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- DEFINITIONS:

These Rules, Regulations and Standard Operating Procedures (SOP) of
Examinations of SGTU will be applicable for all stakeholders, and will be called
‘Examination Manual’ or ‘Exam Rule Book’. In this Examination Manual, unless
the context otherwise requires:

-~ a. SGTU means Shree Guru Gobind Singh Tricentenary University

b. ‘Examination’ (or ‘Exam’) and ‘Examinations’ (or ‘Exams’) respectively
mean Examination and Examinations as the case may be conducted by SGTU.

¢. ‘Examination Committee’, unless otherwise stated means Examination
Committee of SGTU.

d. ‘Rules’ means Rules of Examinations as framed by SGTU from time to time.

e. ‘Vice Chancellor’ or ‘VC’ means the Vice Chancellor of SGTU.

f. ‘Controller of Examinations’ or ‘CoE’ or ‘COE’ means the Controller of
Examinations of SGTU.

g. ‘Centre Superintendents’ or ‘CS’ or Centre Suptd.” means the Officer-in-
charge of the Examination Centre of SGTU.

h. ‘Examination Centre’ means a College/Faculty of Study/Institution approved
by SGTU for the conduct of the Examinations.

i. ‘Mark sheet’ means statement of marks issued by SGTU.

jo ‘Transcript’ means a set of documents to show the student's records of studies
issued by SGTU.

k. ‘Degree’ means qualification awarded to students upon successful completion
of a course of study in higher education issued by SGTU.

. ‘Certificate’ means certificates issued by SGTU.

m. ‘Candidate’ means examinee of examinations conducted by SGTU.

NOTE:

The decision of the Examination Committee / approval shall be final on any question
related to interpretation of any provision of the Examination Manual or on any such
matter which is not specifically mentioned in this Examination Manual.
Examination Manual may be amended from time to time.

(7 W' iii|Page

Registrar
SGT University
Budhara, Gurugram



d

of the Controller of the Examinations one is printed as per the number of
examinees appearing in the examinations, packed in Envelopes and sealed.

. The sealed Question Papers are placed in the Strong Room of the Examination

Branch and are handed over to the Examination Centers Superintendents one hour
before the schedule of the examinations.

e. All the waste papers are shredded every day.

1.3 SECURITY/ SECRECY DURING EVALUATION OF ANSWER BOOKS-

a.

d.

| 1
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The Answer Books received from the Examination Centers are kept in the Store
Room and are coded for evaluation. The identity details of the students are hidden

from Evaluators.
. The coded Answer Books are provided to Evaluators in the Central Evaluation
room at the Examination Branch.

. The Award Lists provided by the Evaluators are de-coded and students details are

filled in the Award List at the places provided.
The evaluated Answer Books are stored in the Store Room.

.4 SECURITY/ SECRECY DURING CONFEDENTIAL TABULATION OF

RESULTS

The Tabulators are provided with Award Lists of students for posting in TR and
declaration of results of the examinations.

All the Computers in result section have unique id.

All Computers have latest anti-virus and files are password protected.

. AR exam log in/ log out all systems.

The Tabulators fill all the required entries viz. theory awards, practical awards,
internal, viva voce marks etc. '

Prepared TR sheet is processed for two stages verifications.

g. The Tabulators have to preserve the Award Lists, Attendance Lists of Examinees

in records and Result TR Sheets. The TR Sheets are hard bound and are permanent
records of the University. No waste papers are discarded; all are destroyed by
shredding.
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CHAPTER: 3

3.1: SOFTWARE, MACHINE AND EQUIPMENT PURCHASE,
MAINTENANCE AND RENEWAL

The Examination Branch have Hardware like PCs, Printers, OMR Readers,
Photocopiers and software etc. which are used for various examinations work. As
examination is a continuing work so all the said equipment and machines shall
remain functional all the time.

. For requirement of hardware / software, a note sheet of requirement with hardware
/ software specifications forwarded to the Vice-Chancellor. After assessing the
requirement, the Vice-Chancellor directs the Head-IT Cell to list down the

- companies, their authorized vendors with product specification and price lists and
put it before Purchase/Development Committee for purchase. The Purchase
Committee may call the companies/vendors to demonstrate the products to the
Controller of Examinations. On the approbation of the Examination Branch, the
Purchase/Development Committee forwards purchase recommendation from the
listed company/vendor to the Head-Purchase. The Head-Purchase takes necessary
approval from the Competent Authority and, after approval, the new Hardware /
software will be purchased.

. For repair and maintenance, Annual Maintenance Contracts (AMC) is signed with
the Product Manufacturer or with companies/firms which provide the AMCs of
specific / all the products. Concerned department provides a copy of the AMCs to
the office of the Controller of Examinations for reference and record.

. The Head-IT/Head-Purchase shall keep the records of all the original agreements
and take necessary action regarding their renewals from time to time ensuring that
the work of Examination Branch does not get hampered.

. IT-Cell of the University has to provide IT related support to Examination Branch
of the University on priority.
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CHAPTER: 5

5.1: ELIGIBILITY OF A STUDENT TO APPEAR IN EXAMINATIONS

The students should fulfill the following criteria to be eligible for appearing in
the End Term University Examinations:

The student should bear a good moral character.

The student should have at least 75 % attendance (or attendance criteria as per
the Regulatory Body / Council) in a theory and practical subject inclusive of non-
lecture teachings i.e field work, seminars, group discussion, tutorials, projects
etc., and demonstrations, hospital posting (tertiary, secondary, primary), bed side
clinics for Medical & Health Sciences students.

The student should not be a defaulter in payment of any dues of the SGT
University.

There should not be any disciplinary action pending against the student.

The student should have submitted her/ his Examination Form on ERP / Hard
copy as per the instructions notified by Controller of Examinations.

The shortage of attendance can be condoned by the Dean/Director/Principal of
the concerned faculty of Study to the extent of 5% in exceptional cases. The
exemption of attendance can be granted by the Dean/Director/Principal for;
Some students voluntarily donate blood to Blood Bank. Attendance of all the
lectures / practical / Tutorial etc. of that day may be given.

The students appearing in Re-appear / Supplementary Examinations of any
previous semester/ year may be given benefit of attendance of that day.

The students may be given benefit of maximum Twenty One (21) attendance on
account of his/her participation in University or Inter Collegiate Sports
Tournament/ Youth Festivall NCC Camp/ NSS Activity-Camp/ University
Educational Excursions, Mountaineering Courses; and maximum 30 days for
participation in Inter-University Sports Tournament/ Youth Festivals; provided
he/she has obtained prior approval of Dean/Director/Principal of the concerned
faculty of Study on the recommendation of the concerned HOD.

Attendance Credit may be given only for the days on which lectures / practical /
Tutorial etc. delivered or field work done during the period of participation in
the aforesaid events.
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CHAPTER: 6

6.1: EXAMINATION FEE

a.

The Fee Committee of the University proposes the various fees for examinations
documents (provisional, Transcript etc.), Examination Form, certification etc. for

approval to the Governing Body/ Executive Council of the University. The various
fee approved by the Governing Body for the Academic Year is shared with the
students through the competent authority of the University.

The various Examinations related fee for Regular/Re-appear/Supplementary
Exam, Transcript, Provisional Certificate and other documents fee are to be
deposited by the applicant / student at the Accounts Branch.

. The Student Cell In-charge / Student Section will check the details of the students
and then would verify it by signing the Application Form. Further, Application
form will be signed and stamped by the concerned Dean/Principal and forwarded
to the Examination Department of the University along with fee slip.

. Assistant Registrar (Exam)/ dealing Office Assistant will verify the record of the

student and would process for further necessary action.

. If any Provisional Certificate/ Document are to be issued, then the Certificate/

Document will be prepared and put for the signature of the Controller of
Examination and issued to the concerned student or Student Section.
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CHAPTER: 8

| APPOINTMENT OF EXAMINERS, MODERATORS, CENTRE

SUPERINTENDENT (CS)/DEPUTY SUPERINTENDENT (DS),
INVIGILATORS, FLYING SQUAD AND EVALUATORS

8.1 APPOINTMENT OF EXAMINERS

a. As per the Examination Schedule approved by the Vice Chancellor, the
Controller of Examination writes to Deans/Directors/Principals/Heads of
respective Faculty of Studies to provide the panel of internal and external
examiners approved by the Board of Studies.

b. In the panel of Examiners, there should be at least five names of Examiners (3
External & 2 Internal) in each paper, along with complete details viz. address,
contact no. and "email id" of the person concerned.

c. An External Examiner shall be one who is not teaching in the SGT University
and shall be a teacher with a requisite qualification & experience as per the
concerned council of course or as per the UGC / University regulation.

d. An Internal Examiner shall be one who is teaching in the University and having
requisite qualification and experience as per concerned council or University
regulations.

e. The person should be mentally fit or should not have been convicted of any
offence, which involved moral turpitude.

f. None of his/her relative is appearing in the examination for which he / she is
being recommended as Paper Setter/Examiner Expert.

- g. AnExaminer may set only two question paper for a course in a Term.

a.

8.2 APPOINTMENT OF MODERATOR

Dean / Head of the Department or his / her nominee shall moderate the question
paper. The Vice Chancellor may also nominate the subject expert either from the
University or outside the University to assist the Head of the Department in the
Moderation of the Question Paper.

The Moderator will check the question paper thoroughly and ensure that the
question paper conforms to the syllabus and guidelines to set the question paper.
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8.4 APPOINTMENT OF EXAMINATION CENTRE SUPERINTENDENTS

The Controller of Examination appoints the Center Superintendent/ Dy. Center
Superintendent/ Assistant Superintendent and Invigilators as per the experience of
faculty members. The Center Superintendent/ Dy. Center Superintendent should be
of the rank of Associate Professor or higher. COE may also depute an Assistant
professor if found suitable for the same.

8.5 APPOINTMENT OF FLYING SQUADS AND OBSERVER

The .Controller of Examination appoints the Flying Squads team and Observer for
smooth functioning and proper observation. The Flying Squad teams are headed by
the Convener, who should not be below the rank of Associate Professor with at
least 10-year experience.

8.6 APPOINTMENT OF EVALUATOR

a. A Paper Setter is preferably appointed for the evaluation of answer books and
another examiner may also be appointed.

b. The controller of Examinations may appoint any Internal or External Examiner
for evaluation the Answer Books.

c. The answer book shall ordinarily be evaluated centrally at Central Evaluation
Centre at Examination Branch in the University premises.

T Registrar
W SGT University
Budhera, Gurugram
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number of examinees appearing in the examination and some extra papers as
directed by him/her. The printed question papers are sealed and signed by the

Controller of Examination and date wise stored in the Strong Room of Secrecy
Brach.

Registrar
SGT University
Rudhera, Qurugram




11

CHAPTER: 11

.1 SCHEDULING AND CONDUCT OF PRACTICAL / DISSERTATION /
VIVA-VOCE

As per the academic / examinations schedule of the University / respective Faculty

¥

of Studies, the Controller of Examinations prepares the schedule of
practical/dissertation / Viva Voce and circulates the same to all the
Deans/Principals of Faculty of Studies for their information and necessary action.

As per the schedule, the Conduct Section of the Examination Branch issues

notification to the concerned Deans/Principals of the faculty of study for which

practical/ dissertation viva examinations are schedule is order to disseminate the
information with their students.

. The practical examinations are conducted by the respective Faculty of Studies as

per the guidelines provided by the Controller of Examination.

The Award List of Examinees duly signed by the Examiners are sent to the Office

of the Controller of Examination in a sealed envelope on the same day of the

examination. If the examination extends more than one day, then the Award List
is submitted on the day of conclusion of examination.

. For MBBS/ MD/ MS/ BDS/ MDS/ M. Sc. (Medical) courses, the Theory End
Term Examinations Answer Books are evaluated along with the evaluation of
Practical Answer Books during the conduction of practical examinations by the
Examiners.

. The stray and unfair means Answer Books of examinees are submitted in separate

envelops to the office of the Controller of Examinations immediately after

conduction of examination.
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CHAPTER: 13
AWARD OF GRACE MARKS

The following method will be followed for giving “Grace Marks” to the students:

13.1

13.2

CALCULATION OF GRACE MARKS
While calculating the available maximum grace marks in a particular
Professional/Year/Semester/Trimester, the usual “Round off’ rule is to be
implemented i.e. if the grace marks comes out to be a fraction then the marks
will be changed to the nearest whole number.

DISTRIBUTION OF GRACE MARKS

Grace Marks will be given to a student only if the programme ordinance has a
provision of it and does not explicitly overrule the provision of it or such a
provision is not permitted or is withdrawn at any point of time by the university
or by the respective council regulating the programme.

In case the student needs Grace marks in more than one subject or components
or parts of it, then the subject/component/part will be chosen for such a
provision, where the minimum marks are required by the student to get pass. In
case of further availability of remaining grace marks, the next
subject/component/part will be chosen in the similar fashion as described
above. The said procedure will continue till the availability of Grace Marks.
The grace marks will be given only if the addition of it enables the student to
get pass in a particular subject/component/part of it and in no case be given
only to improve the Percentage/Division/Grade/Earned Points in a
subject/course or as a whole.

* In case the student requires equal value of Grace Marks then the preference will

be given to a subject where such an allocation will change the result of the
beneficiary from ‘FAIL’ to ‘PASS’ in all components/parts of it.

In case an equal value of marks is required to a student to get pass, in more than
one subjects/courses then the subject/course with a lower or smaller University
code value will be put on priority while doing such an allocation of grace marks.
In no case the addition of Grace Marks, should lead to “a double jump in the
grade” or “a higher value in the marks more than the minimum pass marks”,

18
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CHAPTER: 14

14.1 PREPARATION AND DECLARATION OF RESULTS

a.

Result shall be prepared as per the Ordinance, Scheme of Examinations. and
Passing criteria of the programme.

The information of the students for preparation of TR Sheets is taken from the
Signature Chart of examinees.

The Internal Assessment awards (received from the Faculty of studies 15 Days
prior the commencement of the scheduled Examinations), Theory and Practical
Awards are posted in the TR Sheets by the Tabulators.

Once all the required awards are entered in the TR Sheets by the Tabulators, the
Result Section Asstt. Registrar/Superintendent/ Office Asstt. Re-checks the
result prepared.

The colored print-out of the result on A3 size papers is submitted to Controller
of Examinations/Addl. Controller of Examinations/ Dy. Controller of
Examinations for further process of scrutiny.

The Controller of Examinations requests the Deans/Principals of respective
Faculty of Study to send faculty members for scrutiny of result tabulated.

The Scrutinizers check the TR Sheets and verify the award lists, grace awards as
per Ordinance and Scheme of Examination, calculations of Percentage/ SGPA/
CGPA-Division (final year results), remark of pass/ re-appear/ detain/ result late
etc. |

The signed TR Sheets are submitted to Controller of Examinations. The
Controller of Examinations directs Result Section Asstt. Registrar/
Superintendent/ Office Asstt. to prepare the Result Gazette and releases it.

If Pass Percentage of programme specific is very poor, then TR sheet and details
pass percentage is submitted/put — up to the Vice-Chancellor/ Pro Vice-
Chancellor for approval.

On approval of Vice-Chancellor/ Pro Vice-Chancellor, the Controller of
Examinations directs Result Section Asstt. Registrar/ Superintendent/ Office
Asstt. to prepare the Result Gazette and releases it.

The copy of the result is marked to Dean/Principal of the concerned Faculty of
Study for display on Notice Boards. A copy is also marked to the Vice-
Chancellor/Pro Vice-Chancellor, Registrar, Student Cell, and IT Cell for
uploading on the University Website.

20
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i. Reviewing of Answer sheet after declaration of result of revaluation/rechecking
is not allowed.

15.2 GENERAL GUIDELINES FOR RE-CHECKING OF ANSWER BOOK

a. The dealing Office Asstt. / Superintendent (Results) will not re-check and re-
total the marks awarded by Evaluator. -

b. Ifitis found that the Original Evaluator has not checked any answer and marks
for the unchecked answer has not been added in total marks obtained by the
student, the Controller of Examinations will inform the Original Evaluator to
visit the Examination Branch and re-check and re-total the marks awarded in the
Answer Book.

¢. The result of Re-checking is issued through a notification by the Office of the

* Controller of Examination.

15.3 PROCEDURE FOR VIEWING OF THE ANSWER BOOKS OF THE
UNIVERSITY THEORY EXAMS

a. Student should write an Application with all the requisite details and submit the
same within 7 days from the declaration of the result.

b. Application Form’s details shall be verified and signed by the Mentor, HOD and
Dean of the respective Faculty of the Study.

c. Application form of viewing the answer book shall be forwarded to the Hon’ble
Vice Chancellor for kind approval.

d. After approval of the Hon’ble Vice Chancellor, Controller of examination directs
the Assistant Registrar for further processes.

® e. After Viewing of Answer Book if the student observes in his’her Answer Book

that there is discrepancy or any answer has not been checked he/ she may apply
for re-evaluation or re-checking within 3 days from the date of viewing of the
Answer Book.

W Registrar
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¢. If the marks awarded by' the Original Evaluator and First Re-evaluator vary more
than + - 10% of the maximum marks, then the Answer Book shall be referred to
a Second Re-evaluator.

d. The Second Re-evaluator will be other than the Original Examiner and First Re-
evaluator.

16.3 COMPUTATION OF MARKS/AWARDS
The final marks awarded shall be determined as under:

a. InRe-evaluation if awarded marks vary from the original marks award up to +
- 5%, the result will be declared as “NO CHANGE”

b. Ifthe marks awarded by the First Re-evaluator is more than +- 5% and up to +-
10%, the average of the marks awarded by the Original Examiner & First Re-
evaluator will be taken as final award.

¢. If the marks awarded by Original Examiner & First Re-evaluator varies more
than +- 10% of the maximum marks, then Answer Book shall be referred to
Second Re-evaluator.

d. The best performance of a student among all the attempts will be considered as
the final result.

The result of Re-evaluation is issued through a notification by the Office of the
Controller of Examination.

16.4 INTERPRETATION/ CLARIFICATION

The Vice-Chancellor is authorized to interpret or clarify the above rules wherever it
is necessary and such interpretation/clarification shall be final.

Registrar i
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CHAPTER: 18

18.1 DECLARATION OF RESULT IN CONFIDENCE

a. Confidential result is issued to any candidate who wants to apply to any University
/ Institution for higher study. Candidate should produce the letter from University
/ Institution where he/she wants to apply.

b. Application form for issuing the confidential result is provided by the Examination
Branch. The candidate is required to fill all the details and also attach photocopies
of DMC, Admit Card and requisite fee slip.

c. The confidential result is prepared when all the awards (Theory, Practical, Internal

Assessment etc.) is received by the Examination Branch.

d. Once the result is prepared it is thoroughly scrutinized and signed by the

® Controller of Examinations.

e. The confidential result is sealed in an envelope and dispatched to the Faculty of

' study / Institution / University mentioned in the application of the candidate.

Registrar
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CHAPTER: 20

20.1 AWARDS AND MEDALS

The student enrolled in various certificate, diploma or degree programme / courses
at the University, on successful completion and passing of prescribed
examinations, shall become entitled to the award of the corresponding certificate,
diploma or degree for that programme.

The student awards and medals are awarded on the recommendation of a Standing
Committee. The recommendations of the committee are considered by Academic
Council and Board of Management for ratification.

Scholarships, medals and prizes are awarded on the basis of academic / other
achievements as decided by the Board of Management/ Standing committee.
The number of scholarships, medals and prizes to be awarded is determined by
the Board of Management of the University, either on its own initiative or on the
recommendation of standing committee.

*

‘,
\
: 5

3 Registrar

[l .N SGT University

\ EXAMNCTHN /. Udhm‘a' QWUQr‘Hm
o ¢

. L—'@AQT

28



CHAPTER: 22

22.1 CONVOCATION

A list of students eligible for Degree / Diploma is prepared with the help of
Result Gazette / TR.

List shall be sent to concerned Department / Faculty Head / Dean / Principal for
name and other details verification.

The verified list is signed and stamped by the concerned Department / Faculty
by their HODs / Deans / Principals and soft copy of the same along with signed
hard copy is sent to the Examination Branch.

The approved list is mailed to Agency in the required format along with the
sample format of Degree / Diploma.

The agency prepares the pdf file of Degree / Diploma and mails it to Examination
Branch.

The pdf file is thoroughly checked with verified list and vetted for printing.

The printed Degree / Diploma along with Bill are dispatched by Agency to
Examination Branch.

The signed Degrees / Diplomas are scanned in jpg file and renamed according
to enrollment no and Degree / Diploma No.

Degree / Diploma are arranged according to Faculty of Studies, Courses,
Semester/Year/Tri / session wise and accordingly forwarded to the Director
IQAC with covering letter. ‘.-

Degrees / Diplomas No. are to be written on printed TR.

Degrees / Diplomas are conferred to the Students in the Convocations.

Registrar
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In such case Controller of the Examination forms an Expert Committee and
committee takes cognizance and submits its report. Grievance shall be resolved in
due course of time.

23.3.3 After Result Declaration: After result declaration, if any student has
objection with result, he/she applies to Examination Department via student
Section / exam co-ordinator of respective Faculty of Study for the same. After
receiving application, examination department resolves the grievance as per the
requirement and jurisdiction of the grievance.

POITN Registrar
(YA N SGT University
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24.2

PROCEDURE TO BE FOLLOWED BY THE CENTRE SUPDT. IN
BOOKING UFM/ UMC

Issuance of Second Answer Book: As soon as any case of unfair means
comes to the notice of the Superintendent of the examination Centre he / she
shall take possession of the Answer Book of the candidate along with paper
or other material found in his possession and provide second Answer Book to
the candidate immediately. On the top of the Answer Book it should be
superscripted “Second Answer Book”. The Superintendent shall record on the
first Answer Book the time when the case was brought to his notice. He shall
also record the time on the second Answer Book when it was issued to the
candidate.

Explanation of the Candidate: While issuing the second Answer Book the
candidate shall be asked by the Centre Supdt. to submit his explanation in
writing. In case the candidate refuses to give his statement, he should not be
forced to do so, only the fact of his refusal should be recorded by the
Invigilator/s on duty at the time of occurrence and such a statement of the
Invigilator/s be attested by the Centre Supdt.

Statement of the Invigilator: The Invigilator’s / detector’s statement shall be
recorded, verified and signed by the Centre Supdt.

Material found from the Candidate: As far as possible precise information
like from where the material was found (in the pocket, desk, shoes etc.) should
be mentioned in the statement of the Invigilator/s. The copying material so
detected by an Invigilator should also be signed by the Invigilator and
countersigned by the Centre Supdt. on each page and the total number of pages
detected should be mentioned on the title of the Answer Book duly signed by
the Invigilator and Centre Supdt.

Procedure to be followed in case of Smuggling out Answer Book: In case
a candidate has smuggled out Answer Book, the Centre Supdt. Should call the
student directly and try to secure the Answer Book. In case of non-availability
of the Answer Book, the matter should be reported to the police, and a copy
of the FIR be sent to the office of the Controller along with the statement of
the Invigilator and candidate. The statement of the peon/police constable etc.,
if any should also be forwarded.

34
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CHAPTER: 25

| 25.1 ROLE AND RESPONSIBILITIES OF CENTRE SUPERINTENDENTS

(CS) / DEPUTY SUPERINTENDENTS —

The roles of Centre Superintendents (CS)/ Deputy CS are very crucial and pivotal in

conducting the university examinations. Roles and Responsibilities of Centre
Superintendents (CS)/ Deputy CS are described further.

| 25.1.1 Before Examination

a.

The Answer books in sufficient numbers, as per the overall strength of the
examination Centre, must be collected from the Examination Department two
days in advance, from the date of commencement of exams. Question papers are
to be received in sealed packets from the Department of Examination and are to
be stored under safe custody of the Centre Superintendent. The Centre
Superintendent is solely responsible for keeping the question papers in safe
custody till the end of the examination.

. Should ensure that for each subject, adequate numbers of question papers are

available in sealed packets as per the approved date sheet/s.

Question paper packets shall be opened by the Centre Superintendent in his
presence and two senior faculty members of the concerned institution, 15 minutes
before the commencement of examination. The papers are to be distributed in the
exam rooms according to student’s strength mentioned against a particular

~ question paper, in seating plan. The remaining packets shall be kept in safe

custody till the completion of exam hours and the keys shall be with Centre
Superintendent.

. Gate checking shall be done 45 minutes before the commencement of the

examination. Examinees will be allowed to enter into the Examination Hall and
take their respective seats before 20 minutes of commencement of examination.
Answer Books will be distributed 15 minutes before the examination. Only One
Answer book per student should be distributed; if students ask for supplementary
answer books then the CS will inform the Controller of Examinations of the
university and Controller has the authority to take decision based upon the
scenario.

36
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the Answer Book of the student. In no case, any person other than the
Invigilator of the hall shall enter into the examination hall for any purpose.

If the University feels that the Centre Superintendent is not capable of conducting
the examination in a free and fair manner, the Centre may be cancelled for the
next examinations and a new Centre superintendent shall be appointed by the

- University for the Current Examination.
. The attendance sheet of the examinees will be properly signed by the concerned

examinees. The Invigilator must mark the absentee student with “ABSENT” (in
Capital letters, in red ink) against his/her name. In case of any discrepancy
in the signature chart, the CS shall bring the same in the notice of the office
of Controller and should not allow anyone to make a manual entry without
any specific permission by the Controller of the Examination.

. For every 30 students, there will be at least one Invigilator. At least 10% reliever

Invigilator should be engaged for invigilation during the temporary absence of the
Invigilator. The Invigilator must remain in the Examination Hall for entire period
of 3 or 4 hours and they should be advised to move around the hall with utmost

vigilance.
. Use of Cell Phone or other electronic gadgets by the Invigilators and
examinee i n f examination is strictly prohibited. No examinees

shall be allowed to talk to each other. Utmost discipline shall be ensured

~meticulously.

The examinee should not write his/ her identity (Mobile no. Or Registration No.,
Address) anywhere in Answer Book, otherwise the concerned subject mark will
be awarded Zero.

25.1.3 After Examination

a.

All the answer books of Malpractice (UFM/UMC) cases with the seized
materials must be sent separately after proper entries in the concerned form. The
Centre superintendent is to ensure that all the columns of the form must be filled
in properly. In case of incomplete information, the CS will have to present
himself in front of the UFM committee, if the committee desires so.

However, the Answer Books of the examinees, booked under UFM, should be
sealed in a separate packet along with the Malpractice report of unfair
means/misbehavior during the examination, enclosing incriminating materials
seized from the examinees. The Centre Superintendent should ensure that the
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CHAPTER: 26

26. 1 GRADING METHOD AND COMPUTATION OF SGPA/CGPA

The grading method for evaluating students’ performance involves award of grade

according to the range of total marks in the course. The range of marks between
any two grades is framed in such a manner that the effect of individual
marking/checking technique on the overall grading is minimal.

26.2 KEY DEFINITIONS:

a.

Programme: An educational programme leading to award of a Degree, diploma
or certificate.

. Course: Usually referred to, as 'papers' is a component of a programme. All

courses need not carry the same weight.

. Credit: A unit by which the course work is measured. One credit is equivalent

to one hour of teaching (lecture or tutorial) or two hours for Practical Work/Field
Work/ Research Based Paper /Project per week.

. Credit Point: It is the product of grade point and number of credits for a course

i,e, Credit Point = No. of credit in a course x “grade value” of the grade obtained
in the course.

. Semester Grade Point Average (SGPA): The SGPA is the ratio of sum of the

product of the number of credits with the grade points scored by a student in all
the courses taken by a student and the sum of the number of credits of all the
Courses undergone by a student, i.e. SGPA(Si) =) (Cix Gi) /3.Ci

Cumulative Grade Point Average (CGPA): CGPA is also calculated in the
same manner taking into account all the courses undergone by a student over all
the semesters of programme, i.e, CGPA =) (Cix Si)/ ) Ci

. Grade Point: It is a numerical weight allotted to each letter grade on 10-point

scale with 7/6/5SLETTER GRADES: It is an index of the performance of students
in a said course.

. Grades are denoted by letters like O, A+, A, B+, B, C,D and F.
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CHAPTER: 27

27.1 GUIDELINES FOR GRANTING OF WRITER OR AMANUENSIS

a.

A candidate may be allowed for writer if:
[. Candidate is blind;
OR
II. Candidate is permanently disabled from writing.
OR
III. Candidate is temporary disabled from writing, such as fracture of the
right or left arm, forearm or dislocation of the shoulder, elbow, wrist,
etc.

On the written request from the blind candidate(s) through the Head of the
Department / Dean / Principal of the respective Faculty of Study, Superintendent
in Chief or Controller of the Examination is authorized to appoint writer in
accordance with the prescribed qualification of the writer.
In case of other handicapped candidate(s), writer shall be appointed with the
approval of the Vice Chancellor.
In certain circumstances if candidate is incapable to answer the paper in
prescribed time, an extra time up to one hour for a paper may be allowed. For
blind candidates, however, the extra time of one hour will be allowed.
The writer / amanuensis shall be two grades lower in education than the
candidate and writer should not have secured more than 60% marks in the
examination. Condition of more than 60% marks may be relaxed if the
qualification of the writer is more than two grades lower than the candidate.
In case of blind candidate, writer shall be of one grade lower in education than
the candidate and should not have secured more than 60% marks in the
examination.
Writer should be the same person for all the papers of an examination and in case
there is a need to change the writer for the reasons beyond the control of the
concerned examinee or the writer and a request in this behalf is made, change
may be allowed. Such a change in writer will be permissible once during the
course of an examination.
A certificate in proof of the educational qualification of the writer and
declaration should be produced to the Office of the Controller of Examination.
The writer should not be from the similar programme or faculty of study.
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CHAPTER: 28

' 28.1 WEEDING OUT AND DISPOSAL OFF OF OLD RECORDS OF

EXAMINATION BRANCH

The old records/documents of the Examination Branch which are not required as
permanent records of the Examination Department of the University are to be
weeded and disposed from time to time.

. The Controller of Examinations as per requirement writes a note to the Vice-

Chancellor requesting for constitution of a Committee which shall process
weeding out and disposal of old records of Examination Branch under their
supervision.

On the request of Controller of Examinations, the Vice-Chancellor constitutes
Committee consisting of odd number of members with Controller of Examination
as its Member Secretary.

. The Committee shall decide the course of action to be initiated for weeding of old

records of Examination Branch.

28.2 GENERAL GUIDELINES TO BE FOLLOWED FOR WEED OUT

To weed out the obsolete records, following guidelines shall be adhered to:

a.

Each Section Viz. Establishment, Conduct, Result and Secrecy prepares a list of
the documents as preserve permanently, preserve for due course of time and for
disposal.

In case no disposal is required in any section, a certificate of “Nil Destruction
Required” must be submitted.

The committee which consists of odd number of members shall examine the
details of obsolete records being proposed for weed out.

In each section, a ‘Register of Records Destruction/Retention’ should be
maintained with the date and method of disposal / destruction.

The records should be weeded out by way of shredding in each section.

In case the records are needed to be preserved because of any matter pending
before court or any similar legal or other requirements, respective Section is
responsible for preserving of such records.
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CHAPTER: 29
29.1 MISCELLANEOUS '

a. Promotion of the students to the next session will be done by the Dean of the
respective Faculty of Study.

b. Any other provision not mentioned shall be governed by the rules and regulations
framed by the University from time to time.

c¢. The Vice-Chancellor is authorized to interpret or clarify the above rules wherever
it is necessary and such interpretation/clarification shall be final.
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