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DEFINITIONS:

These Rules, Regulations and Standard Operating Procedures (SOP) of Examinations of FUTURE
UNIVESITY 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. FU means FUTURE UNIVESITY

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

c. ‘Examination Committee’, unless otherwise stated means Examination Committee of FUTURE

UNIVESITY.
d. ‘Rules’ means Rules of Examinations as framed by FUTURE UNIVERSITY from time to time.

e. ‘Vice Chancellor’ or ‘VC’ means the Vice Chancellor of FUTURE UNIVERSITY.

‘Controller of Examinations’ or ‘CoE’ or “COE’ means the Controller of Examinations of

FUTURE UNIVERSITY.

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

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

i “Mark sheet’ means statement of marks issued by FUTURE UNIVESITY.

j. ‘Transcript’ means a set of documents to show the student's records of studies issued by
FUTURE UNIVERSITY. '
k. ‘Degree’ means qualification awarded to students upon successful completion of a course of

study in higher education issued by FUTURE UNIVERSITY.
| “Certificate’ means certificates issued by FUTURE UNIVERSITY.

m. ‘Candidate’ means examinee of examinations conducted by FUTURE UNIVERSITY.
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.
- [
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CHAPTER: 1
1.1 EXAMINATION OFFICE SECURITY PROTOCOL AND PROCEDURE

a. The Examination Branch of the University is considered as the most sensitive and restricted
area of the University where all examination work is carried out and exam records of the
students are preserved. Only faculty / Staff members eﬁgaged in examination related works
are allowed in certain marked areas only.

b. Examination Branch has only one entry/ exit gate, which is manned by a Security Guard.

¢. Use of any storage / information retrieval devices such as Smartphone, recording camera,
PDA, external hard drives etc. is strictly prohibited in the Examination Branch.

d. All the doors of Strong Room, Evaluation Room, Answer Books Store Room, Tabulation/
Result Room, Secrecy Room and office of Controller of Examinations are daily sealed.
Signatures of persons who make them open are taken in the Register by the Security Guard.
The Strong Room and Answer Book Store Room are only open on the verbal/written orders of

the Controller of Examinations/Addl. Controller of Examinations/ Deputy COE, in presence

of the two personals.

1.2 SECURITY/ SECRECY DURING PRINTING OF QUESTION
PAPERS

a. Question Papers/Questions Banks are received through Pen-drive / Hard copy (in sealed
Envelope)/ e-mails (official email Id) only. The Word Files containing Questions are to be

received in a Password protected mode. The password is communicated to the Controller of
Examination on official mobile phone by SMS only.

b. The Question Bank Software prints the Question Papers which is edited as per pattern of the
paper and the print-out is provided to the respective Moderation Committee.

¢. For Question Papers which are not generated by the Question Bank Software, minimum two
sets of Question Papers are received from the Paper Setters, which are formatted as per the

Scheme and pattern of the Examinations. On the orders

of the Controller of the Examinations, one is printed as per the number of examinees appearing

in the examinations, packed in Envelopes and sedled. .

d. The sealed Question Papers are placed in the Strong Room of the Examination Branch and are
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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 AN SWER BOOKS-

a. 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.

b. 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.

d. The evaluated Answer Books are stored in the Store Room.

1.4 SECURITY/ SECRECY DURING CONFEDENTIAL TABULATION OF RESULTS

a. The Tabulators are provided with Award Lists of students for posting in TR and declaration of
results of the examinations.
b. All the Computers in result section have unique id.

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

d. AR exam log in/ log out all systems.

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

f. 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: 2

7.1: HONORARIUMS AND TA BILL PROCESSING AND PAYMENTS

a. The Finance Committee of the University provides the Honorariums amount rate list for

Examination related work viz. Thesis Evaluation/ Paper Setting / Conducting Practical / Viva

voce etc. to the Office of the Controller of Examinations.
b. The panel of External Experts approved by the Board of Studies of respective Faculty of Studies
is requested from the Deans at least two (2) months before scheduling the End Term

Examinations. On receiving the panel of External Experts, the office of the Controller of

Examination gets it approved from the Vice-Chancellor.
¢. Controller of Examinations send the Invitation letter for Practical Examination to the External
Experts.

d. The External Experts for Paper Setting send the Question Paper in confidence to the Controller
of Examinations along with duly filled Bill Form.

e. The External Experts conduct the Practical Examinations and the Dean of the Faculty of Study
submit duly signed award sheet with all other documents to the Controller of Examinations.

f. The Superintendents of Conduct Branch will verify the submitted documents for Practical and

Paper Setting etc., and forward the same for approval to the Controller of Examinations.
g. Remuneration Bill Form shall be forwarded to the Office of the Chief Finance Officer/ Account
Department for verification and payment.

h. The Office of the Chief Finance Officer / Account Department shall complete the payment of
Bills to the Examiner within fifteen (15) days of receiving the Bill of payment forwarded by the

Office of the Controller of Examinations.
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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.

a. 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.
b. 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.

c. 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.

d. IT-Cell of the University has to provide IT related support to Examination Branch of the

University on priority.
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CHAPTER: 4
4.1: PROCUREMENT AND PRINTING OF EXAMINATIONS MATERIALS

a. Store In-charge of the Examination Department maintains the record of all the examination
materials, Stationery items etc., required for examination purposes. In case of any requirements
Store In-charge generate request for materials to the Central Store / Purchase department with
specifications of the items.

b. The Controller of Examinations shall forward the purchase requisition to Store In- charge with

his/her recommendations along with a photocopy / sample / design copy of the item(s) to the
Head-Purchase/Purchase Manager.

c. The Purchase Manager places order for purchase after approval of the Competent Authorities.

d. Afterdelivery of items ordered for purchase, the Purchase Manager shall intimate the Controller
of Examinations to examine the items purchased.

e. If the purchased items are of general nature, then the Controller of Examinations well inform
the Purchase Manager to get the item delivered at the Examination Branch and if the item(s)
is/are specific then he/she may himself/herself go or send the Store In-charge to Central Store
to verify item(s) purchased as per specification(s).

f. If the item(s) delivered is/are not found as per specification(s) requested, then the Controller of

Examination may reject and request for re-purchase.

g. After verification of item(s) purchased, the Purchase Manager will get the item(s) delivered at
the Examination Branch with Challan, copy of the Bill, copy of MOU etc.
h. The Store In-charge of Examination Branch make entry of the delivered items in the Register

as per Challan and file the copy of Bill in record for reference and audit.
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CHAPTER: 5

5.1: ELIGIBILITY OF A STUDENT TO APPEAR IN EXAMINATIONS

a.

IL

IIL

IL

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 FUTURE UNIVESITY.
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 Festival/
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.

The Dean/Director/Principal of respective Faculty of Study shall validate the attendance of
students on the University ERP 10 days’ prior the commencement of University Examinations.
The Finance / Accounts Department of the University shall validate Fee status of the students
on University ERP 10 days’ prior the commencement of University Examinations.

The Examination Department will access the validated list from the University ERP Software
and only eligible students shall be permitted to appear in Examination.

If students detained due to short attendance, desire to appear in subsequent / next even/ odd
semester examination then they should have to attend make up classes to fulfil the attendance

criteria. Faculty of Study shall submit the verified attendance of make-up classes to the
Examination Department of the University which is/are cross-verified and approved by the
Y (]

- Hon’ble Vice Chancellor.
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CHAPTER: 6
6.1: EXAMINATION FEE

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.

a. 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.

b. 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.
c. Examination Department will verify the record of the student and would process for further
necessary action.

d. 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: 7

MID TERM EXAMINATION

7.1 Two Mid Term / sessional Examinations are conducted for each cou

rse as per the Annual

Academic Calendar. Respective faculty of study shall conduct the Mid Term / sessional

Examinations.

7.2 Re-sessional Examinations may be conducted by faculty / department at-least two weeks

before the start of End Term Examinations.

7.3 Re-sessional Examinations are conducted only for those students who are unable to appear in

any one or both of the Mid Term Examinations due to some genuine reason on medical grounds

only, provided they have informed the concerned

examination. Upon recommendations of the Committee

authorities before commencement of

constituted by the HoD students will be

permitted to appear for the re- sessional examination in a course which he/she has missed.

7.4 Re-sessional Examination will cover the complete syllabus till date.
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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 FUTURE UNIVESITY and
shall be a teacher with a requisite qualification & experience as per the concerned council of
course or as per the UGC/ University regulation.

4 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.

8.2 APPOINTMENT OF MODERATOR

2. 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.

b. The Moderator will check the question paper thorough ly and ensure that the question paper
conforms to the syllabus and guidelines to set the question paper.

8.3 APPOINTMENT OF INVIGILATOR

The Controller of Examinations on the basis of scheduled Examinations, will write to
Deans/Directors/Principals/Heads of respective Faculty of Studies to provide the list of faculty
members, clerks/data entry operator and peons, which should contain the name, designation, total
experience, contact number and e-mail id. Controller of Examination appoints the Invigilators
and other supporting staff for smooth conduct of examination. :

8.3.1 Invigilators shall follow the general instructions listed below: .

a. The Invigilator shall collect the blank answer booklets, question paper and attendance sheet
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along with five Malpractice Forms from the Examination Control Centre at least 20 minute
prior to the commencement of the Exam.

b. He/ She shall ensure that all the answer booklets are in proper condition and carry the
booklet number.

c. He/ She shall ensure that number of answer booklets and question papers are the same as
the number of students listed in the attendance sheet. .

d. He/She shall ensure that students should enter answer booklet no. in the attendance sheet.

e. He/She should reach the examination hall 15 minutes prior to the commencement of the
examination, so as to ensure that students enter the exam room only in his/her presence.

f He/She must also ensure that no other students, apart from those whose names appear in the

attendance sheet, have appeared in the examination.

All malpractice cases should be reported to Centre Suptd. in the prescribed form.

After the exam is over, he/she will collect the booklet from each student indiv idually.

i, He/She will arrange the answer booklets according to the sequence number in attendance

= 0

sheet.
j. He/She will deposit the answer booklets and attendance sheet to the. Centre Suptd.

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.
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CHAPTER: 9

9.1 QUESTION PAPERS SETTING AND PRINTING

a. As per the Examination Schedule approved by Vice Chancellor, The Controller of
Examinations 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. This
communication should ideally be made 03 months prior to the date of commencement of

examination of particular Faculty of Study.

b. The Controller of Examinations after receiving the proposed names of internal and external
examiners will put forward the names for approval to Vice-Chancellor. The Vice-Chancellor
approve the name(s) of examiner(s) for setting the question paper(s).

c. On approval, the Controller of Examinations sends the appointment letter(s) to the
examiner(s) at least 2 months prior to the scheduled examination for setting of question
papers enclosed with Instructions / Guidelines, Syllabus and Scheme of Examination.

d. Paper Setter shall submit the question paper(s) to the Controller of Examinations in a sealed
envelope or through e-mail / Pen Drive in Password protected MS Word file. The password
of the question paper(s) file should only be sent/received by SMS on the mobile no. of the
Controller of Examinations on or before the date notified in the Offer Letter.

e. The internal paper setter shall submit the soft copy of the question paper in person directly
to the department of Examinations.

f.  If the Paper Setter does not send the question paper in/on time or delays it indefinitely, then
a fresh offer letter should be sent to another examiner from the panel with a request for
urgency. The paper setter who did not send the question paper may be debarred for any future
academic work with the University.

g. The Controller of Examinations will get the question papers moderated one (1) month prior
to scheduled examination (as per the respective Ordinance) by the Dean/Director/HOD only
and not from any other faculty member below the rank of Associate Professor of the
concerned Faculty of Study and will ensure that the question paper(s) is/are set as per the
prescribed pattern and from the syllabus.

h. The Controller of Examination shall direct the concerned staff of the Secrecy Branch of the
Examination Department to print the examination papers according to the
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.
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CHAPTER: 10
101  SCHEDULING AND CONDUCT OF THEORY EXAMINATIONS

a. As per the schedule, the Conduct Section of the Examination Branch issues notification to the
concerned Deans/Principals of the faculty to disseminate the information to the students to fill
Examination Form.

b. The Examination Forms for Re-appear Students are signed by the Deans/Principals of the

respective Faculty of Study and forwarded to the Office of the Controller of Examinations

c. The Office of the Controller of Examinations verify the Examination Forms of Regular Students
by ERP Software and hard copies of Re-appear Students.

d. The Office of the Controller of Examinations shall request Deans/Principals of all Faculty of
Studies to provide the names of faculty members not below the rank of Associate Professor for
allocation of Examination duty at Examination Centers like Center Superintendent/ Observers/
Deputy Superintendents and as Invigilators. The supporting staff like Office Assistants and
Attendants of faculty of Studies is also deputed on examination duty for support and coordination.

e. On the basis of names forwarded by respective faculty of studies, the Controller of Examinations
issues an Office Order a week before the scheduled examinations for examination duties.

f  The Superintendent of Examination Centers or Deputy Superintendent shall collect the Question
Paper Packets from the Office of the Controller of Examinations half an hour before the start of
the examination.

g.  The Answer Books of Examinees sealed in envelops/cloth bags along with daily confidential
reports should be submitted to the Office of the Controller of Examination every day after
conduction of the examination.

h. The stray and unfair means Answer Books of examinees should be submitted in separate
envelops to the office of the Controller of Examinations immediately after conduction of

examination.

3
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CHAPTER: 11

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.

a. 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.

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

guidelines provided by the Controller of Examination.
c. 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.

d. 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: 12

12.1 EVALUATION OF ANSWER BOOKS

a.

The concerned evaluators / faculty members are informed by the Examination Branch to report
to the Central Evaluation Hall in the Examination Branch for Answer Books evaluation.
Coded answer books are provided to the concerned Evaluator/ Examiners for evaluation.

The evaluators/ examiner shall evaluate the Answer Books of the examinees and award the

marks against the code numbers mentioned in the Answer Books.

The Award Lists of Examinees are provided to the Decoding Team of the Examination
Branch, which will de-code the number with the Roll Nos. of the examinees.

The evaluated Answer Books are packed in bundles as per subjects and stored in the Store
Room(s) at Examination Branch.

The de-coded Award List(s) are submitted to Controller of Examination, who marks it to the

result section for posting in the Confidential Tabulation Report (CTR) Sheets for preparation
of results.

After posting of the awards, the Award List(s) are filed and safely kept in record.

The round off rule has to be applied at all stages, where a minimum percentage of marks are

required to be obtained, to become eligible for appearing in exams or to pass a subject or part

of a subject, and it comes out to be a whole number.
Marks with a fraction of 0.5 and above may be rounded off to meet the nearest higher whole
number and marks with a fraction of less than 0.5 may be rounded off to the nearest lower

whole number. However, the above said rules will not be applicable in respect of “Merit of

Admission tests / Entrance exams / Recruitment tests™.
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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

Xix |Page
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CALCULATION OF GRACE MARKS
While calculating the available maximum grace marks in a particular

Professional/Y ear/Semester/Trimester, the usual “Round off” rule is to be implemented i.e. if
the grace marks come 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 (PCI, BCL, MCI and other counseling related course

run accordingly)

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 witha 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”,

for example, a student secures 37 marks and Ehe pass marks are 37.5, thexa only

0.5 marks to be added as Grace Marks.

) W

Re,g'lstfaf
of Examination o
NIVERSITY

19

areilly




xx|Page

Examination Manual

Future University, Bareilly

It is important to note that the “Round offrule” of the university will be applied first as per the

established procedure and then only the application of Grace Marks will be done. Where-
ever, such a Round off is not applied due to ‘Pass marks’ coming out in fraction (such as
37.5 or 12.5 etc.), the student may require grace marks less than 1 or any number with a

fractional value, then the addition of the exact required value in fraction, will be made,

however a subtraction of a whole number will be made from the available Grace Marks
against every such fractional allotment. For example; a student secures 12 marks and the
Pass Marks are 12.5, then only 0.5 marks will be added to 12 but a deduction of 1 mark will be

made against allocation of sucha fraction. In case student secures 11.2 marks then an addition

of 1.3 marks is to be made to the originally obtained marks but a deduction of 2 marks will
be made from the available Grace Marks.

The provision of Grace Marks is a privilege given to a student and is a sole discretion of the
university. This should no way be taken as a right to a student.

In case of any dispute or doubt the Controller of Examinations of FUTURE UNIVESITY or

a person in charge for such position, will be empowered to take the final decision in this

regard and no further request will be entertained from anyone in such matters.
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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.

2
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CHAPTER: 15

RE-CHECKING/VIEWING OF ANSWER BOOKS

15.1 As per the provision in the First Ordinance of the FUTURE UNIVESITY, the re-checking
of Answer Books of Theory Papers is permissible if the students apply for it within 10 days of

result notification. For viewing the answer book student should apply within 07 days of result

declaration.

a. There is a prescribed re-checking fee per Paper however fee is required for viewing the answer
book. In case, a paper having Parts/more than one Answer Books, there shall be separate fee to
be submitted for each additional Answer Book.

b. It is a onetime opportunity to the student. Request for all of such Papers where re-
checking/viewing is requested should be made in a single Form and no subsequent
request/application shall be accepted.

¢.  The student who desires for re-checking/viewing of his/her Answer Books should fill the
prescribed Form and deposit the required fee (for Rechecking) at Fee Counter of the University.

d.  The student should deposit the duly filled Form and paid fee receipt (for re- checking) at the
Office of the Dean of the concerned Faculty of Study.

e.  The Dean/Principal of the Faculty of Study should verify the details of the students and forward

the re-checking/ viewing Form to Student Cell and after confirming that the student has applied

within the stipulated days forward the same to the Controller of Examinations.

f  Application form for viewing the answer book will be forwarded to the Hon’ble Vice
Chancellor for kind approval. After approval of the Hon’ble Vice Chancellor application will be
forwarded to the Controller of Examinations.

g. Incomplete Form, without fee or form received after due date shall be summarily rejected by the
Office of the Controller of Examinations and even if fee has been paid, it will not be refunded
in such cases.

h. The option once exercised by the student shall be final and cannot be withdrawn thereafter. As
_soon as a student submits the Form for re-checking, it shall be deemgd that he/she has

surrendered his/her Original Result and the re-checking result shall be binding upon him/her.

xxii|Page i
Registrar
E&\%\ FmURE%JbHVERSITY
Controller of Ex;mination Bareilly
FUTURE UNIV ERSITY

Ra=rillv

almat



Examination Manual

Future University, Bareilly

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

15.1 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. Ifit is 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.
c. The result of Re-checking is issued through a notification by the Office of the Controller of

Examination.

15.2 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.
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CHAPTER: 16
16.1 RE-EVALUATION OF ANSWER BOOKS

As per the provision in the First Ordinance of the FUTURE UNIVESITY University, the re-
evaluation of Answer Books of Theory Paper is permissible if the students apply it within 10 days

of result notification on prescribed Form and fee.

a. It is a onetime opportunity to the students. Request for re-evaluation should be made in a
single Form and no subsequent request/application shall be accepted.

b. The student should fill the prescribed Form and deposit the required fee at Fee Counter of the
University.

c. The student should deposit the duly filled Form and paid fee receipt at the Office of the Dean
of the concerned Faculty of Study.

d. The Dean/Principal of the Faculty of Study shall verify the details of the students and forward -
the Form to the Office of the Controller of Examinations.

e. Incomplete Form, without fee or form received after due date shall be rejected summarily by
the Office of the Controller of Examinations and even if fee has been paid, it will not be
refunded in such cases.

f.  The option once exercised by the student shall be final and cannot be withdrawn thereafter. As
soon as a student submits the Form for re-evaluation, it shall be deemed that he/she has
surrendered his/her Original Result and the re-evaluated result shall be binding upon him.

g. There shall be no re-valuation in respect of the following:

a. MBBS, MD /MS and M.Sc. (Medical)/Diploma examinations.

b. BDS and MDS examinations.

¢. Any other Medical/Dental streams unless, provided by the regulation of the respective
regulating bodies.
d. Laboratory/Practical examination, viva-voce/sessional, thesis/dissertation evaluation and

project report evaluation etc.

16.2 GENERAL RULES OF RE-EVALUATION

'

a. Original Examiner/Evaluator shall not re-evaluate the Answer Book. For the purpose of Re —
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evaluation the Answer — Book shall be sent to another Re — evaluator/s.

The Answer Book for re-evaluation shall be sent to the First Re-evaluator.

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.

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:

d.

In Re-evaluation if awarded marks vary from the original marks award up to +

- 5%, the result will be declared as “NO CHANGE”

If the 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.

The best performance ofa 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.
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CHAPTER: 17

17.1 PROCEDURES OF PRINTING / ISSUANCE OF CERTIFICATES, DIPLOMAS,
DEGREES AND PROVISIONAL DEGREE

a. TR shall be prepared as per the format required for merging with Word template.

b. Merged file shall be emailed to the Agency designated for the job for creating pdf file. The pdf
file shall be again checked with printed TR and course Scheme. Verified pdf file shall be sent
to the Agency for printing DMCs.

¢. Agency sends the printed DMC along with Bill to the Examination Branch, received DMC are
counted to verify Bill.

d. Verified Bill is being signed & stamped by dealing assistance, security staff, security head
(Main Gate) and by the Controller of Examination and is dispatched to Store with Indent Book.

e. DMC is signed by the Section Officer, Assistant & the Controller of Examinations after that the
signed DMCs are scanned in jpg file and renamed according to Enrollment No. & DMC No.

f DMC are arranged according to Faculty of Studies, Course, Semester/Y ear/Trimester and
Session wise and forwarding letter is prepared and packed in envelope. DMC No. shall be
written on printed TR.

g. Forwarding letter is being signed by dealing staff member and Controller of Examinations.
Respective Faculty of studies is informed to collect their DMC from Examination Branch. The
receiving on DMC forwarding letter is filed in DMC dispatch file.
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CHAPTER: 18
18.1 DECLARATION OF RESULT IN CONFIDENCE.

a. Confidential result is issued to any candidatc 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 dispafched to the faculty of study /

Institution / University mentioned in the application of the candidate.

7—9—’9\
i|page Registrar
R %%?n mmmE%NIIYERSITY #
Bareilly
ter of E,lﬂ'ﬂm
o UKE UNIVERSITY

Bareilty



Examination Manual

Future University, Bareilly

CHAPTER: 19

19.1 ISSUING THE PROVISIONAL DEGREES AND MIGRATION CERTIFICATES

a. The student should fill the prescribed Form and attach supporting documents and deposit the
required fee at Fee Counter of the University.

b. The Dean/Principal of the Faculty of Study should verify the details of the students and forward
the Form to the Office of the Controller of Examinations.

c. Received Application form shall be thoroughly checked with signed Result Gazette and
Tabulation Record. A fter verification, Provisional Degree is prepared and printed on letter head.

d. A copy of Provisional Degree shall be retained by the Examination Branch for record.
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CHAPTER: 20
20.1 AWARDS AND MEDALS

a. 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.

b. 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 EC for
ratification.

¢. Scholarships, medals and prizes are awarded on the basis of academic / other achievements as
decided by the EC/ Standing committee.

d. 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.
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CHAPTER: 21
21.1 ISSUING THE DEGREE BEFORE CONVOCATION

a. Degree before convocation may be issued to the students for higher study abroad. Self-attested

copy of Final Year Mark-sheet, VISA/Passport, Notarized Affidavit on a Non-Judicial Stamp
Paper of minimum Rs.10/-, declaration by student in prescribed format, Admission Letter from

foreign Institution/College/University are required.

 The student should fill the prescribed Form and attach relevant document in support and deposit the
required fee at Fee Counter of the University.

. The Dean/Principal of the Faculty of Study shall verify the details of the students and forward
the Application for kind approval of Vice Chancellor of the University.

. After approval of the Vice-Chancellor, application shall be forwarded to the Office of the

Controller of Examinations. The Examination Branch prepares the Degree.

. Degree is sealed and signed by the authorized Officials and dispatched to the concerned Faculty

of Study from where the applicant may collect it.
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CHAPTER: 22

22.1 CONVOCATION

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

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

c. 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.

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

e. Theagency prepares the pdffile of Degree/ Diploma and mails it to Examination Branch.

f.  The pdffile is thoroughly checked with verified list and vetted for printing.

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

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

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

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

k. Degrees/Diplomas are conferred to the Students in the Convocations.
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23.1 EXAMINATION GRIEVANCES

The Examination Department has a well-organized mechanism for Redressal of examination
related grievances. The student can approach the University Examination Department via Student
Section/ Exam Coordinator of the respective faculty of study to redress the Examination related
grievance. '

To address all examination related Grievance, University Examination Department have two stage
Grievance Redressal Mechanism.

a. At the level of Assistant Registrar (Examination)
b. To the Controller of Examination (if doesn’t get resolved at Ist stage or student is not
satisfied with the solution provided by AR)

3.2 MECHANISM FOR REDRESSAL OF GRIEVANCE REGARDING
EXAMINATION

A Written signed application from student addressing the exam department via student section/
Exam coordinator or concerned authority, clearly mentioning the grievance shall be submitted to

the University Examination Department.

23.3 CLASSIFICATIONS OF GRIEVANCES:

23.3.1 Before Examination: Common grievances of students before the examination are
generally:

l. Late application form filing
Il Non-receipt of admit card
. Wrong entries in the admit Card etc.

In all cases, grievances which are communicated to University Examination Department are
resolved at the earliest.

23.3.2 During Examination: During Examinations, if any student finds discrepancy in question,
e.g. data given in question paper is insufficient or options are repeated, out of syllabus questions,
typing errors, etc. Students may report about the same.

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 coordinator of
fespective Faculty of Study for the same. After receiving application, examination department
resolves the grievance as per the requirement and jurisdiction of the grievance.
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CHAPTER: 24

24.1 UNFAIR MEANS CASE

The examination should be conducted as per the rules and regulations. No attempt should be made
to use unethical practices during examination. A candidate found guilty of any of the offences
listed in 24.1.1 shall be deemed to have used unfair means and his/her examination result shall
be withheld. The decision of the UFM Committee in imposing penalty for the offence committed

by the candidate shall be final and binding on him/her.

24.1.1 Offences During Examination
a. Writing name / Mobile No. / any other mark in the Answer Book which may disclose, in any
way, the identity of the candidate. '

b. Appearing in the Examination Hall other than allotted to the candidate without the permission
of CS/ DS.

¢. Having possession of book(s), notes, papers or any other like materials.
Receiving or giving assistance in copying during examination.

e. Smuggling in / out of the examination hall of Answer Book etc. and tampering with the
Answer Book in any way.

f.  Using abusive/ Threatening / violence /derogatory language orally or in the Answer Book
against the Centre Supdt. /Examiner/Invigilator/staff deputed at examination Centre.

Impersonation, i.e. sending some other person to take the examination.

B

Communicating with the Examiner or any other person connected with the Examination,

with the object of unduly influencing him in any way.

i. Any other type of misconduct or a deliberate previous arrangement to cheat in the
examination.

j. Writing questions answers on any paper other than the Answer Book.

k. Wrong statement in the application for admission such as tampering with the

certificate/statement of marks, etc. or forging a signature.

l. Any other case of Unfair Means detected at any stage during or after the examination.

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

a. Issuance of Second Answer Book: As soon as any Casc 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 tbp 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.
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b. 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.

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

d. 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.

e. 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.

24.3 PROCEDURE AFTER UFM /MASS COPYING CASES.

a. All cases of UFM and Mass copying will be examined separately course wise and Faculty wise.

b. Keeping in view the number of students booked under UFM/Mass copying they will be senta
Show Cause Notice and asked to present themselves before the UFM Committee on different
dates or submit their statement of defense.

c. Approval of the Chairman will be obtained on the recommendation of the UFM Committee
for implementation.

d. Results of the clear cases will be declared on the recommendation of the UFM Committee and
other students given time to register themselves for the next examination.

e. Details of the Faculty/Institution booked under Mass Copying and individual UFM Cases will
be sent to the student’s section for their information.

f In the event of the following happenings in examination Centre strict action will be taken
against the examination Centre as well:

. The candidate decamps with the Answer Book.

II. Allowing candidate of other Examination Centre / outsider (writer) to appear in the
examination without the written permission of Office of the controller.”
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CHAPTER: 25

75.1 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 S
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. .

b. 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.

d. 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.
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e. Question papers shall be distributed only on the commencement of the examination. Unused
Answer Books and unused question papers should be counted and returned to the Examination

Section after the examination starts.
f Candidates are not to be allowed reporting after 30 minutes (in 3 hours’ exam, and proportion).

In case of any genuine request comes, the Centre Superintendent may discuss the case with
Controller of Examinations and based upon the scenario Controller may allow the candidate.

25.1.2 During Examination

a. All the gates of the examination Centre must be locked and the main gate shall be manned by a
person or guard, throughout the period of examination. The gates shall be opened immediately
on arrival of any higher official/Flying squad/local administration. The guard will also be
instructed by CS for not allowing any unauthorized entry on exam floors.

b. The Centre Superintendent will have to complete all the exam related formalities of the
University and will ensure the same from the invigilators and other supporting staff members.

c. The Centre Superintendent has to make necessary arrangement for uninterrupted power supply
& water, cleanliness in and around the examination Centre throughout the examination.

d. All the C.C. cameras must be in working condition. If in any hall, camera is not working, the
answer books of the hall shall be packed separately with due remark of the Flying Squad.

e. Persons not conversant with the examination rules should not be appointed as invigilator. They
must be capable of maintaining discipline in the examination hall. The Invigilator must be from
the teaching Faculties/Lab Asst. /Instructional Staff of the Faculty. Under any circumstances,
Outsider not in the payroll of the institute shall not be engaged as the invigilator without
specific permission from the Controller. The day wise Duty chart list with Invigilators
engaged along with their designation and branch/subject must be sent to the Examination
Department. It is the duty of the Invigilator to get the signature of the student in the
attendance sheet. After due verification of data filled in by the candidate in the Answer
Book and verification of the Identity of the candidate, the Invigilator shall put her/his
signature in appropriate place in
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.

g. 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.
h. For every 30 students, there will be at least one Invigilator. At least 10% reliever Invigilator
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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.
. Tavied : furi
_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 concerried 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

MP reports are duly filled in and the same should be signed by her/him. The Centre
Superintendent/Squad member shall put their signature on these sealed packets of Answer
Books, soon after the completion of examination.
The Centre Superintendent will fully co-operate with the Observer and Flying Squad Team
and furnish necessary information relating to the examination.
A report by the Centre Superintendent - as to how many UFMs have been reported by
invigilators, how many by the Centre Superintendent and how many by the Flying squad, shall
be handed over to the Flying squad.
The Centre Superintendent will ensure that the answer books of different batches of the same
programme and semester/year will be packed separately. The answer books should be
submitted to Examination department within 30 minutes after completion of Examination.

0 erably be arranged as per the roll numbg of the students.
the CS will immediately

[y &Y
(ALl

In case of any discrepancy arising out of any exceptional situation,
seek a solution from the Controller of Examination of the university.

25.2 All the formal documents, related to exams, with complete entries, such as Duty chart,

Signature chart, In-Out chart etc. shall be submitted along with the packets of answer books and
remaining question papers at the Department of Examination after completioh of the exam.
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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.
b. 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.
d. 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.

c. 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(SI1)

=Y (Cix Gi) /ZCi

f 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)/ XCi

g. Grade Point: It is a numerical weight allotted to cach letter grade on 10-point scale with
7)6/SLETTER GRADES: It is an index of the performance of students in a said course.

h. Grades are denoted by letters like O, AT, A, B+ B,C,DandF.
26.3 SGPA AND CGPA CALCULATIONS CAN BE EXPRESSED AS

n
SGPA (Si) =Y, CiGi / Y Ci

i=1
N n ) S
CGPA =Y SGPAj C Ci)j 1y (T Ci)
=1 i=0 =0 =0

Where
n=Number of courses registered, Ci=

Course credits,

Gi = Grade point,

N = Number of semesters. .
Formula for calculating percentage of marks;
CGPAx10 (The multiplication factor)
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CHAPTER: 27

27.1 GUIDELINES FOR GRANTING OF WRITER OR AMANUENSIS

a.

m’

A candidate may be allowed for writer if:

[. Candidate is blind;
OR

[I. 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.

Whriter 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.

The Centre Superintendent shall make special arrangement for candidate and may appoint one
additional Invigilator for the same.

The candidate other than blind person shall pay the prescribed fee per paper in advance. The
expenses towards remuneration to the writer will have to be borne by the caiididate concerned.

Application Form and prescribed fee slip shall be submitted to the Office of the Controller of
the Examinations 7 days before the commencément of the Examinations. '

Application form received after due date shall be rejected summarily by the Office of the
Controller of Examinations and if fee has been paid, it will not be refunded in such cases.
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27.2 DOCUMENTS REQUIRED FOR GRANTING OF WRITER OR AMANUENSIS

Candidate shall produce the following documents for grant of the Writer / Extra Time

a. Application in candidate’s own hand writing. In respect of candidates, who cannot write, their

representatives may write on behalf of the candidate (stating the relationship with him/her) and
forward the application.
_ Certificate from Professor of the specialty concerned of a Medical College / Institution or the

Civil Surgeon of the District concerned that the candidate is unable to write due to temporary

disablement. Certificate should specify clearly the nature and extent of permanent disability.

. Educational qualification documents of the writer

d. Two color passport size photos (4.5x3.5 cm) taken within last 3 months, for Admit card of Writer/

Amanuensis card.

¢. Any other document in support of request for grant of the facility of a writer and/or extra time as

aforementioned.

f. On receipt of the above documents the office of the Controller of the Examination will issue an

Admit / concession card which will be valid for a due course of time.
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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 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.

8.2 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.

The decision of the committee will be final to approve any amendment, exemption or deviation
required with respect to the weed out/retention of records.

After completion of the process, committee shall submit a certificate of record destruction and
retention.

One copy of the preservation and weed out / destruction certificates should be submitted to
the Registrar’s Office for Official Record. $
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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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30.1 UNIVERSITY EXAMINATION: UNFAIR MEANS (UFM) POLICY

Objective:
To ensure fairness, integrity, and discipline in the conduct of examinations by preventing and
penalizing the use of unfair means. '

1. Definition of Unfair Means (UFM):

Unfair Means (UFM) refers to any unauthorized action, conduct, or possession of materials by a
student that gives or attempts to give an undue advantage during an examination.

2. Prohibited Conduct During Examination (Don’ts):

Students must not:

. Possess any written/printed/handwritten material (chits, notes, etc.) unrelated to the exam.

. Carry mobile phones, smart watches, Bluetooth devices, or any electronic gadgets inside the
exam hall.

. Communicate with other candidates in any form (talking, signaling, passing papers, etc.).

. Copy from others or allow others to copy from them.

- Exchange answer booklets or supplementary sheets.

. Write anything on the question paper or body parts before or during the exam.

- Use unfair methods like impersonation or attempting to cheat through any means.

. Tear or take any part of the answer sheet outside the exam hall.

. Write irrelevant or offensive material in the answer book.

3. Acceptable Conduct During Examination (Do’s):
Students must:

B Carry only their admit card, university ID card, pens, and allowed stationery.
. Be seated in the examination hall 30 minutes before the start of the exam.

. Cooperate fully with the invigilators and follow their instructions.

B Submit the answer booklets and supplementary sheets before leaving.

. Maintain complete silence in the exam hall.

. Report any suspicion of malpractice to the invigilator immediately. :

4. Actions Against UFM:
If a student is found using unfair means:

. The invigilator will report the case to the Center Superintendent immediately.
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B A UFM report will be submitted with evidence (material recovered, written statement from
the student).

The answer script will be sealed separately and marked as UFM.

The student may be allowed to continue the exam under supervision unless the offense is serious.

e The university’s UFM Committee will review the case and decide the punishment.

5. Possible Punishments:
Depending on the severity of the offense, penalties may include:
« Cancellation of the paper or entire exam.

 Debarring from future exams for a semester or academic year.

« Permanent disqualification from the university (in extreme cases like impersonation or physical ass ault).

SUGGESTED ACTION-WISE UFM PUNISHMENTS

S. No. Nature of UFM Offense Suggested Punishment J
Possession of unauthorized material (e.g., -
: an
1 chits, notes) but not used Cancellation of the concerned paper only
; ; ; i +
2 Copying from unauthorized material Cancellation of the concerned PR
debarred from next 1 exam session
3 Talking, signaling, or communicating with Warning for minor cases; if repeated,
other students during exam cancel the paper
; : Can tion o r+
Possession or use of mobile phone or g paper~ P BORY
“ : f 5 confiscated + warning or fine as per
electronic devices during the exam -
policy
5 Copying from another student Cancellz}hon of paper for bofh stude['lts ¥
warning for the one allowing copying
prmle. L, : i o i
6 Writing irrelevant, abusive, or obscene Ca:lli‘;lilalt.::: Of;:lt';ol;adp:reuzl‘:lm:;g o
content in the answer sheet il P 8
severity
7 Tearing or attempting to remove any part Cancellation of the paper + debarred from
of the answer script next exam attempt
8 Attempt to exchange answer booklets or Cancellation of the paper + warning or
supplementary sheets suspension as per severity
Impersonation (appearing in place of Permanent debarment + legal action + FIR
9 5 ;
another student) against both involved persons
10 Assaulting or threatening examination Expulsion from the university + FIR +
staff or invigilators permanent debarment from exams
1 Use of Bluetooth or hidden electronic Cancellation of all papers of the semester +
communication devices for cheating debarred from next 2 semesters
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o) Registrar
- T FUTURE UNIVERSITY
Controller of Examinsation Bareilly
FUTUKE UNIVERSITY



i Examination Manual
' Future University, Bareilly

[ s.No Nature of UFM Offense l Suggested Punishment 1

Recurrence of UFM behavior (repeat Strictest punishment including long-term
offender) suspension or permanent debarment

12

6. Appeals:
Students accused of UFM may submit a written appeal to the Examination Cell within 7 working days of

being notified, after which the decision of the UFM Committee will be final and binding.
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30.2 UNIVERSITY EXAMINATION POLICY FOR WRITER FOR STUDENTS

Objective: The objective of this policy is to outline the process and conditions under which students
with disabilities, health conditions, or other valid reasons can use a writer (or an agent) during university
examinations. The policy ensures that these students are provided with equal opportunities to complete
their examinations while maintaining fairness and integrity in the examination process.

1. Eligibility for Writer: A student may be eligible to use a writer (or an agent) during an examination
if they:

« Have a physical disability that prevents them from writing the exam independently (e.g., visual
impairment, motor disability).

« Are suffering from a temporary illness or injury that impacts their ability to write.

« Have a learning disability or other recognized conditions that hinder their ability to write
independently.

« Are facing other valid circumstances (e.g., medical conditions, extreme cases) that prevent them from
completing the examination without assistance.

2. Requesting a Writer:

a) Application Process:

« Students who require a writer must submit a formal request to the Examination Department at least
2 weeks before the examination date.

« The request must include:

o Medical Certificate or Disability Certification: Issued by a recognized medical or professional
authority confirming the student’s condition.

o Written Request: A formal letter from the student explaining the need for a writer.

o Supporting Documentation: Any relevant documents that provide evidence of the student’s need for
a writer.

b) Medical/Disability Evaluation:
« If needed, the university may request a further evaluation by a designated medical professional or a
qualified disability advisor to confirm the necessity of a writer.

3. Guidelines for Writers:
a) Appointment of a Writer:
» The writer must be:

o Neutral and unaffiliated with the student (not a relative, close friend, or someone with a vested interest
in the student’s performance). 4

o Fluent in the language of the examination and capable of accurately transcribing the student’s

responses.
]
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o Trained or briefed on the examination process to ensure that no unfair advantage is provided to the
student.

o Approved by the Examination Committee.

b) Role of the Writer:
« The writer’s role is limited to writing down the student’s dictated responses or transcribing the

answers exactly as instructed by the student.
« The writer is not permitted to provide any additional assistance, such as answering questions,
explaining exam content, or giving hints.

¢) Confidentiality and Integrity:
« Both the student and the writer must sign an agreement ensuring that no cheating, unfair practices, or

violations of the exam integrity occur during the examination.

« The Confidentiality Agreement will confirm that the writer will not discuss, reveal, or share any of
) the exam content or answers with others.

4. Exam Conditions for Students Using a Writer:
« Seating Arrangement: The student and the writer will be assigned to a separate but nearby desk in

) the examination hall, where they can comfortably interact.

. Examination Time: Students using a writer may be granted additional time for completing the exam,
based on the nature of their condition and as recommended by a medical or disabi lity professional.

« Supervision: The student and the writer will be monitored closely by invigilators to ensure that there
is no attempt at misconduct or violation of examination rules.

+ The student must dictate their answers clearly to the writer without external interference.

5. Responsibilities of the Student:
« Early Request: The student must ensure that the request for a writer is submitted within the required

time frame (at least 2 weeks before the exam).

. Provide Information: The student must inform the Examination Office of any specific needs they
have regarding the writer, such as language preferences, additional accommodations, etc.

. Understand the Process: The student must understand that the writer is only assisting with
transcription and not providing any academic assistance.

« Confidentiality Agreement: The student must sign the Confidentiality Agreement alongside the
writer to maintain the integrity of the examination process. )

6. Responsibilities of the Writer: '

« Accurate Transcription: The writer is responsible for accurately transcribing the student’s responses
without adding any personal interpretation or advice.
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. Maintain Confidentiality: The writer must maintain strict confidentiality regarding the examination
content and the student’s responses.

« Follow Examination Procedures: The writer must adhere to all university examination rules and
guidelines.

« Sign a Confidentiality Agreement: The writer must sign the Confidentiality Agreement outlining
their responsibilities.

7. Examination Integrity and Monitoring:
« Strict Supervision: Both the student and the writer will be subject to the same level of supervision as
other students in the examination hall to prevent any unfair means.

. Documentation: The student and the writer will be required to sign an attendance sheet for
documentation purposes.

« Monitoring by Invigilators: Invigilators will observe the interaction between the student and the writer
to ensure that no unfair practices are occurring during the examination.

8. Appeal Process:
« If a student feels their request for a writer has been unfairly denied or if there are issues with the

examination process involving a writer, they may appeal the decision to the Examination Committee
or Academic Affairs Office.

« The appeal must be submitted in writing within 7 days of the examination date.

9, Non-Compliance and Consequences:

« Ifit is found that the student or the writer has violated the examination rules, such as using unfair means
or breaching confidentiality, the student’s examination results may be canceled, and disciplinary action
may be taken.
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FORM- 01
University Examination: Writer Request Form

Student Information:
+« Name:

« Student ID:

« Program:

« Year of Study:

o Contact Number:

« Email Address:

Examination Details:
« Course(s) for which the writer is requested:

« Date(s) of Exam(s):

« Reason for Request: (Please tick the appropriate option)

o Physical Disability

0 Temporary Illness/Injury
o Learning Disability

o Other (please specify):

Supporting Documents Attached:
» Medical Certificate

« Disability Certification

o Other (specify):

Student’s Signature: Date:

For Office Use Only:
« Approved Writer Assigned:

« Date of Approval:

« Signature of Authorized Personnel:

r&/
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30.3 UNIVERSITY EXAMINATION: RULES AND REGULATIONS FOR EXAM ROOM
INVIGILATORS
Objective: The purpose of these rules and regulations is to ensure that the examination process is
carried out fairly, securely, and efficiently by setting clear expectations for the conduct of invigilators.

1. General Responsibilities of Invigilators:
» Supervise Exam Conduct: Ensure the smooth and orderly conduct of the examination by

overseeing students’ behavior in the exam room.

«  Enforce Examination Rules: Enforce all university examination policies, including rules
related to unfair means (UFM), student conduct, and exam protocols.

s Maintain Exam Security: Ensure the security and confidentiality of examination materials,
including question papers, answer sheets, and other related documents.

«  Report Violations: Promptly report any violations of examination rules, such as cheating,
impersonation, or other forms of misconduct.

2. Before the Examination:
. Arrival and Preparation: Invigilators should arrive at the exam center at least 30 minutes

before the scheduled start time.
«  Pre-Examination Briefing:

o  Familiarize yourself with the examination room layout, seating arrangements, and the exam
schedule.

o  Verify that all examination materials (question papers, answer sheets, stationery) are in place.
o  Ensure that students have the required documents (€.g., admit cards, ID cards) for identification.

«  Seating Arrangements: Ensure students are seated according to the seating plan and maintain
adequate spacing to prevent cheating or misconduct.

. Instructions to Students:
o  Announce any special instructions (e.g., duration of the exam, permitted materials).

o Remind students of exam rules (e.g., no mobile phones, no talking).

o Ensure that students understand the procedure for submitting their answer sheets.

W

. During the Examination:
. Monitoring Student Behavior:

’
o ~ Keep a constant and vigilant watch over all students to prevent any form of misconduct or
cheating. |
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o Ensure that students do not engage in any unauthorized communication or use of electronic
devices.

« Assist Students with Questions:

o Provide assistance to students only when necessary (e.g., clarifying instructions or handling
issues like missing pages).

o Do not offer any help related to the content of the exam or provide answers.

o Manage Time: |

o Keep track of the time and announce periodic reminders (e.g., “30 minutes left,” “Time’s up”).
o Ensure that all students are aware of the remaining time.

« Maintain Silence: Ensure complete silence in the exam room to avoid disturbing the students.

« Handling Latecomers: If a student arrives after the exam has started, allow them to enter but record
the time they arrive. Late arrivals may not be given extra time unless a valid reason is presented.

« Documenting Absences: Ensure that any student who is absent or leaves early is properly recorded on
the attendance sheet.

« Handle Emergency Situations:

o In the case of a medical emergency or other incidents (e.g., fire alarm, power failure), follow
the prescribed protocol and ensure student safety.

o Ensure the exam room is evacuated in an orderly manner if necessary, and resume the exam
after confirming the circumstances allow.

4. Dealing with Unfair Means (UFM) or Misconduct:
« Identification of Unfair Means: Be alert to signs of unfair means, such as:

o Unauthorized material (notes, mobile phones, etc.) being used.
0 Students attempting to communicate with each other.
o Suspicious behavior that could indicate cheating.

« Initial Action: If a student is suspected of using unfair means, the invigilator should:

o Approach the student discreetly and ask them to stop the suspicious activity.
o Confiscate any unauthorized material, if applicable, and note the incident in the UFM report.
o Inform the Center Superintendent or the senior invigilator immediately.
« Handling of Unfair Means Reports: L
o Prepare a detailed Unfair Means Report (UFM), noting the time, incident, materials found,
and any actions taken.
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) Submit the report to the Center Superintendent and ensure that the student’s answer sheet is
marked as UFM.

5. After the Examination:
« Collection of Answer Sheets: Ensure that all students submit their answer sheets before leaving the
examination room. '

o Double-check that all answer sheets are collected and accounted for.

o Verify that students do not take any answer sheets or exam-related materials with them.
« Ensure Proper Documentation:

) Ensure that the attendance sheet is signed by all present students.

o Ensure that the UFM report, if any, is submitted to the appropriate authority.

« Secure Handling of Materials:
o Place all collected materials, including answer sheets, in secure storage for transportation.

o Ensure the confidentiality and integrity of all examination materials until they are delivered to
the Examination Department.

6. Conduct and Professionalism:
« Maintain Professionalism: Always maintain a professional, respectful, and neutral demeanor with
students.

« Avoid Conflict: Do not engage in arguments or disputes with students. If an issue arises, report it to
the Center Superintendent or senior invigilator.

. No Personal Interactions: Do not engage in personal conversations with students or discuss the
examination content.

« Dress Code: Invigilators must dress appropriately and wear university identification to maintain the
formal nature of the examination environment.

7. Special Cases and Considerations:
« Students with Special Needs: If a student requires additional accommodations (e.g., a writer, extra

time), ensure that they are given the appropriate support as per university policies.

« Emergency Situations: In the case of any medical emergencies or urgent situations (e.g., accidents,
power outages), follow the appropriate protocol to ensure student safety and exam continuation.

: )
8. Penalties for Misconduct by Invigilators:
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« Non-compliance with Exam Procedures: Invigilators who fail to follow these rules may face
disciplinary action, including suspension from invigilation duties or further action depending on the

severity of the breach.

« Failing to Report UFM or Misconduct: Invigilators who fail to report incidents of unfair means or
misconduct may be subject to disciplinary action, including termination of invigilation duties.

9. General Conduct Guidelines for Invigilators:
+ Remain alert and focused throughout the duration of the examination.

. Ensure the examination room is secure, quiet, and free of distractions.

« Always act impartially and without bias towards any student.

Conclusion:
The role of invigilators is crucial to maintaining the integrity, fairness, and security of university examinations.

These rules and regulations are designed to ensure a smooth and professional examination process while
upholding the university’s commitment to fairness and academic honesty.
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30.4 UNIVERSITY EXAMINATION ANSWER BOOK EVALUATION POLICY

Objective: The objective of this policy is to ensure a fair, transparent, and consistent process for the evaluation
of answer books during university examinations. This policy aims to maintain the integrity of the academic
assessment process while providing clarity to students and faculty about the evaluation procedures.

1. Scope and Applicability:
This policy applies to all examinations conducted by the university, including undergraduate, postgraduate,
professional programs, and any other formal assessments conducted as part of university courses.

2. General Guidelines for Answer Book Evaluation:
. Confidentiality: The evaluation of answer books should be done confidentially, and evaluators must
not discuss or disclose any details of the exam content or individual student answers with others.

+ Fairness and Impartiality: Evaluators must grade answer books impartially, without bias or prejudice.
Each student’s performance should be assessed strictly based on the merit of their answers and in line
with the marking scheme or rubric.

. Adherence to Standards: All evaluators must follow the university’s marking scheme or rubric,
ensuring consistency and fairness in the grading process.

« No Influence on Results: The evaluation process should be free from any external influences, and
grading must solely reflect the student’s performance in the examination.

3. Process for Answer Book Evaluation:
a) Appointment of Evaluators:
« Selection of Evaluators: Faculty members who are qualified in the subject area will be appointed as

evaluators. Evaluators may inc lude course instructors, subject experts, or external examiners.

. Confidentiality Agreement: All evaluators must sign a Confidentiality Agreement to ensure the
protection of examination materials and the integrity of the evaluation process.

b) Evaluation Procedure:
I. Answer Book Distribution: After the examination is completed and the answer books are collected,

they will be distributed to the evaluators according to the course or subject they relate to.

2 Evaluation Timeframe: The university will set a reasonable timeframe for the completion of the
evaluation, ensuring timely release of results. Typically, evaluations must be completed within 7 days
after the end of the examination.

3. Marking Scheme:

o The evaluation will be based on a pre-defined marking scheme or rubric for each subject or
course, ensuring that all students are graded fairly. )

o The marking scheme will cover all aspects of the examination, including gontent knowledge,
structure, clarity, originality, and adherence to the question prompt.
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4. Multiple Evaluations (if applicable):
o For large examinations, multiple evaluators may be assigned to ensure that grading is accurate
and consistent. In the case of discrepancies, a third evaluator or senior examiner will resolve
the issue.

5. Partial Grading: In cases where a question is broken down into parts (e.g., multiple sub-questions),
each part will be graded separately, and marks will be awarded accordingly.

¢) Handling of Discrepancies: .
« If an evaluator finds discrepancies in an answer sheet, such as unclear handwriting or ambiguous
answers, they should:

o Flag the answer for review.

o Consult the Course Instructor or Head of Department for clarification.

o Grade as per available information or mark the answer as "unclear" with a request for review.

4. Re-Evaluation and Review Process:
a) Re-Evaluation Requests:
« Eligibility: Students may request a re-evaluation of their answer sheets if they believe their answer

books have been evaluated incorrectly or if there are discrepancies in their results.

. Timeline for Request: The re-evaluation request must be submitted within 7 days after the publication
of the results.

« Procedure: The student must submit a written application, along with the re-evaluation fee, to the
Examination Department. The request should specify the reasons for the re-evaluation.

b) Re-Evaluation Process:
« Independent Re-Evaluation: A scparate evaluator or a different faculty member will re-evaluate the

answer sheet without access to the original marks or evaluator's comments.

« Outcome: The final grade post-re-evaluation will be the grade awarded by the second evaluator. If the
re-evaluation results in a change of more than 10% of the original score, the revised grade will be
considered final.

« No Further Appeals: Once the re-evaluation has been completed, the result is final, and no further
appeals or requests will be entertained.

¢) Review of Evaluation Errors:
o If an error is found in the grading process (e.g., incorrect totaling, missing marks), the university will

correct the error and issue a revised result. In cases of such errors, no additional charge will be applied.

5, Handling of Special Cases:
a) Unreadable or Illegible Answer Sheets:
« If a student’s answer sheet is difficult to read (e.g., due to poor handwriting, smudging, or damaged

pages), the evaluator should:

]
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o Flag the issue and attempt to transcribe or clarify the content.

o If transcription is not possible, the evaluator may consult the Course Instruc

action.

o In some cases, the university may assign a specific additional time for the
scripts.

b) Non-Submission of Answer Sheets:

. If a student fails to submit their answer sheet after the examination, a report will be made, and their

result will be recorded as absent or incomplete, subject to university policies.

6. Confidentiality and Data Protection:

« All evaluators are required to maintain strict confidentiality regarding student performance and marks.

. Answer sheets and all related materials will be securely stored and handled, ensuring that students'

academic data remains private.

« Evaluators must ensure that no personal biases affect the evaluation process and that all students are

evaluated based on objective criteria.

7. Monitoring and Oversight:

« The Examination Committee will periodically audit the evaluation process to ensure

" this policy.

« Any complaints or concerns raised by students, faculty, or evaluators regarding the evaluation process

will be reviewed by the Academic Affairs Office or the Examination Committee.

8. Grading and Result Publication:

. Grading System: The final marks awarded will be entered into the university's official

with clear notation of any modifications made after re-evaluation.

. Result Announcement: After evaluation, results will be published as per the university’s academic

calendar, and students will be notified through official channels.

« In the case of large or delayed results, students will be given advance notice of the result release date.

9. Accountability and Disciplinary Action:

+ Violation of Evaluation Procedures: Any evaluator found to have violated the examination evaluation

policies (e.g., favoring certain students, improper grading, or failure to adhere to the marking scheme)

will be subject to disciplinary action as per university guidelines.

. False Claims in Re-Evaluation: If it is found that a student has intentionally submitted false claims
regarding the evaluation process, disciplinary measures will be taken, including a possible academic

misconduct report.
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30.5 UNIVERSITY EXAMINATION RESULT PUBLI_CATION AND PREPARATION POLICY

Objective: The objective of this policy is to define the procedures for preparing, verifying, and publishing

examination results at the university. This policy ensures that results are prepared accurately, fairly, and
transparently, while maintaining the integrity of the examination process and meeting the expectations
of all stakeholders.

1. Scope and Applicability: This policy applies to all examinations conducted by the university, including
undergraduate, postgraduate, professional programs, and other formal assessments for university courses.

2. Moderation and Verification Committees:

« A Moderation Committee may be established to review results, ensuring that grading standards are
consistent across different evaluators and that no bias or error has occurred.

« The Verification Committee is responsible for double-checking that all marks have been entered
accurately, no errors in calculations have occurred, and the results reflect the actual student performance.

3. Procedures for Preparing Examination Results:

a) Grading and Result Compilation:

1. Collection of Marks: After the completion of the evaluation, all individual marks and grades for each
student will be submitted to the Examination Department. This includes grades for written exams,

practical’s, oral exams, and any other components.

2. Consolidation of Results: The Examination Office consolidates all results from various evaluators and
enters them into the official grading system. This includes checking the accuracy of marks, ensuring there
are no discrepancies, and confirming the completion of all assessments.

3. Moderation Process:

o If necessary, the Examination Office will engage a Moderation Committee to review the grades for
fairness and consistency across COurses and departments.

o This process ensures that the grading reflects the academic standards set by the university and is free
from bias.

4. Final Verification:

o Once the marks are consolidated, a Verification Committee will review the results for any
inconsistencies, errors in calculation, or technical problems (e.g., missing grades).

o Any discrepancies discovered in this phase will be corrected before the final result is published.

5. Publication of Results:
a) Timeline for Result Publication: .
. Results will be published within a predetermined time frame after the examination (e.g., within 15

Days of the examination date), unless otherwise stated by the university. :

« The university will make efforts to publish the results as soon as possible while ensuring accuracy
and thoroughness in the grading and verification process.
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b) Official Announcement of Results:
« Results will be published through the

system (LMS), where students can securely log in to access their grades.

official university portal/ERP or learning management

. Results will also be displayed in departmental offices or any other official locations designated by

the university, if required.

. Students will be notified via email or SMS once the results have been made available for viewing.

¢) Notification of Failures or Incomplete Results:
! . If a student has failed an examination or if their results are in

or pending evaluations), the student will be notified with clear instructions on next
examination, missing coursework submission).

complete (due to missing assessments
steps (e.g., re-sit

)
« Failure to attend an examination or absenteeism will be recorded as absent with no grade

' assigned.
¥ 5. Handling of Result Discrepancies:
b a) Student Queries and Objections:
. If students find any discrepancies or €rrors in their results, they may submit a formal query or
J objection to the Examination Department within a specified period (e.g., 7 days after the publication
3 of results).
3 « The Examination Department will review the query, and if necessary, conduct an investigation or
provide a resolution based on university guidelines.
4 b) Re-Evaluation Process:
» . If a student believes that their answer sheet has not been evaluated correctly, they can apply for re-
3 evaluation following the university’s Re-Evaluation Policy.
3 « The request must be made within the stipulated timeline, and students may be required to pay a re-
evaluation fee.
P « The re-evaluation process will be conducted by an independent evaluator, and the outcome will be
o considered final once the re-evaluation is completed.
® 6. Special Cases and Considerations:
a) Students with Special Needs:
P . Students with disabilities or special conditions (e.g., health-related issues) will be given additional
P time or accommodations for their assessments, and this will be reflected in their results.
P « Ifany student requires further assistance or adjustments due to their special circumstances, the DSW
P or Examination Office will handle these cases according to the university’s accommodation policies.
b) Absenteeism and Medical Reasons:
r + If a student has missed an examination due to medical or personal reasons, they may apply for
r special consideration (e.g., a makeup exam or deferred result).
, ¢ i
. Relevant documentation, such as a medical certificate or a formal letter explaining the situation, must

be submitted for approval.
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7. Finalization of Results:

« Afterall discrepancies have been resolved, re-evaluations completed, and the results have been verified,
the final results will be officially recorded and stored in the university database.

« The final results will be provided to the students via the official channels mentioned above, a

transcript will be issued upon request.

8. Confidentiality and Data Protection:

nd a final

« All examination results and personal student information are confidential and must be handled in
compliance with the university’s data protection and privacy policies.

« Only authorized personnel, including the Examination Office, relevant course

administrative staff, will have access to student results.

. Results will only be shared with third parties upon written consent from th

law,
" !
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30.6 UNIVERSITY EXAMINATION GRIEVANCE REDRESSAL POLICY

Objective: The objective of this policy is to establish a fair and transparent mechanism for students to file
grievances related to the university’s examination process. This policy outlines the procedures for lodging,
addressing, and resolving grievances related to various aspects of the examination system, including but not
limited to errors in question papers, evaluation discrepancies, conduct during examinations, and delays in result
publication. -

1. Scope and Applicability: :

This policy applies to all students who have appeared for university examinations, including undergraduate,

postgraduate, professional programs, and any other formal assessments conducted by the university. It covers

grievances regarding:
« Examination conduct

« Question paper errors

. Evaluation errors (e.g., marking discrepancies)

o Delays in result publication
. Other examination-related concerns

2. Types of Grievances: Students may lodge grievances under the following categories:
a) Examination Conduct Grievances:
« Mismanagement or disorderly conduct during the examination.

«  Unfair treatment or misconduct by invigilators.
. Lack of necessary facilities (e.g., improper seating arrangements, technical failures).

« Inadequate or unfair accommodation for students with special needs.

b) Question Paper Grievances:
. Errors in the question paper, such as ambiguous or incorrect questions.

« Discrepancies in the distribution of marks for each question.

« Questions that are not in line with the prescribed syllabus or course content.

¢) Evaluation Grievances:
« Discrepancies in the evaluation process, including miscalculation of marks.

. Errors in the grading or marking of answer sheets.

« Failure to follow the published marking scheme or rubric.

d) Result-related Grievances:
« Errors in the publication of results.

« Delays in the declaration of results.

« Incorrect entry of grades or missing marks for an exaniination component. '

¢) Other Examination-related Issues:
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. Issues related to the non-availability of necessary examination materials or disruptions during the
examination.

« Any other concerns raised by students that affect the integrity of the examination process.

3. Procedure for Filing Grievances:

a) Initial Grievance Submission:
1. Timeframe for Filing: Grievances should be submitted within a reasonable timeframe after the

examination or after the publication of results, typically 7 working days.

2. Submission Method: Students must submit their grievances in writing via the University Grievance
Portal/Manually (if available), or they may submit a formal grievance form available at the
Examination Department.

3. Details to Include:
o Student Name and Roll Number.

o Course Name and Examination Details (¢.g., date of exam, subject).

o Nature of the Grievance: A clear description of the issue with evidence, if available (e.g., a
copy of the question paper for errors, evaluation result).

Preferred Resolution: If applicable, the student should indicate how they would like the
grievance to be addressed (e.g., re-evaluation, clarification on a question).

b) Acknowledgment of Grievance:
« Upon submission, the Examination Department will acknowledge the receipt of the grievance within

' 2-3 working days.

) « A grievance reference number will be provided for tracking purposes.

4. Grievance Review and Resolution Process:

a) Preliminary Review:
« Upon receiving the grievance, the Examination Department or the Grievance Redressal Committee

will perform a preliminary review to verify the nature of the grievance and determine whether it falls
under the scope of this policy. :

« Ifthe grievance is deemed valid and requires further investigation, it will be referred to the appropriate
authority (e.g., subject expert, evaluation team, Examination Committee).

b) Investigation and Resolution:
« For Conduct-Related Grievances:
The Examination Department or the Grievance Redressal Committee will interview

o)
invigilators, staff, and students involved to determine the facts of the case.

o If an issue is found, the committee may take corrective action, such as re-conducting the
examination or issuing a formal apology, depending on the severity of the issue.

« For Question Paper Grievances:
ﬁF—
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The relevant subject experts and examination coordinators will review the question paper t0
assess whether any errors, ambiguities, or discrepancies are present.

o If errors are identified, the university may issue an official clarification, adjust the marking
scheme, or offer compensatory marks to affected students.

. For Evaluation Grievances:

If a student raises concerns about the evaluation of their answer sheet, the Grievance Redressal
Committee will verify the grading process, checking for discrepancies in marking,
miscalculations, or failure to follow the prescribed rubric.

Q

o Ifan error is found, the answer sheet will be re-evaluated, and appropriate adjustments will be
made to the student's grade.

. For Result-Related Grievances:

o The Examination Department will review the results to identify any technical errors, missing
components, or discrepancies in the final grades.

o If a mistake is found, the corrected results will be issued promptly to the student.

¢) Outcome and Communication:
« Once the investigation is completed, the student will be informed of the outcome of their grievance.

The outcome will be communicated through the University Grievance Portal, via email, or in person,
as applicable.

. In cases where the grievance is upheld, the university will take corrective measures (€.2., re-evaluation,
result amendment, re-examination) and notify the student of the actions taken.

5, Grievance Redressal Committee:

a) Composition of the Committee:
The Grievance Redressal Committee will be responsible for reviewing and resolving examination

grievances. The committee will include:
t « The Registrar or Controller of Examination (Chairperson).

l « Faculty members with expertise in the subject area of the grievance.
| . A senior member from the Academic Affairs Office/DSW/Dean Academics.
« Any other individuals deemed necessary by the university to provide expertise or impartial judgment.

b) Role and Function of the Committee:
« The committee will conduct thorough investigations of grievances and provide fair and impartial

recommendations.

- W W ™

. The committee will ensure that all grievance resolutions are in line with university regulations and
policies.

« The committee will maintain detailed records of all grievances, investigations, and outcomes for
accountability purposes.
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6. Timelines for Grievance Resolution:
be acknowledged within 2-3 working days.

Initial Acknowledgment: The grievance will

15 working days from

jewed and resolved within 10-
with the student being

jod: A grievance should be rev
this period may be extended,

. Investigation Per
the date of acknowledgment. In complex cases,

notified of the delay.
he final outcome of the grievance W

ill be communicated to the student within the

. Final Decision: IR

stipulated timeframe.
7. Appeals Process: ' - _
If a student is not satisfied with the resolution provided by the Grievance Redressal Commuittee, they may
king days of receiving the

appeal the decision to the Univers
grievance outcome.
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ity Examination Committee within 7 wor

view the appeal, and its decision will be final and

« The University Examination Committee will re

binding.

8. Confidentiality:
o All grievances will be handled with strict confidentiality, ensuring that the identity of the student and

the details of the grievance are protected.

All parties involved in the grievance investigation, including committee members and staff, are

expected t0 maintain confidentiality throughout the process.

mmittee will keep detailed records of
ility and transparency in the process.

9. Accountability and Transparency:
The Examination Department and Grievance Redressal Co

all grievances, investigations, and resolutions, ensuring accountab

. Regular audits of the grievance redressal process Will be condu
university policies and to identify areas for improvement.

cted to ensure compliance with

10. Final Provisions:
fair, and in line with university

« This policy will be reviewed periodically to
regulations.

ensure it remains effective,

communicated to students, faculty, and staff through official

« Any changes 0 the policy will be
channels.

30.7 EXAMINATION RECORD STORAGE AND MAINTENANCE POLICY

1. Purpose .
This policy outlines the standards and procedures for the secure storage, hanc;ling, and disposal of
examination-related records such as award sheets, answer books, question papers, tabulation registers
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test sheets (ITS). The goal is to ensure academic integrity, data security, and

(TRs), and internal
compliance with institutional and legal requirements.

2. Scope
This policy applies to all academic departments, examination offices, faculty, administrative staff,

and personnel responsible for the handling, storage, Of disposal of examination records.

3. Types of Records Covered .
. Award Sheets: Official summary of student marks awarded during exams.

. Answer Books: Original handwritten responses by students during examinations.

« Question Papers: Final versions of question papers administered in examinations.

. Tabulation Registers (TRs): Comprehensive records of marks and academic results.

. Internal Test Sheets (ITS): Records of marks from internal tests, quizzes, Of assignments.

4., Storage Guidelines

a. Physical Storage

. Records must be stored in a secure, access—conttolled location (€.2., locked cabinets OF record

rooms).
« Fireproof and moistur
. Answer books and award sheets should be organized by academic sess

b. Digital Storage

« Digitized records
. Access rights should be assigned pased on roles and respons

e-resistant containers are recommended for long-term storage-
ion, course, and semester.

must be stored in password-protected systems with regular backups.
ibilities (e.g., exam controller,

department head).
. Digital copies must be encrypted and stored on secure institutional servers of approved cloud
platforms.

5, Retention Period
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Record Type

Period

Minimum
Retention

Answer Books____“ 1 to 3 years ﬂ Longer for disputed results

—

Notes

Award Sheets

Question
Papers

Tabulation
Registers

\ 5 years lL
\ L
n Permanent \

Or as per regulatory
authority

Must be archived securely

Internal Test
Sheets

4_“ 1 to 2 years

i

Dcpartment—level discretion 4\

_________._.——————'—'_

6. Access and Confidentiality

. Only authorized personnel are allowed access to examination records.
- Students may request limited access to their own records under supervision.
- Breach of confidentiality will result in disciplinary action.

7. Disposal of Records

. Records must be disposed of securely after the retention period expires:

) Physical records: Shredding or incineration under supervision.

0 Digital records: Secure deletion using data-wiping software.

0 Disposal must be documented, and a certificate of destruction should be signed by
authorized personnel.

8. Responsibilities

. Examination Office: Overall custody and maintenance of records.

o Department Heads: Department-level storage and monitoring.

. IT Department: Secure digital storage and backup management.

. Audit/Compliance Unit: Regular checks and audits of record handling practices.
9. Policy Violations

Any unauthorized access, tampering, or negligence in the storage of records will lead to disciplinary
proceedings and, if necessary, legal action under institutional or national data protection laws.

10. Review and Updates

This policy will be reviewed every two years Or as needed in response to changes in institutional

regulations, academic procedures, or technological advancements. \
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30.8- STANDARD OPERATING PROCEDURES (SOPS) — MODERATION BOARD FOR
UNIVERSITY EXAMINATION QUESTION PAPERS

Objective: To ensure fairness, consistency, and academic integrity in the preparation and
moderation of university examination question papers.

Scope: Applies to all faculties, departments, paper setters, and examiners involved in the
examination process.

Step 1: Constitution of Moderation Board

“ The university appoints a Moderation Board for each course/subject.
s The board includes:

o Head of Department (Chairperson)

o Two senior subject experts (internal)

o One external subject expert (if applicable)

Step 2: Collection of Question Papers

- Paper setters submit at least 2 sets of question papers in sealed envelopes.
i Each paper should follow the prescribed format and syllabus coverage.
Step 3: Initial Review

o The Moderation Board reviews:

Syllabus coverage
Distribution of marks

Difficulty level
Typographical or conceptual errors

o o O O

Step 4: Selection & Editing

“ One final version is selected.
. Minor modifications can be made for clarity, fairness, or alignment with learning outcomes.
¢ Changes are documented and approved with signatures from the Board members.

Step 5: Confidentiality & Security
. Finalized question paper is sealed and securely stored in the Examination Cell.
. Only authorized personnel handle the documents.

Step 6: Record Keeping

B A moderation report i8 prepared, including:
) Names and signatures of board members
o~ Summary of changes made ’
0 Justification for selection
. Stored securely in the Controller of Examinations' office.
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Step 7: Emergency Protocol

. If an error or leakage is detected:
o The Moderation Board is immediately convened
) A backup question paper (from alternative sets) is deployed

An incident report is submitted to the Academic Council

Step 8: Post-Exam Review

. After exams, moderation feedback is collected to refine future processes.
o A review meeting may be conducted to analyze question performance based on student
outcomes.
i
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UNIVERSITY QUESTION PAPER MODERATION FORMAT
University Name:
Faculty/Department:
Course Title:
Course Code:
Program:
Semester:
Academic Year:
Exam Type: O Mid-Semester [ End-Semester [J Supplementary

SECTION 1: Paper Setter Details

SECTION 2: Question Paper Summary
o Total Marks:
o Time Allowed:
« Number of Questions:
« Paper Set Format: [ Objective O Short Answer [ Essay/Descriptive O] Mixed

« Syllabus Coverage:

o Unit I %
o Unit II: %
o Unit IIL: %
0 Unit IV: %
o Unit V: %
SECTION 3: Moderation Checklist
Criteria \I Yes No r Comments/Corrections j—'
Bvcragc of full syllabus a O
NS |
Balanced difficulty level
(Easy/Moderate/T ough)
Clarity of language and instructions

" 5.

o (o O

Absence of errors (typos, factual,
etc.)

-

e
O

|

No repetition of questions

o (ol o|gf a

Avoidance of ambiguous misleading

3
J
z
]
]

L L

I—_'E
O

@mstidns A
Marks distribution is appropriate O O r
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Comments/Correctiens j

Criteria ”7 Yes J No
Compliance with paper - - |
pattern/guidelines
Alternate paper(s) available O O
Special instructions to candidates ~ EI
Iare clear _ JJ

SECTION 4: Moderation Board Recommendations
. Moderated Version Accepted: O YES [0 NO
« If No, Reason for Rejection/Modification:

(o]

o]
« Suggested Changes (if any):

o

o

SECTION 5: Signatures of Mnd_m‘_ation Board

Name Designation Signature Date
Chairperson
Member 1
Member 2
External Expert (if any) J
Enclosures:

« [ Original Question Paper (Unmoderated)

« [ Final Question Paper (Moderated)

« [ Copy of Approved Syllabus

« [ Moderation Report

. i
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30.9- UNIVERSITY POLICY ON RESULT MODERATION

1. Objective: To ensure fairness and consistency in the evaluation and grading process by

applying a structured moderation process to examination results, in cases where discrepancies
or irregularities are observed.

2. Scope: This policy applies to:
End-semester examinations
Mid-term examinations (if centralized)

Practical exams (if conducted under university norms)
Internal assessments (if results significantly deviate)

3. Key Definitions:

Moderation: Adjustment of marks to account for unexpected variations in difficulty or
assessment anomalies.

Discrepancy: An unusual pattern in results such as very high or low pass percentages, or
significant variance among sections.

Moderation Committee: A board constituted to review results and apply moderation

guidelines.

4. Constitution of Result Moderation Committee:
Chairperson: Dean of Faculty or HoD
Members:

o Controller of Examinations (CoE)- Secretary
o Two senior subject experts
o External examiner (if applicable)

5, Moderation Procedure:
Step 1: Result Analysis

o

o

o

The Examination Office conducts statistical analysis of results:
Mean, median, standard deviation

Pass/fail percentages

Inter-section variance

Step 2: Identification of Anomalies

If the failure rate exceeds a certain threshold (e.g., 40%) or if grades are abnormally clustered,
the course is flagged for review.

Step 3: Moderation Committee Review

o

The committee analyzes flagged results.
Factors considered:

Difficulty of question paper
Previous semester trends

Q
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o Performance in internal vs. external assessments
o Examiner feedback
Step 4: Decision Making : The committee may approve one or more of the following:
o Uniform increase in marks (€.g., +2 marks to all)
o Grace marks for borderline cases
o Removal of outlier question(s)
o Grade boundary adjustments
Step 5: Documentation and Approval

« All decisions are documented with justification.
« Final approval by the Academic Council or Examination Board.

Step 6: Result Declaration
. Modified results are uploaded and notified to departments.
« Moderation notes are archived for audit.

6. Rules and Conditions:
+Moderation must not distort the integrity of the evaluation process.
+A cap (e.g., maximum 5 grace marks) may be imposed.
+No moderation is allowed post revaluation unless approved by Vice Chancellor.
+Students must not be informed of moderation specifics to maintain fairness.

7. Confidentiality: All moderation processes and decisions are strictly confidential. Unauthorized
disclosure is subject to disciplinary action.
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30.10- UNIVERSITY POLICY FOR UPLOADING EXAMINATION MARK SHEETS AND
ACADEMIC RECORDS TO DIGITAL LOCKER

1. Objective: To ensure the Secure, transparent, and tamper-proof uploading of students’
academic records—such as mark sheets, degree certificates, and transcripts—into approved
Digital Locker systems, facilitating easy access and verification by students, employers, and
institutions.

2. Scope: This policy applies to:

» Final and provisional mark sheets

* Degree and diploma certificates

» Transcripts

» Consolidated grade sheets

* Migration and transfer certificates

Covers all undergraduate, postgraduate, and doctoral programs of the university.

3. Authorized Platform
The university shall use:
* The Government of India DigiLocker platform (https://digilocker.gov.in) or

* Any other UGC/NAAC-approved digital repository integrated with NAD (National
Academic Depository) / ABC (Academic Bank of Credits)

4. Data Upload Procedure (Step-by-Step SOP)
Step 1: Data Preparation
» Examination Section compiles verified and finalized academic records.
» Data format must follow approved schema (e.g., XML or JSON as per NAD/DigiLocker).
» Each document must include:
Student Name
Registration Number
Program Name
Semester/Year
Marks/Grades
QR Code (optional for veri fication)
Step 2: Document Digitization (if needed)
* Old records are scanned at 300 DPL
» All documents must be digitally signed using the university’s digital signafure certificate
(DSC).
Step 3: Upload to Digital Locker
* Authorized nodal officer logs into the DigiLocker/NAD admin portal,
* Uploads files batch-wise, ensuring:
o Encryption during upload

o]

(o]
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o Metadata mapping (student ID, course code, etc.)

o Duplicate prevention

Step 4: Student Notification

« Students receive SMS/email confirmation once their records are uploaded.

. Instructions for accessing their.documents via DigiLocker are shared via student portal/email.
Step 5: Verification Mechanism :

« All uploaded records must be:

o Tamper-proof

o Machine-readable

o Easily verifiable using QR code or unique certificate ID

5. Data Security & Compliance

« All uploads must comply with:

o IT Act 2000

o UGC guidelines on digital documents

o Data privacy and protection laws (e.g., DPDP Act, India)

o Only authorized personnel may access and upload data.

Logs of upload activities must be maintained for audit purposes.

6. Roles and Responsibilities

Role ] Responsibility
Controller of Examinations Approves final documents for upload
Nodal Officer (Digital Manages platform access and uploads
Locker)
IT Department Ensures secure data storage, encryption, and backup J

7. Record Correction / Re-issuance Policy
« Students can request corrections via an official form.
+ Verified corrections are re-uploaded with updated metadata.

. Previous versions are archived but made non-accessible to third parties.

. Retention & Access Duration
« Documents remain in the digital locker indefinitely.
Students retain lifelong access via Aadhaar-linked or institution-linked accounts.
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