VCD /1 of 2016

Rules & Procedure for providing the Photocopies of assessed Answer-book(s)
to the examinee & Process of Revaluation of the Answer-Book(s)

WHEREAS as per the Order of the Hon’ble High Court of judicature at
Bombay passed by a division bench consisting of their Lordship Chief Justice Dalvir
Bhandari and Justice D.Y. Chandrachud, while hearing a group/ bunch of petitions
filed by students from different faculties, directing the University to restart the
revaluation in all faculties that has been scrapped since 2002, it was decided to
restart the revaluation system in order to bring transparency on the examination
system, and accordingly the Vice-Chancellor of University of Mumbai issued
Directions No. Exam./ Rev./ VCD/785 of 2004 dated 17" November, 2004, and
further issued Directions No. Exam./Rev./\VVCD/4637 of 2010 dtd. 5" April, 2010,

AND
WHEREAS considering the delay being caused due to the modalities and
procedure of revaluation, it was decided to modify the procedure of issuing
photocopy and revaluating the answer books,

AND
WHEREAS it is required to review the existing revaluation process and to
suqggest modifications for making the process more effective and faster due to
demands from various segments, students and teachers.

AND
WHEREAS considering the observation passed by the Hon’ble High Court in
Writ Petition bearing No. 52 of 2009 dated 31 August 2009, regarding completion of
the process of revaluation expeditiously and considering the importance and urgency
of the matter,

AND
WHEREAS, making of the new Ordinance or Rules and Regulations in this
respect by the Management Council will take some time,



Now therefore, |, Dr. Sanjay V_Deshmukh, holding the charge of the
Vice-Chancellor, University of Mumbai in exercise of powers conferred upon me
under sub- section (8) of section (14) of the Maharashtra Universities Act, 1994,
hereby issue the revised Directions in supersession of the earlier Directions No.
Exam. / Rev. / VCD / 4637 of 2010 dated 5" April, 2010 as under:-

1.  These directions may be called “Rules & Procedure for providing the
Photocopies of assessed Answer-book(s) to the examinee & Process of
Revaluation of the Answer-Book(s).”

2 These directions shall come into force with immediate effect i.e. from the
examinations to be held in the First Half of the Year 2016.

3. In these directions unless the context otherwise requires:

(a) “Act” means Maharashtra Universities Act, 1994.

(b) “Directions” means directions issued in accordance with the provisions of
sub-section (8) of Section 14 of the Act.

(c) “College” means a College conducted by the University or affiliated to the
University, situated in the University area, including autonomous College,
academic institution/ Department of higher learning not being a College,
associated with and admitted to the privileges of the University including
autonomous institution, University Institution and recognized institution,
University department of higher learning, research or specialized studies,
recognized to be so by the University and imparting undergraduate/ post-
graduate instructions or guidance for research.

(d) “Principal” means a head of ‘the College’ {as defined in rule 3(c)}.

(e) “Examinee” means the student, who appeared for the examination
conducted by the University during the current session.

(f) The “32 (5) (a) Committee” and The “32 (6) (a) Committee” means a
committee constituted by the Board of Examinations in accordance with the
provisions of Clause (a) of sub-section (5) and sub- section (6) of Section
32 of Maharashtra Universities Act, 1994, respectively in order to appoint
paper-setters, examiners and moderators. And in order to investigate and
recommend disciplinary action for malpractices and lapses against the
person or persons involved in the malpractices directly or indirectly.



PART — |
General Rules

Applying for Photocopy of answer book and applying for Revaluation will be
two independent processes.

Applying for the Photocopy of the answer book or having Photocopy of the
answer book shall not be a pre-requisite for applying for revaluation of the
answer book in the said subject.

The Examinee can independently apply for Revaluation or photocopy or
both simultaneously, if he desires so.

The Examinee who desires to apply for revaluation are requested to note that,
his / her original marks will became null & void as soon as he submits his
application for the revaluation.

The Examinee shall check the University website, time to time for the various
details regarding his / her result status / information / list etc., as the entire
process of photocopy of revaluation is carried out through online system.
It is the responsibility of the Examinee to verify the online detail.
No complaint will be entertained in this respect after due date is over,

However, The University may adopt any other procedure for acceptance of
the application / fees, which will be circulated for the information of examinees.

PART — 11

Rules & Procedure for providing the Photocopy(ies) of assessed answer-book(s)

10.

11.

The facility of obtaining Photocopy(ies) of assessed and / or moderated answer
book(s) by the examinee is extended with a view to bring transparency in the
examinations system and ensure its credibility.

Under these rules applying for the Photocopy(ies) of answer-books shall be

permitted in respect of :

(i)  For theory papers of all the examinations conducted by the University
in the current session.



12.

13.

14,

15.

16.

(i)  The examinations conducted by the Director of the Institute of Distance
Education / Principals of constituent / affiliated Colleges or Directors /
Heads of University Department / Recognized Institutions on behalf of
the University, in the current session.

(i)  The Scripts of practical examination / session work / project work /
dissertation / internal assessment / term work (including theory part)
wherever the written scripts are available, in the current session.

The Examinee(s) shall apply for the photocopy to the Principal / Directors of
the respective College / Institution to which the candidate has registered for the
said course in the prescribed format along with the non-refundable fee
prescribed for the purpose by Controller of Examinations, as per the procedure
& the manner decided by the University, time-to-time. The examinee belonging
to the reserved categories shall be granted 50% concession in the Fees.

The Principal / Directors of the respective College / Institutions to which the
candidate has registered for the said course shall process the applications of
practical examination / session work / project work / dissertation / internal
assessment / term work (including theory part) wherever the written scripts are
available as per the procedure laid down here-in-after mutatis mutandis.

The Principal / Directors of the respective College / Institutions shall accept the
prescribed application form for obtaining Photocopy(ies) of answer book(s)
of the examinations conducted by University within Ten (10) working days
from the date of the declaration of result of the examination. He shall forward
these applications to the University within next three days. No application
after the due date will be entertained on any ground whatsoever.

Incomplete application forms, applications with false Information, unsigned
applications shall be rejected without assigning any reason whatsoever and the
fees paid along with the application form neither shall be refunded nor will any
representation be entertained in such cases.

The University shall endeavor to supply Photocopy(ies) of answer books as far
as possible within twenty five (25) working days from the date of receipt of
application(s) to the University.




17,

18.

19.

20.

21,

22.

23.

On receipt of Photocopy(ies) the applicant examinee shall be the sole custodian
of it and under any circumstances the examinee shall not part with the custody /
possession of the same and also shall not use the same for any other purpose(s).

The Photocopy(ies) so obtained by the examinee shall be for his / her exclusive
and relevant use. Neither the said examinee nor any other person can use the
said copy to dispute or challenge the quality of assessment or quantum of marks
assigned to the answer there-in.

If the examinee is found guilty of indulging in any act / attempt he / she shall
be liable to be tried before the Unfair Means Inquiry Committee of the
University and the decision taken by the authorities based on the
recommendation of the said committee shall be final.

If his / her indulgence / commission in unfair act / attempt are proved, the

examinee shall be liable for the punishment ranging from:

(i)  Cancellation of his / her marks in the said subject either original or after
revaluation,

(i)  Cancellation of his / her result in full of the said examination,

(iti)  Annulment of examination(s) maximum up to 5 exams.

On receipt of the photocopy, if the discrepancy of following nature is noticed
by the examinee, he should apply to the University within seven (07) working
days to the Controller of Examinations along with the fees of Rs.100 as
Grievance Redressal fee.

) Mistake in totaling

i) Non assessment of question / sub-question

i) Improper photocopy

After due verification, the Controller of Examinations shall make necessary
rectification in the marks allotted to the said subject and consequently in the
result of the candidate without charging any further fee for such rectification &
also declare the same on University website.

It will be binding on the concern examiner / moderator to attend the call of
the University and be present for revaluation work. It will also be the
responsibility of the Principal / Director to relieve the examiner / moderator to
attend University on the given date or within next three (03) working days.




24,

25,

26.

217,

28.

29.

30.

31.

Not attending the University Revaluation work within stipulated period will be
treated as misconduct. Appropriate action and / or penalty of Rs.100/- per day
will be imposed on concerned teacher and also the concerned Principal, if he /
she does not relieve the teacher in time.

The examinee is free to apply for Photocopy(ies) of answer books of as many
subjects as he / she desires.

PART - 111

Rules and Procedure for the Revaluation of the Answer- book(s)

If the examinee is not satisfied with the marks awarded, he / she may apply for
revaluation to the University / Institutions / College in the prescribed form
within the prescribed period and in the manner prescribed here-in-after.

The revaluation facility shall be for theory papers of all the examinations
conducted by the University for the respective current session and the
applications received within prescribed time limit.

Under these rules the revaluation of answer books shall also be permitted in

respect of;

i)  The examinations conducted by the director of the institute of Distance
Education/ Principals of constituent / affiliated Colleges or Directors /
Heads of University Departments / Recognized institutions, on behalf of
the University,

iii)  The marks awarded to the scripts of practical examination / session work
/ project Work / dissertation / internal assessment / term work ( including
theory part ) wherever written scripts are available.

All Examinees can apply for the revaluation of the answer book(s) with
whatever marks he / she secured and even the Zero Marks.

The Examinee can apply for the revaluation of the his / her answer book(s)
of the as many subjects as he / she desires.

The Examinee shall apply for Revaluation in the prescribed form along-with
prescribed fee and in the manner & procedure decided by the University.



32.

33.

34,

35.

36.

37.

The candidates belonging to the reserved categories shall be given 50 %
concession in the fees, provided the Principal of the concern college certify the
same.

For the examinations conducted by the University, the prescribed application
from for revaluation of answer book should be submitted to the college, within
Ten (10) working days from the date of the declaration of the result of the
respective examination. No documents are to be attached with application.

For the examinations conducted by the college / Department / Institutions, and
also for practical examination / sessional work / project Work / dissertation /
internal assessment / term work (including theory part) wherever written
scripts_are available, the prescribed application from for revaluation of
answer book should be submitted to the respective college / Department /
Institutions, within Ten (10) working days from the date of the declaration of
the result of the respective examination.

Examinee has to endorse all details / marks correctly in the application form.
Any false information, if observed at any time, the application will be
summarily rejected. No refund will be entertained in such cases.

The examinee shall submit the application and remit the prescribed fees in the
manner & procedure decided by University. The Principal of the concerned
College shall verify the application data, especially the reserved category
cases, certify & forward the applications of the examinations conducted by the
University within next five days, to the University. The applications of the
examinations conducted by the respective college / Department / Institution
shall process the applications as per the manner and process defined by this
VVCD mutatis mutandis.

The processing and co-ordination of the revaluation cases will be done by the
concern Unit. The verification and rectification, if required, in these cases will
be done by the concern Unit. Assessment of the Revaluation process will be
done by arranging the CAP. Marks statement will be send to the Revaluation
Unit / CCF for processing and result(s) will be declared with new result file of
the revaluation by the respective Results Units of the Examinations Section.



38. The applications for revaluation received after the last date shall not be
accepted by the University under any circumstances, whatsoever.

39.  Effect shall be given to the change in original marks on revaluation, as under:-

(i)

(if)

The marks obtained after revaluation shall be accepted, if the marks
awarded to a paper as a result of revaluation, increase or decrease in
revaluation by ten percent (10%) or more than the maximum marks
assigned to that paper, and in such case(s) the marks originally obtained by
the candidate in the paper shall be treated as null and void and the marks
obtained by the candidate after revaluation shall be accepted as the marks
obtained in that paper. The fractions shall be ignored / rounded off as the
case may be for the purpose of computing the ten percent (10%) difference
in marks.

Notwithstanding what is stated above, the marks obtained after
revaluation shall be accepted by the University, if the candidate gets
benefit of passing the subject / examination or change of class or grade in
that paper or in the overall result at the said examination with or without
grace marks under the provisions of relevant Ordinances or as resolved by
the examiners in the said subject.

Notwithstanding what is contained in clause 39(i) where the difference
between the marks originally obtained by the candidate in the paper
without any grace marks and the marks obtained after revaluation will be
accepted up to twenty five percent (25%) of the maximum marks assigned
to that paper.

However, if the difference between the marks originally obtained
by the candidate in the paper, without any grace marks, and marks obtained
after revaluation increase or decrease by more than twenty five percent
(25%) of the maximum marks assigned to that paper, a second revaluation
of the said answer book(s) be done by a third examiner from the panel of
examiners for the said subject. In such an event the marks assigned by the
third examiner in the second revaluation be treated as the final marks in the
said subject.




40.

41.

42.

43.

(i) An answer book shall also be sent for second revaluation to another
examiner ( third examiner ) if on the first revaluation, a candidate’s marks
are decreased below the passing marks and in the such event the marks
assigned by the third examiner in the second revaluation be treated as the
final marks in the said subject.

(iv) The revised marks obtained by a candidate after revaluation, as accepted
by the University shall be taken into account for the purpose of amendment
of his results only and the said result will be communicated to the
student(s) through University website.

PART — IV
Other Rules

The Principals of the Colleges / Departments / Institutions shall be bound to
make available the teachers required for revaluation on top priority basis on
the day and date communicated by the Controller of Examinations.

It will be mandatory for the teachers of the Colleges to attend the revaluation
work on top priority basis. If any teacher fails to comply with the orders, it
shall be treated as misconduct and such teacher shall be liable for disciplinary
action.

If the Principal of the College fails to relieve the teacher for revaluation or the
teacher fails to attend the work of revaluation, penalty of Rs. 100/- per day
may be imposed on all concerned and the same shall be recovered from the pay
and the same shall be credited to the University funds.

The remuneration for examiner(s) appointed shall be paid at the rate of Rs.25/-
per answer book and Rs.200/- as Local travelling allowance per day; or the
lump sum remuneration of Rs.450/- shall be paid to the examiner if the answer
books available for revaluation at the revaluation center are less than 10 (ten)
when the examiner visits the revaluation center from other colleges. The
examiner(s) from the University Department shall not be entitled for the
travelling allowance.



44,

45,

46.

47.

48.

The answer books already revaluated shall not be moderated or further re-
revaluated, unless so directed by the Vice-Chancellor, in exceptional cases.

The whole process of revaluation shall be completed as far as possible within a
period of forty five (45) working days from the date of receipt of the
application for revaluation by the University.

The Photocopy of the Revaluated Answer-Book(S) shall not be provided to the
Examinee(S) in any case.

Pending the process of revaluation, and subject to the availability of the seats
in the college, the student may be admitted to the next higher class to which he
could have been admitted if, he / she had passed in the said examination or
had been granted A.T.K.T. for admission to the next class in the original
examination as per the rules applicable for the stream and faculty of his
education, as per the following norms:-

(i)  The student may be admitted to the next higher class to which he could
have been admitted if, he /she had passed in the said examination or had
been granted A.T.K.T. for admission to the next class in the original
examination as per the rules applicable for the stream and faculty his /
her education, if he / she had originally obtained required passing marks
in the papers in which he / she had applied for revaluation,

(i) The college shall be entitled to charge fees of Rs.500/- at the time of
granting admission to such students to the next class before declaration
of the result of the revaluation,

(iti) Such admission shall be provisional; and automatically stands cancelled
on receipt of the result of revaluation process, if the student is not
declared passed in the requisite number of the subjects on revaluation
which would entitle him / her to take admission in the next higher class,
and in such case the fees originally collected by the college or any part of
the same shall not be refunded.

In case if the student is declared pass in the requisite number of the subjects on
revaluation which would entitle him / her to take admission in the next class as
per the Ordinances / regulations, the provisional admission will be regularized
in the college.



49.

50.

51,

52,

53.

In case of the reserved category student or other students who are entitled to get
the fee concession, on appropriating the amount equal to the amount of fees
which the College can collect from the student and the balance amount shall be
refunded to the student at the time of confirmation and continuation of his / her
admission. In case of other students, the said amount shall be deducted from the
total fees which the College or the institution is entitled to collect from the
student as per the rules applicable.

Pending the declaration of the result of the revaluation, the students who
have taken admission to next higher class, as mentioned above, shall be
allowed to appear at the examination of the next class however, their results
of the next examinations shall not be declared if they could not pass the
requisite number of the subjects on revaluation which would entitled them
to take admission in the next class; and in case the students does not
succeed in passing in such requisite number of subjects, their admission to
the examinations of the next class, their performance and the results of the

same shall be treated as null and void.

Examiners and / or moderators, if found careless in the original assessment,
it will be treated as the unfair means of the examinations and the appropriate
action will be taken as per the rules and regulations of the University.

This VCD shall come into force with immediate effect i.e. First Half 2016
Examinations and shall remain in force till new rules and regulations in
pursuant to the subject matters dealt with in this VCD are made by the
appropriate authorities.

With the issuance of this VCD, earlier VCD 4637 & 4636 of 2010 stands
repealed.

Sa/-

Mumbai. Dr. Sanjay Deshmukh
Date : 01/07/ 2016 Vice-Chancellor



Anivergity of Mumbai

Ref. No.: AA/ICD/2016-17 /101 Date : 01 /07 /2016

To,

All the Directors / Heads of the University Departments, Director of IDOL Director of
JBIMS, Director of ADMIMS, Director of GICD, The Principal of Sir J. J. College
of Architecture and all the Principals / Directors of the affiliated colleges / Institutes
are requested to implement the VCD for Rules & Procedure for providing the
Photocopies of assessed Answer - book(s) & Process of Revaluation of the
Answer - Book(s) immediately. ( copy attached )

( Datta D. Ghuge)
I/c. Controller of Examinations

Copy forwarded with compliments for information to :

The Secretary to His Excellency & Chancellor of University of Mumbai.

The Principal Secretary, Higher & Technical Education Department.

The Secretary to the Chairman, University Grant Commission, Delhi.

The Director of Higher Education, Pune — 411 001.

The Director of Technical Education Mumbai.

The Joint Director, Higher Education, Mumbai Region, Mumbai.

The Joint Director, Technical Education, Mumbai Region, Mumbai.

The Deans of faculties ( Co-ordinators ) of Arts, Science, Commerce, Technology,
Management & Fine Arts of University of Mumbai.

Copyto:

N GRWNE

Executive Secretary to the Vice - Chancellor.

Personal Assistant to the Pro-Vice — Chancellor.

Personal Assistant to the Registrar.

Personal Assistant to the Director (BCUD)

Personal Assistant to the Controller of Examinations

Personal Assistant to the Finance & Accounts Officer.

The Director (CCF), the Director (Students Welfare), Director (Adult & Continuation
Education & Extension), the Co-ordinator (Ratnagiri Sub Centre).

8. All Deputy Registrars and All Assistant Registrars.

Paltn €37 —

( Datta D. Ghuge)
I/c. Controller of Examinations.

NoakwhE
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VIT SOP DEVELOPMENT—EXAMINATION

5. PROCESS: INTERNAL ASSESSMENT

Pre-requisites

1.

= Internal Assessment Timetable is prepared

2.

» Internal Assessment papers are set by the subject teachers

5.1: SUB PROCESS — CONDUCTING TERM TEST/ INTERNAL ASSESSMENT

Key Objectives

= Conduct Internal Assessment paper as per academic calender

Key Inputs

= The criteria for panel selection(Decided by the Academic council)

PROCESS DESCRIPTION

Key Activities

Description

1. Receipt of 1.1 Each subject teacher have to prepare IA papers in TLP activity
Internal (Refer process ‘Academics’ for the details)
'SZSZ?SQSO%(IA) 1.2 The set of Internal Assessment(IA) papers along with Audit form and
Per, : solution should be submitted to the exam cell in sealed envelope
form & solutions
atleast a week before start of semester
1.3 Exam In Charge /Department exam co-ordinator should keep these
sealed envelopes in Exam safely.
1.4 The papers should be photocopied and kept ready for distribution two
days before the exam date.
1.5 Exam In-charge / Department exam co-ordinator should handover
the sealed envelopes to subject teacher as per schedule.
2. Mark 2.1 The subject teacher should evaluate the papers in the same week of
compilation the exam show the papers to the students in the next scheduled

lecture , get the signature of the student on the answer sheet and
submit the answer sheet to exam cell and mark sheet to the
department co-ordinator.

2.2 The co-ordinator submits all the originals marksheets to the exam cell
at the end of the semester.

2.3 Student must enter his / her final IA marks in the Student diary.

2.4 The exam cell should include these marks at time of final result
preparation.

5 A. PROCESS: THEORY PAPER SETTING

Pre-requisites
1. = The Exam Committee is constituted for the academic session by Principal prior to
the commencement of academic session for a minimum period of 3years
*= Principal appoints the Exam In-charge prior to commencement of academic session
for a minimum period of 3 years
2. = The broad schedule as mentioned in the academic calendar

STRICTLY CONFIDENTIAL 4




VIT SOP DEVELOPMENT—EXAMINATION

5.2: SUB PROCESS — PANEL SELECTION (ASSESSMENT & MODERATION)

Key Objectives .

Appoint panel for smooth conduct of examination as per University
guidelines

Ensure confidentiality is maintained on the names of paper setter &
moderators

Key Inputs n

The criteria for panel selection(Decided by the Academic council of the
University of Mumbai)

PROCESS DESCRIPTION

Key Activities

Description

1. Academic
Committee
Meeting

1.1 The Principal should appoint at least 2 faculty as members (Exam
In-charge) of exam cell for smooth conduct of Institute
Examination. The exam In-charge should conduct meeting with
HODs within a week of appointment

1.2 Department coordinators for exam should be nominated and
finalized in this meeting

1.3 The meeting of Department Heads with exam cell should be
convened by Principal. As part of the discussion, the following
things should be decided for examinations

a. Subjects applicable for semester for which theory paper is
to be prepared as per University scheme (Old or Revised)

1.4 HODs/Exam In charge and Principal should discuss the names of
the faculty for paper setting/ moderation

1.5 The names of the faculty for paper assessor / moderator should
be proposed for all the subjects as per guidelines of University
and the Controller of exam

1.6 The list should be prepared with the names of faculty against the
subjects. The following details should be mentioned in the document

Department

Semester Examination

Date of Meeting

List of Subjects

Suggestive name of assessors (VIT/Other Institute)
Suggestive name of paper moderator

o O O O

1.1. The list of paper assessors and moderators should be sent to
University for approval

1.2. The University may send the approval for the list. In case its not
approved, Institute should refer to their previously approved list.

2. Examination
Committee
Meeting

2.1 The examination committee meeting should take place 1 month
before the commencement of the odd semester

2.2 The meeting should be chaired by the Principal and attended by
HODs, Exam In-charge and other representatives

2.3 The Principal should appoint the Exam in-Charge for the examination

2.4 The decision for the following should be taken in the meeting of the
examination committee

o The timelines for paper assessment, paper

STRICTLY CONFIDENTIAL 5




VIT SOP DEVELOPMENT—EXAMINATION

PROCESS DESCRIPTION

Key Activities Description

moderation, and result declaration

The schedule of the examination

Rules & Regulations for the examination

Roles & Responsibilities to be assigned to individuals

2.5 The decisions taken at the Examination committee meeting should be
communicated to the members of the examination cell, in for of
minutes of meeting to HODs Principal & Exam In-charge

2.6 HODs should accordingly discuss the examination policies, rules ,
regulations in their D1 /D2 meetings

5B. PROCESS: PRACTICAL EXAMINATION

Pre-requisites

1. =

Schedule for practical examination as per the University calendar and to be prepared
by HODs and Exam in-charge

Scheme of Examination given as per University guideline

Eligibility List and provisionally admitted students list

Lab availability and Equipment status
Viva coordinators

5.3: SUB PROCESS —ORAL / PRACTICAL EXAMINATION ARRANGEMENTS AND

CONDUCTION
Key Objectives = Ensure that coordination of oral /practical examination is done in a
proper way
= Division of students in batches for examination are correct
= Ensure correct documents to record details of examination
Key Inputs = List of subjects KT/Regular (branch wise), College/University
= Number of students eligible to appear for each oral /practical
examination
PROCESS DESCRIPTION
Key Activities Description
1. Schedule 1.1 Head of Department should nominate one faculty from their
Preparation department to co-ordinate the oral / practical examination at the

beginning of the academic session.

1.2 The co-coordinators of all departments should meet to decide the
schedule of the examination at least one month before the
commencement of semester as per Institute / University guidelines.

1.3 The oral / practical examination should be scheduled in parallel as far
as possible, as students would be in batches. Maximum 30-40
students per day.

1.4 The schedule should be in the form of Semester/ Date of Examination/

STRICTLY CONFIDENTIAL 6




VIT SOP DEVELOPM

ENT—EXAMINATION

PROCESS DESCRIPTION

Key Activities

Description

Department/ Subject/ Time slot/Section/ Practical Batch and sent to
the HOD for approval

1.5 The HOD can seek clarifications from the coordinators, if required,
before approval

1.6 The final schedule for the oral / practical examination should be
forwarded to Exam In-charge after the approval from HOD and
Principal.

1.7 A copy of the schedule should be sent to the lab in-charge of the labs
in the departments

2. Examiner

2.1 The coordinators in consultation with HODs should decide at least 3
Internal and 3 External examiners for every subject exam from
examiners panel.

o Internal examiner should not conduct oral/practical exam of not
more than 2 in one semester and 1 branch

o HOD should finalize the names of the examiners

2.2 Appointment letters signed by Principal should be sent to the list of the
external and internal examiners by Exam In-charge through viva
coordinators

2.3 Any change in date should be approved by Principal

3. Lab
Arrangements

1.1. The lab in charge/ HOD/Subject In-charge is responsible for
preparation of lab for practicals.

1.2. The checks required for lab preparation should be

a. Number of instruments in working condition — Required to
decide the number of students in one batch

b. Availability of required materials in labs

1.3. In case the instrument is not in working condition, it should be
repaired or if budget permits the instrument should be purchased

3.4 The availability of the required materials should be ensured by
purchasing them before the commencement of examination

3.5 The back-up options for instruments should also be available in case
the instrument stops working in due course of examination

4. Lab Invigilators

4.1 The subject teacher undertaking the practical should be the internal
examiner for the examination. If required the internal examiner can be
decided by the Department Head

4.2 The examiner attendance should be recorded by the department
coordinator. It should have

a. Date of examination

b. Lab Name

c. Time Slot

d. Internal & External examiner’'s Name (Lab +Viva)

e. Signature space to mark the attendance of the examiners

4.3 In case an external faculty is assigned, he/she should be present in
the lab
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VIT SOP DEVELOPMENT—EXAMINATION

PROCESS DESCRIPTION

Key Activities

Description

4.4 In case a scheduled examiner is not present, Exam coordinator should
report the matter to exam cell. The exam in-charge in consultation with
concerned HOD may initiate a procedure for alternative arrangements

4.5 Principalmay appoint an alternate examiner for the same or suggest
an alternative option

5. Student Batch
Division

5.1 A class should be divided into batches of 20/30 students in sequence
of exam seat numbers for semester 3,4,5,6 and college roll numbers
for 1,2,7 and 8 semester

6. Question
Preparation

6.1 The required number of answer sheets for the lab examination should
be collected from the Exam In charge

6.2 Question slips with the name and scope of lab examination should be
prepared by internal examiner covering the entire scope of the subject
(as per University syllabus) and kept in an envelope (separate
envelope for each batch). The envelope should have following details

a. Name of the Lab

b. Time slot

c. Batch (Start & End Roll Numbers)

d. Signature of subject teacher undertaking the lab

6.3 Buffer question slips should be prepared (No of question slips> No of
students in a batch) in order to take care of last minute contingencies

6.4 The envelope should be sealed and kept with the department
coordinator at least one day before the commencement of practical
examination.

7. Schedule
Information

7.1 The schedule for the practical examination should be displayed on the
department notice board by HODsa week before the practical
examination. The schedule should contain details of time slots and
roll numbers in a batch assigned to the time slot

8. Student
Attendance

8.1 The students should be dressed formally having valid I1-Card and are
required to bring along , their practical journals /e-journalsfor the
practical examination .

8.2 The students should marks their attendance in “Students Attendance
Sheet” provided by Internal/external examiner as soon as he/she
enters the hall

8.3 Students should be asked to pick up a chit from the envelope by the
internal/external examiner for practical

8.4 The picked chit should be removed from the envelope so that it is not
available for the other students to pick

8.5 In case a student is not sure about the scope, clarification can be
sought from the internal/external examiner.

9. Lab
Examination
Conduction

9.1 Students should start the lab examination only when permitted by
the examiner

9.2 Internal examiner should record the start /end time on a given date
of the examination in the Feedback sheet provided to them by the
exam cell
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VIT SOP DEVELOPMENT—EXAMINATION

PROCESS DESCRIPTION

Key Activities

Description

9.3 Internal Examination should also maintain start/end time of the
viva/practical examination on the answer book issued to the student

9.4 The lab assistants should be present in the lab during the lab
examination in order to provide any assistance to the students in terms
of practical material/equipments required

9.5 In case the equipment stops working during the course of examination,
it should be replaced with the working piece. If not possible then

o Student should be allowed to use the instrument with other
student once his practical examination is complete

o Student should be given another question slip and time should
be marked from the time when new slip is issued

9.6 Students should be informed 10 minutes before the finish of lab
examination by the examiner and the answer sheets should be
collected on time completion by the internal examiner.

10. Examination

10.1 The internal examiner should verify attendance sheets issued to

Sheets her/him by examination cell,and match and collect the answer sheet.
Collection The examiner should handover mark sheets/attendance sheets in
sealed envelope to exam cell on end of exam
11. Mark list 11.1 The exam cell should collect the mark list along with the feedback
on end of said exam of the subject
o Mark list of sem 3,4,5,6 should be entered in examination
database
o Mark List ofl, 27, 8 semester mark lists should be submitted
tothe University within 7 days from date of commencement of
examination.
12. Special 12.1 The orals should start at 10am and end at least 4 pm.
Instructions

12.2  Only 2 students will be allowed at one time for the Orals.
12.3 15-20 minutes time for each set of students for orals.

12.4 Ensure that the Internal and the External examiner are seated
during the orals and practical exam.

12.5 No other faculty should be present at that time during the orals
exam.

12.6 Practical exam should be conducted in the lab.
12.7 Orals and project exam should be conducted in the classrooms.

12.8 Maximum 30 to 40 students per day for the oral and practical
exam.

12.9 Internal examiner will remind the external examiner one day prior
to the exam.

12.10 Internal examiner should collect the mark list from the exam cell on
the same day of the exam.

12.11 Check correctness and signatures on the mark list very strictly.

12.12 Ensure the written answer books are submitted to the exam cell
after the exam is over.

12.13 Submit the mark list in a sealed condition to the exam cell on the
last day of the exam.
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ENT—EXAMINATION

Key Outputs = Batch wise schedule of the examination

= List of examiners

= Question slips containing the examination name and scope
= Attendance of the students

= On time completionof lab examination

KPls = 100% availability of equipments and materials for the lab examination
= Adherence to the timelines for the examination preparation

= 9% turn up of the external faculty

= Zero error in preparation of examination recording sheets

= Adherence to the examination schedule for the practical batches

5.4: SUB PROCESS —PROJECT VIVA EXAMINATION CONDUCTION

Key Objectives = Ensure viva examination are completed properly within specified
time frame
= Ensure there is no use of unfair means during the examination
= Students are assessed over their subject knowledge
Key Inputs = Batch wise list of students

= Viva examination schedule

PROCESS DESCRIPTION

Key Activities

Description

1. Schedule
Preparation

1.1 Principal /Head of Department in consultation with coordinators and
exam cell should plan the Project Viva schedule

1.2 The co-coordinators of all departments should meet to decide the
schedule of the project viva. Minimum 4 internal/ 4 external examiners
should be selected for class of 60.

1.3 The schedule should be in the form of Semester/ Date of Examination/
Department/ Subject/ Time slot/Section/ Practical Batch and sent to
the HOD/Principal for approval

1.4 The coordinators should contact externals and fix dates. A pair of
Internal and External examiner shall handle not more that 6 projects

1.5 The exam cells should print the appointment letters of Internal and
External examiners and coordinators should issue the same to
concerned examiners

2. Viva
Examination

2.1 Time Table for viva should be displayed atleast 1 week prior to
schedule

Conduction

2.2 Internal examiner should record the details of viva

2.3 Marks alongwith attendance should be compiled by the department
clerk.

2.4 The coordinator should:
a. Ensure that exam starts at given time.
b. Ensure that no exam is conducted without presence of Internal
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VIT SOP DEVELOPMENT—EXAMINATION

PROCESS DESCRIPTION

Key Activities

Description

and External examiner.
c. Project Guide must be present.

2.5 The exam cell should submit 7 and 8 semester mark lists to University
within 7 days from date of commencement of examination..

2.6 The end time of the examination should be recorded in the attendance
sheet

3. Remuneration

3.1 Attendance certificate should be printed and remuneration bill should
be prepared by exam coordinators and presented to accounts team for
payment

Key Outputs = O Attendance of the students
= 0o Students able to complete lab examination on time
= 100% recording of examination monitoring sheets
KPls = Adherence to the examination schedule for the practical batches

5.5: SUB PROCESS — PRACTICAL EXAMINATION EVALUATION

Key Objectives = Evaluate students on all components for practical subjects
= Compile marks of all components to prepare final marks
Key Inputs = Lab examination evaluation marks

» Viva examination marks
= Performance of student during lab classes
» Project Diary

PROCESS DESCRIPTION

Key Activities

Description

1. Lab
Examination
Evaluation

1.1 The lab examination evaluation should be done by the internal and
external examiners

1.2 The marks given in the lab examination should be based on
a. Completion of the lab examination

Accuracy of results

Methodology adopted for the lab examination

Description writing of the lab examination

Any other factor which subject teacher undertaking
considers important

®aooT

1.3 The marks for lab examination should be recorded on the “Practical
Marks Sheet” provided by exam cell

1.4 The lab examination evaluation should be completedon the same day
of practical examination for the set batch of students on day

2. Viva Voce

2.1 The marks for the viva examination should be marked in the “Practical
Marks Sheet” immediately after the completion of viva examination
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VIT SOP DEVELOPMENT—EXAMINATION

PROCESS DESCRIPTION

Key Activities

Description

Evaluation

and collect the answer books

2.2 Once the viva is complete the viva voice marks should be entered into
MIS.

2.3 Marks list should be signed by internal and external examiner
(average , internal,external and attendance)

2.4 The signed copy should be put in an envelope and should be sealed.
Once this is done, it should be sent to exam in-charge

3. Continuous Lab
Performance
(Report
Evaluation) /
Term Work

3.1 The continuous lab performance (report evaluation)/Term Work should
be based on

a. Attendance in the lab

Students’ preparedness for the lab classes
Approach adopted during lab classes
Results in the lab classes

Completion of lab file on time

File submission for correction on time

Any other factor which subject teacher undertaking
considers important

@ ~oao0g

3.2 The component wise marks should be entered into the system by the
subject teacher undertaking the lab 15 days before the
commencement of practical examination. The internal practical marks
should be submitted to Department Head with a copy to Exam Cell

4. Marks
Submission to
Exam Cell

4.1 The total marks (Lab / Viva voice) for the examination should be
submitted to the Exam In charge on the same day of completion of the
practical examination.

4.2 The total marks should include marks for
o Continuous Lab Assessment (Report Evaluation)
o Practical Examination
» Performance of experiment
» Result and interpretation
o Viva Voice Examination

Key Outputs

= Component wise marks of the student in practical subjects
= Total marks of the student in the practical subjects
= Detailed recording of the practical examination

KPls

= Zero error in compilation of marks
= Adherence to timelines for uploading the marks in the system

5C. PROCESS: THEORY EXAMINATION CONDUCTION

Pre-requisites

1. =  The annual academic calendar
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VIT SOP DEVELOPMENT—EXAMINATION

2. = The theory question papers (Procedure mentioned in Examination paper setting
module)

3. = Student Eligibility List

5.6: SUB PROCESS — APPOINTMENT OF EXAMINATION CELL

Key Objectives = To appoint a team for smooth conduction of theory examination

Key Inputs = The number of staff required to manage the examination process

PROCESS DESCRIPTION

Key Activities Description
1. Appointment of | 1.1 The appointment of Chief conductor (CC)Exam In-charge and CAP
Examination in-charge is to be done at the beginning of the academic session by
Cell thePrincipal

1.2 Support staff to be appointed as part of the examination cell to
manage the day to day activities

Key Outputs = List of members of Examination cell

KPls = Adherence to timelines in appointment of CC, Exam In-charge, CAP
In-charge and support staff

5.7: SUB PROCESS — EXAMINATION CENTRE ARRANGEMENTS

Key Objectives = Ensure proper arrangements for the conduction of examination
= Stop any use of unfair means by the students

Key Inputs = Number of students eligible and appearing for the examination
(Semester wise / Branch wise / Subject wise)

PROCESS DESCRIPTION

Key Activities Description

1. Answer Sheet 1.1 The answer sheets would be printed by the college at least 1 month
Arrangements before the commencement of examination

1.2 The Exam In charge would be responsible for printing of the answer
sheets

1.3 An estimate of the number of answer sheets can be made by number
of students X No of subjects + 10% buffer for re-examination /
pilferage

1.4 The printed answer sheets would be stored with exam cell in the
storeroom. The required number of answer sheets to be put in
envelopes by examination cell staff according to Invigilator’s duty
sheet at least 2 working days before the commencement of
examination

2. Seating 2.1 The seating arrangement should be decided by Officer in charge of
the college. This would be done keeping in mind the number of
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VIT SOP DEVELOPMENT—EXAMINATION

PROCESS DESCRIPTION

Key Activities

Description

Arrangements

students appearing for examination (Exclude detained students list)

2.2 The seating should be alternate such that students of different
branches sit together

2.3 The roll numbers should be pasted on each table to ensure that
students sit on the right table and during attendance the invigilator
can verify the seating

2.4 The seating plan should be displayed on the notice board on the day
of examination. The seating plan should contain (Classroom Number
— List of roll numbers in the classroom) the roll numbers seated in a
particular classroom

2.5 In case of last minute clearance of student, he should be made to sit
at the end of his class mates (Refer Admit Card Issuance)

2.6 The seating arrangement on the notice board should have rules
regarding the timings for the examination hall

o The students would not be allowed to enter the examination
hall 60 minutes after the commencement of examination

o They cannot leave the examination hall within last 15 minutes
of examination

o The students are required to sit at least for 2 hours in the
examination

o No supplementary sheet would be issued in the last 10
minutes of examination

o Students are not allowed to carry mobile phone, pagers and
other communication devices to the examination hall

3. Invigilator
Arrangements

3.1 The invigilators would be internal to college and can be faculty or staff
of the college

3.2 The faculty / staff to be part of the invigilation team would be decided
by the examination cell and informed in writing 5 working days in
advance of the conduction of examination. (unless except in case of
re-exams or date change by University of Mumbai) The information
would be given to them in the form:

o Date of invigilation
o Shift of invigilation
The invigilators should be given an instruction sheets (To Do) things
along with the letter. The “To Do” should provide information on

o The invigilation forms to be filled and pertaining instructions to
fill the forms

o Rules pertaining to unfair means and breaks allowed during
the examination

o Rules pertaining to distribution of question papers and
collection of answer sheets

3.3 In case the faculty/staff is unwilling to be an invigilator due to some
reason, he/she has to seek an approval from the Principal and submit
the same to the Examination cell

3.4 A meeting of all the invigilators to be convened by Exam Incharge to
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VIT SOP DEVELOPMENT—EXAMINATION

PROCESS DESCRIPTION

Key Activities

Description

instruct them about “To Do” things and the time of reporting for the
examination. The reporting time for the invigilators should be 30
minutes before the commencement of the examination

3.5 Alist is to be prepared by the examination cell which should contain
the following details

Name of the Invigilator

Class room of invigilation

Shift of Invigilation

Roll numbers / Number of students under invigilation
Serial number / Count of answer sheets provided
The sheet to be called as “Invigilators’ Duty Sheet”

0O O O O O

3.6 The invigilators should be informed about the classrooms on their
reporting before the commencement of examination

3.7 A flying squad should also be appointed by the Principal and they
should also be informed about the classrooms on their reporting
before the commencement of examination. They should be asked to
report the cases of unfair means discovered to Exam cell

4. Examination
Recording
Sheets
Arrangements

4.1 The “Student’s Attendance Form” & Invigilator’s record sheet would
be used to record the details of the examination. (Refer 4.2 and 4.3)

4.2 The “Student Attendance Form” is part of the examination form. It is
verified and stamped by the Students section and submitted to the
Exam Cell at least 3 working days before commencement of
examination. Supplementary forms would only be provided of the
students who have been issued admit card (Exclude detained
students list). It would contain

a. Student’s name

Roll number

Semester

List of papers appearing

Column for answer sheet number against each subject
Column for signing attendance against each subject

3 columns for supplementary sheet number

Admit card produced (Y/N)

S@ "o ao00CT

4.3 The Invigilator’s diary would be used by the invigilator to record the
attendance and the count of answer sheets issued to the invigilator. It
would contain

a. Class room

List of roll numbers

Column for writing answer sheet numbers against roll
numbers

b. Name of the invigilator
c. Date

d. Shift of examination
e. Semester

f.

g.
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VIT SOP DEVELOPMENT—EXAMINATION

PROCESS DESCRIPTION

Key Activities

Description

h. Answer Sheets Issued / Used
i. Students Assigned / Present/Absent
j.  Start/End time of the examination

4.4 The Students Attendance form of the students sitting together in a
room should be bundled together. The Invigilator’s diary can have the
roll numbers pre-printed and attached to the answer sheet bundle

5. Time Keeping

5.1 A bell should be rung to indicate the start of examination

Arrangements 5.2 An indication should be given 10 mins before the end of examination
paper and also for the end of examination paper
Key Outputs » Invigilator's Duty Sheet mentioning the details of invigilation
= Seating Plan for the examination
KPls = 0 answer sheets printed with correct coding

= 0 answer sheet envelope prepared correctly

= Error free seating arrangement

= Error free assignment of duty to the invigilators
= Adherence of timelines

= % Complete Students’ attendance form

5.8: SUB PROCESS —HALL TICKET ISSUANCE

Key Objectives » [Issue admit cards to students eligible for the examination
» Issue duplicate admit cards in case of lost/damage admit cards/
by producing college ID card
Key Inputs = List of students who are eligible to appear for examination as

per the norms
=  Detained Students’ list
= List of student with no dues clearances

PROCESS DESCRIPTION

Key Activities

Description

1. Clearance of
Students

1.1 The department should check if the student is not in the detained
student list (Refer Sub-Process 6.7)

1.2 The department/accounts should check if there is any dues pending
for the student

1.3 In case any of the dues is pending against the student, the list of
such students should be displayed on the notice board. The
students should be asked to clear the due by a given date. The
admit card should be issued only if the student clears all the dues
and submits the receipt amount to students section

1.4 The exam cell should check if the student is eligible to appear for
the semester examination and does not have a backlog which does
not permit him to appear for the examination
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VIT SOP DEVELOPMENT—EXAMINATION

PROCESS DESCRIPTION

Key Activities

Description

2. lIssue of Hall
Tickets

2.1 The hall tickets should be issued only to students whose name do
not appear in the detention list, dues pending list and backlog list

2.2 The students section should verify the details printed on the hall
ticket before distributing it to students. In case of any error on hall
ticket, it should be re-printed

2.3 The hall tickets should be sent to the respective departments to
distribute the hall tickets

2.4 The acknowledgement sheet should be collected by Exam Cell from
the department and verify if all the hall tickets have been
distributed. In case of pending hall tickets, student section should
take them into their custody

2.5 In case the student finds any error on the hall tickets after receipt,
he should report the matter immediately to the exam cell. The exam
cell after verification, should issue an acknowledge slip to the
student. The exam cell should issue another hall ticket to the
student within 2 days or at least two days before the
commencement of examination (whichever is earlier)

2.6 The hall tickets can be issued up to one day before commencement
of examination if

a. The no dues is cleared and proof is submitted to student
section

b. The student’s name is removed from the detained list of
student with the approval from HoD/Principal

2.7 The list of the student who have been issued hall ticket at the last
moment should be sent to the examination cell along with their
‘Student Attendance Form

3. Duplicate Hall

3.1 The duplicate hall ticket should be issued if the existing admit card

Ticket is lost / damaged / forgotten during examination only after checking
the eligibility and college ID
3.2 The student should fill a form, with an application and submit it to
exam cell along with the duplicate hall ticket fee
Key Outputs = List of students that have received hall ticket
= List of hall tickets not issued along with the reasons
= List of duplicate hall tickets issued
KPls = Zero errors in printing the hall tickets

= Zero reporting of errors by students
=  Adherence to timelines for issue of hall tickets

5.9: SUB PROCESS — EXAMINATION CONDUCTION

Key Objectives

= Ensure smooth conduction of examination
= All the incidents during the examination are recorded properly
»= No use of unfair mean is done by the student
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Key Inputs

= Seating Plan
= Schedule of examination

PROCESS DESCRIPTION

Key Activities

Description

1. Invigilators
Attendance
Marking

1.1 The invigilators are required to marks attendance on the Invigilator's
diary for each subject/branch/course wise students of their allotted
rooms

1.2 In case any invigilator is unable to attend his invigilation duty due to
emergency he must give make an alternative arrangement or , a
substitute for him/her should be appointed by CC immediately. The
matter of absence should be reported to the Principal

2. Stationary
Distribution to
Invigilators

2.1 The invigilators should be given packed bundle of answer sheets,
Student Attendance form, Invigilator’s diary and seating
arrangement, 15 minutes before the examination. The Jr supervisors
after collecting the material, should go to the classroom and make
arrangements

3. Question Paper
Distribution

3.1 The question paper should be downloaded from University website
and printout and required no. of Photocopies must be taken half an
hour before the commencement of the exam. The SS,CC and Exam
I/Cmust be present in the designated room for this work .

3.2 The questions papers should be put in the envelopes according to
seating arrangements and delivered to the classrooms by the CC/Sr.
Supervisor (SS)

3.3 Signatures of 2 students are to be recorded for proof purpose before
opening these sealed packets in the classroom.

3.4 The questions papers should be distributed to the students only after
the bell is rung to indicate the start of the examination shift

4., Student’s
Attendance
Marking

4.1 The students should produce admit card during the examination. In
case a student has not brought the admit card, he has to sign an
undertaking and “No” is marked in the admit card column in student’s
attendance form

4.2 The student’s are required to mark their attendance on Student’s
Attendance form along with the answer sheet number and any
supplementary sheet, if taken

5. Question Paper
Discrepancy
Handling

5.1 In case, a student feels discrepancy in the question paper, he can
report to invigilator. The invigilator should contact CC and in turnCC
should contact Exam In chargewho has the original manuscript. The
clarifications, if any, should be provided to the students

6. Handling use of
Unfair Means

6.1 In case any student is found using unfair means for the examination,
he is required to fill an undertaking that he has been caught using
unfair means for the examination

6.2 In case the student refuses to fill the undertaking, the invigilator has
the right to take the answer sheet and ask the student to leave.

6.3 Flying squad appointed by the Principal should also be taking rounds
to restrict the use of unfair means during the examination

6.4 The punishment for the unfair means should be referred to the Exam
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ENT—EXAMINATION

PROCESS DESCRIPTION

Key Activities Description
Cell / Disciplinary committee
7. Answer sheet 7.1 The students’ answer sheet should be collected only after bell is
collection rung to indicate the end of examination shift

7.2 The answer sheets should be collected in reverse order of how they
were distributed. The answer sheet should be counted and recorded
by the invigilator.

7.3 The answer sheets should be collected by the invigilator and
arranged in sequence of roll numbers. The last written page of the
answer sheet should be signed by the invigilator.

7.4 The invigilator should check for Student’s attendance, answer sheets
and supplementary sheets and record them in invigilator’'s diary

Key Outputs = Answer sheets of the students

= Number of students attending the examination

= Number of students caught using unfair means for the examination

» Filled Students attendance form and invigilator’s diary

= Number of invigilators present /absent

KPls = 100% attendance of the invigilators

= No shortage of question paper, answer sheets and supplementary

sheets in the examination hall

5D. PROCESS: THEORY PAPER EVALUATION

PRE-REQUISITES

1. = Appointme

nt of CAP in-charge by Principal/Exam In-charge

= The schedule for the evaluation work as mentioned in the academic calendar

2. = The exam committee is constituted at the beginning of academic session

5.10: SUB PROCESS — PANEL SELECTION (EVALUATION & MODERATION)

Key Objectives

= Appoint Panel for evaluation and moderation

Key Inputs

= Panel is appointed for evaluation of answer books
= The criteria for panel selection(Decided by the Academic council)

PROCESS DESCRIPTION

Key Activities

Description

1. Exam cell
Meeting

1.1 The meeting HODs/Principal and Exam In-charge should be
convened to decide on the panel of evaluators / moderatorsat least15
days in advance

1.2 CAP In-charge should be appointed
1.3 Two Assistant Professors should be appointed for entering marks in
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PROCESS DESCRIPTION

Key Activities

Description

institute database

2. List
Compilation&
Finalization

2.1 The exam cell should compile prospective list of evaluators /
moderators. The format of the list should be in the form

a. Name of Evaluator / Moderator

b. Semester/ Branch / Subject / Section

c. Number of papers to be evaluated

d. Minimum number of papers (30) to be checked per day

2.2 The answer books shouldbe evaluated by the subject expert

2.3 The external faculty could be invited to be part of the panel of
evaluators / moderators

2.4 Only Senior / External faculty should moderateanswer books

2.5 The final panel list of evaluators should be in the form of Faculty
Name / Internal or External / Semester / Subject/date etc as per VIT
format

2.6 In case an external faculty is to be invited, buffer names should be
mentioned to act as substitutes in case external is not available for
paper evaluation

2.7 In case the institute does not have the concerned subject teacher, it
may invite external experienced faculty for same

3. List
Communication

3.1 The list of the evaluators& moderators should be communicated to
the CAP in-charge

3.2 The CAP In-charge should call up the evaluators 15 days before the
commencement of examination. The SMS should also be sent

3.3 The confirmation should be received from external evaluators /
moderators within 5 working days

3.3 In case of denial / confirmation not received from external faculty,
buffer list should be contacted

3.4 It is mandatory for internal faculty to accept invitation, if invited. In
case of emergency, prior approval from the Principal is required

3.5 The final approvals for the panel should be sought before the
commencement of examination

Key Outputs

= The list of faculty to be on panel of evaluators / moderators

KPIs

= Adherence to the timelines for the panel selection
= Zero error in sending invites to the internal/external faculty

5.11: SUB PROCESS — EVALUATION PREPARATION

Key Objectives = Ensure that the students’ name remain confidential during
evaluation / moderation work
= The records of the evaluation work are maintained in a proper way
Key Inputs = List of Evaluator (Semester wise/ Branch wise/ Subject wise/
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Section wise) should be available with CAP In-charge

= Number of answer books collected after conduction of
examination

PROCESS DESCRIPTION

Key Activities

Description

1. Schedule
Preparation

1.1 The CAPin-charge should prepare schedule for evaluation and
moderation work for proper coordination of work

1.2 The schedule should be under following guidelines

a. The evaluation work should start not later than the following
day of the completion of theory examination

b. The evaluators/moderators should complete atleast 30
papers in a day

c. The moderation work should start immediately after paper
has been assessed

d. The entry of revised marks should happen on the same day
of finish of moderation work

1.3 The schedule should be approved by the Principal

1.4 Once approved, the schedule should be circulated to HOD/Principal
and Exam In-charge and joint CAP In-charge appointed by University

2. Evaluation
Centre
Arrangements

2.1 The evaluation work can be performed only within the CAP premise of
the Institute

2.2 The entire evaluation work should be performed under the supervision
of CAP In-charge and Examination cell

2.3 The CAP In-charge centre should be assisted by
a. Security Officer — responsible for security on CAP premise
b. CAP staff — Responsible for checking the total marks and

c. 2 Assistant Professors — Responsible for entering the marks
,validating the same and maintaining the confidentiality

3 Packing &
Labeling

3.1 The records that should be used for evaluation work are:

a. Bundle Receipt Sheet — To record receipt of bundles from
centre

b. Marks Entry Sheet — To record the students marks
c. Bundle Issue Sheet — To maintain record of bundles issued
d. Bundle Covering Sheet — To label the bundles

3.2 The answer sheets should be masked and packed by Chief conductor

3.3 The bundles should be labeled with the bundle covering sheet with
fields as

a. Semester/ Branch
b. Subject

c. Section

d.

Number of Answer books with Roll no sequence
e. Name & Signature of Evaluator / Moderator

3.4 The bundles should have filled covering sheet pasted on them. Also
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VIT SOP DEVELOPMENT—EXAMINATION

PROCESS DESCRIPTION

Key Activities

Description

the details of each bundle should be recorded in bundle receipt record
a. Semester

Branch

Subject

Section

Date of Exam

Bundle Number

Name of Evaluator/Moderator

No of answer sheets

S@ e ao0cC

3.5 A copy of question paper should be present along with the answer
sheets in the bundle

3.6 The labels on the bundles and the records should be reconciled by a
member of exam cell before packing the bundles

3.7 The packing & labeling work should be performed by the exam cell
parallel to the examination conduction

3.8 The bundles must be kept back in the store room under supervision of
Chief Conductor/Exam In-charge/CAP In-charge

Key Outputs

= Bundle receipt record containing details of bundles for evaluation

KPls

= Adherence to timelines for arrangements and packing sheets
= Zero error in labeling and recording the bundles

5.12: SUB PROCESS — EVALUATION WORK

Key Objectives = Ensure that evaluation work is complete on time
= Monitor the progress of evaluation work
Key Inputs = Model solution

PROCESS DESCRIPTION

Key Activities

Description

1. Faculty
Registration

1.1 The evaluators have to report at the time and place mentioned on
the invitation letter

1.2 The absence of internal faculty should be escalated to the Principal

2. lIssuing of

2.1 I-cards to be issued to the external evaluators.

Bundles 2.2 The bundles should be issued to the evaluators only after filling
details on the ‘Bundle Issue Sheet’
3. On Spot 3.1 Any discrepancy in the answer sheet should be reported to the CAP
Evaluation in —charge

3.2 In case a bundle is in-complete, it should be returned back

3.3 At least one bundle should be issued by the evaluator to mark his
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PROCESS DESCRIPTION

Key Activities

Description

attendance for the day

3.4 The evaluator should be given flexibility to schedule his work so as
to complete 30 papers per day.

3.5 In case of delay, the matter should be reported by CAP In-charge to
the Principal.

4. Bundle
Submission

4.1 The answer sheets should be submitted to the CAP In-charge

4.2 The evaluator after correction of the answer books should enter the
marks into the exam MIS

4.3 The bundles of the evaluated answer sheets submitted should have
the hard copy of the marks along with the answer book and
signature of the answer sheet evaluator

4.4The CAP In-charge should count the number of answer sheets and
put his signature on the bundle issue sheet

5. Answer Sheet
Scrutiny

5.1 The CAP staff should check for

o The marks given for each question is not more than
maximum marks for the question

o The number of sections considered for marking are as
per rules

The totaling in marks is correct
Any other discrepancy

5.2 Any discrepancy during scrutiny should be reported to CAP in-
charge and corrections should be made in the answer sheet

6. Reporting

6.1 Daily evaluation progress report should be prepared by CAP In-
charge and submitted to the Principal with a copy to exam In-charge

a. % Evaluation Complete
b. % Moderation Complete
c. Evaluators / Moderators absent

Key Outputs

= The bundle issue sheet containing details of bundles issued and
submitted

= Dally reports on the progress on evaluation work
= Evaluated answer sheets

KPIs

= Adherence to timelines for the evaluation work
= % evaluation work completed till the due date
» 9% Faculty present for evaluation

= Zero error is marking the bundle issue sheets

5.13: SuB PROCESS — MODERATION WORK

Key Objectives = Ensure that the answer sheets evaluation process is fair
= Reduce probability of errors in evaluation of answer sheets
Key Inputs = List of students appeared for the examination
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=  The marks list of the students

PROCESS DESCRIPTION

Key Activities

Description

1. Moderation
Work

1.1 The moderation work should be performed as per the timelines
decided by CAP In-charge (Refer: Sub-Process 8.14)

The criteria for selecting sheets for the moderation should be
a. 0-29 marks (No Moderation)
b. 30- 39 marks (All Moderation)
c. 40-69 (5% moderation)
d. 70-100 (Full Moderation)

1.2 All the recording for moderation work should be made in “Mark
sheet”

1.3 A copy of “this mark sheet” should be sent to CAP In-charge

1.4 3.3 Any change in the marks during moderation should be entered
into the system by the APs

2. Answer Sheet

2.1 The answer books and the mark sheetsmust be in custody of the

Storage CAP In-charge
3. Evaluator 3.1 The attendance sheet of evaluation centre should be maintained by
Remuneration CAP In-charge
3.2 The remuneration bill as per University norms should be prepared by
CAP In-charge for both internal and external examiner
3.3 The remuneration should be sent to the Accounts section by CAP In-
charge for the payout
Key Outputs = Moderated answer sheet
= Revised marks as per moderation
KPls = Zero error in the answer sheet moderation

= Adherence to the timelines of moderation process

5.14: SUB PROCESS — MARKS ENTRY

Key Objectives

=  Ensure there is no mistake in addition of marks

Key Inputs

= Question wise marks in answer sheets
= Total marks on the answer sheets

PROCESS DESCRIPTION

Key Activities

Description

1. Reconciliation

1.1 The reconciliation work for the bundles should be performed to
ensure that all the bundles have been received by the CAP In-
charge

1.2 The answer sheets should be checked for totaling by the CAP Staff
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PROCESS DESCRIPTION

Key Activities

Description

1.3 The bundle issue list should be checked for the submission
signatures and verified with the count and bundle number

2. Marks
Compilation

2.1 The marks should be entered into the system by the APs against the
Roll numbers

2.2 The marks should be reconciled by the another person in the exam
cell to ensure no error occurs in entering the marks

2.3 The entry of marks should be completed within 10 days of
completion of the semester examination

3. Answer Sheet

3.1 Once the marks are entered into the system by the APs, the mark

Dispatch sheets should bereturned back to the CAP In-charge
Key Outputs = Subject wise marks of the students for theory semester examination
KPls = 0 of answer sheets with incorrect totaling

= Adherence to timelines for completing the marks entry

S5E. PROCESS: RESULT PREPARATION

PRE-REQUISITES

1. = The Theory Examination Conduction & Evaluation work is complete
2. » The Practical Examination & Internal Assessment of Students is complete
3. = Tabulation committee should be appointed by Principal

5.15: SUB PROCESS — RESULT PREPARATION

Key Objectives

= Preparation of error free results

Key Inputs

» The internal assessment marks obtained by the students

= The theory and practical examination marks obtained by the
students

= List of Students appeared for the examination (Semester wise /
Branch wise / Subject Wise

PROCESS DESCRIPTION

Key Activities

Description

1. Marks
Compilation

1.1 The Component wise marks of all the examination (Theory, Term
Work, Oral, Practical etc ) should be entered exam database

1.2 The CAP In-charge should ensure that all marks are entered before
taking rough draft of the result. Any discrepancy should be
addressed immediately.

2. Marks are
verified

2.1 The draft of result is verified with marks on answer books and marks
on the mark sheet

2.2 Any discrepancy should be reported to CAP In-charge or Exam In-
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ENT—EXAMINATION

PROCESS DESCRIPTION

Key Activities Description
charge
3. 3.1 After verification the institute should print 2 Gazette copies. Exam
Cell and CAP staff should verify the gazette for correctness of
marks.
3.2 Both the copies are sent to University for verification and approval.
3.3 Post approval , the results are declared on same day on the college
notice board and scanned copy is uploaded on Vidyalankar Live
4. Mark sheet 4.1 The mark sheets should be printed by the Exam Cell within 4 days of
printing result declaration
Key Outputs = Subject wise marks of the students
KPls = Zero error in marks compilation

5F. PROCESS: RE-EVALUATION AND BACKLOG CLEARANCE

PRE-REQUISITES

1. = Result should be declared

5.16: SUB PROCESS — REVALUATION & CLEARANCE

Key Objectives

= Register student for the re-evaluation

Key Inputs

= Examination Attendance of the student for previous semesters
= Examination results of the student for previous semesters
= Rules for revaluation as per ordinance

PROCESS DESCRIPTION

Key Activities

Description

1. Re-evaluation
of answer
sheets

1.1 The students can apply for revaluation/Xerox copies of answer sheets
within 15 days of declaration of results if not satisfied with their
results. The revaluation form is available with the exam cell.

1.2 The filled form needs to be submitted at the exam cell along with the
mark sheet and requisite fees

1.3 The exam cell should prepare a list of “revaluation forms received
with semester / subject / branch (stating University /Institute share in
Fees) and send it to the Accounts.

1.4 The Accounts section will prepare cheque and submit it to University

1.5 The Exam In-charge should get the Xerox copies of answer sheets as
per the list given.

1.6 The Xerox copy of the answer sheet should begiven to students
within 15 days of application. In case no discrepancy is seen nothing
is done. In case of discrepancy, the student can apply forre-
evaluation within 5 days of getting the Xerox copies. Besides student
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ENT—EXAMINATION

PROCESS DESCRIPTION

Key Activities

Description

can apply for revaluation within stipulated timelines

1.7 The exam In-charge should send the answer sheets to exam cell of
other Institutes who should re evaluate the answer sheet.

1.8 The re evaluated answer sheets with revised marks should be
submitted back to the institute

1.9 The exam cell should enter the revised marks in the database

1.10 Mark-sheet should be printed and given to the student

1.11 The necessary changes should be made to gazette and revised
result should be displayed (Refer process ** for details)

2. Backlog Paper
Form Filling

2.1 The students not able to clear examination should re-appear for the
KT examination after 6 months

2.2 The student should fill KT formas per the institute’s schedule and as
per University guidelines (usually within week from declaration of
result)

2.3 The following details should be mentioned in the examination form
o Students Name
o Branch/ Semester
o Subjects for examination (Passed and appearing for)

2.4 The attested marks sheet along with the requisite fees needs to be
submitted

3 Validation by

3.1 The exam cell should validate the forms for all the details and enter

Students the list of submitted forms into the system with the roll numbers
Section (As per

“Allowed to

Keep Time”)

4 Validation by 4.1 The validated forms by the exam cell should be sent to University
Exar_mnatlon 4.2 The ATKT examination should be conducted University rules and
Section . L

regulations and timelines
Key Outputs = List of students appearing for the KT examination
KPls = Adherence to timelines for registration, validation and conduct of KT

examination as per University
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Report usage limitations

This report is intended solely for the information and use of the management of VIT and is
not intended to be and should not be used by anyone other than these specified parties.
Ernst & Young therefore assumes no responsibility to any user of the report other than VIT
Management. Any other persons who choose to rely on our report do so entirely at their
own risk.

Limitations of procedures

As it is practically not possible to study all aspects of a process in its entirety thoroughly
during the limited time period of a review, based on our methodology for conducting the
exercise, we conducted a review of the process and held discussions with the process
owners and other key people in the process during the planning stage of audit which
helped us in identifying specific areas where control weaknesses & process gaps may
exist, opportunities for process improvement and/or cost reduction/revenue enhancement.
Our subsequent test work, study of issues in detail and developing action plans are
directed towards the issues identified. Consequently this report may not necessarily
comment on all the function / process relatedmatters perceived as important by the
management.

The issues identified and proposed action plans in this report are based on our
discussions with the people engaged in the process, review of relevant documents/records
and our physical observation of the activities in the process. We made specific efforts to
verify the accuracy and authenticity of the information gathered only in those cases where
it was felt necessary. The work carried out and the analysis thereof is based on the
interviews with the personnel and the records provided by them.

The identification of the issues in the report is mainly based on the review of records,
sample verification of documents / transactions and physical observation of the events. As
the basis of sample selection is purely judgmental in view of the time available, the
outcome of the analysis may not be exhaustive and representing all possibilities, though
we have taken reasonable care to cover the major eventualities.
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