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E.

Steps involved in the conduct of University Theory Examinations

The Principal/Head of Institution of the newly affiliated colleges/ colleges with newly
recognised courses should send proposals pertaining to each examination within 3 months

after the commencement of the classes to the Controller of Examinations.

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

examination/specialty.

The process for approval of Theory Examination centre shall commence with the
submission of a self-assessment report to see whether the Institution is having the
minimum requirements set for granting the Theory Examination centre status to an
affiliated Institution in an electronically transmitted Question Paper environment. The
Controller of Examination may arrange for inspection, and place the inspection report
before the Vice Chancellor who shall, if convinced of the fitness of the institution, grant
approval for the centre and report the matter for ratification by the Governing Council

through the Board of Examinations.

The criteria/minimum requirements for allotment of University theory examination centre
status to a college/institution are:

/

«» Availability of hall / halls of the required size to accommodate all the Regular and
supplementary candidates attending the examination at a time. The hall/halls shall
have sufficient facilities like availability of light, drinking water, fan/air

conditioner, attached toilet etc.

«» Auvailability of a confidential room attached to the examination hall with two
numbers each of desktop computers, printer/digital copier, UPS and Internet
connectivity, all in working condition. In addition to this, the room shall also be

equipped with generator, fax, and land line phone facilities, all in working condition.
+» Surveillance Camera system of the required specifications in working condition.
*¢ Communication Signal jammer of the required specification in working condition.

The University examinations shall be conducted as per the examination notification
issued preferably 45 days prior to the commencement of the examinations. The
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candidates proposing to appear for the concerned examinations shall register themselves
in the university before the publication of the examination notification. This registration

applies to the candidates taking their University examination for the first time.

Time table for both the Theory and Practical examinations shall be published well in

advance before the commencement of examinations.

All affiliated colleges shall register all eligible candidates enrolled by the University
for examination in the University web portal. They shall submit Internal Assessment
marks, attendance percentage, fee details and list of eligible examiners/evaluators as
per the Notification published by the University along with registration for each
examination. Examination Registration will not be granted to candidates who have not
complied with the requirements specified in the Examination notification and respective
course regulations. Applications received after the last date will not be considered
under any circumstances. However, the Vice Chancellor shall have the power to grant
permission for late registrations on sufficient grounds. In permissible cases of
condonation of shortage of attendance, the attendance shall be uploaded with actual
percentage. Actual attendance and the percentage for which condonation is granted in
accordance with the course regulations shall be uploaded in separate columns provided
in the prescribed format. Condonation is permitted only once in a course period for

UG courses. Condonation is not permitted for PG and Super specialty courses.

All affiliated colleges/institutions shall forward to the Controller of Examinations,
print outs of the evidence of Examination registration and internal assessment marks
along with certificate of attendance percentage, signed by the Head of the Department/
Dept. in charge & Principal/Head of Institutions after getting the certificate duly
acknowledged by the candidate by affixing his/her signature on or before the date
stipulated in the examination notification. The college shall also forward printout of
the fee details signed by the Principal/Head of the institution. The signed copy of the
internal assessment marks and attendance percentage shall be displayed sufficiently in
advance in the college notice board for information and for getting anomalies if any,

rectified. Complaints, if any on the part of the candidates regarding internal assessment
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10.

marks and attendance shall be raised before the University with utmost diligence. Once
these documents are submitted by the head of the institution to the examination section,

no further changes will be entertained under normal circumstances.

To complete the examination registration process, the Principal/Head of the institution
shall furnish a statement regarding satisfactory completion of training pertaining to
the particular examination as per KUHS Regulations, in respect of the candidates being

registered.

The Principal/Head of Institutions shall collect Examination fee from all eligible
candidates of his/her college; remit the consolidated amount to University Account as
per the mode of remittance specified in the Examination notification from time to
time and forward the concerned print-outs countersigned by Principal/Head of
Institution to the University. University shall also impose the fine fixed by it from
time to time for the delay from the part of the colleges in the process of registrations

of each session of the examination.

Principals/HOI are empowered to condone the shortage of attendance up to the
maximum percentage specified in the course regulations for a subject/subjects for
theory/practical or both for a particular examination. But such condonation is allowed
only once in the entire course period and only with the recommendations of the HOD/
Dept. in charge, and on genuine grounds. Such condonation of shortage of attendance
is permissible for undergraduate courses only and is subject to payment of the
prescribed fee to the University under intimation to the Controller of Examinations.
Such intimation with the relevant details shall be signed by Head of Department/Head
of Dept. in charge and by the Principal/Head of the Institutions. The Head of the
institution shall give an undertaking that the particular candidate has not availed of the
provision for condonation facility previously in the entire course period. The college
shall maintain a condonation register which is subject to verification by the University

authorities.

The University recognizes an affiliated college/Institute, as an examination centre

provisionally, if it ensures proper arrangements for the conduct of examinations strictly
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11.

12.

13.

14.

as per the guidelines prescribed by the University from time to time. These
arrangements include setting up of civil, electrical, Information Technology
infrastructure, etc. In exceptional cases, University may permit sharing of examination
centre facility with another affiliated college of the same management in the same
campus on special request from the Principals/Head of Institutions of both institutions.
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 of the
situation. The theory examination centres shall be finalized before the issue of Admit
Cards.

The University reserves the right to cancel any examination centre at any time on valid

reasons.

The University verifies the examination registrations, attendance, internal assessment
marks and remittance of examination fee to ascertain eligibility of the candidates before
issue of Admit Cards. Admit cards are issued online preferably two days prior to the
commencement of the theory examination. The Controller of Examinations shall have
the power to suspend issue of Admit cards to candidates found ineligible on various
reasons. The Controller of Examinations shall also have the right to keep pending, the
issue of Admit card already issued on valid reasons. In exceptional cases, the Controller
of Examinations can provisionally permit a candidate for appearing the examination,

subject to eligibility on further verification.

The Principal/Head of Institutions shall download the Admit cards, sign on it and
distribute the same to the candidates with college seal, after getting their signature in
the admit cards preferably one day before the examination. Invigilators shall put their

initials in the Admit Cards on each day of the examinations in the prescribed column.

Once an affiliated college/institution is approved as an examination centre, the
University shall supply sufficient theory and practical answer books and examination
related stationery in advance from time to time as per the requirement. The Principal/
Head of Institutions shall maintain a stock register of such materials supplied by the

University. It shall be the responsibility of the Principal/Head of Institution to intimate
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15.

16.

17.

18.

the University the examination requirements well in advance. University shall have a
mechanism to monitor the stock and usage of above mentioned materials from time to

time.

The Controller of Examinations shall designate a college, preferably from Govt. sector
as ‘Nodal centre’ for a particular examination. The Controller of Examinations shall
appoint a Nodal Officer and Subject Experts attached to the Nodal Centre. The Nodal
Officer shall be the officer to attend to the complaints, if any, regarding the question
paper transmitted. The Nodal Officer shall consult with the ‘Subject Experts’ appointed
for the purpose regarding the complaints and send the correction/no correction file to
the University within the prescribed time. The Nodal Officer and Subject Expert shall
be faculty members preferably not below the rank of Associate Professors. However,
the Controller of Examinations shall have the power to appoint Nodal Officer and
Subject Expert below the rank of Associate Professor in exceptional cases subject to

ratification by the Vice Chancellor.

The Controller of Examinations shall appoint Chief Superintendent on the
recommendation of the Principal/Head of the Institution of the theory examination
Centre for each examination. Usually the Principal/HOI shall be appointed as the Chief
Superintendent. However, in exceptional cases, they can nominate a senior faculty
member as the Chief Superintendent. The University reserves the right to appoint the
Chief Superintendent who is not nominated by the Head of Institution also. Duties and
responsibilities of the Chief Superintendent and Invigilators are included in the

Appendix I.

On receipt of the Question Papers from the setters, the concerned section of the
Examination Branch of the University shall prepare Question Paper Banks by assigning
Question Paper Codes, scrutinize for further accuracy and arrange them according to

day wise time table and compose them into a standard template.

University shall take necessary steps to transmit theory question papers online to the
examinations Centres. All University Examination Centres shall be given unique

Username and Password so as to enable login to the web page designed for the
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19.

20.

21.

22.

Examination purpose. To maintain confidentiality, the Principal/Head of Institutions

are directed not to disclose the username and password to others.

The candidates of those colleges which are not approved as University theory
examination Centres for a particular examination have to write their examinations at

another approved University Examination Centre as may be directed by the University.

Normally, the Principal/Heads of Institution will be the Chief Superintendent at each
Centre. However, in exceptional cases, he / she may nominate a senior faculty member
as the Chief Superintendent. The Chief Superintendent is responsible for receiving the
answer books and all examination materials from the Principal/Head of the Institution
and keeping them under safe custody. He/ She is also responsible for downloading,
printing and distributing the question papers in time. He /she should make all

arrangements for the smooth conduct of the examination.

No change of examination Centre shall normally be permitted after a candidate has

once registered for an examination in a particular Centre.

The Controller of Examinations shall make arrangements for publishing the results

online, and for distribution of Statement of Marks and Certificates.

F. Conduct of Examinations

1.

Examinations once scheduled shall not be changed, unless there is a situation / reason
which necessarily warrants such a rescheduling with the approval of Vice Chancellor

subject to ratification by the Board of Examinations.

Ordinarily there shall be two examinations in a year (Regular & Supplementary)
preferably with a gap of 6 months in between, unless otherwise specified by the

respective course regulations.

In extraordinary situations, the Controller of Examinations shall be competent to effect

the change of date of any examination in the Examination Time Table already published.

The Controller of Examinations shall make arrangements for the conduct of
examinations at various approved Centres in accordance with the rules framed by the

University from time to time.
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10.

Regarding their duties and responsibilities, the Chief Superintendent and other officers
involved in the conduct of examination(s) shall act according to the instructions issued

by the University from time to time.

It shall be the duty of the Chief Superintendent at each Centre of examination to appoint
Deputy Chief Superintendents and or Asst. Superintendents (Invigilators) who shall be
members of the faculty and other supporting staff for the smooth conduct of
examinations as required by the University. Remuneration at the rates fixed by the

University shall be paid to all the staff involved in the Examination duty.

The Controller of Examinations may, if found necessary, appoint an Observer/Squad
to supervise/monitor the university examination process carried out in the University
Examination Centres. Observer so appointed shall be a member of faculty of a different
stream and from another college with at least three years’ experience as Invigilator.
Observer appointed shall in no case be a member of faculty of an Institution under the

same management.

All candidates shall bring with them their Admit cards and ID cards issued by the
University on each day of examination. The admit card/ID card shall on demand be
produced for inspection by the Chief Superintendent, Additional Chief Superintendent,
Observer, member of the Squad or any other officer authorized by the University No
candidate shall be permitted to write an examination without a valid Admit card and ID
card issued by the University. However, the Chief Superintendent shall eligible to grant
provisional admission to a candidate for an examination with the permission of the
Controller of Examinations provided his / her name is included in the nominal roll
issued by the University. The fact that a candidate has been given provisional admission

does not entitle him / her to further benefits of taking the examination.
All Admit Cards issued are provisional.

Candidates writing the examinations shall be under the disciplinary control of the Chief
Superintendent and shall obey all his instructions. In case a candidate disobeys the
instructions given by Chief Superintendent / any other officials appointed by the

University or behave insolently towards the officials, such candidate shall not be allowed
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11.

12.

by the Chief Superintendent to write the examination and the matter shall be reported

to the Controller of Examinations for further action.

The Controller of Examinations can cancel the Admit card issued to any candidate, if'it

is proved that she/he has indulged in misconduct or is found indulging in malpractices

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

the examination.

In each theory examination Centre two authorized officers — the Principal/Head of the

Institution and the Chief Superintendent shall be issued user name(s) and separate

passwords by the University. The theory question papers could be downloaded only by

applying both the passwords.

a.

Uploading of theory question paper is usually done 45 minutes prior to the

commencement of the examination.

The uploading will be so designed that the Computer software would randomly
select a theory question paper from the question paper bank for each of the

examinations scheduled for the day.

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

examination.

The IT person authorised by the Principal/Chief Superintendent at the college

will click on this link and save the file to desktop.

All candidates shall enter the examination hall at least 30 minutes prior to the

time prescribed for the commencement of examination.

Final password (that will be visible in the computer screen) for opening the
downloaded file shall normally be released 30 minutes prior to the

commencement of the examination.

Using this password, the downloaded question paper will be opened, printed and

distributed to the candidates concerned in the examination hall.
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h.  The subject expert(s) appointed by the University shall opine on the required
corrections/ modifications/ replacements (if any) to the nodal officer who, in

turn, shall communicate the same to the University for further action.

i.  Normally question papers can be distributed to the candidates 10 minutes prior
to the commencement of the examination, but candidates can be permitted to

start writing the examination only at the stipulated time.

J.  The Nodal Officer, in consultation with the Subject Experts, shall recommend
the correction measures (if any) to be taken and intimate the same to the
University for finalising and approval. The University will compile the approved
recommendations and prepare a text file of corrections and host it within 30
minutes (preferably) of the commencement of the examination so that the
Examination Centres can download, print, and distribute it among the students.
The Controller of Examinations may, on the recommendation of the Nodal officer

and if found necessary, permit extra time for answering the replaced questions.

k. Intimations regarding corrections/ modifications/ replacement of questions (if
any) or No Correction intimation issued by the University shall be downloaded
in the same manner starting from 5 minutes and normally up to 30 minutes after
the commencement of examination. Chief Superintendent(s) shall download the

correction notifications as soon as it is made available online.

l. It is the duty of the Chief Superintendent to intimate the Corrections/
modifications/ replacement of questions (if any) or ‘No-Correction’ intimation
to the candidates immediately on downloading the same. The Chief
Superintendent shall ensure proper communication of the same to the candidates
by getting attestation from any two candidates, one each from the first and last
rows of the examination hall. Complaints made subsequently in this respect shall

not be entertained by the University under any circumstances.

m. The University may take necessary steps to publish the used question papers in

the official website for future reference.
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G. Answer Books

Answer Books with laser barcode and security features containing 52 pages or 32 pages
supplied by the University from time to time are used for the Theory Examinations. Serial number
of'each answer book shall be printed chronologically on the inner page. No additional sheets will
be provided for theory examinations. Instructions to candidates for filling instruction part of the
Answer Book have been printed on the front page of the theory Answer book. Each candidate
shall write his/ her Register number in the inner page of the front cover page (page no.2), and sign
in the space provided in the Second page (First inner page) of the Answer Book. Detailed
instructions to the candidates shall be given in the front page of the answer book. For Practical
Examinations, answer books of 12 pages supplied by the University from time to time are used

and candidates may be provided additional books, if required.

H. Instructions to Chief Superintendents at the examination venue

The Chief Superintendents are responsible for the efficient and prompt conduct of the
theory examination at each Centre. Generally Principal/Head of Institutions shall be the Chief
Superintendent in each Centre. The Chief Superintendents is responsible for receiving the answer
books and all examination related materials from the Principal/Head of the Institution. For the

smooth conduct of the theory examinations the following guidelines shall be strictly adhered to.

Instructions to Examination Chief Superintendent (CS)

Note: CS — Read as Chief Superintendent where ever applicable

The CS is responsible for the efficient and prompt conduct of the examination at each
Centre. The following guidelines shall be adhered to for the smooth conduct of examinations
as required by the Act, Statutes, Ordinances, Regulations, Byelaws or any other Order of the

University.
General:

1.  TheCSisresponsible for receiving the respective blank answer books and all examination

related materials from the Principal/ Head of the Institution, well in advance.
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The CS shall prepare a tentative budget for the conduct of the examination concerned,
in accordance with the university rules and submit it to the university through Head of
the Institution for getting advance funds from the university or as per the directions

given by the university from time to time.

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

in advance for the concerned session of the examination for which he/she is appointed.

The CS shall go through the “instructions to the invigilators’ and give necessary directions

to the invigilators as and when required.

The CS shall ensure that the login password (for downloading the Question Papers) has
been received by her/him one day prior to the commencement of the examination for

which she/ he is appointed and shall keep it strictly confidential.

The CS shall also ensure that the Principal/Head of the Institution has received her/his
login password (for downloading the Question Papers) one day prior to the

commencement of the examination.

The CS shall ensure that all the technical arrangements like availability of Personal
computers, internet connections, printers, fax, UPS, generator, mobile jammer, land
line telephone connection, CCTV surveillance system etc. are functional as specified
by the University from the day prior to the commencement of the examination onwards.
She/he shall also re-check the same on the day of the examination one hour prior to the
commencement of the examination. CS shall ensure that proper seating arrangements
are made for the candidates in the examination hall. Such arrangement shall include the

writing of register number on the desk/ table at the appropriate place.

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

writing on the desks/ walls or board.

The CS shall ensure that drinking water is made available to the candidates in the

examination hall.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

The CS shall display hall-wise seating plan for the information of candidates at prominent
places. Final nominal roll of the candidates who are to write the examination in the
particular centre and instructions to the candidates with regard to the examination shall
also be pasted outside the examination hall(s) besides an “OUT OF BOUNDS” (No

Entry for the persons unrelated to Examination) Board.

The CS shall be present in the examination venue at least one hour prior to the

commencement of the examination for each session of the examination

The CS shall provide necessary facilities to the Observer deputed by the University for
the discharge of his/her duties.

The CS shall ensure that the Invigilators collect the answer books 45 minutes prior to

the commencement of the examination.

CCTV surveillance system shall be switched on during the theory examination and the
recorded examination procedures (in DVD) shall be sent to the university along with

the answer book.

Ensure that the examination hall(s) is/are opened only one hour prior to the
commencement of the examination and that the candidates are permitted to enter the

hall between 45 and 30 minutes prior to the commencement of the examination.

No candidate shall be permitted to enter the hall after the stipulated time. The CS shall

strictly ensure that this rule is not violated under any circumstances.

Chief Superintendent shall permit the candidates suffering from contagious diseases
to write the examination with the prior approval of CE. Such candidates shall have to
submit application with medical Certificate and proper recommendation of the Principal/
Head of the Institution to the University. The candidates shall be permitted to take
examination in a secluded room. The full procedures of theory examination shall be

video recorded at the cost of the candidate concerned.

The CS shall ensure that only the following items are permitted in the examination
hall(s).
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19.

20.

21.

22.

¢  Admitcard

¢ ID cardissued by the University

¢ Allowed writing & drawing materials

¢ Simple calculator, if permitted for the particular examination
¢ Other materials permitted by the University from time to time

A candidate shall not be allowed to write examinations, if she/ he does not have a valid
Admit card and ID card issued by the University. However, if a candidate reports that
her/his Admit card/ID card is lost; the Chief Superintendent can permit her/him for the
examination, after obtaining a written request from her/him, and shall report the matter

to the University.

The CS shall ensure that Mobile phones, Bluetooth devices, programmable electronic
equipment like scientific calculators etc. and other electronic equipment are not
allowed in the examination hall(s) even if they are turned off. During the examination,
if any such gadget is found in the possession or custody of the candidate, these items
shall be taken into custody by the Chief Superintendent and the matter reported to the
Controller of Examinations at the earliest. In such cases, the CS may permit the candidate
to write the examination only on getting an undertaking from him/her regarding the
incident and shall forward the same along with the suspected materials to the University

on the same day.

The Chief Superintendent shall be present in person at the confidential room arranged
for downloading and printing the question papers. The downloading and printing of the
question papers shall be done in the presence of an Invigilator and the Observer (if
appointed). They shall sign a declaration to the effect that downloading and printing of

the question paper was done as per the direction of the University.

Question Paper download link will normally appear45 minutes prior to the
commencement of the examination. The CS shall ensure that the downloading is

completed within 10 minutes.
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23.

24.

25.

26.

27.

28.

29.

30.

The CS is solely responsible for downloading and printing/copying of question papers

using the final password that will be visible in the computer screen.
Proper arrangements shall be made to alert the candidates about the time remaining.

The CS shall ensure that the correct type of theory answer books, as published in the
theory examination time table, are distributed among the candidates in the examination
hall. Since the bar-coded OMR answer books are to be scanned, care shall be taken for
not folding the sheet, tampering with the barcode or making any stray marks on the

sheets.

The question papers shall be distributed in the examination hall(s) 10 minutes prior to
the commencement of the examination. However, the candidates shall not be allowed

to write the answers before the time fixed for the commencement of the examination.

The CS shall have proper communication with the nodal officer for the smooth conduct
of examination. The Chief Superintendent shall report the inevitable corrections, if
any, in the question papers, like out of syllabus questions, spelling mistakes and
repetition of questions to the nodal officer assigned for the purpose, before the

commencement of the examination.

The CS is solely responsible for downloading, printing and distributing the correction
/ no-correction intimation of question papers among the candidates in time and get the
fact attested by at least two candidates, one each from the front and back row to the

effect that they are informed of the corrections on time.

In case of any technical difficulty arising in downloading question paper(s) in time,
which causes delay in starting the examination, the lost time shall be compensated 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 commencement of the examination

and its compensation, due to unforeseen reasons.

The Chief Superintendent shall frequently visit examination hall(s) and ascertain that
the invigilators are doing their duties and ensure that utmost discipline is maintained

throughout the conduct of examination.
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31.

32.

33.

34.

35.

36.

37.

The CS shall ensure that the duly filled in CS diary, counter signed invigilator’s diary
and declaration of correction intimation are forwarded to the University in the first
packet of answer books. The DVD recordings are to be sent to the University in a

separate packet.

The CS shall ensure that the invigilator(s) have collected all the answer books and

detached part 1 slips and enclosed in separate packets in due time.

The CS shall ensure that all the answer books and part 1 slips collected from the
examination hall(s) are packed in bundles and sealed in front of the Invigilator(s) and

the Observer, if any, appointed by the University.

All the packets containing the answer books & Part [ slips and the DVD recordings are
to be wrapped in a cloth cover (outer cover) and forwarded to the University. Only the
QP-Code, date and time of examination are to be super-scribed on such outer cover

besides the mandatory addresses.

The CS shall ensure that the packets containing answer books and related documents
are despatched to the University on the day of examination itself by speed post or as
per directions of the University issued from time to time. In the case of examinations
conducted in the afternoon session, the CS shall ensure that answer books are
despatched on the next working day itself. In extra ordinary situations where there is
any delay in despatch, the same shall be intimated to the Controller of Examinations

the same day itself.

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

It shall be the duty of the CS to disburse remuneration to all the personnel involved in
the conduct of theory examination work and he shall countersign the acquittance
vouchers as per University rules and hand over the documents to the Principal/ Head
of the Institution within 2 working days of completion of examination. For timely
settlement of accounts, the Principal/ Head of the Institution shall forward the
documents within 7 working days of completion of the examination after countersigning

the consolidated statement of expenditure.
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38. Unused, damaged and cancelled answer books shall be counted and returned to the

Principal/Head of the Institution for proper maintenance of Stock Register.

39. The CS shall ensure that Candidates, Invigilators, Observers, CS himself/herself and
any other person entering the hall are not using mobile phones inside the examination
hall.

I. Instructions to Invigilators (Asst. Superintendents)

Invigilation is one of the most important tasks required to be performed during the conduct
of theory examination. Impartial invigilation helps not only to check the use of unfair means but

also to keep the morale of the candidates. A set of guidelines for the invigilators are given below:
The invigilator should;

a) Report to the chief superintendent at least 45 minutes before the commencement

of the examination.

b) Permit the candidates to enter in to the Examination hall within 45 to 30 minutes,

prior the commencement of the examination

c) Collect the answer books from the chief superintendent, check and count them and

get the defective answer books (if any) replaced.

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

only in packets.

e) Help the candidates to locate their seats and as soon as they are seated, enquire
whether any of them are in possession of mobile phones, calculators or digital
diary or any electronic devices or equipment of any other kind. If any of the
candidates are in possession of any such item or script/notes in coded form or
otherwise or any other material from which answers could be copied or otherwise
used in the matter of answering questions, the invigilator should instruct the candidate
to eschew the same or keep it outside the room. If any such gadget is found in the
possession of such candidate during the examination, they shall be seized and the

matter reported to the CS for necessary further action.
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)

h)

)

k)

D

Check whether each candidate has a valid Admit card and the ID card issued by the
University in his or her possession and admit only those who possess these items
of'evidence. If any candidate does not hold such documents, he/she will be advised

to meet the chief superintendent for necessary guidance.

Verify the identity of the candidate with reference to the photograph on the Admit
card and ID card issued by the University and after ensuring correctness, get the
attendance sheet signed by them, affix the initials of the invigilator in the Admit

Card at the space provided, on each day of the examination.

Distribute the answer book half an hour before the commencement of the
examination (on hearing the 2 strokes bell) and direct them to fill the Register
number, darken the ovals, write their names, sign on the space provided and make
other entries in appropriate places on the second page of the answer book. The
candidate shall also fill up the Question Paper code, Date of examination, Name of

Examination and Subject in Part III of the Answer Book at the appropriate column.

Shall sign on the answer book only after verifying that the details filled in by the

candidate are correct.

Question paper may be distributed 10 minutes prior to the commencement of the
examination (two stroke bell) and ask the candidates to start writing the examination
on hearing the 3 strokes bell.

After the lapse of each hour (single stroke bell), announce to the candidates, stating

99 <¢

“one hour is over”, “two hours are over” etc. as the case may be,

Five minutes before the close of the examinations, announce “last 5 minutes™ and
after the examination time is over (ie, on hearing the 3 stroke bell) ask the candidates

to stop writing and put their pen down.

Ask and make sure that the students put *X’ marks in unused pages of the answer
books and also that the details of answers are written by the candidates in the space

provided there for at the top of the first page of the answer book.
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n) Collect the theory answer books, arrange them in the order of register numbers,

tear off the Part I slips from the answer books in the presence of the candidates and

count the answer books & Part I slips.

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

attendance list, invigilators’ diary and unused answer books, if any, to the chief

superintendent.

p) Report to the chief superintendent before leaving the examination premises.

Important notes

1.

No candidate shall be allowed to enter the examination hall without a valid Admit card
and ID card issued by the University. Invigilators should check the Admit Card; identify

the candidate and put her/his initials on each day of the examination.

No candidate shall be allowed to leave the examination hall before the end of the

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

Candidates shall be admitted to the examination hall 45 minutes before the scheduled
time for commencement of the examination and should be asked to take their seats in
accordance with the seating plan. All candidates should enter the examination hall at
least 30 minutes before the commencement of the examination. No candidate will be
permitted to enter in the examination hall after this stipulated time except with special
permission of the Chief Superintendent which could be granted on exceptional
circumstances and for very valid reasons/justification. All such instances shall be
reported to the Controller of Examinations for further action. However, no candidate

shall be permitted to enter the examination hall after the time of commencement of

the examination.

Arrangements will be made by the chief superintendent to issue duplicate Admit cards
for those of the students who have received the original Admit card and failed to produce

the same or where the original is lost.

In cases where the University has issued ID card or the issued card is lost, the CS can

permit the candidate on the production of proper proof of identity in the form of
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10.

11.
12.

Aadhaar card, Voters ID or Driving licence. This can be done only in cases where his
/ her name is registered in the examination and the University has issued the Admit

card.

The invigilators should keep utmost vigilance during the entire examination. They will
ensure that the candidates do not indulge in talking on the verandas, use mobile phones

or read books in the examination hall.

The invigilators should ensure that strict silence is maintained in the examination hall.

Talking amongst candidates, borrowing of materials etc. should be strictly forbidden.

Invigilators shall not give any clarifications to the students regarding mistakes pointed
out in the question paper, mode of answering etc. If any candidate brings to the notice
of the invigilator, any such ambiguity / complaint regarding questions, or with regard
to spelling mistakes, repetition of questions; questions being out of syllabus, etc. the
candidate will be asked to give it in writing to the chief superintendent, who in turn,

will forward the same to the Controller of Examinations for necessary further action.

The Invigilators shall not allow the use of logarithm tables in the examination hall

unless it is permitted as per the instructions given in the question paper.

Use of mobile phones or any other electronic equipment will not be allowed in the
examination hall. The candidate may be allowed entry into the examination hall only

with his/her Admit card, ID card and writing and drawing materials.

Invigilators will keep themselves to be alert and vigilant and prevent the use of unfair
means in the examination hall. If any candidate indulges in any unfair means, the
invigilator shall take in his custody the answer book and the materials used for
malpractice and make a report with details to the chief superintendent who, in turn,

will forward the same to the Controller of Examinations for appropriate further action.
The Invigilator shall not allow any candidate to write anything on the question paper.

No refreshments of any kind except drinking water shall be allowed for the candidates

in the examination hall.
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13. The Invigilator shall not make any correction in the roll number written by a candidate

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

and attest the same by affixing his/her signature near the correction.

J. Appointment of Observer and squad

The Controller of Examination may appoint one or more Observers from other health
science streams to supervise and report on the conduct of the theory examinations. He may also
appoint a squad comprising of faculty of same stream or other stream for conducting surprise
inspection as and when required. Such squad/observer has to report about the conduct of
examination to the Controller of Examinations immediately after the examination is over. In
exceptional cases the Controller of Examinations may appoint observer/s for supervising the
conduct of practical/clinical examination as well. Sending special Observer/s for practical/clinical
examination is strictly confined to exceptional situations and that too at the discretion of the

University and not based on any request.

CHAPTERIII
VERIFICATION OF ANSWER BOOKS

On receipt of packets of answer books from the Theory examination centres, the Sorting
sections shall, first of all, inspect the packets to ensure that the packing was done according to
the instructions issued in this regard and that the seals are intact. If any tampering of the seals or
any other abnormality is noticed, it shall be brought to the notice of the Controller of Examinations
immediately. If the total number of answer books and the total number of absentees do not agree
with the total number of candidates registered, the Chief Superintendent of the centre shall be
contacted immediately to identify the cause of disparity. All the answer books are verified to see
that candidates have used the prescribed answer books issued by the university and no identification
mark is put by the candidate. If any identification mark is noticed, it shall be reported to the

Controller of Examinations immediately for further action.
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The following details of all answer book bundles received in the section shall be noted

in the Stock Register of Answer Books:

(a)

(b)
(c)
(d)
(e)
(f)
(2)
(h)

Name of the examination with year of admission/ Subject and Paper / QP code/

Date of examination.

College Index Number

Name of the centre of examination

Number of eligible candidates registered for the subject
Register number (from ....to)

Register number of absentees

Total number of answer books received

Number and Serial no. of answer book cancelled/damaged and returned

from the centre of examination.
Dated initials of the Assistant and the Section Officer/Assistant Registrar.

The sorting section shall ensure that the theory answer book bundles despatched

from the respective theory examination centres contain the following:
¢  Chiefsuperintendent and invigilator Diary

¢  No. of Theory answer books as per the invigilator diary

* Respective Part I covers

¢  DVDrecordings

If there is any disparity, the Section Officer/the officer in charge shall contact the Chief

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

of Examinations.
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