24. Candidates answering the Accountancy papers should be
supplied with two sets of answer books :- (1) Plain answer books and (2)
iccountancy additional books with two columns ruled in red Ink. The
sandidate should be Instructed to use the former for answering the
heoretical questions only. Practical questions should be answered in the
atler. In case it is found that the answer books are not sufficient to answer
1l the questions additional books, plain as well as with rulinginredink may
»e oblained by candidates and made use of in the same manner as the

espective answer books are used. This may be clearly instructed to the
‘andidate with the help of the answer books or additional books plain and
vithruling supplied by the University. Ifthese are notavailable atthe centre

hey may obtained from the Office.

Opening of
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cover

Preparation of
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Distribution of
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question paper
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Use of pen

Caution to
candidates

Malpractice and
confistication of
hall ticket

. he“" own p?ns'.ﬂencils
expected to brlgrgstin the eXammatfon ha”‘

. e
25. Candidates are SXpeeier Og;ue black ink pen or ball pen

dto : !
ete. and will not be allowe lue or black or for drawing diagramg

b
should use or}IY “only
while answering their papers ors. calculators etc. are allowed,

eras
orcharts, colourpens/sketchpenera

f any kind. Chief
; d to use books 0

idates are not allowe mencementof each
Honaonte Qﬁ’;‘fiﬁiim the candidates at thfea commencem oy cach
g:e?rixr:gggn?l?al persons found inpossesif groportion ofbook, note bookg
candidate or found in possession of any bo unicating or copying from

inti comm . ,
manuscript paper of any description or erson inside or outside the
each other or communicating with any p

i i Iculator etc. will be
examination room or passing electronic gadgets like ca
treated as gullty of malpractice.

Adetailed reporton the matter together with th.edcig dgigiﬁ:@fﬁ
boaks, the incriminating material used by the candi a.f, ny, should\s¢
evidence and candidate's written statement obtained i acy’ntroﬂer of
forwarded immediately, addressed by name to the ho Controll
Examinations. The report of any malpractice shall be sent to t > ~-ontrofler
of Examinations on the same day or the next day of the incident by
REGISTERED POST with the materials (Proforma 10). Sending such
reports either through University messenger, college messenger or by
University Representative and delayed delivery may be avoided.

(b)  Chief Superintendent and hall superintendent / invigilators
who have reason to suspect malpractice on the part of any candidate
should forthwith make all possible preliminary investigation
and communicate the same to Controller of Examinations on the

explanations obtained from the candidate, Hall tickets of
such candidates need not be confiscateq and they may be
permijtted to write the subsequent €xamination. However if the
Chief Superintendent envisages any disturbance in the 'ccnduc\/
of examination by allowing such candidates tg wri i
the Chief Superintendent is €mpowered pot
candidate to appear for the subsequent exa
the same may be reportedtothe controllerof examination

to permit the
Minations ang
S.

Documents to be enclosed along with Malpractice cage -

1. Report of the hal| invigilator on mafpractjc t
ChiefSuperintendent. b slothe

2. Explanation, if any, Submitted by the candidate.

te examination,

L% 2 T, DRV N



3. Report letter of the Chief Su ‘
etter Superintendent to the Controlle
of E}xammatscn duly signed by Chief Superintendent iia{!{
Invigilator and Universily Reprosentative / Observer,

4. Answer book of the candidate.

w

Incriminating materials used by the candidate.

6. Sketch of the seating arrangem .
necessary). g gement (Wharever

The repori of the hall superintendor \

. g , it/ Invigilators must be clear.
Based tt)n éhe report of the hall superintendont / insigiimors, Chisf
. Superinten entmustalso enquire the candidate and send his report along
_ with the hall invigilator's report. (Proforma 10} The nature of the

_ punishment to be imposed by the disciplina i
La\rgelyupmlheeviﬁem:efumished. plinary commiltee will depend

. - The Chief Superintendent must also ensure that scale of

. punishment for the various forms of unfair means be prominently displayed
at the entrance of the examination hall {as per the University ordinances
circulated -see Annexure).

] 27. _ in case of impersonation, the police authorities should be
~contacted immediately and the person concerned be handed over for
investigation and necessary action. Afull report about the same should be
~ sentto the Controllerof Examinations.

: 28.  Clark's Mathematical & Physical Tables and other scientific
' tables / Data book if mentioned in the question paper, will be supplied to
candidates on request, by the hall superintendent / invigilators. Chief
~Superintendents are requested to make arrangement for supply of Tables
' & Books. The Chief Superintendents are requested to see that only such
Tables & Books which do not contain any entries in pencil or ink are
suaplied to candidates. The Books & Tables should also be examined while

b..ag returned by candidates.

! 29. Theuse of mathematical instruments while answering the
papersin relevant subject is allowed. Such instruments will notbe supplied

by the University. Only Scientific calculators are allowed. No

‘programmable calculators, cell phones, pagersare allowed.

j ther

30. All books, note books, manuscripts, etc., cell phone & o
electronic gadgets brought by candidates shall be placed outside the
‘examination hall in a separate room. A notice to this effect should be

‘placed atthe entrance.

31.  The Chief Superintendent of the University Examinations at

| ith hi f the seating
each centre should prepare and keep with him sketches o

arrangementsinthe examination halls orrooms and styou[d forward z; copy
of the same when requested by the Controller of Examinations. (Proforma

384).

impersonation

Data Book/
Tables

Calculators

To keep books
Note books etc.

Sketch of seating
arrangements



Telegrams to
candidates

Candidates not to
ask any question
in hall

Attendance of
Candidate present

H

Absentee
statement
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hall not, in any case

idate, s )
to a candid ination.

Any letter or telegram letes exam

til he/she comp | |
en to ask question of any kind during

i not to answer any
the examination. Hall Invigilators are to be instructed

i apers, whether ap
enquiry whatsoever relating 1o the qgef;g)rgcseemn
exglanétion ormeaningorcorrectlonortyp g

32. ,
be delivered to candidate un

33. Candidatesareforbidd

34 Ten minutes after-the comTe?Ctzmgt ?f:eth:ttz):ladrz;\ncae“oor;
Invi are expected to star b etting the
::gid’?daai!teisn\x%ga;??present and writing the examination by g g

: i diately after 30 minutes in the
signature of candidates and complete !mbrgeke‘pt inythe college concerned

a 6). The formats may ept they ar
;%r??ééx;?é:;n:o t)he Controller of Exa}mmatlons whenever y are

specially required.

Half an hour after the commencement of exammatcliorrl (x;tﬁagg
session) the Chief Superintendent may send an atten t‘; e
ABSENTEE STATEMENT sheet (Proforma 7) to collect the regh‘.!
number of absentees in each hall. The entry mz_ade by hal
invigilator in the statement (Proforma 7) shquid tally with stat'ement
(Proforma 6) prepared earlier. The Chief Supermte_ndent shall ve{tfy that
there is no discrepancy in these two entries. Using t_hes'e parthuiars,
answer paper covers shall be prepared by the examination assistant.
Along with the absentees' details, the hall invigilator should v:etum the
unused question papers and main answer books. Unused main answer
books and unused question papers should tally with number of absentees.
The Chief Superintendent shall verify thatthese things are in order, so as to
astoavoid malpractice. :

35.(a) At the close of examination, the Chief Superintendent is
expected to send a consolidated absentee statement, date and subject

wise and list of absentees with register numbers, within three days.
(Proforma?7) ‘ :

one paper, the code numberorthe seria| number, asthe cage

subject shall be rounded (gncircied) and marked in red ink aﬁﬁﬁ??ggg{
NOT be scored) by the Chief Superintendent in one copy of the date war
schgme againstthe register number of the candj i

10



- wantof attendance and for progress should be treated as absentees. The
number of answer papers dispatched to the University added to the
number of absentees must be equal to the number of candidates
~ registered. Any discrepancy should at once be enquired into on the spot

and accounted for, by a note at the foot of the cover. Special care must be

taken to ensure accuracy in this respect and in writing the correct register
. numberofabsentees onthe cover.

37. Hall invigilator should collect answer books from candidates
persanally. It w:ould be better to instruct the candidates that they should
stand up in their place and remain standing until one of the hall invigilator

| completed answering and wish to surrender their answer books, or at the
i end of thg period prescribed for each particular part of the examination.
~ The candidates should be instructed to verify, before surrendering their

answer books, thatthey have entered their register number correctly in the
answer books at the appropriate places in the title page only. They should
be warned that writing wrong register numbers in their answer books will
»tailrejection of theiranswer papers.

38.  Afterthe answerbooks have been collected, they should be

carefully arranged according to subjects or languages and in numerical
order. : ‘

he answer paper cover. The register number of all candidates in the
ominal roll shall be written on the left side of the cover in the space
rovided. Absentees falling within the register numbers entered on the left
ide, may be notified on the right side of the cover.

‘ The signature of the Chief Superintendent, name and seal of the

ollege shall be affixed on the cover without fail, The Chief Superintendent
hall sign on the reverse side across the pasted portion of the cloth-lined
over. The University Representative must also sign in the face of the
over and also on the reverse side across the pasted portion of the cloth-
ned cover.

~~ \
40. Whenaquestion paperis common for more than one branch
degree, the answer papers of candidates of differentbranch /degree shall
e packed in different covers such that there is no mix up. For example,
hile packing the Mathematics Il answer papers, which is common to‘au
Tech. degree candidates, they may be packed §eparate_ly. branch-wise
orthe administrative convenience of the examination section.

41.  No paper should be torn off from the answer books. The
umber of answer books kept inside the cover shall not exceed the
pecified number indicated thereon. The cloth-lined covers should be
asted in the presence of the Chief Superintendept and University
bserver/Representative atthe close of session. Aftersigning ofthe

11

reaches them and receives the answer books as soon as they have .

38. Special care must be taken in making entries on the face of
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ald inthe p evious pa athen the lap PO ti
coversass h h f { ()H()I “e Covelsa‘e

be pasted with cello tape neatly.

i i iversit
42 The answer paper delivery slip supplied by the University

d one for the use of
‘elivery slips may be filled in Duplicate, (one for ‘?O"ege Léseeu:gd forseparate degree
nd defenpat University office). Separate delivery siips may 58 °5_" 0y ="yt Sc. covers
nswer paper answer paper packets, For example, dispatch o o i given date
.ackets shall be written in three different proforma. Seria .

i ' ice
wise for the answer paper covers and handed over to the University off

: for
staff. Serlal number shall be given continuously and not separately fo
eachdegree.

i ini me of the
43.  Any answer book, if found containing the na
candidate shoulds{ne sentto the Controller of Examinations separately.

Service stamp 44. The use of service postage stamps by Chief
Shall not be used Superintendents of the University Examinations is forbidden. :

45.  Candidates should be accommodated in rooms or in large

halls. In ordinary circumstances, one hall invigilator for every twenty five

No. of (25) candidates or part thereof in each hall is sufficient. In addition 10% of

candidates the admissible invigilators (subject to a minimum by one person) may be

and hall appointed as Reserve Hall Invigilator. 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 reserve invigilator and no hall invigilator
should be appointed. The reserve Hall superintendent / Invigilators will
assistthe Chief Superintendentat times when thereis noinvigilation.

Chief Superintendent's 46. The Chief Superintendent is requested to state, after the
report and suggestions examinations are over whether the above instructions have been fully
after the examinations carried out. The Controller of Examinations may be sent in a separate
are over communication, suggestions for improvem

Appointment of The Principal/The Chief sy erintendent i :
Additional Internal - one Additional Internal Chief SSperintend'e:nta r\?vr?:r:mtlrt\t: dntg abppom?
Chief Superintendent candidates appearing forthe Examinationexceeds 250Qerse§sigrr?, e
The University desires that, as f

should be accommodated in halls or Iarg:rrsosmpso:ig) lceort\rs‘,ij car:jdldates
e ordinary circumstances. One Assistant Superintendent f b g
Appointment of five (25) candidates or part of thatnumberm o ToT avary twenty-
invigilators If the number of candidat Bachh



One extra invigilator (Assistant Superintend
toallsessions to assistthe Chief Superintendent. B e Sab

In no case traveling expenses will be allowed to Superintende
nts
(Invigilators) who are members ofthe Teaching Staffofthe sa?ne Colleges.

The Executive Council at its meetings held on 6" Octob

L er 1986
resolved “thatit be made obligatory on the part of the members of Teaching
. staff to take up invigilation work etc. in connection with the conduct of the

University Examinations when required b
concerned. q y the Principal of Colleges

'The remur}eratlon for Superintendents and Assistant
5upermtenden§s will be sanctioned with reference to the number of
candidates taking the examination at a centre, in accordance with the
scale. The Chief Superintendent should make suitable arrangements 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 that the remuneration due for the number of candidates

mmodated in each session according to the prescribed rate (1 per 25
candldate) be distributed among the Assistant Superintendents

Chief Superintendent is perm|tted to utilise all the Teachmg Staff
i;members of their Colleges, if necessary, for. invigilation work and

(written examination)

9 The form of remuneration as in proforma 11 is to be submitted to
?Elhe university along wuh the accounts.

48, Hall Superintendents ! Invigilators shall ensure the
following :

(a) Use of cell phones by the students shall not be permitted
inside the examination hall. \

*

| (b)  That the candidates take their seats 10 min. before the
.Commencement of the examination.

é Revised rates recommended by the committee (implementation subject to approval of
C&EC) : :

13

Nos. Rs.P. |
) Chief Superintendent 1 250.00 per session
(i) Additional Chief Superintendent ’1 250.00 persession
(lfTotalexceedsZSOstudents) = :
iii) AHHallSupenntendent/Invugnlator ety “150._00persession ‘

Scale of remuneration to
Superintendents

» et ot T e O




Signature of
Invigilators

Writing Register
ritimbaor

Check the
Question paper

Candidate to write
Register number
only on the tifle
pege of answer
book

Atlendance of
Candidates

Checking Register
number

Rough work

Checking
Answer books

iqflatc ot be petmitte,
(cj  Use of cell phones by the invigilators shall notbe p o
o 141 ;
: in: 1]
inside the czamination hall, -
ators must sign at tie spac,

(dy  Hall superintendent / invigil e Snolinany otherpage.

provided on the firstpage of the anower book

(e} Properinstructions we to be g?lfg':;gféi‘;i fﬁgg?&ff g fg‘
ara distributed to candidatas to wrifu iﬁé‘f‘/h“r.mgw ister number anywher,
tiﬂe\page of the Answer book and not tG write rfzgss e o o iirac
elso. Candidates may also be informed that violation o |

disciplinary action,

() Candidates’ attention may be drawn to yer:fyaafg ﬁi‘f‘g{
themselves that they have received appropriate qqestron perp must b
they slart answering the questions. Each question pap Ouesti
scrulinized so as to ensure that it is relevant to the heading. Questio
papers not relevant should be returned to the Hall Invigilator at onf:e, an
thento the Chief Superintendent, o

(g)  Before distributing question papers, candtda@es should b
issued with an answer book and instructed to fill up the part;cular§ on th
title page of the book. Candidates are {o be instructed nqt to write the
register numbers at any place other than the space provided for on th
book. Writing a wrong register number will lead to rejection of answe
paper. Writing the name or making an appeal to the examiner or writing th
internal assessment mark will be treated as an attempt to influence th
examiner, Hence, any such act will attract disciplinary proceedings by th
University.

(M Hall tickets of all candidates should be inspected duripn tr
courses of each session of the examination. While checking the hall tae
of each candidate, the Hall Invigilator should verify the photograph ar
ensure that the REGISTER NO OF THE CANDIDATE ON THE HAL

TICKET, on the title page of the answer book of the i
table/desk are identical candidate and on t



. Candidqtes presenting themselves thirty minutes after the
commencementexamination shallnot be admitted

- (m) Candidates are required to bring their own pens, pencil,
erasers, calculators etc.

(n) Candidgtes are not permitted to bring cell phones and other
electronicgadgets inside the examination hall.

(0) Candidates are notallowed to use books of any kind, extept
approved data books and mathematical / statistical ta bles.

(P)  Thehandbooks /data books brought bythé candidates may

e checked for any handwritten matters. Such books with scribbling and
otes shallnot be permitted. -

(q). Hall superintendent/ Invigilators shall warn the candidates
| tthe commencement of th.e examination on each session thatca ndidates

_‘ sghe candidate's answer book in question, the incriminating materials used
{ by the candidate, other material evidences and candidate's confession
atement should be immediately forwarded to the Chief Superintendent.
{ Candidates should not detach any sheet from the answer book or take out

:gany sheet outside the Hall. The Hall superintendent / Invigilators may
L ensure to notify the same at the entrance of each hall.
EE%[I

(r) While collecting the answer books from a candidate, the Hall

;g;nvigilator shall verify that the register number of the candidate has been
correctly entered and that too only on the titlé page. No loose sheets or
féapers shallbe detached fromthe answer books of candidates.

L
¢

- G

i

: (s) Candidates should be informed that they are expected to
write atleast 20 lines ina page if noruling is made and use both sides ofan
a@awer paper. In this connection, Chief Superintendents.should instruct
zﬁhall superintendent / invigilators to monitor whether all the students

g!rite notlessthan 20lines perpage ifnorulings are {gade. :
i

.
- &

. (t) The invigilators are expected to report to the Chief
Superintendent for invigilation work at least thirty minutes before the
commencement of examination on the respective date and session for
whichinvigilation work is assigned. :

. (u)  Atthe end of the examination, the hall invigilator has to
Collect the answer books from candidates and arrange them subject wise,
egister numberwise and personally hand overto the Chief
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Reporting at
exam hall

Data bnoks,
Maths / Stat.
tables

Malpractice

Collection of
answer books

Writing 20 fines
per page

Report for duty

Collecting
answer books




University
Representative 7 Observer

prosont Ul thosg

as bo
ha hall invigitator has to .
Superintendent. The haﬂp‘mﬂigm iho answaer papar covers by the

answer papors are c:imckmi and
Chief Superintondent, |
ve will b appointed b)’]*i'r:f’]&?";"%‘}'?é
of Examination as an obsorver for tho m?mmw?éduéuixl?lhe&abs&rhlce of
normal conduct of examination shall not be aifg({; o var [ Unlvorsity
the Universily Representative. The ObSQLYEL-L

Represontative should ensuro:-

49. A Unlversity Reprosontall

(o) The prosence of tho Obsorvers at tho conlres on all

examination dates s a muston both sessions,

(b)  They shall reach the venue at least 30 mlinutﬁzgefﬁ{'e mg
commencement of the oxaminations and (o remé:( nd and sealed at
examinations are over and the answor scripts are packe

endofeach session of the day.

{c)  Theyshallensure thatthe all the question paper packets arev
properly opened in their presence and the answer s{neets are packed
properly and sealed after the completion of the examinations.

"~ (d)  Anykind of malpractice is to be immediately booked and the
scripts of such candidates are 1o be sent separately to the Controller of
Examinations by name along with invigilator's report in a standard format
tobe prescribed by the University.

(e)  Proper seating arrangements are to be made and the same
should be written on BLACK BOARDS forthe benefitof the studants,

(f) No student is to be denied permission to write the
examinations without any proper reason. The Observer has te implement
this effectively.

(9)  Any complaint from any student or staff with regard to thew’
conduct of examination may be received in writing and forwarded to the
Controller of Examinations.

(h)  Adaily reporton the conduct of the examinatio
a final report after the completion of all the examinatior?ss zlroengowiég
submitted tothe Controller of Examinations.

(i) University stationery like Main Sheet
Accountancy, Graphetc,, are to be properly kept Undesfs';(fjg&c}s?gg !&,‘;heets,

() Answer pape
fe custodp per of completed examinations shall be sealed

and kept In sa andd
notbe accumulated. y 'spatched on the first day itself and should



(k) Guidelines t
‘ aigral © be f
edto ollow invi
inform allinvigilators, ed by the invigilators are to be

0 The main entrance o

If required police security maybe a fthe college mu

sked for.

(m)  The principals /
render allpossible assistance mci:?:ﬁ

stbhe keptopenalways.

[ Superintendents will be required (o

.

(n)  The Principals
N \ aro
appointed to supervise the examinatl?e [Rresentativos of the university

1o examinations, the decisions of ”cms.C)n any matter of dispute relating

subjectiothe approvalofthe univarsi‘ti :gtiirr\i’ﬁcg re o bo implomented

50. “Examination V
appointed by the Universily aut%‘mmn
compliance of the following :-

co_Squad [ Flying Squad’”
woritles from time to time, shall check

(@)  examinations commence on time

~~
b) uestio
safe cu(stody. q n paper issued to the centres / colleges are kept in

( (c)  answer paper of complet inati
keptin safe custody. pleted examinations are sealed and

(d)  absentee list agrees with entries
(arandom sample will be enough). on answer paper packets

(e) seating arrangements are satisfacto}y.

(H) adequate number of external and internal invigilators are
employed and to see that the invigilation \Mork is done only by the teaching

staff and not by the non teaching staff.

(9) University examination stationery supplied to colleges are
’;{operly storedand accountedfor.

(h) Any other matter related to the conduct of Examination in

that centre/ college. ,
ndents are informed that the following

51.  Chief -Superinte its aré I
the University.

charges have been prescribed by
(a)  Formaking preliminary arrangements for the conduct of the
Examinations atany centre, ta be inclusive of allcharges :-

* ‘ idates or art thereof calculated on
Rs.50/-* for every 100 c‘:?%lidates wr?o sat for one session on

the largest number of canc '
any cmfaJ day of the examlnauon period.

17

Flying Squad

Rates of charges for

- preliminary

arrangements for the
conduct of Examination
and for clerical work

i b R B SRR




e OnC amination
Servants / Poens / Office Attender for L?n({f?tfgie%); / Office
(F'ss) 40/-* per session. The total num?er;;{fﬁeg:iﬁ;rnaﬁons =hould not
. the conduct of writte amir thereof
é\;?engc?:heengsgsldnfgrrnber of one for every 50 candidates or part
for each sesslon of the examination day.

(b) ForClerlical Assistance -

Rs. 50/-* for every 100 candidates and parl ihero(fj:ubject {oa
minimum or Rs.40/- and maximurm of Rs.250/-perday.

The above rate should be calculatod on the farg’;ast m;tnn;r?aegoori
candidates who sat for any one session of each exa
day.

(c) ForWaterman :-

: A
Rs.40/-* per session of the examination for a waterman. (one of
every 300 candidates and part thereof)

- 300 Students

- 301to400 Students

- 401t0 600 Students

- 601toabove Students

HWN =

, (d)Charges for sewing cloth covers for dispatch of answer-
% books only Re.5/- per cloth cover, the voucher in support of this
~claim to contain also certificate by the Chief Superintendents
regarding the number of cloth covers made.
Articles that are
allowed under

contingent
expenses

Expenditure incurred for purchase of wra

packing answer paper packets, cloth for packing, g
candles, needles, copying pencil,

will be allowed, provided they are
regularshops, countersigned by t

pping paper, string for
umor paste, match box,

Paymentwill notbe mad
and coolie for taking answer-
Office. Electricity charges (ligh

e by the Universit
paper packets t
tand fans)willn

Y onmiscellaneous items

© Railway Station or Post
otbe paid.

| (&) “All bill for the purcha
Payment of local sending parcels etc. should not be pas

Se€s made and postal receipts for
Delivery charges be sentsafely secured by string”.

tedonany sheet of paperbut should



days before the comme
d NCement
acknowled , of t inati
eyRSgOs e Moty T, Sl
.5000/-. nce paid mus Jr r all advances
expenses for written examination cm!y.t g_im!hzedto meetihe contingent
practical examination. €y should not be utilized for

53. Al expenditure relati :
Waterman, Watchman, purchase tcl>nfg tatacrical staff, Office Asst/Peon,

string, sketch pen, all other conting

tall .
amount allotted. For transport of answers script bundles to the university

by the local colleges, a sum of Rg 5
- N 1 . OO/‘ er W .
Rs.2,500/-per session shall be paig tothgcollezeeks?;:witliﬁtt?oan;namum o

54, On conclusion of
the examinations. a bili |
, sh
prepared and forwarded to the Controller of Examinations Salggthg?

with all vouchers and othe
;ﬂmf‘”ma“&12)Wiihin5days,r statements connected therewith

55. Afterthe bills have been che ilbe g
cked, orders will be given for the
gig;nnedr;;lﬁga?g;gg}aciue. lf}:helzmount originally drawn is in eicess of the
aiiure, nce should be refunded within fi
S mination ar6 ovar . d within fifteen days after the

56. Chief Superintendents are required to make a return in the
form gProforma 14) for the amount of stationery and serviceable articles
remaining at the close of examination and to retain them for the following
examination unserviceable articlesincluding.

57. Chief Superintendent has to maintain stock particulars of
the items such as, Answer book, cloth-line cover, etc., supplied by the
University. At the close of each semester / annual examination, the chief
superintendent is expected to send stock position apd _request for
requirement of various items for the use of next examination in Proforma

14.
A » . | .
58. Chief Superintendents are authorized to issue attendance
certificate to the staff members drafted for the work relating to conduct of
examination.

tion etc., of the staff

i such as TA., DA, Remunera tc.,

membe?g .(g’:;g?giPondicherry University _Represepttzatt\ge) ?rafted for
examination purpose willbe settied by the Chief Superintendent.

NATIONS

answer script bundles to the

CONTROLLER OF EXAMI

ges/ institutions for transport of

* Introduction of payment 10 the colle app roval of A EC)

University (implementation subjectto

Sending final
account

All ariginal bill
to be sent

Stock position

Stationery
Requirement

tss‘u\e of attendance
certificate to staff

Settiement of
Ctaim of staff

1 Digitallysighed
Dr Anll by Dr Anil Melath
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