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 Being an autonomous college, it is essential to constitute various authorities 

of autonomous institute and develop suitable mechanism for curriculum design, 

examination/testing and evaluation pattern and to frame rules/regulations/ 

ordinances for autonomous institute to implement autonomy effectively.     

The college has constituted Academic Council (AC), Board of Studies (BoS) and 

Department  Advisory  Committee  (DAC)  which  are  approved  by  Governing 

Council (BoM). These authorities are conferred with certain powers and duties 

according to UGC guidelines. This Institute has framed the rules for autonomy 

for UG and PG Programmes which has been approved by Academic Council in its 

first meeting.   

The  important  responsibility  of  an  autonomous  college  is  to  decide  the 

methodology for examination and evaluation. It is significant to note that Choice  

Based Credit System (CBCS) is followed.  The CBCS provides an approach in 

which the students can take courses of their choice, learn at their own pace, 

undergo additional courses and acquire more than the required credits, and 

adopt an interdisciplinary approach to learning. Hence the college has formed 

Examination Rules for UG and PG Programmes which are approved by Academic 

Council.   

1.2 PROGRAMMES OFFERED   

Under the autonomous status, the institution offers following Programmes in the 

Academic year 2024-25:   

INTRODUCTION   

1.1 Preamble   

Jeppiaar Institute of Technology, is one of the reputed Self- Financing 

Engineering  Colleges in Chennai. The college was established in the year 2011. 

It offers 06  Under  Graduate  and  Masters  Programme  in  Management.  The  

college  is  awarded an autonomous status vide UGC, New Delhi from the 

academic year 2024-2025. 



 
 
 

1.2.1 Undergraduate Programmes  
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Table:1.1- Undergraduate Programmes 

1.2.2. Postgraduate Programmes   

 
 

 

Table:1.2- Postgraduate Programmes  
 

1.3 OFFICE OF THE CONTROLLER OF THE EXAMINATIONS:     

  ORGANIZATIONAL STRUCTURE   

The conduct of  examination and declaration of results is one of  the 

important activities of Office of the Controller of Examinations of the JNNIE - 

COE. The Examination Section is the backbone of the examination system. It is 

of paramount importance that the examinations are conducted with utmost 

precision, fairness and objectivity to gain public credibility and esteem. In order to 

achieve this, all rules and procedures relating to the examinations should be so 

well delineated as to leave nothing to chance and assumption.   

S. No  Programmes   

1   B.Tech- Artificial Intelligence and data science   

2   B.E – Computer Science and  Business Systems  

3   B.E – Computer Science and  Engineering   

4   B.E – Electronic and Communication Engineering   

5   B.Tech- Information Technology   

6   B.E – Mechanical Engineering   

S. No Programmes   

1   MBA (Master of Business Administration)  



 
 
 
 
 
 

Controller of Examination  
 
 

Deputy controller of Examination  

       

 
Admin.staff  

 
 

Supporting staff  
 

Fig No:1.1- Organizational Structure(COE)   

1.4 COE OFFICE FACILITIES    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Table:1.3- Facilities in COE   

S.No  Infrastructure (in Sq. Ft)  Area (in Sq.m)  

1   Controller Room   400   

2   Deputy Controller Room   320   

3   Strong Room   1200   

4   Office Room   1200   

5   Examination Cell   1200   

6   Data Entry Room   1200   

7   Reception   100   

8   Answer Script Storage Room   1800   

9   Store Room   1800   



 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Table:1.4- Resources in COE   

1.5 DEFINITIONS   

  ‘Academic Year’ means a year commencing during June/July and ending  

with April/May of the following year as may be decided by the Academic 

Council.   

  ‘Academic Calendar’ means the exact dates of all the important Events such 

as commencement of classes Government/Institution holidays, conduct of 

Internal/External both Theory/ Practical examinations, Last working day, 

vacation etc., during the Academic Session shall be specified in the Academic 

Calendar of the Institute and approved by the Academic Council.   

  ‘Academic Schedule’ means the exact dates of all the important events, 

such as Course Registration,  Commencement of Classes, Completion of 

Syllabus, Submission of documents for various audits, Internal/External 

both Theory/ Practical examinations, Mark entry, Last working day etc., 

during the semester.   

  ‘Answer-booklet’ means a stitched booklet of fixed pages issued by the 

college to the students in the examination Hall to write answers to the 

questions listed in the question paper of a subject of Examination.   

  ‘Answer  script’  means  the  Answer-booklet  in  which  the  examinee  has 

attempted/ written his answer in response to the questions found in the  

S.No   ITEM   Quantity  
1   Server (COE Software Online)   2   

2   

 

Variable Data Printer –  

Konica Color & Ricoh Color   

 

3   Copier Machines   3   
4   Computer Systems   10   

5   Printers   HP 1020-2:   

HP Laser M1005 MFP-1, 

Color Laser HP-2;   
6   Paper Shredder   1   
7   External Hard Disk for Backup(4 TB)   1   

1   



 
 

question paper on the examination day.  It shall only bear a dummy number 

in case of theory paper at the time of evaluation and the identity of the 

examinee shall NOT be revealed.   

  ‘Applicant’ means a person who has submitted an application to the JNNIE  

College in the prescribed form for admission to an examination.   

  ‘Arrear Candidate’ is a student, who, having once been admitted to an  

examination of the JNNIE is again required to take the same examination 

by reason of his failure or absence in examination.   

  ‘Attempt’ means either partial or complete appearance by a candidate at  

an examination   

  ‘Board of Studies’ means the Board constituted in every Department of  

and  chaired  by  the  Head  or  equivalent  of  the  Department  with  the 

responsibilities of formulating the Academic regulations and curriculum for 

various Programmes offered by it. It shall also be responsible for enrolling the 

examiners from various institutes into the Panel of Examiners for each of the 

courses/ subjects.   

  ‘COE’ means the authority that is responsible for all activities of the End  

Semester Examination   

  ‘Course’ means a segment of subject matter to be covered in a semester  

(traditionally referred to as paper).   

  ‘Core Course’ means a compulsory course in a subject related to a particular  

UG/PG Programme, which shall be successfully completed by a student to 

receive the degree.   

  ‘Choice Based Credit System’ The Choice Based Credit System provides a 

“cafeteria” type approach in which the students can take courses of their 

choice, learn at their own pace, undergo additional courses and acquire more 

than the required credits, and adopt an Interdisciplinary approach to learning  

  ‘Chief Superintendent’ means any person appointed by the Controller of  

Examinations (COE) to be in overall control.   

‘Duration of Programme’ means the period of time required for the  

conduct of the Programme. The duration of under-graduate Programme  



 
 

shall be 8 Semesters. The duration of post-graduate Programme shall be 4 

Semesters.   

  ‘Discipline / Branch’ means Specialization or Discipline of B.E. / B.Tech., 

Programme  like   Bio-Medical   Engineering,   Agricultural   Engineering, 

Robotics and Automation and MBA (Master in Business Administration), etc.  

  ‘Dummy Number’ means a number printed on each Answer-booklet after the 

examination in order to hide the identity of the examinee to prevent bias and 

malpractice in the examination.    

  Examination Fee’ means the fee for registering and securing admission to 

an examination. It is inclusive of the fee payable for the statements of marks 

as may be prescribed by the JNNIE from time to time.    

  ‘Examination Committee’ means an advisory body which is authorized to 

make policy decisions in regard to organizing and holding examinations and 

decides the course of action.    

  ‘Examination Review and Malpractices Enquiry Committee’ means the 

committee  constituted  by  the  Principal  for  the  purpose  of  conducting 

necessary  enquiry  on  matters  of  the  examinations  related  misconduct/ 

malpractice and student’s grievances.    

  ‘Examiners’ means teachers appointed by the COE from among the Board of 

Examiners  approved  by  the  Principal  for  valuation  of  theory/practical 

papers/UG or PG dissertation etc   

  ‘Head of the Institution’ and ‘Chairman- Academic Council’ mean the  

Principal of the College.   

  ‘HoD’ means Head of the Department concerned.   

  ‘Hall Superintendent’ means any teaching faculty of the Departments of 

Engineering / Technology appointed by the Controller of Examinations (COE) 

for invigilation work.   

  Internal Assessment Test (IAT)’ means the assessment based on Internal 

Assessment Tests and assignments given to the students during an academic 

period.    



 
 

  ‘Late Fee’ means a sum of money by cash or other valid bank instrument 

that may need to be paid to the college as a result of failure to meet the 

deadlines.    

  ‘Malpractice’ means any one or more of the acts prescribed as malpractice  

in examinations    
 

  ‘Programme’ means either Undergraduate or Postgraduate Degree of study  
pursued by the students. A Programme consists of several courses that  
need to be studied by the candidate over the duration of the Programme.   

 

  ‘Panel of Examiners’ means pool of all available examiners from the college 

and other external Institutions who are enrolled by Board of Studies after the 

due process.     

  ‘Photocopy of answer paper’ means a reprographic reproduction of the 

original Answer Booklet used for answering the questions by the student in 

the examination.    

  ‘Re-evaluation’ means a repeat evaluation of the written answer-booklet by a 

different examiner based on submission of appropriate application with due fees 

thereof by the candidate, after announcement of the result and obtaining a 

photocopy of the answer-booklet, when sufficient grounds exist for such a 

request.    

  ‘Scrutiny’ means validating the question papers set by paper setters for 

conformity with the pattern and academic regulations in force. Any errata/ 

aberrations/  formats/  choice/  pattern  deviation  etc.  are  subjected  to 

necessary corrections before printing.    

  ‘Semester’ means the duration of an academic period normally consisting of 

not less than 90 working days and applies to all programs of study which are 

conducted in the semester system. There shall be two semesters in an 

academic year.    

  ‘Statutory Body Committee’ means the various statutory bodies constituted  

by an Autonomous Institution as per the guidelines of UGC.    

● Board of Studies   



 
 
 

● Academic Council   

● Finance Committee   

● Governing Council   

  ‘University’ means Affiliated University i.e., ANNA UNIVERSITY, Chennai.  
 
 
 

1.6 CATEGORIZATION OF COURSES   

   Humanities  and  Social  Sciences  including  Management  Courses  

(HSMC)  include  Technical  English,  Engineering  Ethics  and  Human 

Values, Environmental Science and Engineering, Communication skills 

and Management Courses.    

   Basic Sciences (BS) courses include Mathematics, Physics, Chemistry,  

Biology, etc.    

   Engineering  Sciences  (ES)  courses  include  Engineering  Practices,  

Engineering Graphics, Basics of Electrical / Electronics / Mechanical / 

Computer Engineering, Instrumentation etc.    

   Professional Core (PC) courses include the core courses relevant to the  

chosen Specialization / Branch.    

  Professional Elective (PE) courses include the elective courses relevant  

to the chosen specialization/branch.    

  Open Elective (OE) courses include the courses from other Branches  

which a Student can choose from the list specified in the curriculum of 

B.E. / B. Tech. / B. Arch. Programmes.    

  Mandatory Course (MC) / Audit Course (AC): Includes the courses like (i) 

Constitution of India and (ii) Essence of Indian Traditional Knowledge which 

are non-credit courses.    

  Employability  Enhancement  Courses  (EEC)  includes  Project  Work, 

Internship, Career Development Skills, Creative and Innovative Project, 

Seminar,  Professional  Practices,  Case  Study  and  Industrial/Practical 

Training.   

2. FUNCTIONS AND RESPONSIBILITIES   



 
 

2.1. Work to be attended to by the Office of the Controller of Examinations 

The  following  work  shall  be  attended  by  the  Office  of  the  Controller  of 

Examinations.    

  Issue of schedule of examination with respect to the academic calendar, 

notification  of  examination  fees  and  inviting  applications  from  the 

candidates for admission into end semester examination, issuing the grade 

cards and such other related work.    

  Preparation of detailed End Semester Time Tables and their publication in  

time.    

  Scrutiny  of  examination  application  forms  of  candidates  before  the  

commencement of Practical/ Theory examinations.    

  Preparation of the subject-wise, paper-wise and date-wise statement to  

print question papers with code. Question Papers to be printed shall be 

10% in excess of what is actually required in each subject.    

  The question paper packets shall indicate course, subjects, semester, date 

of examinations, time of examinations, and number of question papers in 

each packet etc.    

  Maintenance of all records, statistics, stock registers and database of  

candidates pertinent to examinations.   

  Processing  and  passing  of  Bills  of  remuneration  of  TA,  DA,  other  

Conveyance/Allowance, and Maintenance of correspondence thereon.    

  Registration, Distribution and dispatching of day-to-day communications/  

letters.    

  Appointment of Chief Superintendents in association with Principal for the  

End  Semester  examinations  and  issue  of  instructions  regarding  the 

conduct of examinations.   

  Appointment  of  officials  and  other  staff  required  for  conduct  of  

examination.    

  Announcement of selection and issue of appointment orders to the internal  

and external examiners, Paper setters etc.,    



 
 
 

  Arrangement for conducting examination, collection of answer papers,  

valuation, processing and declaration of results.   

  Preservation and disposal of valued answer scripts at least for three/five  

Years after the announcement of results.    

  Arrangement for preparation and distribution of marks sheets and other  

certificates to the candidates.    

  Collection and maintenance of statistical data regarding the number of  

examinations, number of candidates registered for each examination, the 

number of boys, girls, regular candidates and repeaters, percentage of 

passes, receipts and expenditure on each category of examination etc.,   

  Preparation   of   rank   lists   and   their   transmission   to   appropriate  

authorities/bodies.    

  Collection of work done statements from the Chairman, Paper setters and  

Examiners and forwarding them to the Finance Section for payment of 

remuneration.    

  Arrange for photo-copy/re-evaluation of valued answer-booklets requested  

by the candidates on prescribed application form with due fees.   

  Preparation of the lists of lapses and irregularities committed by the  

evaluators and others and forwarding the list to the competent authorities 

for consideration and necessary action.    

  Scrutiny and passing of the bills of printing and purchase of stationery  

etc.    

  Assisting in constitution of committees to deal with all types of cases of  

misconduct/  malpractices,  detected  before,  during  and  after 

examinations.    

  Dealing   with   matters   of   examination   fees   and   refunds   if   any. 

Announcement of results of examinations, dealing the cases of withheld 

results for future announcement and follow up work in cases of any 

discrepancies.    

  Issue  of  duplicate  marks  sheets,  consolidated  marks  sheets,  rank  

certificate, etc.,   



 
 
 

2.2. Powers and Functions of the Controller of Examinations (COE)    

  The  COE  shall  be  responsible  for  the  conduct  of  all  End  Semester  

Examinations of the college. It shall be his/her duty to arrange the 

preparation, scheduling and conduct of end semester examinations of the 

college and to take care of other incidental matters. The responsibilities of 

the COE include: -   

  The  Controller  of  Examinations  shall  be  the  officer-in-charge  of  the  

conduct of examinations of the college and declaration of the results.    

  The conduct of all end semester examinations and it shall be his/her duty  

to arrange the preparation, scheduling, marking and reporting of all 

examinations and for the payment of remuneration to question paper 

setters and examiners and all other incidental matters connected with 

examinations.    

  The Controller of Examinations shall be responsible for maintenance of  

records, maintenance of marks lists and valued answer scripts.    

  The Controller of Examinations shall draw up and notify a Calendar of  

events for various examinations in the beginning of each Academic year.  

2.3. Powers and Functions of the Deputy controller/Assistant Controller of  

Examinations (ACOE)    

  Preparation  of  examination  schedules  and  examination  calendar,  in  

consultation with the Controller of Examinations.    

  Communications at various levels of examination planning, preparation,  

execution, valuation, tabulation and mark list printing and distribution    

  Preparation and printing of answer booklets for various examinations    

  Make sure that the question papers are ready before the examinations are  

scheduled.    

  Helping COE in all his activities (finding question paper setters, examiners,  

actual organization and implementation of examination system)    

  Make sure that the forms relating to examinations are ready in time  

(applications, hall tickets, etc.)    



 
 
 

  Make sure that the list of remuneration and examination related activities  

are prepared in advance.    

  All other tasks required for the conduct of evaluation process.   

2.4. Office Assistants   

It shall be the duty of the assistants to carry out all the work assigned to them  

the by the Controller of the examinations of the examination cell.    

They shall be conversant with the rules and regulations necessary for carrying 

out their duties efficiently. They shall be responsible for –    

  Assistance for preparation and printing of answer booklets for various  

examinations    

  Assistance for the preparation of all concerned forms related to board of  

question paper setting, board of scrutiny, board of examiners, valuation, 

mark list, tabulation register, registers in the section etc., in consultation 

with deputy controller of examination.    

  Receive papers submitted for typing and enter it in register kept for the  

purpose.    

  Examination related typing work will be done in the typing pool attached  

to the examination wing. Examination assistant will be in charge of the 

typing pool.    

  Ensure timely completion of the typing work, compare with the draft and if 

required make appropriate corrections and put up file properly in 

consultation with the senior officer.    

  Make ready all forms related to examinations (Applications, Hall tickets,  

Chelan etc.)    

  Processing of application for registration to examinations.    

  Prepare nominal roll and dispatch hall tickets.    

  Make question papers ready for examinations.    

  Prepare  a  list  of  remuneration  for  all  examination  related  activities  

(question paper setters, invigilators, Centre valuation camp, revaluation, 

recounting, supplementary examinations etc.) in consultation with senior 

officer.    



 
 
 

  Arrangements of Board meetings of examiners as and when required and  

ensure minutes are recorded.    

  Entry of marks, tabulation, etc.   

  Assist the senior officers in the transit of files, communications and  

stationery.    

  Make sure the examination office, computer desks and typing pool neat  

and clean.    

  Examination related records will be kept safely by maintaining their  

confidentiality.    

  He/ she shall discharge duties entrusted to them by superior officers from  

time to time. He/she shall also ensure that unauthorized persons do not 

enter the examination section.   

3. EXAMINATION PROCESS    

Internal and External Assessment is done as per the norms prescribed in  

Academic Regulations of concerned Programmes. The various examinations for 

B.E / B. Tech. and MBA Programmes shall be conducted in accordance with the 

curriculum structure and autonomy Rule and Regulations for UG and PG 

Programmes as approved by Academic Council for the various Programmes. 

Student shall be evaluated for his/her academic performance in a theory and 

practical course through Internal Assessment Tests (IATs) and End Semester 

Examination (ESE).   

3.1 Internal Assessment Test (IAT) for theory courses:    

IAT should support the principle of Internal Assessment and may be based on 

three / four different components like Internal tests, group discussion, quiz, 

assignments,  presentation  skills,  Seminar,project,attendance,viva  etc.  The 

components (with their weightage) to be used for IAT shall be declared by course 

faculty as per the regulations at the beginning of semester. The course faculty 

shall maintain all relevant record of the IAT. The course coordinator shall ensure 

the performance of the course faculty in the IAT.   

3.2 Internal Assessment Test (IAT) for laboratory courses:    



 
 

Internal Assessment Test should support regular performance of practical and its  

regular  assessment  such  lab  test  and  viva.  It  shall  be  based  on  the 

understanding of the principles, skills to be developed, punctuality, regular 

submission and neatness of the journal for each practical/experiment carried 

out. It shall be assessed by course faculty and its record shall be maintained in 

the appropriate format. A model examination for the   

3.3 Time Frame:   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

S.No  Particulars   Time Frame   

1   Preparation  for  Student  and  

Course Information   

 

2   Quotations  for  Examination  

Materials   

 

   

   

   

  2  weeks  before  commencement  of 

examinations   
7   Invigilators Notifications   1   week   before   commencement   of  

examinations   

8   Preparation of Exam Material   1   week   before   commencement   of  

examinations   

9   Hall ticket Issue   1   week   before   commencement   of  

Examinations   

10   Result Publications   2 weeks after completion of  

Examinations   

11   Retotaling and Revaluation   Notification along with results (2 weeks  

after publishing result)   

Second  week  of  Odd/  Even  of  that   

Academic Year   

Second  week  of  Odd/  Even  of  that   

Academic Year   

3  Examination Fee Notification  4  weeks  before  commencement  of   

examinations   

4  Requisition of Question Papers  8  weeks  before  commencement  of   

examinations   

5  Time-Tables  2  weeks  before  commencement  of   

examinations   

6  Finalizing  List  &  Galley   

Preparation   



 
 
 

 
 
 
 
 
 
 
 
 

Table:1.5- Time Frame   

3.4. Academic Plan   

The Office of COE strictly follows the Time Frame during the Academic Session 

specified  in  the  Academic  Calendar  of  the  Institute  and  approved  by  the 

Academic Council.   

3.5. Process Flow Chart    
 

Student Data 
Collection  

 

Dept wise Course 
Data Collection   

 
 

Lab Time Table  
 
 
 

QP Setting  
 
 

Fixing of Internal/ 
External Examiner  

 

 

Nominal Roll 
Process   

 
 

ESE Time Table  
 
 

QP Setting  
 
 

QP Scrutiny 
Process   

 
 

Conduct of ESE  
 
 

External Evaluation  
 
 

Result Passing Board  

 

 

Preparing 
Internal   

 
 

Conduct of IAT  
 
 
 
 
 

Generation of  
App.form & Hall 
ticket   
 
 
 

Internal Mark 
Entry   

(Assignments, 
Internal   

Assessment  

Issue of Grade 
All Clear/Arrear  Sheet   

12   Central Valuation  1  week  after  completion  of 

Examinations   

13   Supplementary Examinations  4  weeks  after  publication  of 

Examinations   

14  
 2  weeks  after  conduct  of 

supplementary examinations   

Supplementary Examinations   

Result Publication   



 
 
 

4. BOARD OF EXAMINERS   

4.1. Constitution of Board of Examiners   

  The categories of examiners and their duties shall be decided by the AC 

from time to time. The panel of external and internal examiners for theory paper 

valuation  for  each  course  shall  be  prepared  by  the  Chairman,  BoS,  in 

consultation with the two senior most members of the department and shall be 

forwarded to the COE in the prescribed format. It shall consist of names of no less 

than 20% excess of the probable numbers required for each subject for a period 

of three years.    

  The COE is the competent authority to constitute Committees / Board 

consisting of the Chairman and Chief Examiners in the same or different 

subjects.   

4.2. Term of Appointment of Examiners   

  Examiners shall be appointed for odd or even semesters and shall be 

eligible for reappointment. This may be waived in special cases by the AC, 

provided that the number of new examiners appointed in any semester, who have 

not previously been examiners, shall not exceed one half of the total number 

appointed to a Board.   

4.3. General Conditions for the Appointment of Examiners   

  Generally, a person with a minimum teaching experience of three years in a 

college or university department or research institute is eligible for 

appointment as examiner. However, this may be waived by the AC in 

special cases.   

 Note: 5 years standing at the industry may be considered equivalent 

to three years teaching experience. In the case of internal examiners, 

the minimum teaching experience shall be one year.    

  For selecting new examiners, the first preference shall be given to those 

with three years or more of teaching experience and who have not been 

appointed so far.    

  No person above the age of 70 shall be appointed or allowed to continue  

as an examiner. However, this can be waived by the AC in special cases.   



 
 
 

4.4. Duties of the Board of Examiners   

  The appointment of examiners for each semester shall be made and  

confirmed before 30 days of commencement of the examination for both 

theory and practical.   

  Only persons having the prescribed qualifications and at least three years 

of teaching / research experience at the appropriate level shall be included 

in the panel.    

  The End Semester Examination shall constitute a Board of Examiners for 

each subject for odd and even semesters. The evaluation of answer scripts 

shall be carried out by the Board of Examiners.    

  Every Board constituted in this way shall have a chairperson who will be 

appointed by the COE from the panel. All examiners shall be required to 

attend meetings, if any, convened by the college. If a member does not turn 

up for the meeting(s) without sufficient reasons, the COE may remove 

him/her from the panel of examiners.    

  It shall be the duty of the COE and the Chairman of the Board of question 

paper setters, to assign duties to the members of the respective Boards 

and give such instructions that are necessary for the efficient conduct of 

the works related to that department. They are also responsible to give 

such information, assistance and advice to Question Paper Setters as may 

be necessary for determining the precise character of question papers 

required in each subject.    

  Members of the Board of question paper setters shall be responsible for  

setting the question papers for the subjects allotted to them by the COE.  

  The paper setters are required to set 2 sets of question papers for each  

course, one for use in the ensuing examination and one for the next 

session (if applicable). The following materials are to be sent along with the 

request.    

  a. Copy of the guidelines for question paper setter’s    

  b. Syllabus of the concerned course /courses    

  c. Bloom’s Taxonomy    



 
 
 

  d. Question paper Format    

  e. Claim forms for remuneration    

  f. Check List    

  g. Declaration / Certification    

  The Question paper setters shall submit / send the question papers to the  

COE before the last date intimated.   

  The COE shall, request the scrutinizing board to scrutinize the Question  

Paper at the office of the COE.    

  Copies of the communications from the COE office to question paper  

setters, chairman/ course coordinator which are relevant in the conduct 

of examination, shall be maintained in the office of the COE.    

  It shall be the duty of the Chairman, Board of examiners, to assign duties 

to the members of the respective boards and give such instructions that are 

necessary for the efficient conduct of work relating to that board.    

  The Chairman, Board of Examiners, if the situation warrants, reserves the 

right to review the scripts valued by the examiners and suggest ways and 

means  to  achieve  objectivity  in  valuation.  The  Chairman  will  also 

scrutinize the work by the examiners and forward to the CE all necessary 

documents such as valued answer scripts, mark books, remuneration bills 

of members countersigned by him, etc., as the case may be on or before the 

dates specified by the college.   
 
 
 

5. CONDUCT OF CONTINUOUS INTERNAL ASSESSMENT PROGRAMME   

  The Internal Assessment marks shall be awarded as per the academic 

regulations of the individual Programme. During each semester, Internal Test 

and one Model Examinations are held at a minimum interval of one month in 

between.    

  The first IAT Programme commences after the 30-40th contact day. 



 
 

  To ensure that this Programme is conducted systematically and efficiently 

by all the Departments, its conduct has been centralized and vested with a 

fulltime Controller of Examinations.    

  The  Examination  Office  well-staffed  is  responsible  for  framing  and 

announcing the time table for IAT Programmes for all the UG & PG Programmes.  

   

  The Internal Assessment marks shall be submitted to the Controller of 

Examinations at the end of each academic session before the commencement of 

the Autonomous Examinations in the prescribed form provided by the COE.   

6. PRE – EXAMINATION ACTIVITIES   

6.1 Question Paper setting   

  Two  different  sets  of  question  papers  should  be  prepared  from  the 

identified subject experts for both UG & PG Programmes.   

6.1.1. Question Paper Setters   

  The following guidelines shall be followed in the constitution of Board of 

Question paper setters if question papers are set by outside question paper 

setters: -    

  1. There shall be separate panels of question paper setters for each subject 

for various PG & UG Programmes.    

  2.  The  panels  of  question  paper  setters  are  to  be  prepared  by  the 

Chairman, Board of Studies (BoS) of the concerned subject in consultation with 

two senior most members of the department and forwarded to the COE at the 

start of the semester itself.    

  3. The panel prepared by the Chairman, BoS shall be treated as highly 

confidential.    

  4. There shall be a minimum of five members in the panel of question 

setters for each course/paper and the validity of the panel shall be for two years.  



 
 

  5. Every two years, the existing panel available with the COE shall be 

forwarded to the Chairman of the BoS for revision.    

  6. The COE shall select the required number of persons from the panel for 

consideration for appointment as question paper setters. Communications are 

sent to all such persons to obtain their consent to serve as question paper setters 

according to the terms and conditions of the Autonomous College. If any person 

declines the nomination, another person selected by the COE from the panel is 

addressed and his/her consent is obtained. When adequate number of persons 

is available for a subject, a formal order of appointment is issued to them with  

the approval of the Principal.    

  7. The appointment of question paper setters shall be made by the COE in 

the first month of each semester with the approval of the Principal.   

  8. Question Paper Setters shall be appointed for one year and shall be 

eligible  for  reappointment  for  successive  years  following  the  year  of  first 

appointment.    

  9. The period of appointment of all paper setters shall be limited to the 

date of publication of results of the examinations for which he/she is appointed. 

However, they are eligible for consideration for re-appointment in subsequent 

examinations. Copies of all communications from the examination cell, which 

have relevance in the conduct of examinations, shall be maintained in the office of 

the COE.   

6.1.2. Qualifications of Question Paper Setters   

  1. A person engaged in teaching work at Jeppiaar Institute of Technology 

(Autonomous), with ten years is eligible for appointment as question papers 

setters in any of the programs.    

  2.  A  person  engaged  in  teaching  with  not  less  than  three  years  of 

experience in relevant subject in any University, Research Institute or College 

affiliated to Universities shall be appointed to set question papers. Retired 

professors can also be included as question paper setter/ Chairman.   



 
 
 

6.1.3. Instructions to Question Paper Setters   

  1. All question paper setters are required to keep their appointments 

strictly confidential.    

  2. Question papers can be sent to the question paper setters preferably by 

password protected email or in compact disc. Hand written questions shall be 

submitted in exceptional cases where the questions must be legibly written in 

the paper setters’ own handwriting on one side of paper and shall contain no 

alterations, additions, or erasures as far as possible. (In writing questions, care  

shall be taken to see those words or phrases peculiar to India, and technical 

terms and proper names are clearly written in Block letters to prevent the 

possibility of mistakes. Abbreviations of any kind shall be avoided). Special care 

must be taken in the delineation of mathematical signs and index figures.    

  3. In the case of other language papers, except English, the used font 

should be copied in it.    

  4. Each question paper must contain the name of the examination, the 

name of the subject, the total marks assigned, the duration of the paper and 

special directions as given in the model question paper provided. In the case of 

question papers which are common to two or three examinations may be 

mentioned in the heading itself. The marks assigned to each question shall be 

noted against the concerned question on the question papers except when it is 

stated that all questions carry equal marks. The maximum marks for the whole 

paper  shall  also  be  noted  at  the  top  of  each  question  paper.  Marks  for 

subdivisions  of  questions  shall  also  be  indicated.  Any  special  instructions 

needed like use of graph paper; Clark’s table, ordinary calculators, etc may be 

mentioned.    

  5. All the question papers shall be complete in respect of headings and 

directions to candidates, if any, and in form ready for transmission to press.    

  6. All the pages shall be numbered. While numbering the pages, the total 

number of pages shall also be indicated e.g.1/3, 2/3, 3/3 where 1, 2 etc refers  

to the numbers of pages and 3 the total number of pages.    



 
 

  7. The questions shall be typed /written on blank sheets on one side of 

the paper only. The paper setter shall not sign his/her name or put his/her 

initials on any part of the sheets on which the questions are written.    

  8. Any “special direction to candidates” and instructions regarding the 

answering  of  different  sections  in  different  answer  books,  the  number  of 

questions to be answered or the choice amongst them shall be specific, precise 

and free from ambiguity.    

  9. No question shall be set calling for a declaration of religious or political 

belief on part of the candidate.    

  10. Questions must be set with relation to the prescribed program and the 

books recommended by the Academic Council of the College and must conform 

to the standard and syllabi lay down by the College. Question paper setters shall 

preserve the strictest secrecy with regard to copies of text books or notes or 

extracts used in setting question papers, and drafts or copies of question papers 

shall be kept with the same care and secrecy as question papers themselves. 

These papers shall be destroyed as soon as the question papers are finally 

prepared and sent to the office of the controller of the examinations. All the soft 

copies of the draft and question papers shall be deleted from the computer after 

submitting the same to the office of the controller of the examinations.    

  11. All questions shall be clear and unequivocal in language. They should 

be logical in terms of the form and nature of the answer expected. Questions 

shall not be farfetched, or beyond the scholastic level expected of the student.  

Questions are to be evenly distributed over the whole course and cover all the 

prescribed texts, as specified in the syllabus.    

  12. Question papers shall be prepared in such a manner so that a 

candidate, well prepared in the subject, can reasonably, answer the paper 

completely within the allotted time and secure full marks.    

  13.  The  special  attention  of  question  paper  setters  is  drawn  to  the 

instruction that question papers shall be so set as to allow optional questions to 

be selected by the candidates. More questions shall be set than the candidates 

are required to answer so as to permit choice of questions.    



 
 

  14. Information regarding drawing sheets, squared paper, tables and 

charts, if any, to be supplied to the candidates may be given in the question 

paper itself to avoid wastage and delay. These details may also be furnished to 

the COE separately.    

  15. The question papers of the previous year will be supplied to the 

question paper setters. If an examination is taking place for the first time, model 

question papers hall be furnished instead. Comments, if any, made on such 

papers will also are sent with the papers for information and guidance.    

  16. Questions shall not be a mere reproduction from standard text books 

or  other  question  papers  set  for  earlier  examinations  in  this  or  in  other 

Universities.    

  17. No paper setter shall undertake or shall have undertaken private 

tuition in the subject of his/her paper for any candidate who appears for the 

examination in the subject concerned during the academic year immediately 

preceding the examination for which he/she accepts appointment.    

  18. Question paper setters after finishing the work of setting question 

papers shall send to the COE along with the memorandum showing the work 

done by them and their remuneration bills at the earliest. The remuneration 

shall be paid after the successful completion of the scrutiny by the chairman / 

and board of question paper setters.   

6.1.4. Appointment of question paper setters and their duties   

Appointment of question paper setters and the confidentiality of the process are 

considered the most important responsibility of the college.   

  1. The COE shall issue a communication to the question paper setters 

which shall contain the names, residential address, mobile numbers and the 

email id of the members of the board. No setter shall ordinarily be assigned more 

than three question papers.    

  2. The paper setters are required to set 2 sets of question papers without 

answer key / scheme of valuation for each course, one for use in the ensuing 

examination and one for the next session (if applicable). They may be advised to 

avoid repetition of questions these two question papers.    



 
 
 

The following materials are to be sent along with the request.    

  Guidelines to the Question Paper Setter,    

  Question Paper Setter - Acceptance Form,    

  Question Paper Setter - Remuneration Claim Form    

  Syllabus    

  Question Paper Format and Pattern    

  3. The question paper setters shall send the question papers through mail 

and acceptance and claim forms are send in separate covers properly labeled to 

the COE before the last date intimated.    

  4. Remuneration will be fixed by finance committee.   

6.2. Scrutiny Board   

The COE shall constitute a Scrutiny Board consisting of the Chairman and one 

senior member of the board of question setters for each subject to scrutinize the 

question  papers.  The  question  papers  received  from  the  setters  shall  be 

confidentially and meticulously scrutinized by the board in the office of the 

Controller. The objectives of the scrutiny shall be to ensure that the questions 

are:    

  1. In conformity with the prescribed syllabi and schemes of examinations   

 2. The required standard Free of typographical and grammatical errors    

  3. In conformity with marks allotted are in accordance with the direction 

issued in the scheme and as per the model question paper supplied.    

  4. Prepared with the right answer key and correct mark distribution. The 

scrutiny shall modify, if required, the question papers/ answer key to achieve 

the objectives mentioned above. After scrutiny, the Chairman shall personally 

hand over all the question papers along with answer keys in properly labeled and 

securely sealed separate envelops to the COE. Enveloped and related stationery 

shall be supplied by the College for this purpose.    

  The details of the question papers received by the COE shall be entered in a 

register and will be sent for printing. The bills for remuneration and TA/DA 

received from the setters will be transferred to the section dealing with the 

appointment of paper setters for arranging payment. If the question paper is  



 
 

identified as difficult / out of syllabus / deviation from the pattern / etc., after 

the conduct of examinations, feedback given by the subject expert through the 

Head  of  the  department,  it  will  be  reviewed  by  the  Central  valuation 

chairman/chairperson with COE and marks will be awarded.   

7.1. Registration of Candidates for Autonomous Examination   

  A notification regarding the time schedule for issue of exam application 

forms from the COE to the Departments and deadlines for submission of 

application forms to the COE shall also be notified.    

  The Examination fee details shall be provided in a structured manner for 

theory/ practical/ viva-voce/ project-work etc.    

  Examination forms duly filled and verified should be collected by the 

Departments’ office along with the examination fee receipt. The forms are to be 

arranged exam-wise/ Programme/branch-wise / semester-wise/ year-wise and 

submitted to the Examinations section by due date. Forms submitted after the 

due date shall be accepted only if due penalty/ fine applicable for late submission 

has been paid along with the fees.   

7.2. Scheduling and Time Table of Examinations   

While scheduling examinations all care should be taken to ensure that NO 

overlap in the subjects/ papers of examination occurs for any regular or arrear  

candidate.    

The  Examination  time-table  shall  be  cross  validated  for  any  overlap  and 

necessary amendments made.    

The scheduling of all Practical Examination shall be provided by the Head of the 

concerned Departments to the COE sufficiently in advance of the scheduled 

commencement of the examinations.   

7.3. Issue of Timetable of the Examinations   

The COE shall issue the timetable of various examinations in every semester, 

two weeks before the commencement of the End Semester Examinations.   



 
 
 

7.4. Registration to the Examination   

  1. All students admitted in a program (UG & PG) with required attendance 

can remit the prescribed fee on or before the date fixed. Then only they become 

eligible to appear for forthcoming semester examinations including practical 

examinations. There is no separate registration fee. He/She shall submit an 

application form duly signed by the class tutor and forwarded by the head of the 

department. However, He/She shall be issued the hall ticket only if He/She 

secures the prescribed minimum attendance of the total duration of the course 

and possess other minimum qualification prescribed in the regulations for each 

course. The head of the institution shall provide fee concession for eligible 

candidates  as  per  existing  government  norms  and  regulations.  The  list  of 

candidates having sufficient attendance and who have paid the required fees 

shall be intimated by the head of the department before the deadline for 

registration for a particular examination. A provision for electronically generating 

hall ticket should be devised.    

  2. No candidate will be eligible for the semester examination unless 

He/She possesses minimum attendance and has paid the required fees.    

  3. The mode of fee remittance shall be through the fee counter of college 

or online.   

7.5. Verification of Application   

The applications shall be verified for the following:    

1. Correctness of the application    

  The columns and spaces must be correctly and legibly  

filled up. No space shall be kept blank.    

2.  Remittance of prescribed fee    

  Applications not accompanied by the documents to prove 

remittance of fee need not be entertained. In the event of insufficient 

remittances  where  the  deficiencies  are  negligible,  the  question  of 

whether   such   applications   need   be   considered   for   provisional 

admission may be decided in consultation with the Principal. In the 

case of candidates eligible for fee concession, the appropriate certificate  



 
 

given in the application form shall be signed by the head of the 

department while forwarding the application.   

7.6. Preparation of Nominal Roll    

  A nominal roll showing the name of examination, month and year of 

examination, name and register number allotted shall be prepared for each 

examination. The names and register numbers shall be given under separate 

categories such as regular / supplementary, etc. on the last page of the roll, 

details  such  as  total  number  of  candidates  registered,  number  of  regular 

students, number of supplementary / improvement candidates may be given for 

easy reference whenever required.   

7.7. Preparation of Hall Tickets    

  The Hall Ticket is issued to all the eligible candidates admitted to the 

Autonomous examination. Any Candidate found ineligible due to valid reasons 

such as attendance deficiency etc. shall not be issued the Hall Ticket.    

  Hall Ticket shall contain information regarding the Name of the candidate, 

Register number, Photograph, Programme of Study, Semester/Year, Department 

and the Code numbers of the Subject(s) in which he/ she is registered for the 

current examination.    

  The  office  of  the  COE  shall  send  the  Hall  Tickets  to  the  concerned 

Departments at least 3 days before the commencement of the examinations. The 

Department office shall distribute it after due verification to the concerned 

student with due acknowledgement by signature. If any discrepancy or error is 

found  in  the  Hall  Ticket,  it  should  be  communicated  to  the  concerned 

examination section with the recommendation of the Head of the Department.    

  Hall tickets of eligible candidates shall be generated in the CE’s office with 

name, register number and a recent photograph of the candidate. The hall ticket 

must contain the details of the courses with titles for the semester examination.  

  The register number allotted to a candidate as noted on the application 

form in the column prescribed for it. In order to prevent manipulation, no column 

in the hall ticket should be left blank. The seal of the college shall be affixed on  

each hall ticket before distributing them to candidates.    



 
 

  Duplicate hall ticket may be issued in case of irrecoverable loss of original 

hall ticket after levying the prescribed fee and obtaining a declaration from the 

candidate duly recommended by the Principal/head of the department.   

8.1. Question Paper Bundles   

  The required question papers shall be packed in sealed covers with details 

regarding the name of examination, month and year of examination, name of the 

subject, date and time of examination and number of copies of question papers 

enclosed. A question paper statement in prescribed format shall be prepared 

showing the details regarding the name of examination, the month and year of  

examination, subject / course code, number of question papers required and the 

number of question paper packets prepared. The statement and the entries on 

question paper covers shall be compared and ensured that entries are correct.   

  1. The parcels of question papers and the memorandum of the content of 

the sealed covers in the parcel shall be dispatched as personal delivery to the 

chief superintendent of examinations.    

  2. The chief superintendent should verify that the seal and cover of the 

parcels are intact and descriptions on the cover of each sealed cover agree with 

those in the memorandum of content received.    

  3. Safe custody of the question paper packets and the answer books 

supplied from the COE’s for the semester examination will be the responsibility  

of the chief superintendent.    

  4. Question papers should be kept under personal custody of the chief 

superintendent in steel almirahs which have duplicate keys and in which 

nothing else is kept.   

8.2. Dispatch of Hall Tickets, Time Table, Nominal Roll and Instruction to 

Candidates   

Timetable, nominal roll and instructions to candidates shall be sent to the chief 

superintendent of examinations at least two days before the commencement of 

the examination concerned.   

8.3. Methods of Examinations   



 
 

i) Unless otherwise specifically provided for, examinations shall be conducted by 

one or more of the following methods: -    

a) Written b) Practical c) Oral d) Computer assisted testing (Online)    

ii) Candidates must answer question papers, except in the case of languages 

other than English, in English, unless otherwise stated.   

9. CONDUCT OF THE END SEMESTER EXAMINATIONS   

9.1. Preparation of Answer Books   

  The answer books separate for UG and PG examinations, shall be prepared 

well in advance with specific format and different serial codes. There 

should be provision for invigilators to sign on the facing sheet after 

verification of entries made by candidates.   

  Required number of blank answer books shall be handed over to the chief  

superintendent of the examinations.   

9.2.  Appointment  of  Chief  Superintendent,  Additional  Chief  

Superintendent etc.   

The Principal shall be the Chief Superintendent of all examinations conducted in 

the college. However, the Principal can officially hand over the charge to a 

senior teacher, taking into account his/her experience and efficiency in related 

matter, under special circumstances. An additional Chief Superintendent and 

such other staff as required for the conduct of the examinations shall be 

appointed by the Principal. Such persons shall be paid remuneration, as fixed by 

our College from time to time.   

9.3.   Instructions   to   Chief   Superintendent   and   Additional   Chief 

Superintendent at the Examination Venue   

The Additional Chief Superintendent is responsible for the efficient conduct of 

examinations at the venue. The Additional Chief Superintendent shall be a senior 

teacher appointed by the Principal.    

The  following  guidelines  may  be  followed  for  the  smooth  conduct  of  the 

examinations:    

1.  The Additional Chief Superintendent shall ensure that (a) the list of 

candidates appearing for the examination (b) required number of answer  



 
 

books  and  (c)  the  stationery  required  for  packing  answer  books  are 

received at least three days before the commencement of examinations.    

2.  She/he should ensure that the question papers are received before the  

examination from the office of the COE.    

3.  Before opening the outer packets of the question papers, verify and assure  

that it is the right one for the day/session.   

4.  The  following  arrangements  shall  be  made  for  the  conduct  of  the  

examination.    

a.  Seating arrangement for the candidates (register number to be    

  written on the desk at the right upper corner)    

b.  Examination room is clean, properly illuminated and that no    

writing or graffiti is there on the desks/walls or blackboard.    

c.  Room-/ hall- wise seating plan for candidates is displayed at a    

visible and prominent place in the portico of the college.    

d.  Selection of appropriate number of invigilators from among the    

faculty members, well in advance as per the norms, in this 

regard.   

  5. The question booklet cover shall be opened only 30 minutes before the 

commencement of the examination. This should be done in the presence of an 

invigilator and the observer/additional chief superintendent appointed by the 

Principal. She/he should ensure that the seal of the question paper cover is 

intact. They should sign in the space provided for the same.   

  6. Ensure that the invigilator for each room collects the question booklets 

and answer books 15 minutes before the commencement of examination and 

that they proceed to the examination room.    

  7. Mobile phones, programmable calculators and other electronic gadgets 

should not be allowed in the examination room even if they are switched off. If 

any student brings in such gadgets to the examination room, they have to be 

taken into custody by the invigilator and submitted to the Chief Superintendent 

at the earliest.    



 
 

  8. Allow only hall-ticket and pen, pencil, eraser and standard calculator in 

the  examination  room.  Hand  bags  should  not  be  permitted  inside  the 

examination rooms.    

  9. Keep utmost vigil throughout the examination process. The additional 

Chief Superintendent has to frequently visit examination hall and ascertain that 

the invigilators are performing their duties and are not engaged in talking, 

standing on the veranda, or reading/ writing inside the examination hall.    

  10. A candidate shall not be allowed to write the examinations, if she/he 

does not have a valid hall ticket. However, if a student reports that his/her hall 

ticket is lost, the additional Chief Superintendent, after receiving a written 

request from him/her along with required fees, shall forward it to the college to 

obtain a duplicate hall-ticket. Or else, if there is a system of downloading 

duplicate   hall   tickets   from   the   college   website,   the   additional   Chief 

Superintendent  may  be  permitted  to  issue  a  duplicate  hall  ticket  to  the 

candidate, after charging the required fees. This can be allowed only if his/ her  

name is included in the nominal roll issued by the college.   

  11. All used answer books shall be packed within 30 minutes after the 

examination is over.    

  12. The Chief Superintendent shall go through the ‘Instructions for the 

Invigilators’ and give necessary directions as and when required.    

  13. The Chief Superintendent shall decide which series of answer books 

should be issued on a particular session/day. This decision should be taken one 

hour prior to the commencement of the examination.    

  14. Consolidated Absentee Statement - The consolidated list of absence 

should be prepared and forwarded to COE’s office daily as per the direction 

contained in the printed instructions. They should be forwarded at the end of 

each category of examinations without fail to the Controller of examinations.    

  15. Report Regarding Invigilation Works –    

Chief Superintendent / Additional Superintendent should keep a detailed list of 

invigilators with their signature, indicating their room numbers, in a given 

format. After the completion of the particular end semester examinations, the  



 
 

Chief /additional Superintendent must give a schedule of work done by each 

invigilator with the above format, stating the date and session and hall number 

she/he has invigilated. This statement is very much required in the malpractice 

cases reported during valuation time.   

9.4. Instructions to the Invigilators   

Invigilation is a crucial task in an examination. Impartial invigilation helps not 

only to check the use of unfair means but also to keep the morale of the 

candidates high. A set of guidelines for the invigilators is given below:    

1.  Report to the Chief Superintendent at least half an hour before the  

commencement of the examination.   

  2. Be present at the time of opening of the question paper cover.    

  3. Collect the correct number of question booklets and answer books from 

the Chief Superintendent and ensure that the question papers are for the 

examination scheduled for the day.    

  4. Candidates need to be admitted only if they have valid hall ticket. If not, 

direct them to the Chief Superintendent for necessary guidelines.    

  5.  Help  the  candidates  locate  their  seats.  If  any  candidates  are  in 

possession of mobiles phones, calculators, or digital diary or any other electronic 

equipment, instruct them to keep them outside the examination hall.    

  6. Verify the identity of the candidate through the photograph on the hall 

ticket and mark their attendance.    

  7. Candidates shall be admitted to your hall, if his/ her register number is 

allotted to your seating plan. If the register number of a candidate does not appear 

in your seating plan, direct him/her to the control room for further verification 

and action.    

  8. Distribute the answer book 5 minutes before the commencement of the 

examination and direct the candidates to fill in the roll number and other entries 

in appropriate places. The invigilator shall mark the sign on the answer book 

after verifying that the details filled in / barcode affixed by the candidate are 

correct. Get their signature in the distribution sheet against their register 

number.    



 
 

  9. Distribute the question paper at the third stroke of the bell and ask the 

candidates to start writing immediately.    

  10. Ten minutes before the end of examination, along with the warning 

bell, announce ‘last ten minutes’ and do not allow any candidate to leave the 

room.    

  After the last bell (3 strokes) ask the candidates to stop writing and put 

their pens down.    

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

numbers and hand over the same with attendance list and unused answer books 

to the chief superintendent. Report to the chief superintendent before leaving the 

examination premises.   

  12. The rule that candidates are not to leave the hall before the expiry of 

half an hour from the commencement of the examination should be strictly 

enforced. The question papers from such candidates should be collected.    

  13. No candidate who leaves the room during the examination shall be 

allowed to return.    

  14. Candidates who leave the examination hall more than half an hour 

earlier than the scheduled time of the examination should surrender their 

question papers with their name and register number written on them to the 

Invigilator /Assistant Superintendent.    

  The candidate(s) may collect them back after the examination, if they so 

desire.    

  15. Candidates, who leave the hall refusing to surrender the question 

papers, as stated above, shall not be allowed to take the examination on 

subsequent days and the matter may be reported to the chief superintendent 

and COE.    

  16. Candidates shall be permitted to leave the examination hall only after 

his/her answer book is taken charge of by the invigilator.   



 
 
 

Important Notes   

  1. No candidate without valid hall ticket is to be admitted into the hall.    

  2. Candidates shall be admitted to the examination hall 5 minutes before 

the scheduled time.    

  3. No student shall be admitted to the examination hall 30 minutes after 

the commencement of the examination.    

  4. See to it that strict silence is maintained in the examination hall. Talking 

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

  5. Do not give any clarification to the students regarding mistakes in the 

question paper, mode of answering etc., if any. If clarification is required, ask 

the candidate to give it in writing to the chief superintendent, who, in turn will  

forward the same to the COE.    

  6. Allow the use of logarithm tables, calculators, etc. only if their use is 

permitted as per the instructions given in the question paper.   

  7.  Do  not  allow  mobile  phones  or  any  electronic  equipment  in  the 

examination hall.    

  8. Remain alert and vigilant, and check the use of unfair means in the 

examination hall. In case of any unfair indulgence, immediately take custody of  

the answer book and submit a written report to the chief superintendent who, in 

turn, will forward the same to the COE.    

  9. Do not allow any candidate to write on the question paper. Advise them 

to use the last page of the answer book for rough work.    

  10. Do not allow refreshments for the candidates in the examination hall.  

  11. Do not make any correction in the roll number written by a candidate 

on his/her answer book. In any such cases ask him/her to correct it and then 

countersign it.    

  12. Candidates should not be allowed to leave the hall before the expiry of 

half an hour from the commencement of the examination.    

  13. See that Candidates who leave the examination hall more than half an 

hour earlier than the scheduled time for the close of the examination surrender 

their question papers with their name and register number written on them.    



 
 

  14. Candidates who leave the hall refusing to surrender the question 

papers, as stated above, shall not be allowed to appear for the examination on 

subsequent days and the matter may be reported to the Chief Superintendent 

and the COE.    

  15. Permit the candidates to leave the examination hall only after handing 

over their answer books to invigilator.   

9.5. Instructions to Candidates   

  1. Every student shall register for the college examination of the relevant 

semester in which she/he to obtain promotion to the next semester.    

  2. Every student who is eligible to write the examination should submit 

his/ her application through the Principal / HoD within two weeks after the 

commencement of classes or as stipulated by the college.   

  3. Candidate should ensure that they receive their hall tickets at least two 

days prior to the examinations, provided they have adequate attendance and 

paid required examination fees.    

  4. They should bring their hall tickets on all days of the examination failing 

which they will not be admitted to the examination hall.    

  5. If the hall ticket is lost, they should immediately submit an application 

for a duplicate hall ticket to the COE through the Principal/HoD, as the case 

may be.    

  6. The candidates should enter the examination room at least 15 minutes 

before the commencement of examination and shall not leave the room during the 

last five minutes. In exceptional cases, the Chief Superintendent can permit 

relaxation  up  to  a  maximum  of  30  minutes  for  candidates  to  enter  the 

examination hall. No candidate shall be allowed to leave the examination room 

before 30 minutes after the commencement of examinations.    

  7. Candidates are permitted to use only blue or black ink pens for writing 

examinations. No other coloured inked pens are allowed for writing the exam.    

  8. No materials except writing materials and hall ticket should be allowed 

in the examination room. Mobile phones, programmable calculators and other 

electronic equipment are strictly prohibited in the examination room. Logarithm  



 
 

tables, calculators and other drawing equipment may be allowed only if they are 

required for answering questions and the question paper contains a note to this 

effect.    

  9. Instances of malpractice such as copying using manuscripts, copying 

from other candidates, smuggling of answer books, indecent behavior in the 

examination room, use of unfair means etc., are liable to be punished as per 

College rules.    

  10. The candidate should write their roll numbers / stick the bar code, 

name of examination etc., in the appropriate places in the answer books. 

Instructions given in the answer books and question paper should be strictly 

followed. They are not permitted to write any identification mark anywhere inside 

the answer paper. Also they are not permitted to write roll number anywhere 

over additional/ main book.   

  11. They should not write anything on the question paper other than 

his/her name and register number. The last page of the main question booklet 

can be used for rough work.    

  12.  Strict  silence  should  be  maintained  in  the  examination  hall. 

Candidates are not allowed to get clarification from other students. In case of 

any doubt, they can seek the help of the invigilator.    

  13. They should return all answer books and unused additional sheets 

before leaving the room. Candidates are not permitted to leave the examination 

hall  without  the  permission  of  the  invigilator  during  the  course  of  the 

examination.    

  14. Candidates are forbidden to ask questions of any kind during the 

examination. Superintendents are instructed to refuse to answer any inquiries 

whatsoever related to the question papers, whether as explanation of meaning or  

correction  of  typographical  errors.  Candidates  are  not  allowed  to  write 

anything except the register number and name on the question papers supplied 

to them.    

  15. Candidates shall take their places in the examination hall at least ten 

minutes before the time fixed for distributing the question papers. Candidates  



 
 

presenting themselves more than half an hour after the commencement of 

examination should not be admitted.    

  16. The rule that candidates should not be allowed to leave the hall before 

the expiry of half an hour from the commencement of the examination should be 

strictly followed.    

  17. Leaving examination hall early/Surrender of Question Paper.    

No candidates shall be allowed to leave the examination hall till the expiry of half 

an hour after a question paper has been given. No candidate who leaves the room 

during the period allotted for the paper shall be allowed to return within that 

period.    

  18. Candidates who leave the examination hall more than half an hour 

earlier than the scheduled time for the close of the examination should surrender 

their question papers with their name and register number written on them to 

the invigilator/ Assistant Superintendent. They may collect them after the 

examination, if they desire so.   

  19. Candidates who leave the hall refusing to surrender the question 

papers, as stated above, shall not be allowed to appear for examinations on 

subsequent days and the matter may be reported to the chief superintendent 

and COE.    

  20. Candidates shall be permitted to leave the examination hall only after 

his/her answer book is taken charge of by the invigilator on duty in. They should 

not be permitted to leave the hall after keeping their answer books in their seats.  
 
 
 

9.6. Exclusion of candidates for disease   

Any  candidate  shall  be  excluded  by  the  Chief  Superintendent  from  an 

examination on being satisfied that she/he is suffering from any infectious or 

contagious disease. Such cases shall immediately be reported to the COE.   

9.7. Provisional Admission   

No candidate shall be admitted to the examination hall without his/her hall 

ticket. However, the Chief Superintendent shall have power to admit a candidate  



 
 

provisionally who has lost his/her hall ticket or a candidate whose hall ticket 

has not been found among those issued / uploaded by the Exam Cell due to 

some mistake in transmission or in the registration/preparation of list of the 

candidates. Such candidates shall submit a written declaration to the effect that 

their applications have not been rejected by the college. The answer scripts of 

such  candidates  shall  be  separately  forwarded  on  receipt  of  information 

regarding register number allotted to them. Such cases shall be reported to the 

COE forthwith whose office shall regularize it with sufficient proof subject to the 

eligibility of the candidate to appear for the examination.   

9.8. Opened Question Paper Covers   

The Chief Superintendent will forward the opened covers to the Controller of 

Examinations along with the Examination Answer Scripts.   

9.9. Unopened Question Paper Covers   

In case where the only candidate registered for the examination absents himself, 

the Chief Superintendent should make a report thereof to the Controller of 

Examinations and return the unopened cover containing the question papers.  

9.10. Exclusion of candidates for misbehavior   

Candidates appearing for an examination shall be under the disciplinary control of 

the Chief Superintendent, and shall obey his/her instructions. In the event of a 

candidate disobeying instructions of the Chief Superintendent or invigilator or 

behaving insolently towards the Chief Superintendent or any invigilator, without 

prejudice to any other action that may be taken against him/her, the candidate 

may  be  excluded  from  the  day’s  examination  and  if  she/he  persists  in 

misbehavior, she/he may be excluded from the rest of the examinations by the 

Chief Superintendent. In all such cases, a full report of each case shall be sent to  

the  COE  and  the  Examination  Review  Committee,  after  granting  an 

opportunity to present his/her case may according to the gravity of the offence,  

ratify the action taken by the Chief Superintendent or further punish a candidate 

by cancelling the Examination taken by him either in whole or in part or 

debarring him from appearing for any Examination in the college for a specified 

period or permanently.   



 
 
 

9.11. Punishment for Malpractice   

If the Examination Review Committee is satisfied after an enquiry that there have 

been malpractices in the conduct of examinations, the body, after providing an 

opportunity to present his/her case, may punish such person in such manner as 

it may deem fit.   

9.11.1. Punishment for malpractice committed during Continuous Internal 

Assessment Examinations   

Students who are found guilty of indulging in any kind of malpractice during IAT 

exams, will not be awarded marks for IAT of the particular paper and it will be 

indicated as zero (0) in the Statement of Marks. In such cases, the marks 

obtained in Assignment / Seminar will also be considered as zero (0).   

9.11.2.  Punishment  for  malpractice  committed  during  End  Semester 

Examinations   

The students, who indulge in any malpractice, while writing examination, will be 

immediately referred to the Chief Superintendent for the initiation of appropriate 

disciplinary proceedings. If they proved as guilty of malpractice, the Examination 

Disciplinary Action Committee has been empowered to impose punishment 

including fine, cancellation of paper(s) and debarring from writing examinations 

for  the  next  2–5  years,  according  to  the  cognizance  (seriousness)  of  the 

malpractice.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

S.NO   NATURE OF   

MALPRACTICE   

 

1  
Writing one’s internal marks 

and request for a pass   

Warning may be given for the first 

time. If repeated, the examination 

taken  by  the  candidate  will  be 

cancelled   

2  

Writing  one’s  Register 

Number in a page other than 

the  title  page  in  the  main 

answer book   

Fine  of  Rs.200/-  per  paper  for 

maximum of 2 papers (Rs.400/-). 

More than 2 papers Rs.500/= to be 

imposed   

PUNISHMENT   



 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3  

Letter of appeal coupled with 

Promise   of   Any   form   of 

consideration.   

The  particular  examination  / 

examinations, depending Upon the 

seriousness of appeal, taken by the 

candidate will be cancelled   

4  
Possession  of  incriminating 

material for copying.   

The  particular   examination   / 

examinations  taken  by  the 

candidate will be cancelled   

5  

Copying from notes, books or 

any  Written  /  printed 

material/ electronic gadgets 

related to the Subject of the 

examination. Borrowing the 

answer   book   of   another 

candidate to copy   

Current semester examinations will 

be   cancelled.   If   repeated,   the 

candidate  will  be  debarred  from 

appearing for ensuing 2 semester 

examinations   

6  

Inserting Previously written 

answer sheets brought from 

outside.   

Current semester examinations will 

be cancelled and the candidate will 

be debarred from appearing for the 

ensuing 4 semester examinations   

7  

Aiding, passing and assisting 

for  copying  from  main  / 

additional book / any written 

or printed material (bits) / 

electronic  gadgets  prepared 

already.   

Current semester examinations will 

be Cancelled and the candidate will 

be debarred from appearing for the 

ensuing 6 semester examinations   

8  

Threatening the invigilator / 

any  such  insubordinate 

behavior   

Current semester examinations will 

be cancelled and the candidate will 

be debarred from appearing for the 

ensuing 4 semester examinations   

9  For manhandling / injuring 

the  Superintendent,  Hall  

Current semester examinations will 

be cancelled and the candidate will  



 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Table:1.6- Nature of Malpractice and Punishment   

NOTE:   

1.  The matter regarding the malpractice will be placed before the   

Disciplinary Action Committee for enquiry and the decision of the  

Committee shall be the final.    

2.  Irrelevant writing and appeal by the candidate in the answer script will  

also be deemed as malpractice.    

3.  Cancellation of one or more papers written by the candidate, who was   

 Superintendent   and   other 

examination  officials  / 

personnel (College and other 

Institutions)   

be debarred from appearing for the 

ensuing 6 semester examinations. 

The matter will be referred to the 

police,  if  necessary,  for  further 

action   

10  

Case  of   impersonation 

(Current students and past 

students  who  are  now 

appearing    as   private 

candidates)   

Current semester examinations will 

be cancelled and the candidate will 

be debarred from appearing for the 

ensuing 6 semester examinations. 

The matter will be referred to the 

police,  if  necessary,  for  further 

action   

11  

 The  tampered  certificates  be 

retained  by  the  College  and  no 

duplicate will be provided. Current 

semester examinations taken by the 

candidate  will  be  cancelled.  The 

candidate  will  be  debarred  form 

appearing for any examinations of 

this college for 5 years. The mater 

will be referred to police for further 

action, if warranted   

Tampering in the statement   

of  marks  /   provisional   

certificates   /   degree   

certificates   issued   by   the   

College / University   



 
 

found guilty of committing malpractice, will be indicated as zero (0) 

against the title of the respective paper in the Statement of Marks.    

4.  If a candidate is reported to have committed any malpractice for a 

second  time,  the  Disciplinary  Action  Committee  will  enhance  the 

punishment suitably.    

5.  Penalty will be levied from each candidate who was found guilty of 

committing  malpractice,  and  given  severe  punishment  as  per  the 

autonomous norms.    

6.  The particulars of candidates awarded punishment for malpractice will  

be displayed in the Notice Board.   

9.12. Postponement of examinations under emergency circumstances   

Normally the scheduled examinations dates shall not be postponed. If the date of 

an examination date is to be changed due to unavoidable reasons, the decision will 

be taken by the subcommittee chaired by the Principal. The subcommittee shall  

be  constituted  by  the  Principal  which  contains  the  COE,  academic 

coordinator, member secretary, two members from Academic Council, and the  

IQAC coordinator.   

9.13. Conduct of End Semester Lab Examinations   

  Semester end lab examinations will be conducted after the last working 

day  of  the  semester  (as  per  the  directions  given  by  the  Controller  of  the 

Examinations).    

  Semester  end  lab  examinations  will  be  conducted  by  the  teacher 

concerned and lab external examiner. The examination cell will receive three 

names of external lab examiners to conduct end lab examinations duly approved 

by HOD and the Principal.    

  The COE will select one of the three external examiners submitted by HOD 

and inform the concerned examiner the time and number of students appearing 

and obtain his/her consent to be the examiner. The Internal examiners will be 

appointed  by  the  HODs  concerned  and  inform  to  the  Controller  of  the 

Examinations.    



 
 

  The concerned HOD of the Department should prepare the time-table 

batch wise with respect to the equipment available in the department and 

forward the same to the examination cell. After the examination, the examiners 

should submit the marks after entering the software provided in COE office and 

absentees statements in sealed covers in the examination cell. Duly signed 

Remuneration bills should be submitted along with the marks awarded in Data 

sheets.   

  The College shall notify the examination schedule of conduct of Practical/ 

vivavoce examinations at least two weeks prior to the Practical examinations. 

Detailed time table of the Practical examinations, subject wise, batch wise etc 

shall be announced by the HOD, wherever necessary.    

  The  COE  shall  appoint  Examiners  (preferably  Internal)  for  Practical 

examinations  for  different  courses/  subjects  from  the  panel  of  examiners 

submitted by the respective Boards of studies. Whenever Internal Examiners are 

appointed, all efforts should be made to appoint the faculty who handled the 

practical classes during the respective academic period. When several teachers 

are involved in handling the classes, they shall be appointed by rotation. The 

HOD of the concerned department shall be responsible for the conduct of the 

practical/ vivavoce examination(s) in the respective departments.   

  The required number of answer booklets and other material shall be 

demanded and obtained from the COE well in time for practical examinations.    

  Candidates shall be in possession of Hall Tickets on all the days of 

Practical examinations. In the event of non-possession or loss of Hall Tickets the 

HOD is empowered to permit the Candidate to appear in the examination in 

exceptional circumstances and after verifying the identity of the candidate.    

  Practical answer scripts after the practical examination shall be packed in 

separate covers and sent to the College after completion of all the Practical 

examinations.    

  Marks  allotted  by  the  examiners  for  the  practical  and  viva-voce 

examination shall be entered in words and figures on prescribed format and 

enclosed in covers prescribed for the same.   



 
 
 

9.14. Online Examinations   

  For online examination, the root/admin password of the server must be 

with Controller of Examinations. Controller of Examinations shall arrange to 

create necessary online examinations on the server and provide the username 

and password to the students. The COE/Assistant COE / COE Office Assistant  

shall add the questions to the online exam and verify that the online exam 

operates properly.    

  During the online examinations, access to the online course material, 

other resources on the same or other server, internet access must be disabled for   

the   candidates   of   the   examination.   This   should   be   ensured   by 

COE/Dy.COE/Assistant  COE  /  COE  Office  Assistant.  The 

COE/DY.COE/Assistant COE / COE Office Assistant shall be responsible for the 

proper conduct of the respective online examination.    

  After the online examination, all exam data must be downloaded to exam 

data server with all output files in excel so as to retrieve questions, attempts and 

grades of each student.   

9.15. Remuneration/ Honorarium/ Allowances   

  Remuneration/  Honorarium/Allowances  etc.,  shall  be  paid  to  the 

Chairman and the Examiners, Paper-setters, Examiners, Chief Superintendents, 

Hall Superintendents, and others who have put in work in connection with the 

conduct of examinations, as per the rates fixed by the College authorities from 

time to time., after completion of the assigned duties and after necessary 

documentation, at the College, along with TA/DA, remuneration for valuation, 

as applicable.   

  Remuneration for the appointed staff  other than examiners shall be 

consolidated and claimed from the College on the prescribed form at approved 

rates.    

  In cases of practical/ viva-voce examinations, the Examiners shall submit 

their remuneration claims in appropriate Form along with the marks-sheets, 

Answer-scripts, attendance statement of candidates to the COE.    



 
 

  The claims of assistants at practical/ viva-voce examinations shall be 

prepared   by   the   assistants   themselves   on   separate   prescribed   Form, 

countersigned by the examiners concerned.   

10. POST-EXAMINATION WORK/ ACTIVITIES    

10.1. Pre-Evaluation Processing of Theory Answer scripts   

  Dummy  Number  Printing  of  Answer-scripts  is  undertaken  after  due 

random shuffling of the Answer-scripts. The part revealing the identity of the 

candidate is then cut off from the cover page of the Answer-script in a secure 

manner and stored safely in the custody of the COE as quickly as possible.    

  The Identity masked and dummy number printed Answer-scripts are then 

packed in packets.    

  On the day of commencement of Central Valuation, the Identity masked 

Answer-script packets shall be transferred to Valuation Centre and Custody 

Transfer to Chairman of the respective BoE. In the case of the valuation done by 

the course teacher himself/herself, he/she has to collect the answer scripts from 

the examination section after verifying the number of papers.   

10.2. Valuation of Answer Scripts   

  Valuation of answer scripts of theory examinations shall be either in 

centralized valuation camps or home valuation and there shall be single 

valuation of all the answer scripts of UG and PG, as determined by the AC 

from time to time.    

  Centralized valuation can be started immediately after the examination. 

The valuation is to be carried out by the internal examiner and the external 

examiner.   

  Valuations must be based on the scheme of valuation prepared by the 

question paper setter or by the board of examiners of the examination 

concerned.    

  The examiners shall prepare and submit the properly prepared mark sheet 

countersigned  by  the  chairman.  The  marks  will  be  entered  to  the 

candidates’ score sheet generated using computer software.     



 
 

  The COE will exercise overall control of the camp and shall be responsible 

for the proper conduct of the valuation and maintenance of appropriate 

registers, records and accounts pertaining to the camp.   

10.3. Central Evaluation of Theory Answer scripts   

  A period of Central valuation of answer scripts is finalized by the COE in 

consultation with the respective Chairman.    

  The shortlisted examiners are issued appointment order to evaluate the 

answer-scripts of the autonomous examination along with a form in which they 

shall express their acceptance/ decline of the offer within the stipulated period.  

  All theory answer scripts shall be sent to the central valuation center (CVC) 

securely after the due process of assigning Dummy numbers and removal of the 

flap containing the examinee’s Register number.    

  Only  examiners  duly  appointed  by  COE/  the  Chairman,  Board  of 

Examiners, approved by the College should be assigned valuation work and none 

else.    

  Maximum of ten examiners shall be allocated per the chairman / chief. 

The Chairman of the Board shall ensure that the Registers pertaining to issuing 

of Answer-scripts to the Examiners, receiving of assessed answerscripts from the 

Examiner are maintained properly.    

  Only one packet of answer-scripts shall be given for valuation, one after 

another i.e., after completing the Valuation of answer scripts of the previous 

packets. Only 40-60 answer-scripts should be issued for evaluation to each 

examiner in a day.    

  The Chairman of the Board shall remind the examiners to ensure that the 

papers are valued strictly in accordance with the scheme of valuation, if any, 

and that the papers are not valued in a hurry.   

  Daily account to be maintained regarding the number of answer packets 

valued sent to the COE from time to time with acknowledgement.   

10.4. Appointment, Duties and Responsibility of Examiners   

  No one can claim appointment as examiner or any other examination work  

as a matter of right.    



 
 

  The COE shall appoint examiners for each examination from among the 

list of eligible examiners depending upon the need in each paper. Persons 

whose names are not in the approved list shall not be appointed. Under no 

circumstances can the Chairman of the BoE issue appointment orders on 

his/ her own. All Examiners will be required to submit their acceptance of 

the offer or otherwise.     

  The Internal examiners shall normally not decline the assignment of 

examination work except in extraordinary situations since examination 

duty is treated as an essential service by the College.    

  The external examiners shall intimate their acceptance or otherwise as 

soon  as  they  receive  the  communication  from  the  College  or  in  the 

prescribed time limit. The acceptance of the offer may also be informed by 

email to the COE. If no communication is received within the prescribed 

time limit, it will be presumed that the assignment is not accepted by the 

examiner.    

  If by chance, a subject has been assigned wrongly to the examiner, he shall 

indicate the same and decline the offer. He shall NOT accept an offer that 

is NOT related to his subject/ expertise/ knowledge domain.    

  The Examiners shall maintain strict secrecy regarding their appointment  

and other work allotted in connection with the examinations.    

  On the day of commencement of valuation, if applicable sufficient time  

shall be utilized for discussion with regard to filling of marks sheet and 

shading and other related valuation guidelines and regulations concerning 

the Autonomous examination.    

  The Examiners shall NOT evaluate the answer scripts NOT related to his/  

her subjects.   

  The Examiners have to count the number of answer scripts in the packet  

and ensure that it tallies with the claim on the Packet. The Examiners 

must ensure that Dummy Number printed on the answer script and mark 

sheet are the same and shall not value the packets in case of any  



 
 

discrepancy. Discrepancies, if any, should be brought to the notice of the 

Chairman, BoE immediately.    

  The examiners shall value the scripts strictly in accordance with the  

scheme of valuation given by the paper setters, if any.    

  The examiner shall value all the answers and take into account the marks  

of only the maximum required or permitted questions by considering the 

marks awarded to the questions advantageous to the candidate and round 

off those not considered.    

  The examiners shall write ‘ZERO’ wherever answers do not deserve any  

marks.    

  The examiner shall total up the marks.    

  The examiner shall ensure that no answer or part of any answer is left out 

in valuation. The examiners should read the answer script in detail and 

evaluate the scripts.    

  The marks awarded for each question shall be entered in the appropriate 

row & column on the mark-table on the Front Page of the Answer-booklet. 

The total marks shall be entered both in figures and words with his/ her 

signature.    

  The examiner shall not take the answer scripts out of the valuation center  

under any circumstances.    

  If the examiner during valuation of the scripts suspects any case of  

malpractice, he/she shall immediately report it to the Chairman of BoE 

through the Custodian. He/she shall submit the suspected script after 

valuing it fully along with his/her report to the Chairman of BoE, who in 

turn  shall  forward  the  same  to  the  COE.  He/she  shall  enter  such 

references in the marks list against the register number / code number.    

  The examiner shall report to the COE, cases of any candidates of other 

person on his/ her behalf approaching him/ her for any favor or writing 

letters to him/her indicating the name of the person, the register number/ 

code number of the candidate, subject/paper etc.    



 
 

  The examiners shall value not less than 40 scripts if there are no Parts 

and 60 scripts if only a Part (Part-A/ Part-B etc.) of the answer-booklet is 

to be valued.    

  The  examiner  shall  prepare  marks  lists  in  the  prescribed  proforma 

provided for the purpose. The Examiners should have full knowledge of 

shading and entering marks sheets.   

10.5. Guidelines to Examiners for Central Valuation   

  Examiners shall not disclose their appointments, treating them strictly  

confidential.    

  Examiners shall make themselves familiar with the instructions contained  

herein as obligatory part of their assigned duties. They shall treat all 

instructions and information issued from time to time as confidential.    

  The acceptance of an appointment as examiner implies an agreement on 

the part of the acceptor to perform carefully the work entrusted to him/her 

and to carry out scrupulously the instructions and directions issued from 

time to time.    

  Examiner shall open the allotted answer book bundle and check whether 

the seals broken or intact, immediately on receiving it, check if the 

contents tally with the report or not. In either case, he/she shall make a 

report to the coordinator of central assessment.    

  In no circumstances the answer-books shall be taken outside the central  

assessment hall.    

  Each  examiner  shall  be  personally  responsible  for  all  answer  books  

allotted to and received by him/her until they have been duly examined 

and returned to the coordinator of central assessment.    

  Examiners shall report about the answer book showing any attempt made 

with  a  view  to  disclose  their  identity,  to  the  coordinator  of  central 

assessment for onward communication to Controller of Examinations.   

  Examiner shall read the question paper carefully and prepare the marking 

scheme  for  evaluation  of  the  answer  to  the  concern  question/sub- 

question.    



 
 

  Examiner will give due credit to the step-by-step solution, correctness of 

the method used, explanations with the help of sketches and final answer. 

He/she shall also give due credit to the efficacious use of language, 

neatness and presentation.    

  Examiners should enter the marks on the answer books using ball point 

pen with RED ink in legible hand and make entries of marks given by 

him/her, at the end of each answer in the left part of the page of answer 

book. Total marks obtained should again be written in the space available 

at top margin of the page.    

  When a question is divided into sub-questions and marks are assigned to 

each  sub-question,  examiners  shall  write  the  marks  given  to  each 

subquestion in the left margin only. Marks allotted to each sub-question 

and total marks of the question should also be written in the top margin of 

the page where the examinee has started writing the answer of that 

question. The examiner shall verify that the marks given to the sub- 

questions are correct.    

  If  the  answer  to  a  question  is  not  written  on  consecutive  pages  in 

continuous  manner,  but  written  at  different  places  in  discontinuous 

manner, in the same answer book or in supplement/s to the answer book, 

the examiner shall assign marks to each part separately. The total for such 

answers should be made as mentioned above.    

  No  fractional  marks  lesser  than  ½(or  0.5)  shall  be  allotted  in  sub-  

questions.    

  In case the examinee has solved more sub-questions than asked for, the  

marks obtained for all sub-questions shall be entered in the top of the 

margin as mentioned above. The total marks of the best combination of 

sub questions shall be considered as marks obtained by the examinee. The 

marks allotted to the sub-question/s ignored shall be encircled indicating 

that these marks are to be omitted from the total of that question.    

  Total marks of the question shall be converted in to full figure of marks;  

e.g. if the total is in fraction (i.e. 7.5 marks shall be converted as 8).    



 
 

  After the examiner has written the total marks of a question, as mentioned 

above, he/she shall immediately transfer these marks in the appropriate 

box in the table on the cover page of the answer book.   

  When an examinee does not attempt a question, the examiner shall make 

an entry in the related box in the table on the cover page of the answer 

book by marking a dashed line (--). Likewise, when a question is attempted 

has earned zero marks, the entry shall be two zeros (00).    

  If an examinee has attempted more questions than he/she is required to 

answer, all the answers shall be assessed and the marks of all questions 

shall be entered on the cover page of answer book. However, while totaling 

the marks of the maximum marks’ combination should be taken in to 

consideration.    

  Care shall be taken that out of the marks assigned to additional question/s 

attempted by him/her, the lowest marks given to any question/s, except 

compulsory question/s, if any, shall be ignored while totaling and the 

ignored marks shall be encircled on the cover page of the answer book.    

  When all questions in an answer book have been assessed, the examiner 

shall verify the total of marks secured, by adding the marks of individual 

questions as entered on the answer book.    

  Examiner should verify that all the sub-questions should be valued.    

  In case, all the answers written in an answer book are scratched or  

crossmarked, the matter shall be brought to the notice of the coordinators 

of  central  assessment  for  onward  communication  to  Controller  of 

Examinations.   

11. RESULT PUBLICATION   

11.1. Post-Evaluation Data Processing/ Tabulation   

  The  results  of  each  of  the  examinations  shall  be  tabulated  in  the 

Examination  Database  maintained  on  well  secured  Computer  server  with 

restricted access. The persons responsible for such activity may be referred to as 

Marks-Tabulators. Marks-Tabulator(s) shall be appointed by COE.    



 
 

  Marks-Tabulator(s) shall be staff members of the office of COE. They shall 

possess sufficient computer programming and database (SQL & RDBMS) skill 

and experience.    

  The marks tabulated by the Marks-Tabulator shall be scrutinized and 

validated by a Validator who shall be appointed by the COE.   

The Validator shall:   

  Check  the  posting  made  by  the  Marks-tabulators  from  the  original  

statement submitted by the examiner    

  Check totals/aggregates posted by Marks-tabulator;    

  Check the implementation of the resolutions of the Passing Examination  

Review Committee;    

  Check the result prepared by the Marks-Tabulator for failures, honors  

such as Distinction, Pass, Fail, and Absentees etc.    

  Validate the Grades, GPA and CGPA etc. computed on the basis of the  

marks obtained by the candidates in examination.    

  Any other discrepancy/ errata/ manipulation/ inconsistency etc. that  

might have crept into the marks database.   

11.2. Examination Review Committee Meeting   

  The committee shall meet at within the College campus on the assigned 

day with select members as appointed by Principal and COE from the respective 

Board of Examiners.    

  The members shall consider any moderation issues arising out of wrong/ 

outof-syllabus questions/ unsolvable problems, etc. and the amount of marks 

to be awarded to the candidates affected by such issues.    

  The members shall review the shortfall in marks of failed candidates for 

each subject and arrive at the criteria for awarding grace marks in such a 

manner that marginally failed candidates may clear the course/subject. The 

award of grace marks shall be subject to the conditions.    

  The moderation of marks may be done on the basis of the representation 

by the examinees concerned or on the basis of the unanimous decision of the  



 
 

committee concerned for valid reasons that have to be substantiated in the 

minutes of the committee meeting.    

  No grace marks shall be awarded in the case of failure in Practical 

examination(s).    

  Grace marks to the aggregate/ total marks prescribed for an examination 

will be awarded to a candidate failing theory papers, as the case may be in which 

minimum pass marks have been prescribed; provided the candidate passes the 

examination by the award of such Grace marks. Such grace marks shall be split 

in a manner that may serve to pass papers wherever applicable.    

  For UG and PG candidates a maximum of not exceeding 4 marks per 

Candidate in total.    

  A Maximum of 8 Marks be awarded for final semester to a single subject in 

order to enable the student to get the Degree / Certificate / Diploma / 

Advanced Diploma.   

11.3. Result Passing Board   

  When the tabulation of an examination is completed, the CE shall convene 

a meeting of the Pass Board constituted by the CE for each subject.    

  The section dealing with the examination shall prepare statistics of the 

result with details such as: -    

  1. Name of examination with month and year.    

  2. Number of candidates registered for the examination.    

  3. Number of candidates appeared for the examination.    

  4. Number of candidates secured the minimum pass mark prescribed for   

   each part of the examination and the aggregate marks required for a    

   pass and number of candidates in each class.    

5.Percentage of pass.    

  These statistics shall be furnished to the pass board for finalizing the  

results.  The  meeting  of  the  pass  board,  constituted  by  the  COE  for  each 

examination, shall approve/ratify the results as such or the board may approve 

the results with moderation, if any, as it may decide. The minutes of the board   



 
 

shall be put up to the COE for approval. The COE shall issue orders to publish  

the results.   

11.4. Result Finalization and Publication   

  The results of the concerned examinations shall ordinarily be declared 

within 15 days of the last examination and the College shall dispatch the result  

along with the statement of marks to the Departments within 30 days for 

distributing the same to the concerned students. The results shall be published 

on the college website.   

11.5. Results Withheld and their Declaration   

  If there is discrepancy in the subjects mentioned in the examination form 

and actual examination given by the candidate, the results of such examinee will 

be withheld and will be declared after due confirmation of the term that he/she  

had kept with approval of the Chairman, committee &Controller of Examination.  

  The results of those candidates held in reserve for malpractice and/or 

lapse in the examination will be declared as per the resolution passed by the 

Examination Malpractice Enquiry Committee.    

  The result of the candidate writing wrong subject in the examination form 

and actually appearing for the different subject shall be withheld. The result of 

such candidate will be declared after confirming from the Chairman regarding 

the subject and payment of a prescribed fine.    

  The results reserved for dues payable to college shall be declared on 

confirmation of payment of the said dues.   

12. GRIEVENCES IN EXAMINATIONS   

  The examination system of the college shall also provide for mechanisms to 

redress/ resolve any reasonable and valid issue(s) of grievances and provide relief 

to the concerned Candidates. All such matters shall be resolved subject to the 

college rules and regulations.    

  (a) Students who have any grievances related to their results shall apply in 

the prescribed form and on the payment of prescribed fee for the redressal with 

in the stipulated time.    



 
 

  (b) The answer script/scripts of such students shall be reviewed by the 

course teacher, external reviewer and the Chairman of the respective Board 

collectively    

  (c) In case of a change in Grade after review, the result shall be released.  

13. REVALUATION, RETOTALLING AND PHOTOCOPY OF THE ANSWER 

SCRIPTS   

13.1. Photocopy of Answer-script(s)   

  After declaration of the examination results with marks, if any candidate 

wishes to apply for Photocopy/ photocopies of theory answer-scripts (subject to a 

maximum of 3 scripts/ candidate), he/she shall apply to the COE by paying the 

prescribed fees notified by the college from time to time within 10 days from the 

date of announcement of results of the respective course.   

13.2. Re-evaluation   

  There shall be provision for revaluation on payment of fee for papers 

evaluated by single valuation system. A different examiner will value the paper. 

Better of the two will be the final mark. 50% fee will be refunded if the change of 

the result of the course.    

  Any candidate (UG & PG) can apply for re-totaling of marks on the payment 

of fee.    

  Re-evaluation  is  applicable  only  for  theory  papers  and  shall  not  be 

entertained for other components such as practical/ Thesis/ Dissertation etc.    

  Every application for revaluation should be submitted by the candidate in 

the prescribed form along with the prescribed fee so as to be received by the 

Controller of Examinations within TWO WEEKS of obtaining the photocopy of 

the answer-script.    

  The application for revaluation shall be submitted to the Controller of 

Examinations through the HOD of the concerned Department of study.    

  The COE shall arrange for re-evaluation of such answer-scripts by an 

examiner from the approved panel of examiners. If there is a difference of more  

than 15% of maximum marks between the first valuation and Re-evaluation, the 

paper will be re-evaluated. The average of the re-evaluated marks shall be  



 
 

awarded to the candidate. Otherwise, the candidate is entitled to the marks 

advantageous to him/ her.    

  The marks awarded by the original examiner if marked on the answer 

scripts shall be concealed from the answer script and sent for revaluation.    

  The result of the revaluation shall ordinarily be made known to the student 

through the Head of the Department within 1 month of the last date of receipt of 

applications by the Office of the Controller of Examinations.    

  Issue   of   Duplicate   Hall   Ticket/   Mark   Statement/   Transcripts/ 

Consolidated Marks Statements/ Degree Certificate may be done after due 

application process with the necessary fees/ fine.   

14. ADDITIONAL RESPONSIBILITIES    

14.1. Change of Name of the Candidate   

  A student who is currently enrolled may change or alter his/ her full, legal 

name  on  the  permanent  academic  record  by  presenting  the  appropriate 

application along with the necessary supporting documentary evidence to the 

COE.    

  Students  should  send  this  application  through  the  Head  of  the 

Department and Dean of the Faculty.    

  The candidate should apply along with the attested copy of the 12th 

Standard and/or last eligible examination (on which candidate’s eligibility is 

finalized).    

  Documents  required  for  change  in  name  are  as  follows  and  must 

accompany the application for change in name:    

  Govt. Gazette (Original copy)    

  Affidavit (Ladies) (Original copy)    

  Marriage Certificate (Ladies) (Original copy)    

  Photocopy of the Statement of Marks of last examination    

  After the necessary changes in permanent documents, corrected copy/ 

copies of the statement(s) of the marks and other certificates shall be issued on 

the payment of the fees applicable at that time.   

14.2. Error Correction in Name   



 
 

  To correct the spelling or the proper sequence of the name which are not 

due to data entry errors, the student shall present a copy of his/ her birth 

certificate/ Secondary School Certificate/ other Government record such as 

Passport.    

  Any errors in the Name of candidates printed in the Marks statement/ 

Certificate/ Hall Ticket may be brought to the notice of COE for necessary 

correction with appropriate evidence.   

14.3. Rectification of Mistakes in the Certificate   

  In case, any certificate issued either by the Controller of Examinations has 

incorrect information or spelling mistakes, the original certificate should be 

returned along with the request for rectification to the office of the controller of  

examinations concerned within 30 days of receipt of the certificate concerned. 

Belated request for rectification may entail payment of penalty fee.   

14.4. Printing and Issue of Grade Cards   

  Grade sheets should be printed on grade sheets with multiple security 

features, verified and issued students.    

  a.  After  the  announcement  of  results  and  revaluation  results,  the 

controller  of  Examinations  should  arrange  for  the  printing  of  grade  cards 

/sheets.    

  b. The grades obtained by the student and the credits allocated to the 

course are to be entered into database using the software server installed in the 

examination branch.    

  c. Once, all the data are entered, the printing of the grade cards will 

commence.    

  d. Before printing the grade cards, the data viewed on the draft prints 

should be compared and checked with the data on results sheets.    

  e. A record for grade sheets printed must be maintained.    

  f. While issuing the grade sheet to the student, the signature should be 

obtained as an acknowledgement.    

  g. If any student loses the grade issued to him/her, a duplicate grade sheet 

may be issued on application and payment of prescribed fee.    



 
 
 

  h. Such grade sheet may be oriented prominently as “DUPLICATE”.   

14.5. Supplementary Examination   

If a student fails to secure a pass in courses in any semester, he/she is allowed 

to write arrear examinations in the supplementary / Arrear Examinations 

conducted within a period of one month after the publication of results, when 

the examination is conducted in that course; he/she should continue to register 

and reappear for the examinations in the failed subjects till he/she secures  

a pass. However, the absentees in any current semester examinations may be 

permitted to write the supplementary examination conducted within a period of 

one month after the publication of results is subject to, the valid reason provided 

by the student and the recommendation by the HoD with approval of the Ac.   

15. CERTIFICATES   

  Provisional and Degree certificates are issued by Anna University, Chennai 

per the acts and statues of the University on the submission of the 

consolidated mark / score cards of the students by the college.    

  A consolidated mark / score card shall be issued to the candidates after 

the publication of the results of the final semester examination taken by 

the candidate.   

15.1. Mark Register of Candidates   

  The C0E’s office maintains a Mark Register of Candidates in respect of all 

examinations.    

  The register shall contain the following details: Register number, name of 

the candidate & date of birth, program & year of admission, particulars of 

examination taken, results, and remarks, if any.   

 
 

15.2. Post-evaluation Custody and Disposal of Answer-scripts   

  The evaluated Answer-scripts shall be preserved safely for a period of at 

least six months from the date of publication of results in their original packets 

bundled together. The bundles are to be stacked in racks with proper ventilation 

and free from termites/ pests. The answer-book storage area to be fumigated 

and aired periodically so that they are preserved without any damage.    



 
 

  Appropriate staff shall be assigned the responsibility of safe-keeping of the 

answer-scripts till safe disposal.    

  Answer-scripts shall be made available from the storage area for purposes 

such as Photocopying/ Re-totaling/ Re-evaluation etc. Such transactions shall 

be recorded.    

  The details of all Answer-scripts so shredded/ destroyed/ disposed shall 

be documented and certified by the COE.   

15.3. Scribes for Disabled Candidates   

  The facility of Scribe/Reader/Lab Assistant may be allowed to any person 

who has disability of 40% of more if so desired by the person shall be seated in 

separated rooms. Such candidates may be given compensatory time of one hour 

for examination of 3 hours’ duration.    

  The maximum number of candidates belonging to the above categories is 

allowable in an examination hall shall not exceed two.   

16. AUTOMATION – IN HOUSE   

  The Examination process is automated by faculty of the college developing 

examination software. The examination cell has surveillance system for security.  

  COE Software – COXCO Software Systems     

  Online Examinations – Moodle Software (Open-Source Project)/ MIS –  

Avion    

 
 
 

16.1. Examination Audit   

  Efforts shall be made to audit critical processes in the entire examination 

system by appropriate/ designated team of academicians drawn from sister 

Colleges.    

  Efforts shall be made to audit the evaluation of theory answer scripts by 

examiners on a regular basis. Answer-scripts awarded with high, average and 

low marks shall be randomly sampled for such process. The marks shall be 

masked before the auditing, which shall be carried out by external examiners  



 
 

who shall not be from the same institute as the original examiner evaluating the 

Answer-scripts.   

16.2. Foreign students Admission   

  While admitting foreign students, the Admission Committee and Principal 

are requested to verify whether the candidate holds a valid visa (students’ 

visa/provisional students’ visa) and equivalency certificate to study in India and 

his eligibility for admission.    

  It has been noticed that some candidates submit the certificates, which 

have been tampered and which contain unauthorized alterations. Applications 

of such candidates are to be summarily rejected and disciplinary action to be 

taken against them. This may be brought to the notice of the candidates, so that 

they are aware of the serious consequences of unauthorized corrections.    

  Admission is therefore requested to scrutinize carefully the certificates 

(documentary evidence) produced by the candidates, while admitting them to the 

various course of study. They are specifically requested to note that erasures, 

overwriting and corrections in the certificates if any, are duly attested by the 

authorities concerned, before submitting them to the college for recognition.   

 
 

16.3. Age Limit   

  There is no upper age limit for admission to UG Degree Courses as on 1st 

July XXXX. For SC/ST/BC/MBC/DNC candidates, women candidates and for 

Physically Handicapped.   



 
 
 

17. LIST OF THE FORMATS USED IN EXAMINATION CELL   

  Appointment as question paper setter    

  Acceptance and declaration by Examiner    

  Instructions to candidates   

  Acknowledgement of documents    

  Remuneration bill form for examiners    

  Appointment  of  external/internal  examiner  for  practical  

examination    

  Continuous Internal Assessment marks sheet    

  End Semester Grades sheet    

  QP Scrutiny Declaration by examiner    

  QP Feedback by the examiner    

  Evaluation System Rules and Regulations    

  Certificate of attendance paper Setting /Practical/Oral/valuation   

  Remuneration bill form    

  Grace marks sheet    

  Examination application form    

  Attendance sheet of Practical/Oral/valuation examination    

  Outcome based education templates    

  Blooms Standard and Pattern and etc.,   



 
 
 


