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The process of codifl'ing of the principles. procedures and system with respect to the
conduct of the theory and practical Examinations by KUHS. as a Manual - called Manual of
Examinatiom' ha!'ing been approved by Governing Cotmcil. is over and the Manual is about to be
released. I think it is apt to consider "As is the constitution to the Nation ;xrlity. so is the
Examination Manual to the KUHS Examination system". lt has become a reality now. The future
of Examination system could be secured only when it is regulated b.,,- wriften code of procedures

and the rulc of'Law. onil' a securcd E:iamination si'stcm can give duc considcration to thc rights
ofstudents' The studerit community lras every right to have proper understanding ofthe lirnctioning

ofthe system (except the area ofconfidential nature). All the more, it is very important for
the univertity itself in order to equip itself with prescience, for meeting the challcnges
of conducting inorasing number of exeminationr flarlecsly, kcepiag away probablc
odditier,

Ever since rhe establishment of KUHS. it has been tbllowing a unique system of
Examination, which is impartial and objective and rvhich makes use ofelectonic dara processing

system and modern communication s.vstem substantially.

while going through the Manual. it is clear that the procedures of Examinations are

explained as far as possible, in simple terms with definitions and incorporating the required derails.

I hope the Manual of Examinations will be of immense use to all the stake holden. I congratulate
all those who have prt in eflbrts in bringing out this Mmual in written lbrm.

sd/-

Prof(Dr':,)MKCNair
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Prof(Dr.)PKSudhir
Controller of Exslniteticffi June 20s,2018

PRfFACE

Kemla Univenity of Health Sciences! established under the Kerala University of H€alth
Sciences AcL 2010 strives to maintain high academic standards and qualitv of Health Sciences
education. 'fherelbre, the University examination system has been so designed as to accomplish
the above obiectives. It aims at summalive assessment at rhe end of the academic y'ear cr semester
t€fm as the case may be. to evaluate u{rcther a student has acquired the required level ofknor,vledga
skilts and attributes so as to ensure that he is a competent health care professional. As the s6kes
in ftese examinatiors are verl high. it is mandatoql'to mainain a high degree ofaccuracy: reliability,
inlegrill'. corsistency' ar}d unifmrnity in the conduct thereot-. To achieve this goal, th€ un;versity
goes oo reviewing and revising the exarnination Regulaitrns frorn rinre to time taking into accou.t
the emerging challenges. demands and rcforms.

Right from the firsl examination held in August. 201 l. we have been folrorving our own
novel system, featured with the uniqueness of incorporating into it publication of rentative
Examination calendar before the beginning ofAcademic tenn online Theory euestion paper

Transmissioq Double valuation system. use of bar-coded rheory Answer Books. electronic
surveillance in the Theor.v Examination halls, I T oriented data processing etc. which are the first
ol'its kind in the stale. 

.Illis 
w&s made possiblc in fte beginning itselfwith the able guidance and

encourdgeme ol'our foorder vic**chencclbr, prof (Dr) K.Mohudas.tt is a grcat pleasure

vGEL f

1cA I

)t
z
E)
*

l
-/



that the system continues s€veo years for now all the stake-holders especially the student
community has boretited substantially. The current systern ofExamination is well appreciated by
Hon'ble High Court of Kerala, the media and the Scientific Community. This digital initiation
and innovative methods may be considered as a model for other Universities in the state.

A uritten Manual of Examinatiors can be considered as one ofthe preconditions ofany
successful Examinatio{r syslem. rher€ arc many stake.holders of the Examinatim systern;the
tirst is undoubtedly, the studcnt Corrmuniqv. ln additiur, the afiiliated Inslitutions, rhe Exarnims.
the Evaluaton' the Chiefsuperintendens, Invigilators erc.- should be able to understand clearly
the principles. codes. the standard operating procedures andthe systan of Examination. we have
taken spe+ial care to clearly explain the procedures with respect to conduct of Examinaions _
Itom publishing ofExamination Notifications to publishing ofResuls. Further. the procedures

otuploading Practical Examination marks. procedure with respect to Eraluation ofrheory 4n$yg1
Books etc. are clearly explained in simple terms. The formulation ofthis Examination Manual is
a step fonvard in this dirccrion. I suoagty bclieve that the rcleasing oftlris written manual shall be
heralded as a keakthrough in the conduc-t ofthe Examination s,,stern.

I ake this opportunirJ* to convey my gratitude towards each and every member of the
Board of Fxaminations and mernhen of Goveming councir who vet ed the draft Docrrrnent. I am
also grateful torvards each and every memberof Staffrvho conributed to rhis. rvho took part in
the discussions and meetings and who pointed out the missing points in the Draft and assisted in
hringing ort this wrigen Manual.

sd/-

Prof (Dr.) P.K. Sudhir

Controller of Exrmiartions
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I ) Shorl tith and Commencrment:

a) This Manual may be called the Kerala University of Health Sciences.

Eraminetion Mrnurl 2lf lE

b) It shall come into force oa tte 2ld day ofJune, 2018

2) Dcfinitions:

r) Tte Acrdcmh coancil: The term 'Academic council" used in rhis Manual shall

have lhe same meaning end scope as pmvided for under Section 24 and 25 ofthc
KUHSAcL 2010.

b) 'Admit cards' means the permission document given to each eligible candidate by

the Controller of Examinations to write the Universir), examinatioos for which they

have registered.

c) 'Assistatrt Snpcrirtendent/Irvigilrtor' is the facul;* member appointed by the

Chief Superinerdent/llead of tk Institutino for every 25 candidates for invrgluti"g
the theory examinations.

d) The Boord of Eraminrtioos: The t€fln 'Board of Examinations' rxed in this Manual

shall have &e same meaning and scope as provided for under Section 2 6 and27 ol
the KUHSAcf, 2010.

e) Thecontrolhrof Ereminetions: The term 'Controller of Examinations' used in

this Manual shall have the same meaning and scope as provided for under Section I 5

ofthe KUHSAcT 20t0.

0 'Ceup OIIiccr' is one of the sraff members of rhe Unir.ersity dcputed by thr
controller ofExaminations to the centralized valuation camp for controlling and

supervising all the administrative activities of the Centralized Valuation Camp.



s) 'chicfsupcrintcndctrt': The lerm 'chiefsuperintendenr' (cs) used in rhis Manuar
means the faculty member of the collegdlnstitution afliliated to this University,
appointed by the controrrer of Examinalions for the conducr of the fteory
cxarninalirxs ar thc ssrn" cl,llt8rrtnstitutirxrs appruvcrl 

^, 
Tic,ry E.raminatiur

Centre by tte Universitv.

h) 'cmldinrtorof certralized vrlmtbn cemp'. tlrc term used in this Manual means

the faculty member who is eligible/qualified to be an evaluator. appointed by the
controller ot L,xaminations 8l his discretion 8nd on request of the Chairperson to
assist the centralized valuation camp chairperson if therc are larye number of
answer books to be valued under herlhim at the Centralized Valuation Camp.

i) 'custodim': The term 'Crstodian' used in this Manual means the oflicer who is in
charge ofthe ansrver books. scorc sheet is$e register and all other documents in
Centrolied l}reor,' Vahratim Carnps.

D 'Ihputy Chief Superintendrnt' is the member of the faculq appointed by the
contmller of Examinations ro assist the chief Superintendent in crnducting the

tlrcry examination ifthe number ofcandidates appearing for a particular examination

is morc than 150.

k) 'Exeminer'means those mernbem of fie faculty *'ho are eligible to be appointed
fr the conduct ofpractical/viva errnin*ions and valuation oftheorv answer boolcs

as per the coune rcgulatims concemed.

l) 'Examination centrc' means the college/lnstitutions a{Iiliated to the University,
recoenized or agproved by the I Iniversiry as centrc frr conducting Theor.v/practical

Examinations of the University.

m) 'Evrlurtor'means the Examinerwho is eligible to be appointed for the valuation of
answer boo&s ofthe exarninations.

tr) *Evrhrtloa chrirpersoa' is the member of facurty who is erigibre to be an
evaluator. appointed by the controller of Examinations on the recommendation of
the Examination commi(ee concemed for each subjecvexaminatioru depending up
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on tlrc number ofanswer books to be valued. for supervising/veri$ ing the evaluation
process at the centralized valuation camp.

o) 'Exrminrtful committ e' the terrn us€d in this Manual shall have the sanre meaning

aod scope as providcd tir under scction 2(5) (a) of the KUIIS Act 2010.

p) 'Extcrnrl Exrnircr' is the member of faculty who is eligible/qualified to be an

examiner. of an institution/ColleBe alfi liated to this Universitv or other Univenity.
included in the panel appmved by Bmrd of Examinations and appointed by rhe

Controller of Examinations as External Examiner for conducting practical

Examination at an Institutior/College other rhan the tnstitution/college she/he is

workhg.

q) 'Irfcrad Errminor' is the member of faculry* who is eligible and gualified rc be an

examiner, ofthe In$inrtior/colleEE affiliated to this university. inch"rded in the panel

approved by Board of Examinations and appointed by rtre ccxrroller oflExaminations

as Intemal Examiner for conducting practical Examination at that panicular
lnslitutior/College

r) 'KUHS Act' means the Kerala University of Health SciencesAcr 2010.

s) 'Mrlprectice ' means all the inegular/improper adivities commined by students

rr ort t}*ir h*udftaurnl tlr laptrei cuiuriittrrl $ tirc Chirfsupcrntuiirrer( Livigilrtrrs
and all odrcr saff of the examinaion centres who are involved in the c-,urdurt of
examinations.

t) 'Mode ratorlscrutirizcr' is the nrember of faculty who is eligible to be an examiner

ot'the University and belonging to an institutiodcouege aftiliated to this University

or other universitl appointed by the university to scrutinize the question papers

akeady preaared by the questior paper setten in accordance wirh the syllabl scherne

of examination and thc instructions given by the Univenity beforc being added to
thc ryesti{rn papef bank.

u) 'Nodd ceetrr' means the college/lnstitution afliliated to rhe Univcrsity, wherc a
Nodal officer is appointed by the contro er of Examinations for the purpose of



dealing with the cornplaints, while condrrcling the examination. rqarrding fie question

papers of a particulfi cxamination and recommends corrcctions/modifications/

rcplacement of questions, if any. to the Controller of Exarninations.

v) 'Nodd Ofilccr' means a mernber of faculty who is eligible ro be an examiner ofthe

University appointed by the Conuoller in fie designated College/lnsritution affiliared

to the University. for the purpose ofdealing with the cornplaints. while conducting

the examination. regarding the question papers of a particular examination and

rccommends corrections/modifications/replacement of questions, it'any. to the

Controller of Examinarions.

w) 'Oboervcr of tbe thcory eremirrtbns' is the mernber of faculty frorn other heahh

science steam appointed by the University to obsere and rcport m the proper

conduct of the theory examinatiors.

x) 'Practical Centre Chrirperuon'. is one the lnternal Examiners for each

examinatior/subject appointed b.'- the Controller of Examinations for the smooth

and efficient conduct ofthe entire Practical Examination at each centrc and for the

co-ordination of lhe examiners.

z) 'QPCode' means the unique 6.digit numeric code assigned to the euestion paper.

rs) 'Qucstion Papcr Brnk'means the availabilig/collection of a ser of scrurinized

quistiuii papet' f.x each siibj€ct of&r eraniiiiaiit-li so as to tiniiiiiiit orie quEstiuri

paper which is randomly selected by the systefi- ro lhe r€spective exam centres

bb) 'Qucstion Psper Setters' means rhme eligible/qualified teachers ofthe Institutions

affiliated to this University or other Universiries included in the panel approved by

720

w
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y) 'University Prrctk:rl Convcner' is the member of tbculty who is eligible to be an

exarninet appointed by $e Contmller of Examinatiors oo the recommendation ol
the Examhatim Comminee fr grch subjecl to rccornmend the scHule of pracrical

exarnination for all the practical examinations centres ofa particular examination in

consultation with the Conroller of Examinations and to suggest the list of exlemal

examiners.



Board olExaminations for the purpose ofquestion paper setting who arc assigned
to prepare questioo papers lor the conduct ofExaminations.

c') 'Rcgubtions' means the Acadcmic Regutations and courx Regurations of a[ the
crxrses coming under the KUHS publisred in Kerala Gazette liun time to time.

dd) 'Subject Expcrt' is the member of facurty appointed by the conrrorer of
Examinations to deal with the complaints regarding the content ofquestion papers
of a parricurar subjecr- within rhe lime -iipurared wh e conducring the theorv
examinations' and to recommend corrections/ modifications/repracemenr of
questions' irany'- to the Nodal ofticer of that particurar examinarion u.ho. in turn.
shall communicate lhe same to the conrrofler ofExaminarions for funher acuon.

CHAPTER It
CONDUCT OF EXAMINATIONS

A

( | ) Appointlment ofquestion paper setlers r€rating to a examinations, conducted by the
Uni'crsig shalr bc madc by thc Yicc chanellcr * by ths contrortcr of Examinarions.
(by virtue of prwers delegared to him by tlp Vicc Chanceflor) fro. the respccrive
paners prepared based on recommerdalions ofthe Board ofstudies as appmved by
Board of Examinations in the subjcct concemed as per the quarification and norms
recommendcd by theAcadernic Council and appmved by the Govenring councir hom
time to time. Every paner submitted to th€ controlrerof Examinations shafi consist of
sufficient number of names ofquestion paper sefters as required, Horvever. he can
appoint pei'sons nor incruded in the paner arso as question paper sette', in exceptionar
cireumstances. with t[e appmvar ot'the vice chanccror. rhe questim papef setters
are engaged for prepration of'question paper banks. for rhe subjats concerned.

(2') The controfler of Examinalions (hereinafter referrcd ro as cE) can cancer the
apoointment offered to any person as question paper sener for valid reasons. _ .

21
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(3 ) Only persons having the prescribed qualifications and experierrce as per the Regulatkrns

atthe appropriate level shall be included in the panel. Respective Board ofStudies
rnay reviar dr panel ofguestion paper setters as and when rquirod In case any qgestion

paper sett6 is lixnd inctEcienl indulging in negtigence. miscoodrrct, malpractic.e.

disobcdience m found ineligible for any other r'ason\ the vicc chanceltor. on

recommendations ofthe contnoller of Examinatiofls may disquali$ such persons from

being question paper setter.

(4) Question Paper setters can also be appointed as Examiners in the subject for which
they have set queSion paper.

( 5 ) The Controller of Examinations may appoint scrutinizer/s for each subject in order to
veri$ wt,ettrr *e qriestion Fpe"' iue set as pff the syliabiis ard ihe rcheme of
examinaions r ard when required.

(6) Remuneration and rA/DA (as applicable) will b€ paid to all quesrion paper sertery

scrutinizers at the rates fixed by the University from time to time.

(7) The vice chancellor shallapprove appointrnens as ep seflervExamin€rs waiving the

above rcquirements in exceptional cases and in such cases his/her acrion shall be

reporred to the Board ofExaminations.

B. Aombtmtof Errshersrrd Errlrrtors

( | ) The BoE shall cqrsritute a commiflee for every subject or group of subjecls fm a
sperific tenn.

(2) Such commifiee shall recommend the conduct of examinations. evaluation process

and the list ot'ltactical convenorvBvaluation Chairpersons ot'the University.

(3) I}re ControllerofExaminations as delegate olthe Mce Charrcellor strall appoint eligible
examiners and evaluators as per the prevailing course Regulations, fnrm the panel

approved by the Board of Exarninaticns as proposed b-v the Board of Studies in the
subject concemed. 

lU,
(4) The commitree shall have the following funcriurs; )



a To assist the conduct of practical examinations. practical Conveners shall be

appointed by the Controller ofExaminations st the basis ofthe recornmenddion

of the concemed Committee. The University practical examination Convenem

mttr* suggesl ft€ list of eligiue and willing examincrs frun the appmved pa,rel

for appeiintrrnt. Convener shall be a faculry mernber wllo is eligible to be an

examiner as per lhe concerned course Regulations.

b. For thc smooth process of the evaluation systern an evaluation Chairpetson.

who shall be a scnior thculty. shall be appointed @ rhe Cqtboller of Exeninations

on the recommendarion of the Committee. The evaluation Chairperson may

suggest eligible evaluators Itom the approved panel lor appointrnent. To aid the

evaluation Chairpersor, Co-ordinato(s) may also be appointed by the Conrollo
of Examinations on the recommendation of the concerned evalurtion

Chairperson. as ad when reguired.

c. For the smooth conducl of practical examinations in each of the examination

centres. a practical Chairperson. preferably one of the lnternal Examiners of
that particular examination, shall be appointed by the Conholler ofExaminations

on thc recommendation of the concemed Principal/Head of the Institution for

an examination / subject for each session oflhe examination.

(5) The Contr,oller of Examinarions may appoint eligible petsons nol included in the panel

of examiners/evaluators in exceplioflal circumstances with the approval of Vice

Chancellor and subject lo ratificsrion by the Board ol Examinations. Contmller of
Examinations will also have discretionary porver to cancel the appointmcnt of
examine(s/evaluato(s) flor valid reasons.

(6) Situations, if any', where an examiner/evaluator is found indutging in purposeful

negligence violation of secrecy or other acts of misconduct shafl be brought to the

norice ol the conooller of Exanrinatiom immediarely @ rhe rcspective pracrical

chairperssr/ convenor/ Evaluatirxr chairperson m camp officer. In such cases the

conrmller of Examinations can takc appropriate action with the approval of the Vice
Chancellor.
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(7 \ Remuneration and TA/DA shall be paid to all examinerV evaluators/ Universip practical

conveners/ p.aclical chairpersons/ evaluation chairpersonv co-ordinators/ camp
oIficer nodal o(ficerri. subject experts and all such other oflicials appointed, at the
rates fixeri by the University frrxri tinre to iinre.

C. lEtmc{iops to orctdon paper scttcB

Extrcme confidentiality must be ohserved by ttre question paper seners. ltey shall not disclose

any infonnation which migh give a clue or hint with respect to lhe questions beiag s€t to
anyone under any circumstances.

( I ) Every person appointed as paper setter shall be required to furnish a declaration in the

form prescribed by the University. stating, inter alia, that:

i ) He / *re has not wrinen. edited or rcvised a guide book, help boo*. key or similar
o{trer matter, with whalsoever lme, relating to the subjects concemed.

ii) He /she has not been engaged in giving private tuitions and / or teaching at private

coaching im;l.itrrtiorts or cnrried oul sfuriiirar o&'rer wur.L,

(2) Noneofhisi hernearrclations is appearing in the examination concerned.

(3) The questions should be ser as pcr rhe parrem rucommended for rhe particular
exarninalion by the concenred Board of Studies. The subject of the pap,er, er,:estion
Paper Code, duralion ofthe examination and the rn&\imum marks must be mentioned
with clarity at the top of the euestior paper.

(4) Questions shall b€ rlpe written in the prescribed format by the euestion paper setter

in stricl canlidence either directly or at his dictation and rhc hard and soft copies ofthe
same in the paper and CD supplial by ttre University. slrall be lonvarded ro fre Controller
of Examinations.

(5) Every Quesrion Paper shal be assigned a uniq*e 6-digit numeric code (Eg. e.p code
fi)989E) and the sanrc w I be madc knorm to the question paper sctter. 'rhese codss
are to be wrinen in the set questio, paper arong with the name o[ the papcr. If the
question paper carries two sections. the question paper setter shall mention the different
code numbers clearly in the question paper ser by him as in rhe moder question paper.

v
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(6) Questions slull be free frorn spelling and grammatical mistakes. Abbreviations other

than usually given in the texbooks should not be used. Acronyms shall be expanded.

No questions sholl be repeated in any of the sets ofthe quesrion paper prepared by the

que$iofi poper setter. q)uestion l-hp6 sett€rs making r€peatcd misakes may be arcided

ftrn the panel.

(7) Questions shall be clear, specific and proportional to the marks allotted. Vague and

ambiguous questions shall be avoiH.

(E) A clear nde should be given at the top olrhe question paper so that candidates may ask

for materials such as calculator. logarithm Bbles. charts. graph paper ac. from the

examination invigilator/ chief sup€rinlendent if pemittcd.

(9) Qrcstion psper s€n€rs murit ensu€ that the questioos set bt them are of the same

pattem and standards including the Question Paper Code, are followed by.thun as in
the'Model question paper'supplied by the University.

( l0) Tlie guesl.irxr papr srdter his tr ensir€ that the prescritxd stari&rds are nuintained

and that the questiom paper, covers the broad areas ofentirc syllabus for the concerned

course. Due weigtrtage shall be given to all the chapters in the syllabus and also as per

the marks distribution criteria prescribed by the University (ifany). composition of
&e question papers shall have a mixnre of questions ofdiftbrcnt levels as lbltorvs:

o Questions that can be amwered by an average student:

r 509o to 600/o

o Intermediate level of difliculr questions: 2ff/o to 3ff/o

. Advancelevelquestions: lW/oto20o/o

( I I ) The queslion paper setter shall prepare and submit as many question papers for each

subjeo i paper as directod by rhe Conrroiler oi Examinarions.

{ 12) The paper setrer should also keep in mind that an average studenr would be able to
answer all the questions in lhe prcscribed time .
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( I 3 ) ln Sanskrit pap€r and in papers having Sanskrit w'ords in BAMS course. the quesrion

paper sener shall use Devanagari script using Unicode font. tn case oframil / sidha /
Unani papcrs. he/she should use Tamil xrip for Tamil words and urdu script for Urdu
words n:sper,tivciy using unicodc font. Tire crxresprxrding Engiish wonls have to be

typed in brackas imrnediately after tlre sanskrit / Tamil / urdu words in Devanagari /
Tamilwmds.

( 14) Number systern used in the model question paper slrall be followed srriclly fot shoving
serial numbers and marft distribution in the question pper.

(15) Quesrion paper sening isa time bound task and paper setten shall not make any delay

in rcaching the prepared Question paper in the Univeniry,. However reasonable time
will be given to Question Paper stttets fm preparing ercSion papers.

Irttrrcti.r$ to Modcntor (Scrotir.lzcF)

The functions of the Scrutinizes shall include the following:

i) To ensure that thc question pape(s) have becn set strictly in accordance with the

syllabi. Schemc of Examinations, model question paper and the instructions givcn

by the University.

i i ) To ensure that the prescribed standards have been maintained and rhar the questions.

cover the broad areas of the entirc syllabus dcqufe!.
iii) To rcplace question(s). if any found in rhe erestlx paper from topics ortside the

prcscribed syllabus and avoid repetitions. Repeared questions in dre same quesrion
psper at difrerent places (long answer, short essays and short answo) as well as
rcFrition of the same srrhject in Pa_f A/B rr in paper I / parxr II / palrer Ill err in the
same question paper should be avoided.

iv) To check and make sure that the euestion paper code. the name ofexamination.
subject/paper, scheme etc. sre conEct.

v) To check the conectness ofthe maximum marks ard duration alloned to the paper.

Marks alloned to each queslion must be crearry mentioned. rt wifi be ensured that
the sum of the mar*s tor the different questions equar the maximum marks for the
rratrr_
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vi) To check and ensure thar abbreviations otier than usually given in the textbooks are
not used & acronyms are expanded. Spelling mistakes. Errors in punctuation and
grammar should be corrected.

vii) To rerrove ambiguity/confusion in the ranguage ofihe questions, ifany. and *ake
clarity.

viii) To ensure proper distribution and indication ofmarks for each q,estion or part or
parrs i,hercof and to corrcct errcf,s ifar,y, in this iegard.

ix) To ensure that the composition of the question papers shafi have a mixnrrc of
questions ofdifferent levels as follows:

i. Qrcstions that can be answered by an average shrdent : 50%afo fio/o

ii. Intennediate level ofdiffrcult questions: 20yo to 3po

iii. Advance level quesrions: lff/olo}0f/o

x) rime alloted for ansvering all the questiors strould be kep in mind while scnrtinizing
the queslion pap€rs.

xi) To ensure that the guestions are serially numbered.

xii) To emure that representation and lveightage has been given to a the chapters as far
as ptnsiblc

xiii) To bring to the notice ofthe controller ofExaminations, lapses or onission ifany,
on the part ofthe guestion paper setter.

rjv) To correcthedi$lrcplece the questicns in case of necessit ,.

NOTE:

F The scrulinizers are solely responsibre for the omissions, mistakes. or etors left
unconected in fhe question paper.

! Their wrxk h highly confi&ntiar and usage of mob e prxxreJ or dher er.*troric
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E. Steos invo in the conduct of Universitv Theorv Eraminations

The PrincipauHead of Institution of the newly alliliated colleges/ colleges r,r,ith newly

recqgnised courses should send propcals perlaining to each examination within 3 months

alt€f, the cunmencem€nt of the class€s to the Contnollcr of Examinations.

The proposal should contain details of expected number of candidates for each

examinatior/specialt-v.

Thre process for approval of rheorl Examination centre shall cofiunenc€ with the

submission of a self-assessment repon to see whether the tnstitution is having the

minimum rcquirements set for granting the Theory Examination cenfe status to an

affiliaed Institution in an electronically transmined euestion paper environment. The

controller ofLxanination msy arrange tbr impecrion. and place thc inspection rcport

befse thc vice chanellor who shall, if convirccd of the fimess of the insritution, grart

approval for the centre and rEport lhe mafler for ratification by the Governing council
througtr the Board of Examinations.

The criteria/minimum r€quirsn€ds fa alloqnent of university theory,examirution cmu,e

status to a college/institution are:

tr Availability ofhall i halls ofthe required size to accommodate all the Regular and

slryrlEr--rtary cdxli&tes atiarting ttE eufidmtitri rd a tin'e. The halLtialls stall
have suffrcient facilities like availability of light. drinking water. fan/air
csrditioner. attached toilet etc.

-l Availability of a confidential room a ached to thc examination hall with two
numbers each ot'desktop cqnputers. prinlfi/digiral copier. UpS and lntemel
connectivity. all in wor*ing condition. ln addition to this. rhe room shall also be

equipped with generato,r. tix and land line phone frcirities. alr in uorking condition.

$ Surveillance camera system ofthe rquired specificarions in uo*ing condition.

I commmicatixr signll jamrnerofthe reguired specificatix in working condition.

The University examinarions shall be conducted as per the examination notification
issued preferably 45 days prior to lhe commencemert of the examinationsrfhe

)
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1

candidates proposing ro app€ar for th€ concerned examinations shall register thernseh.es

in the university before the publication ofthe examination notification. This registration

applies to the candidatcs taking their Universiry examination for tl* first time.

Time table for boh the Theory and practical examinations shall be published well in
advance before the commencement of examinations.

All affiliated colleges shall regisrer all eligible candidares enrolled by the university
for examinatioa in ihe University rveb portal. They shall sub,r-nit intemal Assessment
marks. attendance perc€ntage. fee details and list ofeligible examiners/evaluators as

per the Notification published by the University along with registration for each

examinarion. Examinatiur Registration will not be granted to candidates who have not
complied with the reqdr€rnents specified in the Exaninatioa ootificaion ard r€specrive

course rcgulations. Applicatiors rcceived after the last date will not be consid€red
under any circum$ances. However. lhe vice chanceflor shal have the power to grant
permission for late registrations on suflicient grounds. In permissibre cases of
condonation ofshortage ofauendance. the anefldsnce shall be uploaded with actual
percentage. Actual auendance and the percentage fbr which condonation is granted in
accordance with the course rcgulations shall be uploadal in separate columns providerl
in the prescribed format. condonation is permitted only once in a course period for
uG courses. condonatisr is not p€rmifled t'or Fti and super specia$ courses.

All a{Iiliated colleges/imtitutions shall forward to the conrroller of Examinations.
print otrts ofthe evidence of Examination registration and internal assessment marks
along with certificate ofattendance percentaga signed by the Head ofthe Depannrent/
Dept' in charge & PrincipauHead or Institutions after getting the certificate dury
acknowledged by the candidate by aflixing hivher signature on or berore the date
stipulated in the examination notificarion. '[he college shall also forward printout of
tl* ftr dctails silgiui by tlrr prirrcipl'Hcarl ,f tiic irirtitutir.rir. Tirr; sigrretr sopy uf tlrr
inremal assessnrnt maks ,,d attendance pe'cantage shal be disprayed sufficiently in
advance in the college notice board for information and tbr getting anomalies ifany,
rcctified- complaints' ifany on the part of the candidates regarding intemar assessment

29 t./
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marfrs and attendance slrall be raised before the University rvith utmost diligence. Once
these documents are submitted by the head ofthe institution to the examination section.
no further changes will be entertained under normal circumstances.

7' 'Io complae the examination registration prtress" rtre Principal/Head of the institution
shall fumish a statement regarding sarisfsclory compretion of training penaining to
the panicular examination as per K trHS Regurations. in respert oithe candidares being
registered.

8. The Principal4lead of Institutions shall collect Examination fee from all cligiblc
candidates oIhis.rher college: remit the consoli<lated amount to universit], Account .n,

per the mode of remittance specified in the Examination notification from time to
time and ftrnvarti the concerneti pnnl-outs co.nrersigned by prirrclpauHead of
Institution to the university. university shal arso impose the fine fixed by ir from
time to time for rhe deray from the part ofthe colreges in the process ofregistrations
ofeach session ofthe examinalion.

9' Principars/Hol are cmpowered to condone the shortage of attendance up to the
maximum percentage specified in rhe course regurations for a subjecr/subjecrs for
theory/practical or both for a particular examinalion. But such coldonation is allowed
onlv once in the ertire course Jrriod and onr1, with the recommendatinns of the HoD
Dept. in charge, and on genuine grounds. such condonation ofshortage ofatterdance
is permissible for undergraduate courses onry and is suhject to payrnent of the
prescribed fbe to the university under intimation to the controlrer of Examinations.
such intimaiirm with thc rcrevani dctaiis shair ix signed by Heatr oiDepartrncnlticad
of Dept. in charge and by the principal/Head oi the Institutions. The Head or.rhe
institution shalr give an undertaking lhat the particular candidate has not avaired ofthe
pmvision fcr condonation facirity previously in the enrire course period. The coflege
shafl maintain a condonatiofi register*hich is suqiect to veritimtion by the university
authorities.

l0' The universiw recognizes an affiriated co,ege^nstitute, as an examination centre
provisionallv. i f il ensures prcper arrangements lor the conduct ofexaminations stricrly
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as per the guidelines prescribed by the University from time to tirne. These
arrangements include setting up of civil. electrical. Information Technology
io&suucntre. etc. tn exceptional cases, University nray perrnit slraring of oomiaation
centrc tacilrty wrth aruher aftiliatcd college of the sarne managanent in the sarnc
campus on ryecial request fr,orn the principalvHead oflns;tirutions ofboh institulims.
The controller of Examinations shall have the power to club one or more theory/
practical examination centre(s) for any particular examination as per needs ofthe
situatior . I he theory examination c€ res shall be tinalized betbr€ the issue of Admit
Cards.

I l. The University reserves the right to cancel any examination centre at any rime on valid
rcasons,

12- The Universi$ verifies the exarnirgion registratiom. attendance. intenral ass,essment

mad.' and rEmifiance of examinatiom fee to ascertain eligibiliry offte candidates before
issue ofAdmit cards. Admit cards are issued online preferably two days prior ro the
conrmencemenl of the tlurry examinaliofl. I he controllef ol'Examinatio,ns shall have
the power ro suspend issue ofAdmit cards to candidares found ineligible on various
reasons- The controller ofExaminations shall also have the right to keep pending, the
issue ofAdmit card already issued on valid reasons. In exc€ptimal cas€s. th€ controller
oftrxaminatiofls can pmvisio arty peflnit a candidde tir appeariry the examirarifii,
subject to eligibility on firrttrer verification.

13. The PrincipavHead of lnstitutions shall download rhe Admir cards. sign on ir and
distribute the same to the candidates with colle-re seal. aftergerrine their signature in
the admit cards preferably one day before the examination, Invigilators shall put their
inilials in the Admit cards on each day of the examinations in the prescribed corumn.

14. once an affiliated cofiege/institution is approved as an examination centre, the
university shall supply suflicient thetny and p"ctical answer books and examination
related stationery in advance fiorn timc to time as pcr the r'guirefie t. The prfurcipal/

Head oflnstitutions shal maintain a stock register ofsuch materials supplied by the
University. lt shall be the responsibility ofthe Principal/Head oflnstitution to intimate
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the University tlre examination requiremenr well in advance. University shall have a

mechanism to monitor the stock and usage ofabove mentioned materials from time to

time.

15. The Cmtroller of Examinaions drall designate a college preferably frorn Govt. sector

as 'Nodal centre' for a panicular examination. The Controller of Examinations shall

appoint a Nodal Oflicer and Subject Experb anached to rhe Nodal Centre. The Nodal

Oflicer shall be the officer to auend to the complaints. ifany. regnrding rhe question

paper ransmiaed. The Nodal Oflicer shall consult with the 'Subjecl Experrs' appointed

for the purpose regarding the complaints and send the corectiofl/no correction file to

the university within the prescribed time. The Nodal oflicer and Subject Expeir shall

i:,t &culty rtinbers ptefuably rrtl belolr tht ranl ofAssrriiate Proti:ssoru. I lorryevcr.

the Controller of Examinarions shall have rhe power ro appoint Nodal Officer and

Subject Expert below the rank ofAssociate Professor in exceptional cases subject to

ratification by the Vice Chancellor.

16. The Controller of Examinations shall appoint Chief Superintendent on the

recommcndation of the Principal/Head of the Institution of the theory examination

Cenfe frr each examination. Usually the Principal4lOl shall be appointed as the Chief
Superintendent. However. in exceptional cases lho can nominate a senior facultv

member as the ChiefSuperinrandent. The University reserves the right to appoinr the

chiefsuperintendenr wto is nor noninated by the Head oflnstitution also. Duties and

responsibilities of the chief Superintendent and lnvigilators arc included in the

Apperaiit I.

17. on receipt of the Question Papers from the se{ters. the concemed s€ction of the

Examinatirrr Branch ofthe University shall pt€parc euesrion paper Banks by assigning

Question Paper codes, scrutinize for funher accuracy and arrange them according to
day wis€ tim€ table and compose thern into a standard templare.

18. university shall take necessary steps to transmit theory.question papers online to the

examinations centrcs. All university Examination centres shall be given unique

Usemame and Password so as ro cnable login to the web page designed for the
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Examination purpose. To maintain confidcntiality. thc Principal/Head of Institutions
are directed not to disclose the usemame and password to others.

19' The candidates of those co eges which are not approved as University theory
exaatinatiot Ccntres for a frticular examinaion haye to write their cxaminations at
another aproved university Exrninaior cantrc as may bc directed I the Univcsity.

20' Normalty'. the Principal/Heads of lnstitution will be the Chief Superintendent at each
centrc- However- in excepionar cases- he l she may nominare a senior facurry member
as the ChiefSuperintendent. The Chief Superintendenr is responsible for receiving thc
answer Ms and all examination materials fiom the Principal/Head ofthe tnstitution
and keeping thern under safe cuslody. Hel she is arso responsibre for downroading.
priniing and rlisiributing ihc r;ucsitur papcs in timc. Hc isrrc sl,,urrl nurc arl
arrangements for the srnoah csrduo of the examination.

21. No change of examination centre shafl normaly be permitted afrer a candidate has
once registered for an examination in a particular Centre.

22. The conkorrer of Exarninations sha[ make arrangements for pubrishing the resurrs
online. and for distribution of Statement of Marks and Certificates.

E Cosduct of Ermilrtbrs
I ' Examinatiqls once scheduled shall not be changed unless tlrere is a siruaicn / rc,ason

which necessarily rvan,nrs such a rescheduring with the approvar ofMce chance[or
subject to ratification by the Board of Examinations

z. ordiiiai'ily triere shall be rwo exia.ii,atitxrs j4.a -vear (Regulu.& s.ppieaieutary)
preferably with a gap of 6 months in betwten, unless otherwise specified by the
respective course regulations.

3 . In exraordinary situations, the contnoler ofExaminations shafl be cornpetenl to effecr
drc ctange ot date otany o.,rninstion in the Exsnination rime'rirbre aheady p,brished.

4' The Controrer of Examinations shalr make arrangemenls for the conduct of
examinarions at various approved centres in accordance with the rules framed by the
Universir-v.., from time to time.
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5. Regarding their dwies and rcspo'rsibilities. the chief Superintendent and <xher officers
involved in the conduct ofexamination(s) shall act according to lhe instructions issued

by the University- frorn time to time.

6- h strall be the futy ofrhe chiefsrperinrendent d each cemreofexamin8rion ro appoint
Deputy chief Superintendents and rAsst. superimendents (lnvigilaors) who shall be
members of the faculty and other supporting stalf fbr the smoorh conducl of
examinations as required by the university. Remuneralion at tfte rates fixed by the
University shaii be paid to ali rhe suff involved in the Examination dutv.

7- The Controller of Examinations may. iftbund necersary. appoint an observer/Squad
to supervise/monitor the university examination process carried out in the University
Examinatkrn cenues. observer so appoimed shall be a mernber offaculty ofa dilferenr
stseam and frsn another college with at leasr thrce years' experience as Invigilator.
observer appointed shall in no case be a rnernber of facullv ofan tnstitution urder the
same managem€nt.

3' All candidatcs shall b'nng *'ith thern thcir Admit cards and ID csrds issucd by thc
lJniversiry on each day ofexamination. The admit card4D card shall on demand be

pmduced for inspection by the chief superintendent Additional chief superinrendent.

observer mernber of the sqrud or any other officer authorized by the University No
candidate shall be pcrmiued to write an examinatiofl without a valid Admit card ard II)
card issrcd by ttr Univcrsity. Howcver, thc chicf superinteodent shall eligibh to grart
pmvisional admission to a candidare for an cxamination with the permission of the
conroller of Examinations pmvided his / her name is included in the nominal roll
issued b,y the Univemity. The tbct that a candidate has bem given provisional admission
does not entitle him / her to furlher bcnelits of raking the examination.

9. AllAdmit Cards issued are provisional.

10. Canlidates writirlg trt eiianiir-etior-s *rll be urdsr the disciplinary errr&ul ofttr Chief
superimend€nt and shafl obey a[ his instructions. rn case a candidate disobcl.s the
instrucrions given by chief Superintendent / any oher oflicials appointed by the
Univerity m behave insorentry lowarrds the officiars, such candidate shafl nrx be aflowed
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by the ChiefSuperintend€nt to write the examination and the matter shall be reported

to the Controller of Examinations for further action.

I l. The controller of Examinatiolrs can cancel theAdmit card issued to any candidate, if it
is proved that sh€r'he has indulged in misconduct or is tonnd indulging in rnalpraclices

in the examination hall or if it is discovered later that he / she was ineligible to write

the examination.

12. In each theory examination centre two authorized olficers - the principal/Head ofthe
lnstitution and the Chiel'Superinrendent shall be issued us€r name(s) and separale

passwords by the Univenity. The theor-v question papers could be do*nlmded only by

applying both the passwords.

a Uploading of theory questio{l paper is usual}y done 45 minutes prior to rhe

cornrnenoemert of the examination.

b. The uploading will be so desigred that the Comprter software would randomly

select a theory question gaper from tlre question paper bank for each of the

examinatiom scheduled for the day.

c. Download link will appear 45 minutes prior to the commencement of the

examination.

d The lT person authorised by the PrincipaUChief Superintendent at the college

will cli(* ofl thk link and save the tile to desktop.

e' All candidates shall enter the examination hall ar least 30 minures prior to the

time prescribed tbr the commencement of examination.

f. Fiiial passwrxd (that will be visible in the conrputer screeii) fi:r.pening tiie
downloaded file shall normally be released 30 minutes prior to the
commencemenl of the examination.

Using this passrvord. tie dounlnaded question paper will be opened. printed and

dis$ibuted to the candidates concerned in the exarninatian halt.
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The subjcct expcrt(s) appointed by thc Univcrsity shall opine on the requircd
correctionV modificationV replacements (ifany) to the nodal officer who, in
tum. shall communicate the same to the University for further action.

Normally q.estion papers can be disrib,ted to the candidates l0 minutes prior
to the commencement of the examination. but candidates can be permined ro
start writing the examination only at the stipulated time.

Thc Nodal Officcr. in consuttatim widi dic Subjcct Expcrts, shall rccommcnd
the correction measures (if any) to be taken and intimate the same to the
University for finalising and 4proval. TIrc University will compile the appmved

recomrnendations and prepare a text file of cofrections and hosl it within 30
minutes (prct-erably) of the cornmencem€flt of tfue examinatisr so that the
Exarnination centres can download, print and distribute it amurg the studorts.
The contoller of Examinations may. on the recomrnendalion ofthe Nodal oflicer
and i f found necessary. permit extra time for answering the rcplaced guestions.

Intimations regarding correctionv modifications,/ rcplacement of questions (if
any) or No conection intimation issued by the university shalr be downroaded

in the sarne manner slarting from 5 minutes and norma y up to 30 minutes after
the csrunencenrent of er<amination. chief Superinlen&nt(s) strall download the
correction notilicatiors as soon as it is made available online.

It is the duty of the Chief Superintendent to intimate the CorrecrionV
modifi cationv replacement of questions (if any) or'Noccrrection' intimation
to the candidates immediately on downloading the same. l.he Chiel-
sup€rintendent shall orsure proper communication of ttre same to the candidates

by getting attestation from any two candidates. one each Iiom the first and rasr

mws ofthe examinarion hall. cornplaints made su@*ntly in this rrspect slell
not ba entertained by the University under any cirrrmrstancrs.

The University may take necessary steps to E blish the used question papen in
thc oflicial *.cbsite for luturc referencc.
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Instructions to Examination Chief Superintendent (CS)

Note; CS - Rsd rs Chicf Superioten&-ot where cver rpplitrrble

The CS is responsible for the efficient and prompt conduct ofthe examination at each

Centre. The following guidelines shall be adhered to for the smooth conduct ofexaminations

as rcquired by the Act. Statutes. Ordinarrces, Regulations. Byelaws or any other Ordff of th€

tJniversity .

Gererel:

I . the CS is rcspotlsible forreceiving the respective blank answer books and all examinariofl

related materials fiom the Principal/ Head ofthe Institution, well in advarrce.
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G Answcr Books

Answer Books with laser barcode and security features containing 52 pages or 32 pages

supplied by the University fr,orn time lo time ae rxed for the llrerl' Examinations. Serial number

ofeach answer book shall be printed chronologically' on the inner page. No additional streets will

be provided for thery examinations. Instructions to candidates for filling instruction pan ofthe

Answer Book have been printed on the ftont page ofthe theory Answer book. Each candidate

shall *tite his/ her Rcgister numbcr in thc inner page cf the froat covrr pge (pagc ao.2). and sigr

in the space provided in the Second page (First iruter page) of the Answer Book. Detailed

instructions to the candidates shall be givan in the liont page ofthe answer book. For Practical

Examinations, answer books of l2 pages supplied by the University frorn timc to time are used

and candidaes may bc pr,ovided additional boo*s. ifrcquired

lI lastructions to Clicf Suncrinleldco8 et lhc errminrtion veluc

The Chief Superintendents are responsible for the efficient and prompt conduct of the

ther;ry- exaniinatiuii at eacli Ceafir. Ceiierally Prir-aipal,t{earl of llrstituiitltis J'ulll be ltr Chiei

Superintendent in each Centr€. The Chief Superintendarts is responsible for rcceiving the answer

books and all examination related materials fiom the PrincipaU[Iead ofthe Institution. For the

smoo{h conduct ofthe theory examinations lhe following guidelines strall be strictly adhered to.
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The CS shall preparc a terrtative budget for the corduct ofthe examinaliqr csrcemed
in accordance with the university rules and submit it lo the university through Head of
the lnstitution for gefiing advance funds fronr the university or as per the directions

grven by thc uotvcrstty from trme to trme.

It shall be the duty olthe CS at each Centre of examination to appoint Deputy Chief
Superintendents and Asst. Superintendens ( invigilators) and other supporting staffwell

in advance for the concemed session ofthe examination fo which her'she is appointed.

The CS stull go tro.rgh the 'instnrctiols to tlte irrvigilators' ard give necessary direcfirrx
to the invigilators as and when required.

The CS shall ensure that the login password (for downloading the euestion papers) has

been received by her/him one day prior to the commencement of ttrc examination for
rvhich she/ he is appointed and shall keep it stricrly confidential.

The cS shall also ensurc that the Principal/Head ofthe Instilulion has received her/his

iogin passrr urd (fur duwnloarling ihc Qucstiolr Papcrs) unc &y prior iu lhc
commerc€m€rt of the examination.

The CS shall ensue that all the technical arangements tike availability of personal

computem. intemet connections. printers fax. IIPS. generator, mobile jamnrer. land

line telephone cornection. ccrv surveillance system erc. are functional as specilied

by the Univesity lrorn the day prior lo the commencement of the examination onwards.

Shefte shall also re-check the same on fte day ofthe examination one hour prior to the

cornmencremenl0f the exrq:inatic.cr. cS shell ens'*.e that prop.er seating srrenge ents

are rnade for the cardid*es in the exarnination halt. Such arrangsnrent shall include the

writing ofregister number on the desk/ table at the appropriate place.

The CS shall ensure that the examhation hall(s) is kept clean and that drere is no unwanted

*'riting on the desks/ walls or board.

The CS shall ensure that drinking water is made available lo the candidates io rhe

exarn ination hall.
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10. The CS shall display hall-wise seating plan forthe infonnatim ofcardidates at Fominent

ilaces. Final nominal roll of the candidates who are lo write the examinstion in the

panicular cenre and instnrctions to the candidates with regard to the examinatioo shall

also be pasd outside thc exmination lul(s) b$ides an '{)I'J'I' OF II'O{JNDS" (No

Entry for the persus urelated to Examination) Board.

I l. The CS shall be prcsent in the examination venue at least one hour prior to the

commencement of lhe examination for each session of the examination

12. The CS shall provide necessary facilities to the Observer deputed I the University for

the discharge ofhiVher duties.

13. The CS shall ensure that the lnvigilators collect the answer books 45 minutes prior ro

the cofiun€ncement of the examination.

14. CCTV surveillarrce systan shatl be switcH on during the theory examination and the

recorded examination proc€dures (in DVD) shall be sent to the university along with

the answer book.

15. Ensure that the examination hall(s) is/are opened only one hour prior to the

cornmencement of lhe examination and that the candidates are permitted to enter the

hall baween 45 and 30 minutes prior to the cornmencemsrt of the examination.

16. No candidate slull be permitted to enterthe hall after the stipulated time. The CS shrll

strictly ensure that this rule is nol violated urder any circumstances.

l7 . ChiefSuperintendent shall permit thc candidates suffering from contagious diseases

to write the examination with the prior approval of CE. Such candidates shall have to

submit application with medirnl Certificate and proper recommendation ofthe PrircipaU

Head ofthe Institution to the University. The candidates shall be permitted to take

examinatkrn in a secluded room. Ttrc full proceJurcs of tlrcor.v examination shall bc

vidco recorded at the cosl oflhe candidate concemed.

18. The CS shall ensure thal only the following iterns are permiued in the examination

hall(s).
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20.

21.

22.

a Admit card

o ID card issued by'the Universitl

o Allow'ed writinc & drawing materials

o Simple calcularor- ifpermitted for the particular examination

I Other materials permitted by the University from time to time

A candidate shall not he allorverJ to write examinations, ifshe/ he does not have a valid

Admit card and ID card issued by the University. However. ifa candidate reports that

her/hisAdmit cardflD card is lost: the Chief Superintendent can permit her/him for the

examination- after obtaining a wriuen request from her4riru and shall rcport the matler

to rtle Univ€rsity.

The CS shall ensure that Mobile ptrones Blueto<rth devices, programmable eloctronic

equipment like scientific calculators etc. and other electronic equipment are not

allowed in the examination hall(s) even if they are tumed off. During the examinatioru

ifany such gadga is lound in the possession or cust@ of the candidate. these items

shall be taken into custody by the ChielSuperintendent and the matt€r reported to rhe

Controller of Examinations at fi€ earliest. In such cases, the CS may permit the candidate

tc *rite thc e.-.aninalicn or.ly on getting an undenaking Aom him,/her rcgarding the

incident ard slull fonrT d the sarne along with the sspected matrials to the University

on the same day.

The ChicfSuperintendent shall be pr€sent in person at the confidential room arranged

fbr downloading and printing the question papers. The dormloading and printing ofthe

question papers shall be done in the presence ofan lnvigilator and the Observer (if
appointed ). They shall sign a declaration to the effect that downloading and printing of
ttrc questicn paJrer was dcme as per the dircction of the I lniversitv.

Queslion Paper download link w'ill normally appear45 minutes prior to the

commencemert of the examinalion. The CS shall ensure that the downloading is

completed within l0 minutcs.
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24.

)\

23. The CS is solely responsible for downloading and printingtcopying of,question

using the final password that will be visible in the computer screen.

Proper arrangements shall be made to alert the candidates aboul the time rcmaining.

The CS shall ensure that the ccrect type oftheor.v answer books. as published in the

theory examination time table. arc distributed among the candidates in the examination

hall. Since the bar-coded OMR answer books are to be scanned. care shall be taken for

nat folding the sheef tampering u'i!h .Jre barcode or making any sfay merks on the

sheels.

26. Thc question papers shall be distributed in the examination hall(s) l0 minules prior to

the commencemcnt ofthe examination. However. the candidates shall not be allowcd

to write the answers before the time fixed for the commencernenl ofthe examinalion.

27 . The CS shall have proper communicstion with the nodal oflicer for tlre smooth conducl

of examination. The Chief Superinfendenl shall report the inevitable conettions. if
^-.. :- .L- -..--.:-- ------ l:1.- ^.{ ^f -,tl-L..- -----.:--anr)r llr urr r{ussuurr p4pEr5- rris uut Ut Jr tt.llrus rlu€sttutts. spsr llg lrtrsULCJ d|lu

repetition of questions to the nodal officer assigned for the purpose. before the

commencement of the exam ination.

2 8 . The CS is solely responsible for downlooding. printing and distributing the conecticn

i no-correction intimatior ofquestiur papers among the candidates in time and get the

fact anested by at least two candidates. onc each from the front and back row to the

effect that they are informed ofthe conections on time.

29. in case oiany rechnical difficuiry arising in do*,nioading quesic*r paffis) in rime.

which causes delay in starting the examination. the lost time shall be compensatcd by

the CS under intimation to the CE. The prior approval of the CE is mandatory. when

there is a delay of more than 30 minutes for the commerrcemert ofthe examination

and its comperuation due to rmforcseen ngas{xrs.

30. Tte Chief Superintendent shall frequently visit examination hall(s) and asedain that

the invigilators arc doing their duties and ensure that utmost discipline is maintained

throughout tte conduct of exa.'nination.
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31. TheCS shall ensure that the duly filled in CS diary. counrer signed invigitator's diar1,

and declaration ofcorrection intimation are forwarded to the University in the first

packet of answer books. The DVD recordings are lo be senl to the University in a

srpurztr packd-

32. The CS shall ensure that the invigilatff(s) have collected all the answer books and

detached part I slips and enclosed in separate packets in due time.

33. The CS shall ensure that all the answer books and gan I slips collected from the

examination hall(s) are packed in bundles and sealed in front ofthe Invigilato(s) and

the Observer. i fany. appoinred by the University.

34. All the packets containing tlrc ans*,er books & Part I slips and the DVD recordings are

to be wrapped in a cloth co,v€f, (orrter cover) and ttrnrarded to dlf Uniyel3ity. Only the

QP4ode. date and time of examination are to be super-rribed on such outcr cryer
besides the mandatory addresses.

35. The CS shall ensurc that thc packets containing answer books and related documents

are despatched to the l.lniversity on the day of examination itselfhy spleed fxlsr or as

per directions of the University issued from time to time. ln the case ofexaminations

conducted in the aftemoon session. the CS shall ensure lhat answer btrcks are

dcspatchcd on thc ncxt *'orl,ing day itsclf. In cxtra ordinary siuntiors *.hcrc thcrc is

any delay in despatclu the same shall b€ intimated to tlt€ Contrrrller of Examinations

lhe same day itsell'.

36. It shall be the duty of the CS to countesign the TA Bill and /or Remuneration bill of
the observer deputed by the University.

37 . lt shall be the duty ofthe CS Io disbume remuneration to all the penonnel involved in

the conduct of theory examination work and he shall countersigr the acquittance

vouchcrs as per Universis rules and hand ovcr rhe documeats to thc ftincipal/ Hcad

of the lnstitution within 2 working days of mrnpleti<xr of examinarion. For tirtely
setllement of accounts, the PrincipaV Head of the Insritution shall for*'ard the

documens within 7 working days of complaion ofthe examination after countersigning

the consolidated statenrent of experrditure.
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38. Unused. damaged and cancclled answer books shall be countcd and retumed to the

PrincipaVHead ofthe Institution for proper maintenance ofStock Register.

39. The CS shall ensure drat Candidates. lnvigilators" Observers CS himselflhenelfand

any oth€r person entering the hall ue not using mobile phones inside the examinatkrn

hall.

Invigilation is one of the nrost important tasks r€quired to be performed during the conducl

oftheory examination. Impartial invigilation helps not only to check the use ofunfair means but

also to kerp the morale ofthe candidates. A set ofguidelines for the invigilators are given belou':

-Ilte ifivigilatc should;

a) Report to the chief superintendsrt at least 45 minules beforc the commencement

ofthe examination.

b) Pemrh ihc canriidaics l,u clri.cr in to tE Exarninirlitn hull within 45 1o 30 nritrutcs.

prior the commencement of the examination

c ) Collect the answer books frqn the chiefsuperintendent. check and count them and

get the defective answer books (ifany) replaced.

d) Carry the question papers fmm the confidential room to the examination room

only in packets.

e) Help the candidates to locate their seats and as soon as rhey are seated. enquire

whcther any of them me in posscssion of mobile phoncs. calculators or digital

diary or any elechonic devices or equipment of any othcr kind. If any of the

candidates are in possession of any such item or script/notes in coded form or

txherwise or any other material from which answen could be copied or othenvise

us€d in tlE mdtcrofsnswering qu€stiors. fr invigi htor should infiIcl the cardkiate

to cschar thc same or kecp it outside the rmm. lf any such gadga is found in the

possession ofsuch candidate during the examinatiorl they shall be seized and the

matter reported to the CS for necessary further action.
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0 Check whether each candidate has a validAdmit card and the ID card issued by the

University in his orher possession and admit only those who possess these items

ofwidence. Ifany candidale do€s not hold such documentr hdshe will be advised

lo nreel $re chrct supenntendent t(r n€c.essEry guidane.

g) VeriS the identity ofthe candidate with refersnce to the photograph on theAdmit

card and lD card issued by the University and after ensuring corectness, get the

attendance sheet sign€d by them. affix the initials of the invigilator in the Admit

Card at the space pmvided. on each day ofthe examination.

h) Distribure the answer book half an hour before the commencement of the

examination (on hearing the 2 Sroke-s bell) and direct them to fill the Register

number, dariren the ovals. r*rite their names- sigr or tirc spsce provided arxi make

other entries in appnopriate placcs on the second page ofthe answer book.'l1le

candidate shall also fill up the Question Papercode, Dare ofexaminalion. Name ol
Examination and Subject in Part Ill of the Answer Book at the appropriate column.

i) Shall sign on the answer book only after veri$ing that the details filled in by the

candidate are correct.

j I Question paper may be distributed t 0 minutes prior to dre commencement of thc

erumin*ion (t*o stroke bell) and ask tlrc cardidates to sart *riting the examincion

on hearing the 3 strokes bell.

k) Afler the lapse ofeach hour (single stroke bell), announce to the candidates. stating

"one hour is oveC'. 'Two hours arc over" etc. as the case may be.

l) Five minules before the close of the examinations. announce "last 5 minutes" and

aftcr the examination time is over ( ie. on hearing the 3 stroke bell) ask the candidares

to stop writing and put their pen down.

m) ,^.sk and make sure thd th€ shldents put 'X' rnarl<s in '.rnused pages of the ansrver

books and also that the derails ofanswers are written by the candidares in tlrc space

provided there ftr at thc top ofthc first page ofthe answer book.
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n) Collect the theory ans*'er books. arrange thern in the order ofregister numbers.

tear offthe Pafi I slips fiom the answer books in the prcsence ofthe candidates and

count the answer books & Part I slips.

o) Hand over the collected answer books & Part I slips (arranged serially) along with

anendance list, invigilators' diar_v and unused answer books, if arry. to the chief

superintendent.

p) Report to the chiefsuperintendent before leaving the examination premises.

ImDortrlt notca

l. No candidate shall be allowed to enter lhe examination hall without a validAdmit card

and ID card issued by the Univenity. Invigilators should check the A&nit Card: identift

0*: i:urfirlar ruirl prtit treriiiis iriitirils rxi ttrh rlzry of tlt exaiiiiriuitiur.

2. No candidate shall be allowed to leave the examination hall before the end ofthe

examination and without handing over the answer books to the Invigilator.

3. Candidates shall be admitred to the examination hall 45 minutes before the scheduled

time for commcncement ofthe examination and should be asked lo takc tlreir seats in

accordance with the seating plan. All candidates should cnter thc examination hall at

least J0 minutes before the commencement ofthe examination. No candidate will be

permitted to entq in the examination hall after this stipulated time excep with special

permission of the Chicf Stperintefldcnt which conld be granted on exceptional

circumstmces and lor very valid reasons/justification. All such instanccs shall be

reported to the Controller of Examinalions for further action. However, no candidate

shall be permitted to enter the examination hall after the lime of commencement of
the examination.

4. Arrangements will be made by the chief superintendent to issue duplicateAdmit cards

for thoee ofthe students who have received the original Admit card and failed to produce

the same or where the original is lrxt.

ln cases wherc the University has issued lD card or tlre issued card is losq rhe CS can

permit the candidate on the produclion of proper proof of identiry in the form of
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Aadhaar card, Votem lD or Driving licence. This can be done only in cases where his

/ her name is registered in the examination and the Univenity has issued the Admit

cand.

5. The iflvigildors shonld keep uunoei vigilance during the entire examitntion. Tlrey will

ensure that lhe candidates do not indulge in talking on the verandas" use mobile phones

or read books in the examination hall.

6. The invigilatrxs st[ruid ansure that sfrict silelEe is nairrtafu-red iii'*re e;iarirination hali.

Thlking amongst candidates, bo,nowing ofmaterials etc. should be strictly forbidden.

7. Invigilators shall not give any clarifications to the students rcgarding mistakes pointed

out in the question paper, mode ofanswering etc. lfany candidale brings ro the notice

of th€ invigilatof. 6ny such ambiguity / complaint regafding questiom. or with rEg[d

to spclling mistakes. repetition ofquestions; questions being out ofsyllabus. etc. the

candidate will be asked to give it in writing to the chiefsuperintendert, who in turn,

will forward the same to the Controllcr of Examinations for neccssary further actiofl.

8. The Invigilators shall not allo*,the use of logarirhm tables in the examinarion hall

unless it is permitled as per the instrucrions given in the question paper.

9. Use of mobile phones or any other elecrronic equipment will not be allowed in the

examination liall. The carxlir;late nray be ailo*od errtry into the exarniratioi tall mly
with hiJlrcrAdmit can( ID cild ard writing and drawing materials.

10. lnvigilators will keep themselves to be alert and vigilant and prevent the use ofunfair

means in the examinalion hall. Ifany candidate indulges in any unfair means, the

invigilcor shall take in his custod,v the answer book and the matcrials uscd tor
malpractice and make a report rvith details to the chief superintendent who. in tum,

will fonvard the same to the controller of Examinations for appropriate further action.

I l. The lnvigilator shall nor allow any candidate to writc anl.thing on the qu€stion paper.

I 2. No refreshments of any kind exceF &inkiDg wat€r shall be allowed for the candidares

in the examination hall.
,l
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13. The lnvigilator shall not malie any conection in the roll number nriuen by a candidate

on his / her answer book. Instead" the candidate may be asked to correct the number

and attest the same by affixing hiVhcr signature near the correction.

J. Aoooirtoclt of Obrcrrcr ud roud

The Controller of Examination may appoint one or more Observers frorn other health

science streams to supea!'ise and report oo the conduct ofthe theory examinations. He may also

appoini a squad comprising of faculty ofsamc sfcam or othcr strcam for cosducting surprisc

inspe,ction as and when rcquircd. Such squad/obscrver has to report about the conduct of

examination to the Controller of Examinations immediately after the examination is over. In

exceptional cases the Controller ol Examinations may appoinl observer/s for supervising the

corduc{ ofpr.cticayclinical exanrination c well. Sending special Observcr/s tor practicaVclinical

examination is stricrly confined lo exceptional situations and thal roo at the discr€lion ofthe

University and not based on any request.

CHAPTERIII

VERIFICATION OF ANSWER BOOKS

On receipt ofpackets ofanswer books from the Theory examination centres. the Sorting

secriorrs shall firslofall insnecl the nrkels lrlpnsrrrelhar lhe narkino uas done accrrdino 1q

the insrructions issued in this regard and that the seals are intact. I fany tampering ofthe seals or

any ottrer abnormality is noticed. it shall be brought to the notice of the Contr,oller of Examinatiors

immediately. I f the lotal number of ans*'er boolis and the total number ofabsentees do not agrre

with the total number oicarxiidates rcgisrered, the Chiei Superinten<ient of tirc centre shaii be

contacted immediately to identify the cause ofdisparity. All the answer books are vcrified to see

that candidates havc used the prescribed arswer books issued by the universiry and no identification

mark is put by the candidate. lfany identificatiofl mark is noticed it shall be reported Io the

Contrullerol-Examinations immediatelv lor funhe"raction.
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The following details of all answer book bundles recived in the section shall b€ notd
in the Stock Register ofAnswer Books:

(a) Narnc of the cxamination with year of admissisr/ Subject and Paper / QP code/

Datc ofcxaminatim.

(b) College Index Number

(c) Name of lhe centre of examination

(d) Numbcr of eligible candidates rcgisered for the subject

(e) Register number (from ....to)

(0 Regiser number ofabsentees

(g) Total number ofanswer books rcceived

(h) Number and Serial no. ofanswer book cancelled/damaged ard rEtumed

fmm the centre of examination.

(i) Dacd initials ot'the Assishnt md the tiection Oflic€f,/Assistsnt RegisEar.

The sorting sec'tion shall ensurc that the theory answer book bundles despatched

frorn the rcspective theory examination cenE€s conuin the following:

o Chidsryerirrgtrleffani invi8iLt r Did,

a No. of 'Ilteo,r), answ6 books os per the invigilator diary

r Respective Part I covers

o DVD recordings

lfthere is any disparity, the Section Officerlthe officer in charge shall mntact the Chief

Superintendent immediately for clarification and the matter shall be reported to the Contnollcr

ofExomimtkxs.

(



C}IAPTERIV

EVALUATION OF THEORY ANSWER BOOKS

A Valuation ofAnswer Books: -

+
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The voiuaiiro oflteory Examinarbn Answs Booirs sfuli be &ne ar ceruralized vaharion

Camps identitied by the University with a view to speed up the valuation process. incrcase security

artd to facilitate more efTective anendance of the Evaluators in the Camp. The University shall

identi$ as many valuation centres as rcquired for each Examination. depending up on the need.

I . The Controller of Examinations shall identi$ the centres for valuation for different

examinations/subjecs frorn time lo time. The Conroller of Examinations may also

appoint a 'Custodian' ofanswer hcoks who shall be a senior faculty member of the

instinrtion in which tlrc valuatim camp is conducted- lt slrall be the dury ofthe custodian

to ensurc safe keeping of answer books received al the c€ntre until the waluated

answer books arc retumed to the University. The centralized valuation camp shall be

under the supervision ofthe Camp oflicer/Custodian appointed by the Controller of
Exaniiraioni Ttre rlutis rairl tslx*sitriiitie; of the Carnp officeriCusaiirari shdl be

as per the Universiry- orders iszued frorn time to time.

2. There shall be a Chairperson for each centralized valuation camp appointed by the

Controller of Examinations as suggested by the Examinatisr Committec constituted

under Sec. 27(5) ofthe KUHS Act. lfnecessary, Chairpersm shall be appointed tor

each Question Paper code. In exceptional cases. ifthe number ofanswer kroks to br

evaluated is very fav in number. r'aluation camps can be conducted without Chairpcrson

with the prior permission ofrhe Conholler of Examinations. In csse of necessity, the

Controller ol'Exadnatiom cat appoint one o'r mone mernhrs of Faculty as Co'

ordfurdors ofthe centralized valuation canrp o assist the Chairpenon. Ifa Chairperson

suggesed by the Examination Committee is unavailable for any reason, the Controllerv
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of Examinations can substitute an eligible Chairperson subject to ratification of

the Pro-Vice Chancellor who is the Chairperson of the examination committee.

3. The Chairperson, Custodian (if any), Evaluatorc, Camp ofhcer. Ceordinators (if
any), hta-cntry opcrators, AssistaEts, Cl,crical Assista s and Officr Attctrdant

will act in harmony to carry out the process of conduct of centralized valuation

camps.

4. Evaluators shatl be appointed by the Controller of Examinations from the

pancl approvcd by Board of Erarninations. Thc pracss of appointnrcnt of

Examiners applies, mutatis mutatrdis, to the appointment of Evaluators also.

Evaluation ofAnswer Books of Post Graduate examination may be done at the

practical examination centres or other centres identified by the University. For

Supcr Spcciality courscs, evaluation of thcory examiaation is donc at the

conc€med practical centres.

5. There shall be double valuation for examinations of alt under-graduate courses

conducted by the University. If the difference between &e marks awarded in tso

valuations is 15% or less of maximum marks (of the QP) the average of thc nro

marks will be considered as final mark. If the difference between the marks

awarded in the two valuations is more than 15% of maximum marks (of the QP),

a third valuation will bc arrangcd subject to thc condition that the candidatc has

seqned at least 35% of the total mats in any of the valuations. In such an event,

the average of the best two sets of marks will be taken as the final mark.

6. There can be two/threey'four evaluations for all Post graduate examinations as per

thc course rcEulations. For Post Graduate coumes whcrc only dorble

evaluation is applicable, the evaluation strategy shall be the same as that of Under

Graduate courses mentioned in the previous paragraph. For Post Graduate/Super

specialty courses, where there are threey'four evaluations, the average of marks in

all thc cvahatioas takcn to8cthcr shall bc considcred as tIrc final mark.

B. Instnrctions to thc Evaluators: -

a) Valuation shall be done for a minimum time of six hours a day. The maximum

nurubrr uf auswcr hruhs of Uudr: &aduatc exaurirulioLs tu i;e valucd pr &y
per evaluator is: SLTEG
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) Papers of 2 hours and above durations- 45 books per day

D Papers of less than 2 hours durations- 60 books per day

The maximum nuas$er ef answer books ofPos Graduate/Super Sp€ciality Examinations to

bc valucd pcr day pcr cvaluator is

) 30 (in the case of papcn having duration of 2 hours and morc)

) 45 (in the case of papers of less than 2 hours duration).

b. Evaluators should not write/uoderline orput tick marl/cross rnark or any other

mark anyvhere in the answer book.

c. Evaluator ofthe First Valuation should enter the marks awarded to each answer in

thc space provided at Pail I v-. poltion of the answer irook.

d. Evaluator of the Second Valuation should enter the marks awarded to each answer

in the space provided at the Part V portion of the answcr book.

e. Evaluators of the third and formh valuetioo shouki enter dre marks at dre Part VI atrd

Part VII respectively.

f. Evaluators shall:

i. Verify careftrlly that the marks have been allotted to all the arswers.

ii. After clear verification and on finding that a question remains unanswcred,

mark 'NA' in the space provided for writing marks, against the question

number where answer to such question is not found.

iii. The cvaluator shall sec that no coiumn against questirx number is left blank if
a particular question is attempted by the candidate. In case the answer does

not deserve any mark, the evaluator shall write "Zero" in the box (numeric '0'

is not acceplable).

iv. \ ritc marks with two digit and srns decimal point. (E,g.02.50 is correct,2

% is incorrec! O1.25 is corect, I % is incorrect).

v. The Grand total shall be shaded in the Optical Mark Reading (OMR)

space provided and sarne marks shall be wrinen in the box below-

c,
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ffi
vr Write ttle name of Evaluator in block letters and affix signature with

date compulsorily in the space provided for the same.

g Evaluator shall not write anything on the bar-coded area.

h) He should round off the grand total of the marks to the next higher whole number
in case the decimal portion is equal to or greater than 0.50 and to the nearcst lower
whole number if the decimal portion is less than 0.50 (89.25.50 shall be rounded

off to 26 and 25.25 shall be rounded off to 25.00). No rounding of marks shall be

permitted foi subtotals if any in t\e scoie sheet.

i) The Evaluator is solely held responsible for any wrong entry in the score sheet.

, Corrections made in the score sheet shall be authenticated by the concemed

Evaluator only.

k) Evaluatr has to aftix his signaturE ndth date, write his name, tear the Fet IVAr' and

WVtr of the answer book (wherever applicable), arrange answer books serially,
keep it in the colour coded cover designed for the purpose and handed over to
&e Camp officer through the Chairman of the camp.

l) Itis the duty of the Institution concerned to see that the required number of
Evaluators appointed by KUHS actually attends the CV Camps of KUHS. The
non-participation of the appointed eyaluator in the CV Camp shall ilvite action
for imposition of such fine on the institution as may be fued by KUHS from
time to time or such othq actions including withdrawali suspcnsion of
affiliation as may be decided by KUHS from time to time. Eef: Section M and

Section 50(vii) of the Act)

C. Instmctions to Cemp officer at Vrluation cerhes: -

Each Valuation Ccntre will be under the control and supervision of a Camp
Offrcer who is appointed by the Controller of Examinations from among the staff of the

University, preferably not below the rank of a Section Officer. They are required to carry
out the following tasks with due care and diligence and ensure drat the Evaluators read the
instructioas Bir.en to them caefully and strictly drere to it before starting the valuation
wort.

The Camp Officer shall ensure that the required columns in the answer book arc

fiIled up properly before distributing the same to the evaluators as per the instructions given

below:

l. Ensurc that QP Code, Exam Date.Packet No & SerialNumber are properly

a
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entered in the boxes provided in the Answer Book.
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) The packet number has four digits which are to be entered by the Camp Officer nearly

with DARK BLUE / BLACK INK BALL PEN in the boxes provided for in pan II ro
Part - Wll of the answer book

3. Camp Oflicer shall ensure that answer books are prcked in ech cover (maximum

number per cover tbr Under Graduale courses (UG) I 5 and for post Graduate courses

(PG) is l0) afler thomugh shuflling (so that as far as possible the l5 answer books in

one cover shall conlain I 5 answer books fiom I 5 colleges). to be serially numbered t

to l5 (UC) / I to l0 (PG) in the boxes pmvided using DARK BLUE / BLACK INK
BAI-I-PFN.

1. The Camp Officer. aflcr complering all tbe above fqmaliries" wirh the help of rhe

satirg scc.tion, shall handover tIrc pac*€ts of mswer bool(s to the evaluet(rs apfinted
by the Univenity.

5. The camp Ofticer will ensure thar Part-lV portion is detached from the answer book

and placed in the appropriatc cover (for first valuation) and then handed over to the

Chairperson for funher verifi cation.

6. Further ensure that the Chairperson hands over the packet to the data-€ntry operator

after verification for entering the marts in the cmnpuer system and to see that the

print-out of the mork emry is cross-cileci(ed [. rhe Eraluaror with rire Chairperson oi
the camp.

7. The Camp Oflicer shall then ensure that the verified covers are taken back to custody

and recorded in the concetned register.

8. The same process shall be applicable to second third and fourth valuations also.

whercver applicable.

9. The Camp Oflicer shall be the custodian of rhe answer books in the camp, of the

Ane$dmc,e Register of Evaluatss and Issueregister of urswer books md shall ir
rcsponsible for their proper up keeping

10. Shall be responsible to file a report o{l the participatioo of the Evaluators to the

Controller of Examinations.
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ll. ln case of detection of suspected malpractice. full details aloog with reasons for

suspected malpractice and circumstances leading to the detection are to be indicated

in a separate rcporl. The repon and the evaluated answer books involving such

malpractice shaii be pu in a separare enveiope. srper-scribed -Malprrcrice Answer

llooks" with rypropriae rems*s" and atlixing details like Q.P. code. packet xl. and Sl.

No. and Valuation slips l, 2 & 3 and fcrwarded to the office of the Controller of
Examination for necessary further action.

12. Once the evaluation process is over. the camp officer shall retum the packets of
evaluated answer books and packes ofcorresponding score sheets as recorded in lhe

concemed register kept in the CV Camp concemed to the Officer in charye in the

soning s€ction for safe ctstody for the rcquired period.

13. The duties ud respolrsibilities of the Camp Oflicr shall be as prescribed by dre

University frorn time to time.

D. Duties end Responsibilitics of Chairpcrson at Centrelized Vrluetion Crmps:

The Chai rperson( s) of the Centralized valuation camp acts on behal f of the Univcrsiry*

and shall be responsible for tlrc prompr succcssful and timely conduct ofthe work in the evaluation

camp and for protecting the interests of the Universiry. His / Her lbremost duty is to prepare the

evaluation guidelines with respect to the particular subjecr/Question Paper code with the help of
subject expert(s). Afler the prepration of the evaluation guidelines and before the commenceme'nt

ofthe work in the carnp. the guidelines shall be discussed with the evaluatom present in the camp

and the guidelines so modilied stnll be disuibuted among the evaluators so as to ensurc uni formity

iri cvaltratiorr pruccss, Tire Cirairperrxi shail also sct tlut tlic rtraipr*ticts rtprrieri by tlrc

evalualors are brought to the notice ofthe Conroller of Examinations without delay. At the end

o[the Centralized valuation in the camp. the Chairperson shall submit a detailed repon with

rcmarkVsuggestions ifany. to the Controller ofExaminations. ln addition, the follou'ing shall be

emwcd by the Chairyerson:

Collect ard veri$ rhe appoinun€nt latcr and declaration produced by each evaluator

before issuing answer books to thern . ,'/
Lllr)
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2. Ensure that all evaluators posted at the camp atterd the Camp regularly and on time and

that they complete the work allotted to them on each day.

3. The Chairperson shall go thmuglr the inslructions regarding sDutier Responsibilities

and Guidelines to Evaluators' and easure that ali oaiuators obs€rve the directives

contained thercin.

4. After completing the evaluation ofanswer books in each packet. the evaluator will

hand over the same with Parr I VAr'A/WII slip (*,hicheverapplicable) to ttrc Chairperson.

The Chairperson shall veriff theAnswer Books physically at random and also Part IV/

VMM I slips and ensures that all answers are valued and mart$ assigned to each arswer.

The Chairpenon shall also cherk the total marks entered in each slip and ensure

arithrnetieal accuracy of the entries.

5. The Chairpersou with the help of Datr Entry Operator, shall upload the marts, packcr

wise, onlinc. to the Univenity portal. The packet wise printout shall be sigrred by both

the evaluators and Chairperson concemed after verification. Thereafrer the Chairperson

will hand over the same to the CEmp Otlicer.

6. Normally, the Chairperson need not value answer trooks; but he/she is responsible for

the entire conduct ofthe Centralis€d Valuation Camp.

?. lf r crmplainl alrrr the content of a theolv qrrcslion fralEr is rrised to the Contmller

of Examinations by candidates or mernbers of faculty. affer the examination, he/she

shall refer such complaints to the Evaluation Chairperson. lt shall be the resporsibility

ofthe Evaluation Chairperson to suggest suitable recommendations for rcrlressal of
thc gricvancc to the Controllcr of Eraminarions affcr discussing * ith subjcct expcrt 's

concemed.

E Duties, Responsibilities rnd Guidelines to Eveluetors at the Centrelizcd Velurtioo

Crmps: -

The wahutors appdnted by the Univenity fr wort reluing to the evaluation ofanswer

books oftheory examination shall adhere to the follorving:

I Produce the appointment letter from the University and declaration in prescribed

form proving lheir eligibiliw. to the Chairperson before commetrcement of evaluation

ilrr orli.
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2 On the opening day ofthe Centralized Valuation camp. all evaluators shall be present

in lhe camp well in advance and put forward their suggestions. ifany. and parricipate

actively in the discussioos so as to cvolye the evaluation guidclines and comply with

strch gudelines. .l 
h€ evalusttrs whoJotn tn the cErnp on su@uent days shali be

briefed by the chairperson with regard to the guidelines followed in the matrer of
evaluation of the subject/s concemed.

J The evaluators shall maintain strict s.crecy regarding their appointment and in the

discharge ofwork in c-onneclion with lhe examinalion.

4 Assignment of marks shall bc done in blue or black ink.

5 The Evaluator shall fill QP Code and Packet No. in the respective spaces provided in

thc A*swer Book, as shorra bclorv:

O QP Code: The fint evaluator enters the six-digit guestion paper code as written in

Part Ill portion m the cover/Packa containing tlte ans$,er bookc in the boxes pmvided

in Part lV and Part V portions of the Answer Book for the First evaluaror and the

secord eryaluatm rcsp€ctively. Srmilety. the third and tiJurth w8luators shall till up

the Part VI& VII portions as the case may be.

' I Packct No: The four digits Packet Number *ritten on the cover containing answer

books/Part lll portion ofthe arsuer book. are to be e ercd in the boxes provided in

Part IV portion ofthe Ansrver Book b.v the First evaluaror and in Part V ponion by

the second waluator. Similarly. the third and fourth evaluators shall fill up the Part

VI & VII portions as the case may be .

6 Do not enter marfts anyrrhere in tirc answer book except in tirc score sirect ivaiuation

slip) and also do not make any tick marft or X mart on the answers.

7 Whenever an answer does not desen e any marks n'rite "zero" only. Cipher mark "0"

is not acceptable.

8 The evaluators shall try to see that the corrections are minimized. Csrections, ifany,

made in the score sheet. shall be properly authenticated rvith the signature of the

evaluatorls concerned. il
Prof. Dr. BAJEE BEcHUNATH

PBINCIPAL

AIiIT,LA COI.LEi-iE CF NURSING
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9 When a question is not answered. Evaluator shall write NA' (meaning 'Not

attended') in the space provided in the score sheet. Giving dash mark (-) or
supolv of any other mark or leaving blank space are not acceptable.

lO The evaluator shall. without fail. affix his signature with date in the space provid€d
for in the score shect.

ll The evaluator shall make sure that nothing is written or marked in the bar-coded
area.

12 The evaluator shall check whether:

* All answered questions have been valued.

t Marks have been awarded and recorded on the score sheet.

* There is arithmetical accuracy in totalling the marks (subtotal and grand total)

Dscrepancy if any, found between the number of answer books in the cover and

that in the label should be brorght to the norice of the Chairpenon.

Thc marks awarded shall not be exchanged ldisclosed with other Evaluators.

The evaluator shall not value the answer books in a hurry.

Due care shall be taken to value each answer book and to award the deserving

17 If any evaluator, during valuation of the answer books, suspects any case of
malpractice, she / he shall immediately report it to the Chairperson.
Chairperson shall send the suspected arvrr books after getting it valued fully
along with his r.eport to the. Controller of Examinations by name, in separate
cover.

l8 In addition to thc entry of individual marks in the score sheet (PART IV/ PART
V/ PART VU PART V[), the evaluator has to enter the total marks in the space

provided for entering Grand Total .

19 Round off the grand total only as per the rounding instnrctions; thar is to the next
higher whole number in case the decimal portion is equal to or greater than 0.50
and to the nearest lower whole number if the decimal po(ion is less than 0.50

@9.25.50 shall be rounded off to 26 and 25.25 shall be rounded off to 25.00).
No rotnding off of marlis shall b€ permitled for ;'ribtotals if any in the score
sheeL

20 The Evaluator shall be solely held responsible for any wrong entry.

Soecial instmctions in case of PG Evaluation

All the Evaluators shail ensure that the marks are entered in the Score-sheets
by themselves in their own hand.
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CHAPTERV

CONDUCT OF PRACTICAL EXAMINATIONS

Practical examinalion shall be held as per tlre schedule fixed by the Examination Commi(ee.

On the recommendation of lhe Examination Committee constitutd for each examination. the

Controller of Examinarions appoins Convenor/s, *ho ir'are eligible e:iarnincris. This carr be for

each practical examination/subject. The main duiv ofthe Convenor is to lix the date and preparc

the examination schedule tbr each examination centre in consultation wilh the Controller of
Examinations. He/she will also suggesl the list of Extemal examiners and the dates for each

su[cct from the list of examiners apprwcd S the Board of Examinatios and submir the list to

the Controller ofExamination for approval and appointrnert. He/she will have the discretion to

appoint the Chairperson and the Examinen from the list in exercise ofhiVher delegated powers.

The Controller of Examinations will also have the power to make alteration in the examination

dare/s for cornpelling reasons.

There can be a Chairperson for co-ordinating the practical examination in each Centre.

A" ?.one wise cle*sificetion of colleqes

The Controller ofExrninations shall havc the power to group the colleges on the basis of
specific Zones comprising nro or thr€e dislricts such as A. B. C. D, E. F etc. for thcilitating

smooth conduct of theory/practical examination/evaluation.

The follou'ing shall be the composition of the Zonesl

A Tane- Thiruvarwnlhapwam, Kollam

B bne- Kottayam, Pathanomthitto, ldukki

C bne- Erano*ulam. Alopptulw

D 7-rE- Tlrisstr, Palaktad

Ly
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E bne- Kozhikode, Malapptram

F hne- Kannut Kasaragod, IAayanad

B. Cbrirpc.ror of Prrctical exrmirrtiop3 .pd tteir dutics rrd functioos

I . The Chairperson shall be one ofthe intemal examiners for each examination/subject/

s appointed by the Conrroller of Examinatiofl preferably on the recommendation of
PrincipaVHOD of the concemed examination centrc.

2. The Chairperson olPractical Examinations is responsible for the smooth and eflicient

conduct ofthe PrBctical Examinations at each Centre and for the co-ordination ofthe

Examiners. I{e / She will make all arrangements for the conduct and evaluation ofthe

Practical examinations/ClinicalAy'iva Voce at his/her Centre as per the Course

Regulations concemed.

3. It shall be ttrc duty offie Chairperson at each Centre ofPractical exanination to appoinl

Expert Assistants, Technical Assistan$ and other supporting staffwel I in advance for

the smmth mnduct of Practical o<aminatiom as rcquired bry the Rules ofthe University.

4. He / She will ensure:

a that the candidates prcsent agree rvith the list of candidates published by the

t iniversiry irr tirc examinarion.

b. that the required number of practical answer books are available and that the

rcquired examination stationery are received at the venue in due time and

G. ura. tri. crartcat anri od-rer rruleriais ard [ar;ilities esserrtial fta'the cofdiict of
examination are avai lable.

5. The Chairperson shall prepare an estimate of expenditure for conduct ofl the

examination concerned preferably sevan working days prior to the commencenrent

of the examination, in acrordance with Universitv Rules and submit to the Universitv

thmugh Head of the Institution for getting advance lmrn the University. He/she should

also fon*ard the claims with supporring documents/vouchers for setlement of
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accounts thmugh the Head ofthe Institution within 7 w'orking days after the Practical

e)€minstion is over.

6. The Praclical Chairpenon shall ensure that candidates are allowed to appear for an

examination only on prcduaion of valid A&nit card and ID card issued by the

Univesity. Provisional permission may, howwer. be allorved in which event, 0re rnalter

shall be reported to the Controller of Examination for ratification/further action.

7. Unused answer books shall be counted and retumed to the Head ofthe Institution for

safe crstody and updating the sock rcgister.

8. The Chairpersons shall ensure thal the evaluated Ansrver books of practical

Examinations and copy of the duly signed printouts of the uploaded Practical

Fxaminatiein marks are packed and seakd separately ard handed rwer to the Head of
lnstituion fm keeping them under safe cusody' for the pcriod fixed by the University,

from timc to time. However, if alry of the Ansrver Book or marks rcport are requircd

by the Univenity during this period. it shall be made available to the University.

9. It is the duty ofthe Chairperson to countersign the hard copy report ofthc Practical/

Viva-Voce and dher marks relating to practical examinations already uploaded, after

getting the hard copy signed by the appointed examineni and to forward it to the

University.

10. The Chairperson shall disbusc the rernuneration to the Expert AssistsnU Technical

Assistant/ Internal and Extemal ExaminerV Evaluators/other supporting staff and

submit BillVvouchers to the Head ofthe lnstitutisr who shall forward ths same after

counlersigning to the Finance Officer of the University for Final Settlement of the

claims wirh refcrence to the advanc! amount,

I I. 1A bills of the Extemal Examiners. countersigred by the Practical Chairperson may,

however be sent direaly by the e.*aminer to the Finance Oftlcer for sp@ satlernent.

C Rtcot{ilr of Mrrtr for oncdcd crrmlnrtioa ud Mve-Vocc

On completion of each day of practical examinations and Viva Voce. practical marks

obtained on valuation ofdissertation/thesis. prcrject defence and clinical practicum will begd
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uploaded online by the Chairperson. After online subrnission ofmarts. print out there ofwill be

taken at the end ofcach day's examination: signature ofexaminers affixed and counter signed by

the Chairpenon: and enclosed in lhe inner cover provided by the Universir;* for tlre purpose and

s€aled. At thc eDd of the examination such sealed irmer covers prepared on the varior.rs dates of
examindion, will be encloeed in the out€r cov€f, pmvided for the purpce, sealed again and sertt

to the CE on the last day ofthe examination its€lf. For PG courses involving practical exarninations

stretching over more than onc da1'. the uploading of the practical marks need be done only on the

last da)- ofthe practiel oramination.

CHAFTERVI

PASS BOARD

By invoking the provisions containd in Sec 27 (5) (c) of KUHS AcL the Board of
Examinations may delegate powen to the CE to constirute Pass Board for each examination.

l. A Pass Board shall be constituted by the Conroller ofExaminations in connection

with the publishing ofthe result ofeach examination conducted by the University.

The Controller of Examinations shall have the discretion to constitute fie Pass Board

with tlvo or mor€ ofthe below mcntified Faculty M6nbers:

a. Ttre Dean ofthe concerned faculty

b. Chairman ofthe concerned Board ofStudies.

c. Chairperson(s)of Evaluation.

d Convenor(s)of Practical examinations.

e. A rnember ofthe concemed Board of S$dies

f. Principal/ course co-ordinator of a college of the same stream as the

Examination for which the Pass Board is consituted.

g A senior faculty member ofthc respectivc subject.
6l

I
F0

t

(4 NAG

:.'J

I \ \\ \ \ ( )\ \1 \\l \t

$s-
\"



The Dean ofthe faculty or in his absence the Chairman ofthe Board ofStudies w'ill chair

the Pass Board meeting. In the absence ofthe Dean and the chairman ofthc Board of
Studies" ths Controller of Examinations shall nominate one person from among the

member of the Pass ltmd as Chairmafi. [he minutes of the meeting shall be prtpaed by

the Chairman of the Pass Board and submitted to the Controller of Examinations. The

same shall be forwarded to Vice Chancellor by the CE for appmval. Result shall be declarcd

only after the approval ofthe Minutes ofthe Pass Board.

2. Functions ofthe Pass Board shall be the following:

i. To oversce thc pnrpriety ofconduct ofexaminations:

ii. To ensure tlnt the emergrncy steps taken by the CE for the conduct ofexanrination

as p€r sc'hedule re proper and con€ct md to ratily his actior$ in apprcpriate

cases:

iii. To consider the need for granling gra.cc marks and its quantum bearing in mind

limits prescribed in this regard in the concemed course rcgulations.

ill To consider the grievances raisd rvith regard to the conduct ofthe examinations

generally.

v The Pass Board shall assess the statistics ofthe result pr€pared by the IT Section

and take decision regrding the award of grace mar*s. It is the discrEfion of-tlE

Pass Board 1o award/not to award grace marks. However. grace mar*s shall be

awarded as per the respective course regulations only'.

3. Spccial Pass Board meeting ma.v be convened with the prior permission of the Vice

Chancellor in special situstions.
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CI{APTERVII

RE-TOTALLING OF IIIARKS, PHOTOCOPY OFA,r\SWER BOOKS
AND SCORE SHEETS - RULES & PR(rcEDURES

As there is double evaluation for all UG Examinations and multiple evaluations for PG

exuninatiom, no rcvaluatiqr of thoory answer book shall be pefini$ed.

Rstotellins of Marks

A candidate. who has appeared for an examination. shall have the right to apply to rhe CE

irr r+tdalling lir,'hcr urarls to ulna:k drc srxrlrra,trers ufibc totarilirg ufrrarlis urrardal to vaior.r.r

papers, subject to the following conditions:

L There is a provision for the candidate to apply for re-totalling of any pape(s) ofan

examinatiorl onlinc thmugh the Principal/Head of the Instinuion" within the stipulated

lime as per the rcsult notitication published in the website.

2. The Head ofthe Instirufion (Holyhincipal shall forward the hardcopy of the list of
candidates applied f'or rc+otalling along with DD or through any other state-of-the-

art-lec'hnology adopted for effecting pa:vrnenl the total amount offee for r€-tot8lling

drawn in favour of lhe Finance Officer. KLrHS within the prescribed time. The fee

once remincd shall not be rcfunded under any cirruru a ccs.

3. Any change in the marks after re-totalling shall be approved by rhe CE and

comrnunicaled to tlrc candidae throtrgh the rvebsite lthe college.

4. In case the result is affected by such re+otalling it shall be approved by rhe Vice

Chancel lor and the modified resuls shall be published.

5. Il excgrioral ca;es. i[ sririe errx iii valuatirrr is detEriEd after tlie prbli,shing of
result crrecrive actim stull be initiarcd lfthe nrres secured by rlE caldidde draged

consequent to this. such changes shall be approved by the CE. Ifsuch changes cause

status change in result, it shall be approved by the Vice Chancellor.

-/
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proi. Dr. RAJti REGHUNATH
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Photocoov ofTheorv Answer Books and Score sheet

There is a pmvision for the candidates to apply lor photocopy oftheory answcr book

and scorc sheel ofany pape(s) ofan examinatiorL online through the Principal/Head

ol'the lmtitution, within tlre stipulated tirne Es per thc rEsult notitication published in

the websitc.

The HO|/Principal shall forward the hardcopy ofthe list of candidates applied for

photocopl" of lheory answer book and score sheet along with DD drawn in favour of
the Finance Officer, KUHS or through any other state-oithe-a(-tcchnologi adopted

by the University. for the total amount of fee for photocopy of theory answer book

and score sheet within the prrscribed time. The fee once remifled shall nd be refunded

UlllrEf allY luL.*llltlt nlCES.

Thc pholocopy of the theory answer books and score sheet shall be sent to the

respective colleges and it is the duty oflhe HOl,tPrincipal to hand over the same to the

concerned candidate.

The candidates. who apply' for copies ofAnswer Books in the prescribed manner with

required fee, shall be issued the photocopies of all written pages along \rith the

succeeding two blank/scored pages oflheAnswerBo<*s. [Iowever, this shall nrt apply

to answer books ofpractical examinations.

Photocopy of the scorc sheer slrall be given to the candidates without rwealing the

identity of the evaluator concerned.

Late applications for pholocopy ofanswer sheet and score sheet shall not be entertained

under any cirurstances.

Prof. Dr. BA.IEE HEGHUNAIH
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L Each Examination section is alloned with the work of one or more examinations of
r.nre ur titorc cr-rllegcs rcourscri as ihc casc rlay bc. Tirc 11' Scciiur shail uuic araiiabis
the software required lor processing the examination related woks. 'l-he alteration or
modification in the software. ifany requircd. shall also be attended by the IT section

at the right time.

IL The nexr sep in fie examinatist pmcess by rhe Examinttion branct is to make sure

that the basic data (such as lhe details ofthe cotnse. scheme ofexaminatio{r. subject,

QP code, mart distribution. pass & result criteria grace mark ifany etc.) with rel'erence

to a particular examination uploaded by the Academic brarrch before issuing the

examination norii-rcadon is in accxraianrr with tire approved Syiiaixrs and Reguiarioos.

ln case any discrepancy is noticed by the concemed examination sectiorl conective

action shall be taken immediately.

The following shall be the procedural sequence in the conduct ofexamination.

A Enmimtiroe Cdcndrr

Before the commencement of each academic year, the Board of Examinations (BOE)

shall prepare a draft lentative examination calendar in consultation with the concerned Deans of
Faculty. The draft examination calendar shall be published in the University website seeking

suggestions/complaint regarding the date ofcommencement ol'examination from the students /
teaching communiry. giving thern a maximum of file dals for fumishing the suggesrioflVcornplaint.

The suggestionVcornplaint ifanr,. received shall be scrutinized and considered according to their

merits. in consuhation rvith the respective Deans of Faculty. The linal Tertative Examination

Calendar shall bc appmved I the BOE. It shall then be submined fir approval ofthe Governing

Council. The lentatire examination calendar is published in the website aller approval by the

Governing Council. A copy ofthe calendar is submitted to the Hon'ble Chancellor also.

t tG
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A BRIEF OUTLINE OF IMPORTANT DUTIES IN
THE EXAMINATION SECTIONS



B. Examinetion Notificr tlou

Based on the Examination caletdar. the examinalion sedions conccaned shall issue

notificstion containing the prcscribed details (date of the commencement of the examination,

fces to bc rcmittcd. datc ofcxamination rcgistration. datc ofissuc ofadmit cards datc ofrcceipt
ofprint out ofthe Exarnination registration details, instructions to candidates etc.), preferably

45 days before the comrn€ncement of Regular examination and 30 da1's before the commerrcemenl

ofthe Supplementary o<aminations. The notificatioo shall be published in the University website.

C Prcpentioa of tinc trblc for ttc crtninrtiol

Time table for each examination slull be prcpared and prblishd as per rtre o<aminatisr

nolifiqtion. It shall be published in the University website preferabty one month before the

commencement of the examination. ln the case of Supplementary examinatiom. the time table

shall be published preferably nro weeks before the commencement ofthe examinations.

D. Verious steps in Ereminrtion Registrrtior

I . Uploading ofAnendance ofcandidates by the Principal/Hol:

The candi&tes shall have tlre rcquired minimun auendmce in all subjec6 separately,

so as to make lhern eligible for appearing for the examinaions. Panial appearalrces

for theory pa1rcrs are permitted: provided. the candidates satisS the required

attendance separately in all subjects ofthe respoctive examinations including the

subject in *,hich the endidate is not appearing.

2. Uploading oflnternal mar&s ofcandidates rvherever applicable, by the PrincipaU

HOI:

A candidate who has not secured minimum mark in lA shall not be permitted to

appcar fa tlrc particular zubject of the examinatkrn.

3. Examination rcgistration by the candidates after the fulfilment of the conditiolls

regarding internal marks and auendance.

4. Remittance ofexamination fee by the candidate at the college.

5. The colleges shall uplmd the details of the requircd number of facuh-"- rcgistered

rvith KUHS, who are eligible of becoming ExaminerVEvaluators.

6. The college shall submit the following documents to the Univenity on or before

the date prcscribed in the notification:
66
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. Intemal msrt statement (duly signed by the candidates)

. Auexdance statement ofthe candidates

a Authenticaled registrarion rcpon generated from the univenity website.

o DD/Online payment receipt/transactiofi number for the requirrd amount.

o In the case ofcandidares eligible for fee concession and their fee is not remitted
at the time ofregistration. the Principal/Head of tnstiturions should submit an

undertaking in the prescribed format.

7. Rcgistrations not accompanied by'the prescribed documents as per notification
shall not be entertained.

E Verillcrtioe of Ermiretion Rcgistrrtion

The following procedure shall be done ftr verification ofdocuments:

o) The examination s€ction has to ensure that all the required reports mentioned in
clause D arc properly received in time.

b) Veri$ the details olremitance of fee.

c) Internal Assessment (lA) Marks including project marks (ifany)

Veri S the lntemal Assessment marks ofeach candidate to see that h€r'she obtained

the rcquircd minimum required IA marks in each subject as per the concerncd

course regulntims so as to gudiS to appear for the examinarioos

d) Attcndarm.

Veri$ the anendance details of each candidate to see that her'she has minimum

attendance in the subject required as per the concerned Course Regulations so as

to enable to appear for the examinations.

F. Prtperation end Distrlbution ofAdmit crrds

i. The rcgister number already alloned at the time of student registmtion itselfshall

be ttrc Rqgister number fr rhe exarninalion. Howevcr. in cerrain cases, ternpaary

register nrmrber ftx examination rnay be provided for technical reasons if the

situation wan-ants. The A&nit card shall be issued to eligible candidates based sr
the valid rcgistrations done by the candidates and forwarded by the collegd

lnsttlutron
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ii. The A&nit card will be issued online to the concemed college/institution through

rvhich registration has been done at least trvo days before lhe commencement of
the examinations. Ttrc Principal/Head of lnstitutioos shall dow'nload rhe Admit
cards and distribute rhe sarne to ttre candidetes with proper acknowledgenrent.

Tlre signature of the candid,ate on tlrc admit cads shall be authenticated loy the

PrincipaVHead ofthe lnsrirution and shall bear the seal ofthe college.

G Prcperetion of time tablc of Pnctical extmiaetions

i. The schedule ofeach practical examinations is fixed by the concerned examination

committee. It shall be in the discretion of the examination committee to suggest

a suitable faculty member as the Convenor of practical examination.

ii. The time table for the conduct of each Practical emmination is prcpared by the

examination s€ction. if neceisary, in consuhaion r*ith rfte Cqrvena of rhe

Practical examination.

\':

nr.

t\.
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v l

The number ofcandidates to be included in each batch shall be fixed as per the

concerned Course Regulations.

Thc time table ofthe practical examinations approved by the CE shall be publistred

in the University website be lore the date of last theory examination.

The CE, in exercise ofhis/hcr delegated powers, sha.ll appoint the Chairperson

and the examiners from the approved panel ofexamirers and in consuttation with

the Convenor of Practical examinations. The Chairperson shall ordinari ly be the

senior most faculty among the lnternal Examiners.

University may appoint Observers for University practical examinations if the

University has suffrcient reason to believe that the presence ofan Obsen er would

be neccssary in a particular centre ofexamination.

Uploading marts ofpractical examination - The Chairperson shall ensure that the

mrrks scored by the candidates in $e practical examination are uploaded to the

University website within the prescribed time limit.

The mar*s orce rphodcd slull not b€ edned Lrder no.md cirqnn$ances. However.

dwing the coune of uploading of practical marks, editing of uploaded marks may

be permitted with the wriuen consent of the CE and under his directions.

f'
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l\ ln case the Examiners/ Chairperson feel that editing ofmark/s is necessalv after

sending the marfts. it may be permined subject to the condition that tlre Chairperson

and lntemal and Exremal examiners shall be present in the University rvith

n€cessalv proof of an error having been commined in lhe eiltr-v of marks.

The Chairperson shall ensure that ifa candidate is absenl in th€ exarnination. the

relevant column shall be marked as 'Absent' without fail.

Ifa candidate fails to atrend examination on the day alloued by the Univenity. the

CE may permit the candidde upon rcqu€st duly rccornrn€nded by the Principal ro

appear on any other date available in the schedule fixed for that particular

examination centre.

xii. The printout ofthe practical mort satement signed by the Chairperson. Internal

and External er(sniner/s wirh date and seal offte collegel@n€fi aflixod slrall

be senl ro fie University peferably on the same day as specified in the covers

supplied for this purpose.

xiii. The answer books ofthe practical examinations shall be kept in the centre of
examination in the cusody of PrincipaVHOI for a perind of one year llom rhe

date ofpublishing ofthe result ofthe particular examination. However, in cases

where the answer book is the subject matter of litigation. it shall continue to be

kept until the litigation has reached finality.

H. Prtplretiol of Tebulrtlol Rcgkferr

i. The tabulatio{r registers are preparcd electrurically. Howwer. hard copl' of the

electronic sheets containing all the details ofmarks ofall the students for each

examination including the result ofwithheld cases will be prepared course wise

and kep! bound with proper authentication. Thbulation sheets are prepared

according to the regulations ofeach course.

ii. Access to the tabulation r€gister. both the soft copy and the hard copy shall be

r€s[ricled to the petsons authorized to maintain the same and tbeir controlling

officcrs and shall be deemed to be a confidential record.

nl. Changes, ifan1,. in the nurks awarded to a candidate. ordered after publishing of
results as provided in this examination manual shall be made in the Tabulation

Register with proper authenticatim.

}i.
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Srfe custody ofevrlu.Gd strswer boolc trd score sheets

Once the evaluation process is over. the carnp officer shall retum the packes ofevaluated

answer books and packets ofcorresponding score sheets as recorded in the concemed register lo
tlre Secrion officers in tlre soning section for safe cusrody for rtrc required period.

L Fimliring thc rcsdts

i. The concemed examination section shall arrange entry of'Part I' data received from

the Officer in custod,v of Part I details. On completion of Part I entrv. the copy of
data with completion note is handed over lo the Confidential Sectim of the CE.

ii. On completion ofthe evaluation process ofan examination. the Evaluation section

shall forward a note informing the cornpletion of the process to the examination

sectidr concemed with a copy to lT section. A copy of ttre dau will be hsldd over

by tlrc evaluation section ro the Confidential Seltion of the CE.

iii. Results are prcpared afterjoining the Pan I details u.ith the Evaluation data details

using the decoding software installed in the Confidential Section ofthe CE

ir'. The Tabulation data is finalized including those results Ehich are withheld due ro

variors reasons.

\:

\1.

I f a candidate secures the minimum marts prescribed for each part of the examinatim

and tlt€ total minimum mar*s required for a pass as per the xxrrse regulations

concenrc4 hiylrcr rcsull is marked as 'Passed' in the resuh colurnn ofihe Tabulation

Regisrer. The class in which the candidate is placed based on the total mar*s secured

by the snrdent is also recorded in the Tabulation Register (for final year examinations

only). 'lhe colcemcd examination sections shall veri| the accuacy of entries o[
marks (except theory nrarks) with the original documens containing the marks

secured by each candidate. Hard copy ofthe Thbulation Register shall be autheoticated

by the officers concemed.

As the theory marts are recorded against a barcode and the original OMR score

sheets are packed separately. it will no be possible t'or the examination section to

conduct a physical verification ofihe same with the marlis in the Tabulation Register.

But other details such as lntemal Assessment Marks. Practical Marks. Pass Criteria

I
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(as per course regulation) etc. can be subjected to verificstion in the section itself

before the Pass board is convened.

vii. The confidential section of the Controller of Examinations may make random

verilicaticn of the results using the electrmic rrsult mdching test.

J, Stetictica of Results

The lT section ofthe University dealing rvith an examination shall prcpare the interface

for generation ofstatistics of the results rvith the details which will include:

(a) The name ofthe examination with monlh and year.

(b) The year of admission/scherne.

(c) Tolal number ofcandidates registercd for thc examination

(d) Total number ofcandidates who appcared for the examination

(e) TiIal number ofcandidatcs whose results are withheld.

( t) Total Number of candidates passed witr and without grace mark

G) Percentage ofcandidates passd with and without grace mark

(h) Total number ofcandidates placed in Distinction. First Class and Second Class (in

the case of final year examination).

(i) Any other details which may bc rtquired fix the Pass Board Meeting as dirccted by

theCE.

The slatistics r€port ofthe rcsults prcpared and authenticated by the System Manager and

signed by the CE shall be fumished to the Pass Board of the examination concemed for finalizing

thc re;ults.

K Pess Board Meeting

i. When the t8bulation of markVgrades of an examination is completed as above. a

meeting of the Pass Bosrd for each examination shall be convened by the CE. The

overall and subject wise satistica ofthe results shall be pres€oted to th€ Board fo(

consideration. The Board may recommend the results as such, or wilh such

modification as it may detm fit. The minutes of the Board shall be signed and

forwarded by the CE for approval by the Vice Chancellor.
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ii. The modifications. ifan;,. rccommended by the pass Board and approved by the Vice
Chancellor shall be effected in the marks tabulated. The concemed section shall
ensure that the grace marks are effected corrrrctly in the Tabulation register. Final
cheeking oftotals ofthe rcvised marts are done and the lists ofrrgister numbers of
successful candidates are p,repared for publishing in the college login. The results
shall then be published in rhe official website of the University by the CE.

iii. Name and Register Number of candidates whose results are wirhheld for various
reasrxs slnll also be publishal.

iv. A list of candidates who have secured the first. second and third rank (wherever
applicable) in each Branch ofthe examination shall also be published after the rc-
lotal procedure.

L Issus of Strtemcnt of Mrrts
i. All candidates who have appeared forthe examinatiors shall be issued a staternent of

marks (Mark Lisr).

ii. The statement ofmarks shall be issued rvith the rcquired signatures and the seal of
the tiniversity. It shall include rhe name ofthe examination. the year and month of
the examination. yearofadrnission name ofthe Collegey'tnstitutiorl name and register
number ofthe candidate and the name ofthe course including OptionaU Electives/
Branchr Specialry chosen by the candidate.

iii. Aflcr publishing the resulls ofan exanhatiorl Stat€mcnl ofmarLs ofall candidares
who appeared for the examination except withheld cases slrall be sent to the colleges

wherc the candidate studied for the course. The Principal ofthe institutiorlHOl shall
kccp a register for issuing the Staterneru ofMarks. This will be tlone o1 prtxluction
ofAdrnit cardV ID card issued by tlre LJnivenity by tlre candidates wirhin a pedod of
l5130 days from the date ofrcceipt ofthc same from the University. The unclaimed

Statement of Marks shall be retumed to the University after 3 months of receipt of
lhe same frorn the Universiry-. Stud€nts can collect the same from Unirersig by
remitting tlrc fine fixed for tlre purpose.

Genenl suidelin.s for orcprration of Strtement of Mrrks

i. Statement of Marks shall be preparcd thrqgh computer printing.
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The name olthe candidate. the registet nurnber, and Name ofCollege shall be printed

exactly as given for registration and as stated in the Tabulation Register.

Month & year of examination and year of admission shall also be printed in the

statenrent.

The date of the Statement of MarkVgrade card of an Exaninatim shall be the same

as the dale ofpublishing ofthe results ofthe Examination. The date of Staternent of
Marks issued to candidates. whose result have been withheld at the time publishing

of resufts and which are released subsequently. shall be the date of release of the

results. An additional Statement of Marks may be issued in plain paper in emeryent

cases with the signature ofthe Conlroller of Examinations.

There shall be no correctiofls or over *dtings in a Statement ofMarkJgrade card.

If any error occtrs in ttrc prcpffiatioo of a Statcmer of Marts, it may bc cancelled

and a fi,sh staternent ruy be issued after making necessary entries in the register{ s)

concemed.

The Statement of Marks shall be put up for verification and anesation fu'the Srection

Office.r. lt is the duty of the concerned Srection officer to ensure that folio numbers

of the statement of marts ofeach candidate are recordcd in the tabulation register

against each rcgister number.

The Statsmcnt of Marks appmved by the Section Officer shall be put up for the

signarure of the D€pur)' Corrtmll€r of ExaminationV Assisraor Registrari Deputy

Registr8r/ Joint Registrar who shall attest the Stalemeflt of Marts after such

verification as he/she may deern fit. The mark stalements shall be issued only afler

affixing the stamp and signature/facsimile of the CE and the seal of the University

after the approval olthe Controller of Examinations.

The Statement of Marks retumcd to the section concemed shall be carefulty checked

to ensure thal all the officers have sigred in the appropriate places and all the seal

mentimed above have been properly allixed on them.

Atl Statement ofMa*s for one centre shall be bundled rogether and arranged for

dispatch to the respective colleges.

There shall be a provision for downloading the Provisional Marks Statement aner

the publishing ofthe results. t.t73 ,l
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xii. Statement of Marks shall not be prepared in respect ofcandidates who werc absent

for all subjects in an examination.

IIL Detl bosc of Crldllrtcr

The IT section of the University dealing wilh examinatiotrs shall prepare and maintain a

data base in respect ofcandidates. The data base shall contain tlre following details:

(a) Registernumber

(b) Name ofthe candidate

(c ) Examination Fee remitted

(d) Particularsofexaminationaken

(e) Results

(l) Remrks

The dctails of the total number of students rcgistered tlrc toral amount of fec collected

ond the total amount due &om the certIe towards fee may be rerorded at the end ofthe entries

relating to each centre. The Section shall verifl'and ensure thal the entry of fee rerninanc€ report

agrees with the actual fee paid.

N. Ilcnrn4 Colhctioa rod BrLrecc (DCB) Rcgidcr

A Demad. Collectim ard Balance Regisler (DC B) of fee collected for each Examimrim

shall be prepared oy'- each Assistant in the o<aminatirm se{tion concemed. Further steps to realize

the balance amount shall be taken and noted in the register.
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CHAPTERIX

PROCEDURE FOR CONDUCTING MEETINGS OF
BOARDS AND COMMITTEES

l. Procedurcs for Conducting the Mecting of Boeld of Exeminetinos

The Board ofExaminers (BoE) shall meet ordinarily twice in each academic term and as

and when requirrd by the Hon'ble Vice Chancellor who is the Chairperson ofBoE. Half of the

total members shall constitute the quorum t'or a meeting. The term of ol'lice of a member except

ex-otfrcio memb€rs is lbur years. The Controller of Exarninations. the ex-offrcio secreary shall

preparc the minutes ofthe meeting and submit to the Vice Chancellor for approval through the

Registrar. The approved minutes shall be circulated among all the concemed.

2 Proccdures for Conducting thc Mecting of Prss Boerd

Pass Board. constituted for each examination shall meet when the ubulation of marks of
an examination is completed. 'Ihe Controllerof Examinations shall convene the Pass Board. The

ovcrall and subject r,r'ise statistics ofthe results shall be presented to the Board for considcration.

The Pass Board nray recommend the result as such, or *'ith such moditicalions as it may deem lit.

The Controller of Examinarions shall fonvard the minutes of the Board to the Hon'ble Vice

Chancellor for approval and declare the result ofthat pafiicular examination.

3. Proccdurcs for Conducting the Mectiog of Eremhrtlon Committec

The meeting ofthe Examination Committee. consituted for each examination is convened

as per the orders of Pro-Mce Charrcellor who is the Chairperson ofthe Cornmittee. The Committtx

schedules the Practical examinations and C-V. Camp and proposes thc names offaculties to be

appointed as Universiry Pracrical Subject Conveners/ Evaluation Chairpersons and Praclical

Chairpersmrs of each centre- The Controller of Examinations who is the ex-officio Secrctary

shall preparc the minutes oflhe meeing and submit to the Pro Vicc Chancellor for approval.
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CHATTERX

CERTIFICATES

l.@
A provisional crtificate signed by the CE authorised officer is issued to a candidate after

the successful cornpletion of the course and beforc lhe issue of tfte Original Degree/Diploma

certificate. Whercver Provisional certificate is necded for starting intemship, a provisional pass

certificare shall be issud to the candidate afrff he has passed all the examinations. On production

of certificate of successful rrornpletbn of internship. anodrr Provisional certilicate shall also

be issued which strall be valid till thc issuc ofDcgrce cenificate.

The Provisional certificate shall ordinarily be sent to lhe college/institution. lt shall be

the respomibilitv of the Principal/HOl to distribute the same to the candidates within l5 days

from the date of receipt. ln exceptional cases. the CE may issue the Provisional certificates

directly to the candidates fiom the University ifthe siluation warrants the same.

The CE/Designated Officers shall sign the provisional certificates. The Assistant who

Fpares the c-erlificate, the Assistflrt who verifi,es the entries on tlrc certificate and Section

OIficer shall anest thefl beftre getting it signed by the CE/Desigrratd ollicers. The seal ofrhe

University shall be affixed on the c€rtificates. The folio number ofthe Provisional certificate

issued shall be noted in the rcmark column of the Tabulation Register.

There shall be no provision for issue of duplicate provisional ccrtificates ordinarily.

However, duplicate provisional certificates can be issued in exceptional cases by the C:E after

levying the prescribed fee.

A Stock Regiser of Prwisioral certificates shall be maintained in tlre Section and tltt

details ofrhe certificates received frrom rhe conf,rdential section and the number issued for use

and balance available in the section shall be noted in rhe Stock Register'

v
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2. Diplome and Degree Ccrtificate

Degrce/Diploma Cenificate rvill be issued to the eligible candidates at Convocation. If
the candidate is abs€nt lbr convocation. the degrce certificate shall be despatched in the address

ofthe cardidate as available in the University.

3. Issue of duDlicrtc Certificit s/Strtcnctrt of Merks

lf the Degree/Diploma Certificatelstatement of Marks issued to a candidate has been

repffted inecoverabl)' lost a dLplicale ofihe same slrall be ismed, subject to follo*'ing conditions:

L Application for duplicate shall be submitted in the Fescribed format remitting the

required fee as applicable at the time ofapplication.

2. ln the case of loss of the original, a duplicate shall b€ issued only after publication

of an advertisernent. Copy of the full page o[ the newspaper containing the

advenisement about tlrc loss ofthe documents in the prescribed fsmat. evidence

for payment ofprescribed fees and an affidavit detailing the circurnstance in which

the loss occured duly atresrcd by a Notary Public shall be produced along with

the application for the issue ofthe duplicate. Duplicate Ceiificatev stat€Inent of
Marks shall be issued only after the expiry ofa period oftu'o weeks from the date

of advertisement rcgading loss.

3. The applicant for issue ofduplicae shall also undetake in his affidavit. to b€ liled

a[ier &e expiry of nuo weeks finrn th€ dale of advqtise{xttt, thEt he woilld rcrun

lhe du,plicare to &e University forcancelldion ifdte cigfulal hrypers to be rccovercd

subsequentlY.

4. Applications for issue ofduplicate shall be posted in a separate register and the

procedurc for the issue of original shall be followed tbr the issue of duplicate

also.

5. The section concemed shall also record the details of issue of duplicate in the

concenred Tabulslion Register.

6. Tlre duplicate ceaificate/StarerEnt of Marts issEd by the University shall bear

the dare of issue ofthe same and also a stamp indicating that it is a 'DUPLICATE'.
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4 Awsrd ofRank

As per the course regulations concemed

5. Rcmrtilq of mer}g recurcd bv studclts collldcatirllv

There is a povision for confidentially repating the marks secured by a candidate in an

examination ofa cotrse to orher Universities or Institutions fr purposes ofapplying fm admission

to other courses or flor employmenl before the oflicial publishing ofresult provided the candidate

has srccessfull,v compleied hiVher course ofstudy. Candidates. uho wish to avail the benefit of
this provisioru shall apply to the CE in the prescribed form after remitting the prescribed fee. The

applicant shall state the purpose and the details ofthe Institution to which the marks are to be

reported along with evidence of need there lbr. A stamped elvelope with thc addrcss of the

Iffititution to whom the marks ae to be reportqt shall also be enclmed with tlre applicuim. The

marfts shall be communicated to the In$indon concerrpd with a reqrrcst to keep the maks

confidential till the official publishing ofresuls by the University.

6. Corrcctioos io Certificrtes rnd Stetcment of Mrrks

i. lf the error in a Statement of MarkVcertificate issued to a candidate has occurred

due to oversigit by thc office and it is foturd out / pointed out subsequentll,. fresh

Statement of MarkJcertificate shall be issued without charging fee. ln cases where

the defect is pointed out by the candidate. he shall submit a uritten Equest to the CE

and surrender the defective Sratemeflt of Mart s/certificate for cancellation. Ifthe

defect arises from any errm caused or contributed W the candidate, he shall also pay

the fee prcscribed along with the applicatiorlrequest.

ii. The corrections so effected shall also be madc in all the records in the Section

pertaining to the candidate and attested by the Section Oflicer.

iii. The cancelled Sarement olMarlVcertificale shall be kept in safe c u s tod y

in the sectisr after etrecting prop€r entry in th€ stock register. Atlcctatiol erdl/or

vtrtl'rcrtlor of seouircles of c{rtillc.t€s end Strtcmcnt of MrrLr

iv. Candidates who pass various examinations ofihis University and who seek admissim

in other universitiesflnstitutions are often required to fumish attested copies of
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transcript ofmarks, Stalement ofMarks Bnd certificates in resped ofthe exarninations

passed by them. Prospective employers also sometimes send copies of the

certiticat€s and Statement of Marks issued by thc University with request to veriry

g€ruineness of the documents. ln such cases. if the rcques com€s tiom a c{ldidatd
private agenc-v, it shall be supporred by the rcrnittance ofthe prescribed fee. The CE

or other desiSnated officer shall attest the documents issued from the Examination

Branch of the University.

Ifthe documents produced are found to be fake or with manipulations. the fact shall

also be communicated to the concemed individual/institutions immediately. Such

cases shall also be brought to the notice of the Registrar for initiating criminal

proceedings against such manipulators.

CHAPTERXI

ATTENDANCE AND CONDONATION OF
SHORTAGE OFATTENDANCE

Following arc the Rules regarding atlcndance requirements:

Every candidate is to secure a minimum attendance as insisted in the Univenity

Regulations for cach cotrne for appearing Universiq' Examination.

Candidates can seek condonation of shortage of attendance onfit once in the entire

Nonnally a shortage ofanendarrce ofup to l0o/o alone can be condcned on an application

filed by a candidate. Howevet in cases where the concerned Slatulory Coucil

Regulations insist m a higher minimum aserdance- the cordonation of shorrage can

be ooly for the rcmaining period. 
i /,
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-l The Head ofthe Institution shall 8rant condonation ofattendance shortage on genuine

grounds under intimation to the CE and Foduce evidence ofpayment ofthe prescribed

fee . The register mainained by the PrirrcipaUHOl may be called fc and verified by ttre

Univasity wtrrwer necessary. 'l}te corcerned scction in the Examimti& branch shall

also maintain a Condonation Register in which the daails ofthe condonation shall be

duly entered.

Unless the shortage ofattendance is condoned. candidate concemed is not eligible to

appear tor any examination.

No condonation for shortage of attendance is permitted in fte case of PG/Super

specialty courses.

CHAPTERXII

MALPRACTICES AND MISCONDUCT AND
THE PROCEDURE TO TACKLE THEM

'Malpractice' in relation lo an examination includes -
a) i. the copying st ar examination fmm any booh notes, answcr book of

some olher candidate or from any other source;

ii. receiving help from another candidste or person or lhe Eiving of any help to

another candidate;

iii. the use of any other unfair means aimed at influencing the result of the

examination;

iv. the attcmpt to do any of rhe things in items (i) to (iii) above

v.giningorsttemptingtogsinsdmissiontoal'ycxaminuiononthebasisofany

forged or umPered documenl. ,,'
#
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vi. tampering *'ith or being instrumental in tampering rvith any University records

including answer books, mark sheeds. result sheets, diplomas and the like, and

vii. writing / drawing anything oth€r than answem in th€ answer books.

b) Malpracrice shall also include presentatist of thesis" dissertatiorl practical r€cord or

class wor&,/note-book not prepsred by thc candidate himself: forging a document or

using a forged document knowing it to be fmged in any matter relating to dre examination:

c ) Offering or actually giving cash or any other form of induccmcnt/thrcat/influence to

an1'one connected with the conducl of University Examinalions or the valuatim of the

ansrver books or other assessrnent wilh intent to secure unfair or unlawl'ul advantage in

the result of the examination/assessment.

2. 'Misconduct' in relation to an exanrination includes-

a) Refisal to obey the ordem ofthe ChiefSuperinteodent iAsst. Superinlerder/any officer

on duty or misbehaviour or causing disturbance ofany kind in and around the examinalion

hall:

b) any other insolent or unbecoming behaviour towards the staffengaged in Examination

dutyl

c) organizing walk out or instigating others to walk out or threatening the oflicer in charge

or any person in or outside lhe examination hal I wirh ally injury lo his person or to any

of his relations by words. either spoken, or writlen or by signs or by visible

reprcs€ntations or assaulting the officer in charge' or any person on duty in or outside

the examination hall or any ofhis rtlations:

d) indulging in any other acl of mischief which results in damage to or destruction of

property in the examination hall or to any part of anyhing in the college campus

e) abusing/ insulting/ inrimidatinl asssultinS/ manhandling/ injuring the chief

superimeildent. lnvigilatcr or otha Examinatiur officialv Personnel of the collego

University,

l) being found in the examination centre under the influence of liqurx/drugs
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g) any act lr'hich amounts to use of unfair means or having the tendency to disrupt the

orderly conduct of the examination.

h) engages in any other act which. in the opinion ofthe officer in charge ofconducting the

examination, arnomts to misconducr.

Mrlpncticts rnd Lrpscr Enquiry Comnittee (M & LEC)

i. The Board of Examinations shall constiute a Malpractices and Lapses Enquiry

Committee (for strort (M&LEC) consisting of (ive mernbers inr;luding a legat

practitioner. I'wo of the members shall be nominated members of the Board of
Eraminatiom and the rernaining mernbcrs shall be mernbers ofthe tbculty nuninated

by the Board of Examinations. One of the mernbers of the cornmittee shall be

nominated as its Chairman by the Borrd of Examination. Term of the comminee

shall be for years. On the cessation of tle capacity as faculty mernber. srrc*

nominated mernber shall vacate his membenhip in the committee forthwith and the

Board shall take appropriate action for substitution at the earliest. The CE will be

' the non-member Ex-Offrcio Secretary o[the Committee. 'lhree members including

the Chairman shall form the quorum for the meeting of the Committee. The

Comminee will deal rvith all cases rclated to the malpractices and deal with all

lapses in the conduct of the examinations. The proposals/enquiry report of the

commitec shall bc submined to the Boad of ExarninationVGovetrring council for

necessary finther action.

ii. The committee shall meet as and rvhan required. The CE shall convene the meetinB

in consultation with the Chairman offie M&LEC.

iii. Procedurc to be follow'ed in instances of malpractice (s)lmisconduc(s)

a A student found involving/involved in malpractice or guilty of misconduct in an

exsmination shall not be permitted by the chief superinterdent to write the

rerrnining pat otlhe exrnination rmhss ttre candidate tdld€rs an unconditionol

written aPologr at the spot.

h. The chief superintendent shall send a report to the cE d€tailinglhe malpractice,

supportd by- doc dher evidence availahle.
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c. The malpractic€ detected at the time ofverification ofanswer books or valuation

or subsequently shall also be reponed to the CE with supporting details by the

evaluator or the person concerned throtgh the Chairperson.

d On receipt of the report of a malpractice or misconduct the CE shall refer the

casc to the Malpractices and Lapses Enquiry Cornminer. The committee shall

conduct an enquiry and make a report.

e. At the enquiry the student shall be given a reasonable opporunity to defend the

charge agairst him/her and shall bc allowed to cross-examine the witnesses, if
any examind on behalf of the Collcge/University. However. rcpr€sefltEtion

tkough counsel will not be allowed.

f. Th€ minutes of the meeting of the committee containing its findings and

recommendations will be submitted to the Vicc Chanceltor. for necessary firrther

action.

h A Register of Malpractice should be maintained by the examination section

corcemed.

W

I -\

LEGT

OAB,

-a
t)
*

83

I \ \\lt\ \l t{ )\ \l \\t \t

g lfthe malpractice m misconduct is held as proved. ure or more ofthe punishmens

indkated in the secord colwnn ofihe tabh belol may be imposed on the candidate

by the Governing Council considering the gravity of the malpractice or
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GUIDELINES / REGULATIONS / DISCIPLINARYACTION / PENALITTES IMFOSED

FIOR MALPRACTICES / IMPROPER CONDUCT OFEXAMINATIONS

I (A): MALPRACTICESCOMMITTED BY STUDENTSOR ON THEIR BEHALF

sl.

No

Nature of Malpractice/

Improper Conduct

I fthe candidate unauthorizedly poss€sses or

keeps accessible in examination hall an1'

pap€r, Notes, Book. cell Phonc Pager. Fhlm

Computer. tab. any other elecro{ric gadget

or any other malerial for use in connection

with or related to the subject of the

cxamination in rvhich he/she is appearing

(either in theory or practical ) on his body

or table or chair or concealed under clothes

u'rrn l1v him/her,.

Punishnrenl

For the candidate:

2. and if found having copied will

be disqualified for a period up to the next

two chances b€sides cancellarion oflhis i

appearance for the whole examination

(all subjecs) in which malpractice was

detected.

Note: On detecfion, the candidate

shall be pcrmittcd to wrilc the

examinrtion only after he/she has

surrendered such objectiona ble

meterials end hes given a writteo

strtcmenl of epolog;r deteiling the

,v4
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be disqualified from appearing in the

university examination al the nexl

chance besides cancellation of his

appcararrcc in the *tole examinaiur (all

subjecls) in which malpractice was

detected.
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f
If the candidate is found c<mmunicating

to another candidate or person available

inside or otrtside the examination hall

direclty or using signs. gesturcs or other

body language methods. or using cell

phones. Blueloottr- or other mechanical

or electronic gadgets ofany kind

If the candidate shows his/her answer

book to ano$er candidate q rcceives

or attempts to receive help from any

source. including consulting books,

notcs or papcrs or any othcr matcrial

available outside the examination hall or

has given help or attempted to give help

for the ma lpractice.

lf the candidate swallows or anempts

to srryallow a note or paper or runs awa,'*

with the paper or causes disappearance

1 
or destruction ofanl such matcrial(s).

nature ofdetection end the materials used.

to the Chief Superi -ntendent In c.se of
failu re to comply with the above

requircmerls hc shrll be erpelled from the

eraminetior hell by the CS after seizing the

materials end his/her hell ticket/admit

cord. A detailed report shell elso be

submitted by the CS to CE on the srme day'.

Warning and other steps lbr avoiding

continuance of the malpractice including. if
; necessaq' expulsion liom ttre examination hall.

The committee. if convinced of the
' malpractice. may recommend cancellation ol
his appearance in the particular examination.

The abettor l'rom outside. rvi ll also be dealt rvith

in accordancc u,ilh laur

Shall be disqualitied iiom appearing in any

universit_v examination for up to tw'o chances

including that in u'hich hc'Ahe is found guiltl.

1
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Shall be disqualified for a period up to three

chances including that in rvhich her'she is found

guilty.

6 If the candidate smuggles in or out or

replaces ansrter book during or aller the

exam with or without the connivance of
any staffor arranges to send the question

paper out of the hall during the

cxamlnati(m.

Shall bc disgualified for up to tu,o chanccs

includingthat in rvhich her'she is tbund guilty.

'1. Ifthe candidate takes away the answer Shall be disqualified for up to two chancesi
book outsidc thc cxamination hall or ' 1pg1x66g that in which hc/she is founrl guilty.
intentionally tears off or otheru.ise

disposes offhis answer book or any part

I thereof.

8 I fthe candidate is found guilry ofsericxrs

misconduct in the examination hall orof
misbehaviour towards the supervisory

staff inside or outside the examination

hall or at Bny other place during the

p€riod.

9. If impcrsonation is detcctcd

He/she shall be disqualified for a perir>d up ro

three chances including that in which he/she is

found guilty.

The impersonator shall be dealt $ith in
accordance with lau' at the spot. Ifhelshe is on

the mll of the Univenitv. the committee may

also recommend to disqualify him from

appearing fr any university exam for up to five
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5 Ifthe candidate deliberately exchanges

his/her seat or writes the register

number ofarxxher candidate on his/her

answer book or creates any disturbance

during the examination or relirses to

obey the superv isor,v statT.
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chances including that in which helshe is found

guilty. Ifhe/she is not on university rolls. he/she

will not be admitred to any course under the

Universig ftx a period up to five chancu; besides

initiating criminal proccrdings for the offence

of impersonation. The candidate for whom

impersonation u'as attempted also will be

disqualified for up to five chances.

t
0. If the candidate uses objectionable,

abusive or offensive language or wriles

or assigns any marks which will help

identification of the answer book or

writes any letter or other

communication or makcs an, rcqucst

seeking the help of the examincrs lbr

award pass marks or undue marks

i Cancellation of the perfmmance in that paper/

I subjet/s r dccided by the Govenring Council.

I

i

I

i

I I . I fthe candidate is found in prssession

of any lethal weapon, l'irearm or

explosives in the examinatioo hall.

Expulsion from the examination hall and report

!o lhe Police shall be done by the CS forthwith.

After enquiry thc committee may also

recommend to cancel the performance in that

suhject as rvell as in all other sutrjects f<r rvhich

the candidate has already appeared including in

practical examinations and projed work and he

shall not be permitted to appear for the

remaining examinations of thar chance. His

admission to lhe course may also be cancelled

by the Goveming Council in appmpriate cas€s.
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t 12. Copying by the candidatc is dctccted

during valuation or during special

scruliny on the basis of internal

evidence.

13. a) lnsertion of pre-written answer

papers by the candidate

or

Reading out the answer to the

questiofls or communicaling in any

manner answers or information

leading thereto in the Examination

Hall so as to benefit the other

candidates taking the examination.

b )Approaching or influencing directly

or indirecrly a question pap€r s€tter.

examiner. evaluator. moderator.

tabulalor or any other person

connected with the University

examination to leak out the question

paper or any pfi theteofor to enhance

marks or favourably evaluatc, or to

change lhe award olmarlis in lavour

of the candidate.

Recommend cancellation of the

that subject and in all other subjects for which

the candidate has appeared including practical

examinations and project rvork of that

cxamination or furtlrcr cxamfuniom for a pcriod

up to two chances including that in u'hicn he,/she

is found guiltv.

Recommend to cancel the entire examination of
that term laken by the candidate and also debar

him ilorn appearance in three subsequenl chances

ofthe examination and may also initiate criminal

proceedings againsl him in appropriate cas€s.

Recommend to cancel the entire examination of
lhat chance and also debar from appearance in

three subsequent chances of the examinatiom.

Criminal proceedings may also be initiated

against the candidates in appropriale cas€s.

L .l
14. Detection of misconduct on the part

ofany candidate or candidates by the

Chief Superintendents/Assistant

Superintendentsr lnvigilators.

All such cases shall be rcported o the Chief

Superintendent by the Assistart Superintendent/

Invigilator. as the case may be. The Chief

Sr.perintendent, on getting the repon. or on his

I l,l'L
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15. Thc candidatc rcfuses to givc a

statement with rcgard lo his conduct

justiSing inference of malpractice.

own information. should collect ftrrthw'ith all

possible material evidence available including

the answer-book and get a written explanation

. from the candidate. His report together with the

statement from lhe candidate as also other

materials. if any, collected. shall be sent by

registered fxlst with acknowledgement due on

the same day addressed to the CE b1, name, In all

such cases the Ch ief Sufrednte ndent may use his

discretion and dccide whether the candidate in

queslion shall bc permitted to continue his

appear.mce lbr the rest ol'the examination or

not and his decision in the matter shall be

reported to the CE without delay.

ln such cases. the candidate need not be forced

to give a confession statement. lf he refuses to

give a statement truly sening forth the details of

the incident, only tlre fact of his refusal need be

recordcd by the Chief Supcrintendent and

attested by nvo other mernbers ofthe supervisory

stallon duq, who have wilnessed the incident. A

detailed reporr shall be sent to the CE in this

rcgard at the earliest.l f the offence is proved"

the MLEC may recommend to impose the

punishment ofdebaning the candidate f<x up to

three chances including that in which he/she is

found guilty. This will be in addition to the

punishment that might be imposed for other

iterns of miscoMuct under prc.,ceding heads.
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I 6 lfa cardidate is found to have commit-

ted/involved in the same (as the one for

which the candidate is already pun-

ished) or ditTerent rnal practice, in the

subscquent Exsminatior/s rcpeatedly,

@ond any doubt- whatever be the cir-

cumstances leading to the incidert:

Punisbment: In addition to the cancellation of
her/his appearance in the whole examination

(in the sense ofall Subjects ofan Examination

wrinen by frerihim) in which mal practice was ,

delected. he/she shall bc debarred fiom

appearing the University Examinations for a

period up to and including the next 2 chances.

!

NOTE: lfany malpractice is detected al the exarnination hall orduring evaluation which is not

covered in the above clauses I to 15. it shall be r€ported to the liniversity tbr further

action lo award suitable punishment.

ln all cases covered by clauses I to 15 above and also in cases ofdetection ofuse olunfair

means nol covered by these rules. the Governing council may. on lhe recommendation of the

Malpractices and Lapses Enquiry committee. award/impose any of the prescribed punishments

mentioned above as it may deem fil taking into account the graviry- of the offence. circumstances

of the case and the details ofthe malpractice reported.
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S

No

I (B): MALPRACTICES COMMITTED BY EXAMINERVEVALUATOR-V
INVIGII-ATOR9CSISKILLED ASSISTANTS etc.

Naturt of Malpractice/
Imprcper Conduct

Punishment for use of
Unfair means

d)

Tampering with the marks by the

Examiners.

Boosting of marks ofcandidates

during centralized Valuatisr,rPractical

Examination under the influence of
anoth€r person or othenvisc.

Demanding money or gift to pass/help

the candidate in Theory / Practical

examination.

Blackmailing or intimidating or using

a body language to hint or indicate the

oulcome of the practical / clinical

examinatioo.

lf the person involved is a Governmen/

University employee. debar himlher from

[xanriner-ship or duties connected with

examination permanently and inform rhe,

competent authority to prcceed against the ,

indivirtual mder disciplinar, rules goveming his '

emplryment. Ifthe person involved is enploled

as a facuh;* in the privatc alfiliated colleges.

debar him/her from Examination duties

permanenlly and inform the competent

authorig to prrrceed against the individual under

disciplinar-r' rules goveming his employment. .

F'urther rhe Universitl, may iniriate action to.

rernove the nanc ofthe particutar faculty fmm :

lhc faculty rcgistration for a fixcd period.

e) Seeking sexual lavours to pass the -6o-

candidate.
Action as for olTence under clause a) to d ) above

and also repot the maner fm appmpriate action

under criminal larv.

NOTE: For r cese of unfeir merns not covend by thcc nrtcs, thc Govcrning Cotrcil man
on the recommendation of the Mrlpractices and Lapses Enquiry committee,

award/impose eny such punishment es they deem tit taking into eccount the

gmvity of

rcported.

the offence. circumstlnces ofthe case and the d
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I (C): MALPRACTICES COMMITTED BY CHIEF
SUPERINTENDENTS / TNVIG ILATORS / STAFF

st.
No

Neture of Melprectice/
lmproperCoeduct

Punishment for usc

of Unfeir meens

lf the person involved is employed in private

affliated college the competent authoriry* shall

be informed to proceed against the individual

under disciplinary rules governing his

employment. He/she will nol be engaged for

duties connected rvith lhe conduct of
examinations by the Univenity for a period

rvhich may extend to five academic y.ears; but

with a minimum of at least t*'o years. Fu(her

the University may initiate action to remove

the name of the particular lhculry liom the

laculty registration for a fixed period.

a) Helping the candidates to copy by I lf the person invotved is a Government/

any means. Univetsity ernployee. the competent authofity

I shall be informed to proceed against the

individual underdisciplinary rules govaning his

employment. He/she will not be appointed as

r lnvigilator/Supervisor by the University for a

period which mEy cxlcnd to fivc academic

, years: tnn with a minimum olu least two yeas.

b) Giving rvrong directions to the

candidates violating the Univcrsitv

Regulations / lnstructions.
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Universiry* within the prescribed

time after the examinalion is over

or sending the answer books withort

ensuring that the anslver books sent

correspond to the candidates who

appeared lor the examination as per

the attendanc€ sheet concemed.

-do-

I (D): MALPRACTICES COMMITTED BY THE INSTITUTION

sl.
No

Nature of Malpractice/
Improper Conduct

question pap€r or an), part thereofor ro

' enlunce marts or favourably evaluate in

favour of thc candidatc or to help the

candidate/candidates in copying by any ,

me&ls.

Punishment for use

of Unfair means

Ition with fie conduct of examination in atter-

nale csrtres have to be met by the defaulting in-

strtutron.

Any institution through its officials/ llmpose penalty or cancellation olexamination

staff/ reprcsentatives approaching o, I ando, examinaticl centre lir a period of up to

intluencing directly or indirectly 6 | live years and/or any other punishment includ-
,question paper setter. examiner. ing suspension orwithdrawal ofafliliation fora
'evaluator, moderalo( tsbulator or any definite period as decided by the Goveming

other person connected with the Council taking into account the gravity ofthe
:tJniversity examination to leak out the malpractice. All expenses incurred in connec-

,^:^iii:f,,5it:i:$il.,'
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ID INDISCIPLINE OF STUDENTS AGAINST THE UNIVERSITY

SI

No.

Nature of Malpractice/
lmproper Conducf

Punishment for usc

of {lnfnir meeos

He/she shalt be disqualified for a perioa up to fl
:

years or may be rernoved hom the cows-e

deJrnding upn the graviry ol'the offence.i

The matter rvill also be reporfed for initiafingi

criminal proceedings in accordance with law.i

trr) vroLATroN oF uNlvERstTy RULES ByTHE STUDENTS& STAFF

Every examiner / examination staffshall at all times take reasonable sreps to ensure and
protect th€ intercsts ofthe University and carry out his / her duties diligently in accordance with
the provisions in the Act, stalutes, Regulations, ordinances, Bylaws. frers and instruclions
issued from time to time by the university and do nothing which is uabecoming of an examiner
m examination staff.

If the Goveming council is satisfied after enquiry thal the int€grity ol a university
examination has beel violaed in any examination centre. in crmsequence o[unfair assislance
rendercd to exarninees, the Governing Council may order re-examination besides taking action
under rules relating to unl'air mears and may also disquatily the examination centre permanently
or for a specified period.
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l. lf any candidate from the a{filiaed

colleges has committed an offence or

is caught red handed or is found

involved in anv acts leading to lealiage

of question paper. removal ol answer

sheets. hacking ofcomputer system or

tampcring of rcruorrds rclating to the

cxaminations.



(IV) DISCIPLINARY CONTROLOVER EXAMINERSAND EXAMINATION STAFF

Every employee of the University orthe employee ofanl,college or lnstitution afliliated

!o the University or any constituent collegddepartment shall be bound to function as an examiner

or as an examination staff, it-appointed as $rct by the University'. Refirsal to discharge the assigred

duty ma,.v render such person liable for debaning frorn all future examination relatcd duties. Any

such order ofdebarring made by the Vice-Chancellor may be rvithdrawn by him/her. at any time

subsequently. Such proceedings will be in addition to the consequences contemplated in Section

E4 oftheAct. Duringlhe course ofthe examination the personnel on examination duties shall be

under the administrative control of thc CE.

CHAPTERXIII

CONCESSTONS TO PHYSICALLY DISABLED CANDIDATES

I . Candidates who come under provisions of Persons u,ith Disabilities Act. t995 are eligible

for compensatory time for writing theexamination. LIntil revised. the compensatory time

permissible shall be 20 minutes for each hour of examination.

2. A candidate with .l0olo disabilitv. if recommended by the competent Medical Board can be

allowed by the University to write the examinarion with the aid of a scribe.

3 . The applicatioo in white paper fr permission for compeisatoq, time and for the assistarrce

ofa scribe should be forwarded to rhe cE through the principal/Head oflnstitution. The

application shall normally be filed 30 days beforc the commercement of the examination

along with the certificate ofdisabiliry- and recommendation issued b1, competent Medical

Board. Such application shall be accompanied by detaits ofthe proposed scribe duly
recommended by rhe Hol / Principal of the institution concemed. The scribe shall not be

a student for the same or higher co{lse or one possessing qualification similar to or
higher than dre course irr which tlre applicant is a student.

4. The authority to granl compensstory timer'assistarrcc of scribe is the vice chancellor.
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CHAPTERXIV

CANCELLATION OFAN EXAMTNATION

lfit is found, based on complaints or otherwise. that the examination conducted suffers

hom substantial iregularities like leakage ofquestion paper. supply olermrmus question papers.

mass copying exact rcpetition of the immediately preceding question paper. or such other specia.l

circumstances. the Controller of llxaminations shall report the malter to the VC and if
recommended by the Examinalion Committee to rvhich the matter is referred, the Controller ol
Examination may direcl cancellation of thc examinalion and arrange for conduct of fresh

exami[alion instead. Full daails ofsuch cases with neporls concenred shall be placed bel'orc the

Board of Examinatiofl at the earliest for ratification. lfany pracrical examination is conducted

violating thc course regulation, the CE may recommend to lhe VC to cancel the examination

conducted at the particular centre(s) and arrange for re-conduct ofthe examination.

CHATTERXV

REGISTERS TO BE MAINTAINED

a) Register of Publishing of results

The oflice ofthe CE. shall maintain a register shorving the details ofresults ofexaminations

published everyyear in the format given below:

s Name of Date of com- 
Date of l-asr Date of

No Exaninstio mencernent of E;*f Ptrt{ishirgof
l*llrnEmt resrts

Total No. of
Sordsts

Appeared

No of
Shrdents

pass€d

%"*o*n'n
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Before approving the result ofan examination. the necessary details shall be entered in

the register and the register along with the results. shall be put up to the CE for approval ofthe

results. The section concerned shall keep such a register with regard to the examinations under

thern.

b) Preservation of Documenls

sl.
No.

Name of Document Period of
reserv'ation

)

'fabulation Register

Register of Publishing of Results

Permanent

Permanent

3 Calendar of Examinations ['ermancnt

4 Minutes Book of Board ofExaminations I)ermanent

5

6

7

8

9

l0

lt

t2

t3

t4

Minutes Book of Examination Comminec

Minutes Book of Pass Board

Stock Register oIMark lists. provisional

degree certilicate, degree Certificates and

Rank certificate (in the Confidential section

1! cgncerned examinationsection)

Minutes Book of MLEC

Stock Registers

DCB Register

RTI Register

Tapal Register

Despatch Register

Coturterfoils ofanswer books - parr I

Pcrmanent

Pennanent

Permanent

Ten Years

Ten Years

F-ive Years

Permanent

Eight Years

Permancnl

Six months

tu4
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l-i Answer books of [ixaminations

Applications for Examinatisrs-

Firsl and last year

Six months aftcr

publishing ofresuls

3 months afler

issuing Degree Cenificate

6

t7 Mark sheels rcceived from

Examiners/Custodians

I 8 Closed files

Registen of fi nancial transaclions

such as Contingert Bill Register,

Cheque Payment Register, Regiser

ofadvances etc.

Two vears

As per provisions in the

Office Manual

l'ermanenl

CHAPIERXVI

THESIS/DISSERTATION FOR PG COURSES

ThesivDisserlation shalt be submitted to the university preferably belbre six months
prior to the comrnencement ofthe final yer examinatidr as per the notification or as per
the course regulation- Fine fixed for the pupose as per rlre ordinance wi be charged for
the late submission.

However, a grace period up to 14 days. rvith fine fixed, for the submission ofthesiv
dissertation tbr PG courses shafi be granted as per the special order orthe Hon.bre Mce
Chancellor ifa candidate applies for it poinring out genuine reason.
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CHAPTERXVII

EXAM INATION SYSTEM AUTOMATION

PreEreminetion rctivities

The following shall be the various stages in the conduct ofexaminatior performed by
the lT section and other sections ofthe University

I . Tentative Examination calandar appmved by $e Board of Examinarions is published in
the University website in the beginning of the academic year. Times to rime
modifications are done as and when required with the prior approv6l.

2- Each examinarion notificmion is published in the website preferabty 45 days prir ro
the commencernent of examination.

3. Facililating for assigning ofnew ep Code/Scherne (if any).

4- Sening the basic parameters of scheme of examination as per resp€ctive course
regulations.

5. Faciliuting onrine generalion ofExaminarion scMuh as per Examination Nuificatisr.
6. Facilirating onrine preparation and pubrishing ofrh€ffi,.Exaninarion Time Tabre.

7' Faciritating onrine generarion ofmonthry consoridared risr ofrheory examinations.

8' Facilitating online a$endance and intemal assasrnent entry ftom rhe various affrliated
colleges / centers.

9' Faciritating subject wise onrine entry ofderails ofwi[ing and eligibre facurty to be
appointed as Intemal Examiner/Extemar Examiner/Evaruator for each University
Examinatior.

l0' Faciritating onrine examination registruion for .erigibre 
candidates, 6 per co.rs€

rcgulrtions.
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I l. Facilitating online entry of fbe remittance derails of eligihle candidates lor each

examrnatl0n.

12. Facilitating online interface for marking candidateVinstitutions (ifany) rvhose admit
cards are to be withheld for want of lirltilment ofeligibility criteria.

13. Facilitating online allotrnent ofTheory examinarion center.

14. F'acilitating online generation ofAdmit cards for eligible candidates.

I5' Facilitating online interface for printing and distribution of admit card to eligible
candidates.

I 6. Facilitating online interface for sending of'passwords' for theory. examinaticn to the

examination centers.

17. Faciliuting online preparation of practical examinuion time uble wirh details of
eligible candidates. center wise and date rvise. for pubrication in the r*,ebsite.

0ucstioo Pencr Trrnsmission

18. Facilitating online interface for sctting date wisc and center wise allocation ofep
codes for each examination.

I 9. Question Papers are transmitted liom the question paper bank ofeach day examination
which is randornll' selecred by the sysem and mnsmined lo rhe respective examinatiqr
certer{s). Intimation of No-Conedion or Corrections/moditicationVreplacern€nts

(if any) are transmitted to the examinatioa centers [.ithin the p,rescribd time.

Examination activitie*

20' F'acilitating online entry oftheory examinarion attendance entr-v llnvigilator.s Diary).

2 I . Facilitating online entry of practical marks/viva markvprojecr marks/recsd marks
etc. from the practicar examinalion centers on the day of examination itserf'.

Post Erraiartlol rctiviticc
22. Facilitating online verification olpre-e>rarnimtion dat" ad transferring ir to compact

Disk (cD). The data is submined to the controlrer of Examinations arong with a
completion note.
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23. Facilitating online mark entry oftlreory examination marks from evaluarion camp(s)

and transferring the data to CD.

24. Faciliufing the generation oflist ofall answer boolis that has to be subjected to 3rd

valuation, as per rmiversiry' nrlcs.

25. After cqnpletion of valuarisr, the data is submined to the Colnmll€r of Exaninations

along r,r'ith a completion note.

Exceptions: Exceptions are handled s per the direcrion fmrn Cootrolhr olExaminations

on the recommendation of the l'l'seclion and is operated through a special softwarc

interface.

A few ofsuch exceptions will be -

a) Barcode duplicatisr

b) Barcode tarpering

c) Answer book misplaced

26. Facilitating online entry ofPartJ (that parr ofthe answer book where candidate urites

his/her rcgisrcr numbcr along with qrcstion paper code) and ransfer ofthe data to CD.

The data is submitted to the Controller of Examinations along with the completion

note.

Exceptions i fany are handled in the satne ivay 8s mentioned above.

27. Results preparation - The process begins after rcceiving completion note ol pan-I,

evaluation mar* entry and pre-examinEtion veriticalion tiom concerned sections.

2E. Facilitating provision for verification ofrcsulr criteria by the concemed scctiofl rvhich

will includc marks (min/max). pass criteria class criteria (as the case may be). grace

martJ moderation critcria etc.

29. t'aciliating online interlbce to various examination sections tix rc-veritication ofrhe
list of withheld candidates.

30. Barcode Marching: Using a softr+are interface. tlre part r data submitted to the conroller
ofExaminations is decoded to identiry the candidates.

Excepions: wrong pafl l entry in r€spect ofcombined epcodes wi[ be cancefled (on

ord€R from the controler of Examinations), and itern 24 above *,iI be
repealed.
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3 I . Result Processing: - The result is processed by the system as per the various approved

course regulations and the prepared results will b€ submitted to confidential section in

CD for archival and verification.

L,xceptions: ln sittrations where orders of the Board ofAdjrdication ofstt&nt grievances

and/or from Hon'ble Conts that affect basic data ofa candidate leading

to possibiliry- of change in result, the result of such candidate will be

revised based on the ordcrs of the Hon'ble Vice Chancellor and later

executed through special authenticated interfhce.

32. Rcsult Integrity Check - The result integrity check sofiwarc is built to identi$ any

variations in pre-processing and post-processing data with respect to the result prepared

and a report will be generated by the confidential s€ction.

33. Facilitating online generation of Tabulation Register - The tabulation register
(tabulation rcgiser for marts) are prepared separately for each examination and verified

using a securcd login.

34. Facilitating online generation ofresult statistics -The statistics based on results are

prepared and submined to the Controller of Examinations on the day o[ pass board

meet-

35. Publishing of rcsults - The results are published in the website after random intemal
yerilicatior by the concerfled section and appmval by the Hon'ble vice chanceltor.

36. Facilitating online interface for submiaing applications fs rerotalling ofscore sheets.

online provision for generating lists ofcandidates who have applied for retoralling
based cxr list ofall varid rcquests is provided. The score shees in respect ofttre applicant
are traced after processing ofthe examinarion data Any changcx in nrarks will be rqdated
through the interface pmvided and a specific r.porr ofihis updating is generated rvhich
shows the final mart of candidate for the specific ep code. 'Ihis report showing the
changcd marlis is got appved and anached to the original rabulation Register.

Exceptions: There may be cases that need to go for third varuarion after rc{otafling of
marks. Facility for generating a report ofsuch cases is provided to the
concemed rction for enabling third valuation.
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Note:

l. Errors. Corrections and Omissions (if any) shall be retrified only after obtaining

orders of Controller of Examinations.

2. All unforeseen exceptions shall be handled according to the orders ofthe Controller

ofLraminarisrs.

3. fhla gocs into the extmination sysem urly from five places - studenl collcge.

examination center. evaluation camp and examination section.

4. All necessary software rvill nonnally be preparcd by the IT section.
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37. Photocopy ofanswer book and score sheets - Online interface is provided for getting

photocopy ofanswer books and score sheets. A QP code wise report showing packet

daails is generated by the section using the online facility provided by the IT section.

Exceprions: Cases of error in Part-l €ntry may lead to errm in results ftr a student that

may be identified only after veri Sing photocopy ofaswer ffi b' the shldent

Such results are revised after gening special orders from the ConEoller of
examinations.

38. Online facilitv is provided for ganerating lists oftoppers in the examinations rvhich

are generated after the rc total resuls are published.

39. MaIk lists ate generaled after rE lotal results are published and are verified.

40. Normally Provisional degrce certificatss arc gcnerated after re total results are

prblished and are verified.

4l . Normally Degree Certificates arc ganerated after re total r€sults are published and are

verified.

42. Dupticate Mark List and Degree Certificate are generated afler getting orders on valid

requests rcceived in the conccrned sections. The pr€pared documents are verified.

43. Various statistics based on the results are preparc{ college wise. subject wise, etc.

44. The data regarding examination arc maintained and preserved securely in the

cmresponding scrven by the IT section.
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The Kerala State Right to ServiceAct 2012 (Acl l8 of 2012) has been implernented in rhe

Unirersity. The details of time schedule for delivery of xrvices and the oflicers responsible for

the services underthisAct are given below.

Service
I
Sl.No Period

(in days)
Exccuting
Authority

I" Appeal
Oflicer

Conlroller of
Examinations

lldAppal
Authority

Mark l.ist

Duplicate
Mark List

Provisional
Certificate

Assislanl
Registrar {Exam)

Pro.Vice
Chancellor

9t)

l0

Assistant Controllcr of Pro.Vice
ReSistrsr(Exam) Exemioetiols Chancellor

72

3 Assistant

Registrar (Exam)

.l Original

Dcgree
Certiticate

5 Examination Result
a) Exc€pl BSc Nursing

b) BSc Nursing

6 Migration
Certificate

Assistant

Registrar (Exam)
Controller of
Ereminetions

90
t20

Pro.Mce
Chancellor

Assistant

Registrar (Exam)
CoDtrollcr of Pru.Vice
Examinations Ctrancellor

I

J Assistant
Regisrrar ( Exam)

Assistant

Registrar (Exam)

Controlle r of
Exeminetions

Pro. Vice
Chancellor

_F-_-______-__j

7 Equivalenq,

Certificate
7 Conlroller of

Examinetions
Pro. Vice

Chancellor
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Kerela State Rieht to Service Act 20t2 (Act 18 of 20t2)

Controller of Pro.Vice
Examinations Chancellor
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i-



CHAPTERXIX

MISCELLANEOUS ITEMS

l. lT Section of K tl H S

IT section ofKUHS imparts all the technological supports for the conduct of works in the

examination branch. since these works depend heavily on Inlormation technology. The

dcvelopment/providing ofnecessary softwarc/hadwarc. its modification maintenance and support

including training shall b€ the sole responsibilily ofthe IT section. The IT section shall be under

the supervision and control ofthe CE in all the u,orks related to examination branch.

2. Examination Confidentiel Section

Confidential section shall deal with thc following matterc

Question paper sening as per the course regulation.

Scrutiny of the questiofl paper.

Assisting the transmission of the question paper and related work.

Safe keeping of qucstiofl papers, Part I entry data from examination sectioos,

m8lching data from I'l' section ard transmifled question paper Cunpsct Discs.

Cross checking ofexamination results with pre-processed data or random basis.

Maintaining ofquestion paper lrdnsmission register. CD destroying register. result

publication register. and altendance registcr oistatl'involved in the QP transmissiur.

Stock register of mark list, provisional degree certificate, degree certificale and

rank certificate.

Processing and payment of rcmuneration claims of question paper setters and

scrutinizers. and
l/If
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) Such other contidential works entrusted bv ttl€ CE.

3. Ereminetioo Tepprl and Desprtch sections

All communications regarding malten corulected with registration for examinations.

conduct ofexaminations. issue ofcertificates and Statement ofMarks etc. are to be addressed to

the CE- The documens received in this rcgard shall be sorted. put up to th€ CE and distribured to

the concerned sections with proper acknou'lcdgcrnent.

All cornmunicarions regarding the matte$ oumectd with examination will be despatched

through Examination Despatch. The tappal and despatch section shall maintain proper registers

of tappals and despatch.

4. EnmiortineStorc

There shall be a separate store for stffing examination materials including answer kroks

undcr the immediate control of an Olficer.

The officer in charge ofthe storc shall assess the requirements ofthe colleges for answer

books and other stationery based on the tentative examination calendar and shall issue these

items to the examination centres sufliciently in advance. The issue shall be made under proper

acknowledgment.

There shall be a Stock Register and an Issue Register prcperly maintained in the section

dealing with examination stores. Necessary ertries will be made in the stock register lvhen all

items are rcceived and similarly neccssar]' noting and anestation rvill be made wher thc same is

distributed to various s€ctions/departments. Annual verification ofphysical srock shall be made

at thc proper time.

GE I

rt*

OAB,1

i\\\ \\ ()\ \1 \\l \t

.w
rror. Irr. HAJEE BEGHUNATH

PR IIJ C IPA L
AtilAL A COLLEGE OF NIlFSING

AMALA NASAB PO., IHBISsUA.6aO 55



APPENDICES

Appendix l: Duties and Responsibilities olCS

Various oro forma {available io the websitel:

A form ofapplication for duplicate certificates

* form of Affrdavit for Duplicate certificates

t Self-assessnrnt pro lomra for allotnrent of tlreory exarnination Cetlre.

Apoerdix l:

Duties rnd rcsoonsibilities of Chief Sumrintendent

I . The chielsuperintendenl shall be responsible for the eflicient and prompt conducr ofthe

theory examinatiol at each centre. She/ He is responsible lbr receiving suflicient number

oftheory answer books and all examination rclated maerials frun the Principal/ Head of
the Institutions well in advance. She i He is solely responsible for downloading, printing

and distributing the question pape$ among the candidates in time. tt shatl be the duty of
the Chief Superintendenr/Head of the lnstitution to appoint Deputy/Assistant Chief

Superinterrdents. Asst. Superintendents (Invigilators) and other supporting staff for the

smooth conduct of examinations as per the instructions of the Univeniry-. In cases of
clubbing of theory examination ccntres, lhe CE shall appoint Additional Chief
Superint€ndenls, i f requircd.

For the smooth conducl ofthe examinatinns. the following guidelines shall be followed:

The Chief Superintendent shall pmvide nccessarl, facilities to the observer *,ho is the

representative of the universig.

2. The Chicf Superintendent shall go through the .Instructions to the Invigileton'and
give necessar_v dircctions as and tvhen required.

Aorwer Books: i,'/.

3. The chiefsuperintendent shall cnsure the lbllowins:

oa
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a" Requir€d number ofanswer books and examination related stationery are obtained

from the PrincipaUHOI u,ell in advance.

b, The Instructions to the candidates and nominal roll is published on the notice board

hr front of tlre examination hall and besides an *OUT OF BOUNDS" (No [,nrry)

Bord.

c. The ry,pe and version ofthe answer boolis shall be strictly verified b€fore issuing to

the candidates.

d A candidate shall not be allowed to write examinations. ifshe/ he do not have a valid

Admit card and ID cad issued by the Univesity. However. if a candidate reports that

her/his Admit card/lD card is lost; the Chief Superintendent can permit her/him for

the examinatio+ after obtaining a wriEea request from hcr/him, and shall report the

matter to the University. ln such cmes tte rmiversity shall uke steps to issue duplicate

A&nil card.

Budget:

4. The chiefsuperintendent shall prepare and submit a tenlative budget for the conduct ofthe

examination concemed. in accordance with the instructions given by the tJniversity hom

time to time. This should be senl through the l{ead ofthe lnstitution for gening advance

money fmm the university. lt is the duty ol the Chief Superintendent to disburse

remuneration lo all the penonncl involved in the examination work. Shey' He should senle

the account within 7 wort ing days. atler the pmticular examination thmugh the PrincipaV

Head of the lnstirution.

ArrrnBements:

5. She/ He shall ensure that all the technical anangements are made at the examination centre.

as per the existing guidelines ofthe University: to dou,nload qucstion papers through rnline.

print it as per the rtquirement. For this he should check. at least one day prior to the

examination. and ensure that the personal computers. intemet connection, printec fax.

UPS. gcrerator elc. are pmper). 'lte arangern€ots thBt are to be made for the corduct of
the examination include:

,,tt
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a Seating arangement for the candida&s (regist€r nunber to be written on the desk/

table at the right upper corner)

b. Ensure that the examination hal l(s) is kept clean and that there is no wriring on the

desks iwalls or board.

c. Appointrnant ofappropriate nwnber ofinvigilators and supporting sUff. well in

advance as per the norms in lhis regard.

6. The CS shall ensure thal the examination hall(s) is opened only one hour before the

commencement olthe examinatiolr and thar the candidates are instructed to occupy their

seaB at least 45 minutes before the commencement of the examination. He will also

ensure that all the candidates enter the examination hall latest by 30 minutes before the

commencement of the examination. No cudidrtcs rrc pcrmitted to ctrter the

enmiletiol hrll eftcr thb stipahtcd 6rc. CCTV shall be switched on from the time

ofdorvnloading &e question paper.

7 . He shall ensrm that examination procrdures until the sealing oftheory examination aswer

booli cover are recorded in DVD and sent to lhe univemiq' along with the ans*'er booli.

Mobile Jammer shall be switched on during the conduct of the examination in the

examination hall.

E. The CS shall make sure availability olclean drinking waler facility and clean toilet hcility
in the proximiqv ofthe examination hall for use of the candidates.

9. The ChiefSuperintendent shall ensure that the instnrctions to the candidates printed in the

lirst page ofthe answer book are read out l5 minutes prior to the comme[cement ofthe

examhation.

10. The Chief Superintendent shall keep utmost vigi lance throughout the examinatio{l priocess.

He/she shall frequently visit examination hall(s) and ensurc that the invigilators are doing

their duties pn:perly and arc not indulging in talking standing in tlre veranda kep reading

or uriting irside the examination hall(s).

I L Any paper. notes, books. mobile phones. blue tooth devices. programmable calculators

and other eleclronic equipments and gadgets are strictly prohibited in the examination

Frof.Dr.BAJEE rrOW
PR INC IPA L
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hall(s). The Chief Superintendent shall also extend full cooperation to the ObserverV

members of the vigilance squad appointed by the University for perForming theirduties.

12. The cS shall ensure rhar arrangements are made for ringing the bell as detailed below:

D 45 minutes before the commencement of the ex an - long belt _ for enrr.v

) Halfan hour before the commencernent ofexam - 2 strokes - for distribution of
answer books

) Ten minutes before the commencement of examination - 2 strokes _for

distribution of question papers

P 'lime fixed for the commencement of examination - 3 strokes - rbr starting

writing

> Thirty minutes before the closing of the examination - I srroke - fm warning

thal only 30 minutes are lefl for the end of the examination

D Five minutes belore the closing of the examination - 2 strokes - for waming that

only tive minutes are left tbr the end of the examination.

i Time fixed for the closing of the examination * 3 strokes -For informatipn that

lhe time for writing the examination is over.

13.Irt an unfrxcseen event of late commencernefil of examination. &e lost time shall be

compensatcd. Ary such instance shall be intmediatety rEported to th€ cE by the chief
Superintendent by oflicial email/fax. The Chief Superintcndent shall ensure rhat he is

available on the landline for receiving any emergency communication from the university.

Qucstion Peper rnd Arrwer book distribution:

14. The chief superintendent shall be responsible for distribution of proper rheory answer

books (as per the published tirn€ table), to the candidares preferably 30 minutes prior to

commefioement of the examination. He /she shall also be responsibte tir the proper

distribution of the question papcr to the candidates prcferably l0 minures before th€

cornnencement ofthe examination. ChiefSuperintendent shall ensure that no additional
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answer book is supplied to the candidates under any circumstances and that the candidales

are permitted to start *riting the examination only from the prescribed time.

l5' The cS shall keep one copy ofthe question paper and correction file if any. signed by
himself t'or his records.

16.In an unforesecn event of late commencernent of examination, the time lost should be

compensated. Any such instance shall be immediately Eported to the cE. However. late

commencemenl of examinations bel,ond 30 minutes is not permitted undcr an1.

circumstances unless specifically' ordercd othen ,ise by the University. The chief
Superintenderrt shall contact the nodal officer appointed by the university and also may
cofllact th€ university as and when required during the conduct ofthe examination.

Chhf Supcrirtendcrrt rtrd Invigilators' Dierl:

I 7. It is the responsibility of the chief Superintendent ro send the chief Superintendenr.s

diary in the prescribed format along wilh lhe answer books ro lhe universi[. 'lhe chief
Superintendent shall verift and countersign the Invigilators' diary. dountoaded liom the

univenity website and send the same along with the ther-v answer books to the uni'enity.

18. 'lhe chief superintendent shall be presenr in person in rhe confidential room during the
process ofdorvnloading and printing oflhe question papers. It is his responsibility not
crly to dovmload, print and distribute the qu€stion p6per to candidates rn lirrc, but also to
dorrnload and print the 'correction/no corrcclion file' from the University \.ebsite and

intimate lhe same to the candidates in rime. The do\nloading and printing strall be done in
the presence ofan Invigilator and the Obserrer/Additional Chiefsuperintendenr appointed

by the university. They should sign a d€claration ro the effect that downloading and printing

ofqucstion paper was done as directed by the tJniversir.v.-.

19.'Ihe chief superintendent shall rcport in writing to the cE the cases of suspected

malpractices nrticed during lhe condtrct ofthe examinalion f(r tirrther action. In case of
impersonatior-r- CS strall file FIR and submit the acknowledgmarr obained there for to the

CE preferably on the same day. 
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20. It is the responsibility ofth€ chiefSuperintendent ro make sure that all the answer books

ofthe panicular session ofthe examination are collected and the part I slips concemed

are torn offin the presence ofthe candidates. The part I slips which contains the rcg. nos.

and name ofthe candidates are packed and supplied in packets of25 nurnbers each. The

theory answer books without the Part I slip (25 numbers each). are arranged in tre order
ofregister number and packed in the respective covers supplied by the Univenity for the

purpo6e. The chiefSuperintendent shall make sure thar the details on the cover are filled
up and got signed by the lnvigilator concemed and signed by himself.

2l . The chief Superintendent shall make sure rhat the sealed bundles ofthe theory answer

books and relatcd documents including the recorded DVD proceedings arc sent to the

Universiry as per the direction on the day of the examination itself under proper

acknowledganent. In cases of e:*aminatim held in the aftemoons. the said documents

shall be sent on the next worting day iself. These pnrceedings shall be done under the

CCTV surveillance.

22. The Chielsuperintendent shall make surc that all the themy answer books. part I slips.

Chief Superintendent & Invigilator's diary., DVD recordings etc. are sent to thc CE by

name and only thc Question Paper code and date ofexamination shall be super-scribed on

lhe ouler cover.
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