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EXAMINATION POLICY

Definition-

Examination is the process of evaluation to make a valuable judgment about the
desirable value.

Related information-

Syllabus, University & College Website, Admit Card, Question Paper, Answer
Booklet, University Identity Card.

Purpose :
To ensure that the examination is being conducted smoothly as per
the directions and guidelines of the university.

Scope: This policy is meant to equip the students and the invigilators with the
necessary arrangements for the internal as well as university examinations.

Policy Statement

a. University exam :-

¢ Notification of exam day by the university.

e Inform the exam notification to the students through the notice
board or through the class co-ordinator.

e Collection of field application from the students along the receipt.

e Submission of online application to the university along with the
attendance percentage and internal marks.

e Permitted the student to avail study leave or preparatory holidays
10 days before exam.

e Distribution of all tickets.

e Conducting examination as the university
norms.
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b. Internal examination:-

First Cycle

e Advanced preparation of internal examination schedule.
e Inform all the internal examination dates to the students
e Conducting internal examination in every three month.
e Announcement of result with in 7 days.

e |f any students failed or absent (medical back ground) in the
examination retest will be conducting to the students, but we are
providing minimum marks to the students.

e Sending progress report to their parents after every internal
examination.

Reason for policy :

For the efficient conduct of the examinations and to maintain transparency
regarding the rules.

PROCEDURE :

Chief superintendent:

e Chief superintendent is responsible for the receiving the answer
books & all examinations materials.

e He/she responsible for distributing the question papers to the
candidates.

e The chief superintendent shall report the correction in the question
papers if any like spelling mistakes, repetition of questions, out of
syllabus questions, to the nodal officer.

e |tis the duty of chief superintendent to inform the correction if any
to the candidates if any to the candidates & also to get at least two
attestations from the candidates to the effect that they are informed

of the correction in time.
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e Mobile phones, programmable calculators & other electronic
equipments shall not be allowed in the examination room even if
they are switched off.

For the invigilators or assistant superintendent:-

Conducting exams as per schedule-

e Carry the question paper from the confidential room to the
examination hall only in packets.

e Permit the candidates to enter the examination hall one hour
(long well)before the examination, candidates shall be admitted
only if they have a valid admit card & the ID card issued by the
university.

e Verify the identity of the candidates through the photograph in
the admit card and ID card issued by the university and get the
attendance sheet .

¢ No candidates shall be permitted to enter into the examination
hall after the stipulated time.

e The invigilator shall be sign in the candidates for filling the
answer books.

e The invigilator shall sign in the space provided of the answer
book and also fill up the details answer books.

e No candidates shall be allowed to leave the examination hall
until 30 minutes before the completion of examination.

e Collect the answer books and arrange them in the order of
register numbers.

e Cover the answer papers in the confidential brown cover.

e All the details are to be furnished on the confidential cover.
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Examinees:

e Should apply for appearing the examination, and receive the hall
ticket prior.

e On the day of examination, all candidates should enter the
examination hall at the stipulated time ( half an hour before
examination )

e Should produce the admit card/ldentity card provided by the
university, to the invigilators as per instruction.

e Should bring the necessary articles to write the exam.

e Should not bring mobile phones, programmable calculators,
digital diary etc inside the exam hall.

e Borrowing articles from others, discussing answers, writing in
the question paper are strictly prohibited.

e All should strictly abide the rules.
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