Madanapalle Institute of Technology & Science
(UGC- AUTONOMOUS)

. ) g
@f}r&‘rmi;iﬂ ”%‘L 3{7 ,

'___,...-""
CONTROLLER OF EXAMINATIONS CHAIRMAN

(MITS, Madanapalle) (Academic Council — MITS)
SONTROLLER OF EAAMINATICN: - I Fiicipal
Kya i B AW TS 5 FIACIL Y 8 f Alﬂ*h’iil:’l“:ai}f;-'

s Enstitute of
IGE TS E0 S e :”'H‘ g A
R Na Tl Wadin Baa Anaais I’-:I-|_I Lo

% %A Kl a
Modanapalis Se 92 af '11"5"J'"*?“'-'"'-'-'r-".lf..f.i"

Svietice




HIERARCHICAL- CHART

[

Chief Controller of
Examinations! Principal

|

L 4

|

Controller of
Examinations {CoE)

J

Y

|

Assistant Controller of
Examinations (ACoE)

|

y

Administrative OfMicers

l

Offiee Assistants

v

Attenders




INDEX TO CONTENTS

- S.No Contents Page No.
| Genenal Information about the Institution& Courses N
ol Chiel Superintendent ]
2 Contraller of Examinations 1|
3 Assistant Controller of Examinations -2
g Office Assistants 2|
5 Mid Term Test/ Assignments 2
i Practical Examinations 3
7 End Semester Examination Viva-Voce 3
A Distribution of Marks & Question I‘_aper' Pattern 4
v Examination Board [
10| Procedure followed in Conducting of Theory ES Examinations UG & PG 6
1L T | Preparation of Question Papers 6
12 leﬂucring End Semester ']'heor:.f_ﬁxarninalim:m 7
0.3 Inslruclinnsuﬂhulnv-igi lators |0
0.4 | Malpractice cases consideration committce 12
I Procedure for Coding of Answer Booklets |5
) Procedure for Conduct u!"ISpm Valuation 16
12,1 | Tnstructions to the Chiel’ Examiners 17
|3 Cirading 18
151 | Award of Class - 21
14 Declarmion of’ Results pi|
|5 Recounting X2
16 Grade Card/PC/CMG 22
17 Ranking 22
Annexures 24




General Information

About the Institution

Madanapalle Institute of Technology & Scicnce is established i 1998 in he
picturesque and Pleasant environs of Madanapalle and is ideally located on a sprawling 30-acre
campus on Madanapalle - Anantapuramu Highway (NH-205) near Angallu, about 10km away
Irom Madanapalle.

MITS, originated under the auspices of RatakondaRanga Reddy Educational Academy
under the proactive leadership of Sri, N, Krishna Kumar M.S. (U.8.A), President and Dr. N,
VijayaBhaskarChoudary, Ph.D.. Secretary & Correspondent of the Academy.

MITS was conferred the UGC-Autonomons siatus from the Academic Year 2014-13,
Exeeutive Authorities for Examination Section

Academic Council is the highest authority to take decision in the academic matters of an
autonomous institute. Academic standard of the institute mainly depends on decision/policics
ol AC and its effective implementation,

The various examinations for UGand PG Programmes shall be conducted in accordance
with the curriculum strueture and autonomy Rule and Regulations for UG and PG Programmes

as approved by Academic Council for the various Programmes,




1. Chief Superintendent
1.1 To conduct the examinations (End Semester Examinations), the Principal will act as Chief

Superintendent or Principal will appoint a chief superintendent from amongst the senior faculty,

1.2 The Chief Superintendent shall remain in the Headquarters for the entire period of Examinations,

except in case of emergency or valid reasons.

1.3 He/She will supervise the arrangements for the effective conduct of Examinations.

1.4 To issue and approve appointment orders to examiners, moderators and paper- setters etc. as per

guidelines.

1.5 To issue appointment orders to invigilators, relievers and Observer (vigilance squad) ete, Such

appointments shall not be issued to any person whose close intimates (real/step father and mother,

husband/wife, real/step brother and sister, real/step son and daughter) are examinee at that

programme. [t is mandatory to obtain appropriate undertaking in this regard from concerned

members. However, such members can participate in all other activities (if otherwise eligible) which

are nol related to examinations.

L6 The Chief Superintendent shall see that the candidates with valid hall ticket and identity card only

are allowed to take the examination, If any candidate has lost the hall ticket, the Chief Superintendent

shall issue a duplicate hall ticket on payment of prescribed fee.

L7 All the works related to Examination Branch are monitored and guided by Chief Superintendent,

1.8 To call for malpractice committee meetings as and when required to take further actions.

2. Controller of Examinations

2.1 Controller of Examinations will be nominated by Principal, He/She will control all the

examination processes under the seal of Controller of Examination (CoFE).

2.2 CoE in consultation with the principal shall prepare a team consisting of ACoEs, Office

Assistants and sub stalT for smooth conduction of End Semester Examinations,

2.3 CoE is entirely responsible for the conduct of all examinations and for the maintenance of

confidentiality of the whole process.

= 2.4 CoE shall interact with the Principal, VP/Dean Academics, Chairmen BOSs to draw the

time table of examination.

2.5 He/She shall get the End Semester Examination from question papers from faculty who are

generally working outside the college.

2.6 Hard copy or soft copy of Question Papers for the End Semester Examinations shall be

received by the CoE.

2.7 Approve the list of eligible students for taking examinations.



2.8 Shall make all preparations connected with End Semester Examinations, getting valuation

done, arriving at grades, announcement of results, printing of grade cards ete.

2.9 Generate Result Analysis Reports for discussion on the students performance..

3. Assistant Controller of Examinations

3.1 The ACoE shall assist the CoE in general for the smooth conduction of Examinations,

3.2 He/She will submit the stationary availability/requirements to CoE for procurement,

3.3 The ACoE shall assist the CoE in arrange to assign seat numbers to different rooms sealing

arrangements.

3.4 The ACoE shall assist the CoE for taking sufficient hard copies for distributing to

examination halls during the examination time. He/she shall verify the code and title of

question paper as per the Notification.
3.5 He/ She shall be responsible for the supply of the hand books, Tables etc. before the

commencement of the examination to the examination rooms,

3.6 Shall be responsible for collecting the answer scripts in the examination section at collection

center and get it bundled. He/She will verify with Absentees & Malpractice statement and

submit the same to CoE,

3.7 Shall go round the blocks where examination is going on and bring any discrepancy to the

notice of the CoE & Chief Superintendent.
3.8 The ACoE shall in addition to the above duties attend to any other work entrusted to him

by the CoE in connection with the Examination and function under the control of the CoE.
4. Office Assistants

4.1 All the documentation work will be done by office assistants.

4.2 They shall assist the ACoE during the Answer Booklets collection and packing them into

bundles.

4.3 Cading the answer booklets.
4.4 They will Assist ACoE or Coordinator during the Spot-Valuation time, they will provide

Reporting Forms, Award Sheets, Stationary required for Spot Valuation.

4.5 They will assist ACoE during Scrutiny of results.
5. Mid Term Test/ Assignments
" 5.1 Mid Term Test:

i. In any semester Mid Term Tests will be conducted as per the Academic Calendar,

ii. To start Mid Term Test, minutes of meeting will be conducted in the presence Principal, Hol)s and
CoE.

iii. During the meeting, status of syllabus coverage, submission of Mid Term Test Question papers and

evaluated answer scripts shall be discussed.




i During the meeting, status ol syllabus coverage. last date lor obtanmype Mad Term Test Question
papers and submission ol correet answer seripts shall be linalized.
iv, Head of the department shall make necessary arrangements [or the submission of Mid Tenmn Test
Question Papers. evaluated seripts and consolidated marks statement to the Examination Section,
5.2 Assignmenis

1. Examination Section will maintain the Assignments marks submitted by concerned departments.

6. Practical Examinations
Allotment of Batches for condueting Practical Examinations:

6.1 For every practical examination student will be grouped into batches based on the strength.

6.2 The list of registeredstudentsand batch wise time table shall be prepared by the respective
departments and submitted (o the CoE for formal approval under the signature & scal of Head of
the Department.

6.3 A panel of Examiners shall be proposed by respective Boli/BoS/lead of departments submitted
1o the Col: for approval by the Chiel Superimtendent.

6.4 Sclection of examiners shall be done by the Chiel’ Superintendent and appoiniment orders shall be
dispatched prior o the commencement of examination,

6.5 1T any changes in batch, the concern examinershould bring it to the notice of Col? prior to the
commencement of examination.

6.6 If an examiner is not available on the day/ during the practical examination, Head shall make an
alternate examiner in consultation with Col.

6.7 Once the Practical Examination time table 15 approved by Chiel’ Superintendent then it shall be
notified to the students.

6.8 On the day of the Practical examination the examiner has to collect the required stationary from
the Examination Seetion.

6.9 Afler completion of the valuation, the Examiners have lo submil Answer Scripls, absentee’s
statements, marks statements (approved by Chief Superintendent) and unused stationary to
Lxamination Section.

7. End Semester Examination Viva-Voee:

7.1 On the request made by the Coll, BoS chairman shall submit at least 5Viva-Voce Examinersfor

each panel according to the guidelines.

7.2 Size of each student panel is decided by the prineipal subject o the number of students of that

particular branch/programme/specialization.

7.3 From the above panel. One External viva-voce examiner shall be selected by the Principal.

However, in case of non-availability of examiner/examiners from the proposed list, Principal in



consultation with HoD will {nalize an alternate examiner and the same will be informed 1o the

Cals.

7.4 HolD in ¢onsultation with Col will make necessary arraneements for the smooth conduetion
B - |

Viva-voce,

7.5 After completion of the viva-voce. Hol) shall submit the award sheets (approved by Chiel

Superintendent) to the Cok.

8. Distribution of Marks & Question Paper Pattern

UG Programmes (R14, R18 & R20 Academic Regulations):

Intermal Fvaluation: 40 %

LEnd Semester Evaluation: 60 %

PG Programmes (R16 Academic Regulations):

Internal Evaluation: 50 %4
End Semester Evaluation; 50 %

PG Programmes (R18& R20Academic Regulations):

Internal Evaluation: 40 %

End Semester Fvaluation: 60 %

¢  Audit/Mandatory courses shall be evaluated entirely on the basis ol internal evaluation.

8.1 Continuous Internal Assessment

The total iteral weightage Tor theory courses is 40 /50 marks lor UG/PG Programmes
with the lollowing distribution.

UG Programmes (as per R14, RI8& R20 Academic Regulations):

Mid-Term-Test: 30 Marks
Assipnments; 10 Marks

PG Programmes (as per R16 Academic Regulations):

Mid-Term-Test: 30 Marks
Assignments: 20 Marks

PG Programmes (as per R18& R20 Academic Regulations):

Mid-Term-Test: 30 Marks
Assignments: 10 Marks

Question Paper Pattern




For UG & PG Programmies, Internal and End Semester Examinations Question Paper Pattern is sirictly
adhere to eorresponding Academic Regulations.

Pl'ﬂgl'ﬂlll me

Internal

B.Tech — R 14,
RIS & R20
Academic
Regulations

Question Paper Pattern

End Semoester

Total Marks= 30( 4 Questions)
Dheration @ 90 Minutes
Frequency: 2 Per Semester

Marks Split-up
L =1 % 6 Marks = 6 Marks

0210006 - 3 % BMarks =24Marks
| (Student shall answer three oul of five long
ANSWEr (JUesLions)

M. Tech &
MCA (RIS &
20
Academic
Regulations)

Total Marks= {-:-'{'H {:L’JEII{H}: &
Duration: 180 Minutes.
Frequency: | Per Semester.

Marks Split-up
L — 1 # 1) Marks = 10 Marks
{‘There shall be two short answer
questions [rom each unit.

O2too- 3* [0 Marks= 50 Marks

{ There shall be either or type questions
from Q.2 10 Q06 each of these questions
shall cover one unit of the syllabus)

Total Marks= 30 { 4 Questions)
Duration ; 120 Minutes
Frequency: 2 Per Semester

Marlks Split-up
Q.0 =0 3% 10 Marks =30Marks
(Student shall answer 3 out of 4 questions)

MBA -RI8 &
K20
Academic
Regulations

Total Marks= 30 ( 4 Questions)
Duration @ 120 Minutes
Frequeney: 2 Per Semester

Marks Split-up
Q.1 =04 -4 * 10 Marks =40Marks
(A0 marks will be scaled down to 20 Marks)

Total Marks= 60 { 5 Cuestions)
Duration: 180 Minutes.
Frequency: | Per Semester.

Marks Split-up
(L] o .5-5 % 12 Marks= a0 Marks,
{There shall be either or tvpe questions
from €).1 10 (.5, each of these questions
shall cover on unit of the syllabus)

| Tatal Marks= 60 { E_(,}ucstiunsj

Duration: |80 Minutes,
Frequency: | Per Semester,

Marks Split-up

0.1 10 Q.5 -5 ® 10 Marks= 50 Marks.
oY 10 Marks = 10 Marks

{ There shall be either or (ype questions
from Q.1 10 Q.5, each of these guestions
shall cover on unit of the syllabus)




ol Marks= 30 ( 4 Questions) Fotal Marks— 50 ( § Questions)
Phuration ; 1240 Mintites Duration: 180 Minutes
Freguency: 2 Per Semester IFrequency: | Per Semester. '
pTech & Marks Split-up Marks Split-up
MOA(RIB &L | OO0 =04 3% 10 Marks =30Marks Q.1 o G 5 -5 # 10 Marks= 30 Marks
R20 {Student shall answer 3 out o < guestions) [ There shall be either or type guestions
Academie from Q.1 1o Q.5, each of these questions
Regulations) shall cover on unit of the syllabus)
Total Marks = 30 Marks {4 Marks) Total Marks= 50(6 Ouestions)
Dureation : 120 Minutes Duration: 180 Minotes,
Freguency : 2 Per Semester Frequency: | Per Semester
MBA -RIB &
20 Marks Split —up Marks Split-up
Academic Marks Split-up Q.1 to Q.5 -5 * 10 Marks= 50 Marks.
Regulations | (31— Q.4 -4 * 10 Marks =340Marks (.6 Case Study. 1*10=10Marks
{40 marks will be scaled down to 30 Marks) ( There shall be either or lype questions
from OL1 0 Q.5 each of these questions
shall cover on unit of the syllabus)

In R18& R2( Academic Regulations, Final Mid-term marks shall be arrived by considering 80%
weightage for the best mid-term test and 20% weightage for the other. In case any student is unable to
appear lor both mid-term tests for genuine reasons (lor example: medical grounds. tragedy in his‘her
family), the Principal al his discretion on the recommendation of Head of the department and concerned
faculty may permil to re-conduet only the 2nd mid-term test.

The 10 marks allotted 10 assignments in each theory course shall be based on evaluation of two
assignments (3marks each). on topics relevant to that particular course. The first assipnment is 1o be
submitted before I mid-term test and the second assignment is to be submitted before 11 mid-term test.

9, Examinations Board

The Examination Board consists of

[ |. | Principal Chairman

| 2. | Dean/V.P Academics Member

| 3. | Contrpller of Examinations Member

I 4, | Assistanl Controller of Examinations Member
5| Twao professors | Members

The board will guide and help the controller of examination for the smooth conduction of the
examinations and also to approve the recommendations made by the controller of examinations.

10. Procedure followed in Conducting of Theory Examinations UG & PG

10.1 Preparation of Question Papers

Following guidelines shall be followed for appointment of paper setter for lind Semester examinations.



a.lind Semester Examination Question Papers:
oAl theary question papers Tor UG and PG shall usually beset by the external examiners.

1. On the request of the Coli, the Chairman. Board of Studies of each programshall submit a copy of
the syllabus. model question paper lor each course,

iii. The database of the paper setters for various courses 15 maintained by COE and shall be used for
obtaining end semester question papers.

iv. The selected external paper settershall be contacted by the CoE for setting ol two sets of question
papersfor the courseconcerned in conlormily with the syllubus and preseribed question paper
pattern.High confidentiality shall be maintained during this process,

v. The following material shall be sent to the selected paper setter,

vi. Syllabus/Course Handout

o  Model Question Papers

o Ciuidelines for Paper Setting

¢ Template Tor setting the Question Papers

e Remuneration and Undertaking Forms

e  Covering Letter with deadlines mentioned.

vil. When the deadlines are approaching. the paper setters shall be reminded. In case, if the examination
section does not receive the question paper from any one of the approved paper setters, the question
paper shall be obtained from alternate internal/external paper selters.

b. Procedure for preparing Question papers for distribution in examination halls,
i. High confidentiality shall be maintained by the team of the examination cellduring this process.
1. The CoF shall randomly pick one of the question paper. which shall be the final question paper.

til. Adequate number of copies of thequestion papers shall be printed half an hour before the

commencement ol the examination, depending upon number of candidates registered.

iv. The person deputed for the printing will not leave the room until the work is completed.

v. No member shall carry any communication or storage device, such as mobile, Bluetooth, pen drive

or any such deviee that may be used for transferring or storing the data from the computer.

vi. Concern HolY/Subject expert will scrutiny the question paper in presence of Col.

vii. The COLE shall get the question paper prnted by random selection and hefshe will be solely

responsible for confidentially of printed Question paper.

10.2 Conduet of End Semester Examinations- Theory

1. All the End Semester Examinations for UG and PG Programmes shall be conducted in accordance

with the Academic Regulations,




i i, Chiel Superintendent shall overview the smooth conduet  examinations. ACol along  with

‘ Examination stafl” shall coodinate with Chief Superintendent and CoF in conduction of

L‘.\.El.]'l.'liil'l:”h"”"r-

1HL2.1 Procedure for Conduet of Examination

I.

Examination Notification shall be issued about a month before the commencement of the

examination.

. The Examinations Time Table shall beprepared by Coli and will be notified 1o the students
about three weeks before the commencement of the examination.,

lii.  Students shall submit the filled in Examination Application Forms and examination fee as per
the Examination Notification.

ivi  Physically Handicapped students shall be waived off from paying the examination fee subject
to submit the proof of cerfificate along with their Examination Application.

v, Hall Tickets shall bemade available well in advance before the commencement of (he
examinations.

vi.  Ordinarily. morning session of examination with 3 hours' duration will be between 10,00 am.
10O p.m. and 2.00 p.m. to 5.00p.m. in the afternoon session,

vit.  Examination Cell preparcs the Invigilation Duties with the list of available faculty,

viil.  In ease. il any invigilator is not able to available to take invigilation on the assigned day.he is
not expected 1o send substitutes directly. at any cost. He has to provide the alternative/
substitution and get the permission from Chief Superintendent / Principal in writing,

ix. A Seating Arrangement plan shall be prepared for cach examination hall according to day-
wise, branch-wise and course-wise requirement.

) X, The seating plan shall be pasted in cach examination hall one hour before the commencement

of the examination.

XL Seating arrangement should be done in such a way that no communication is possible between
the candidates.

Roll Nuumber 1 Roll Number 18 Roll Number 7 Roll Number 24 ‘

Roll Number 13 Roll Number 6 Roll Number 19 Roll Numbecr lﬂl




Foll Number 2

Rall Number 17 Roll Number 8 Roll Number 23

Roll Number 14 Roll Number 5 Roll Number 20 Raoll Number 11

Roll Number 3 Roll Number 16 Roll Number 8 Roll Number 22

Roll Number 15 Roll Number 4 Rall Number 21 Roll Number 10

SEATING PLAN

xii.  Roome-wise. Floor wise and Branch-wise seating plan is displayed at each Moor as well as at

the entrance of the examination center on the day of examination one hour belore the

commencement of examination.

xiil. Invigilators shall be allocated to their respective examination halls by the Examination Cell
depending on the number of candidates in each hall, half an hour before the commencement of
the examination.

xive  Invigilators should report 30 minutes before the commencement of the examination,

xv. Invigilators should check number of scripts (as per allotted students). the serial number of
answer scripts and their condition before leaving the examination cell.

xvi.  The question papers shall be counted carefully so as to supply enly the exact number required
for each room and sufficient care should also be taken to see that i candidates of different
subject are in room. the corresponding question papers are supplied to them, Exact number of
question papers of various kinds equal to the number of candidates assigned to that room. shall
be supplied. No extra question papers shall be supplied 1o any room.

xvil,  Question papers shall be sorted out room-wise and be distributed (o the examinations halls five

minutes before the commencement of the examination by ACoLs.

aviil,  The answer booklets of A4 size which consists ol 42 pages. serially printed. shall be

distributed to the students. No additional papers shall be provided.

xix.  Invigilators should check the number of question papers. code. title ef the paper as soon as it is

delivered by the Asst. Controller of Examinations.

%X, The invigilators should see that only those candidates bearing registered numbers allotted to

the respective room are admitted with hall tickets.

xx1. Invigilator should verify whether all the candidates are having Hall tickets and identity cards,

xxil,  In case a candidate has lost the admission/hall ticket, the Chiel Superintendent/CoF may admit

the candidate by issning a duplicate admission hall ticket after collecting a penal fee,

sxiii. I student is not having Identity card. in such cases, Hod/tlass teacher of the concerned shall

give permission on written with the seal of HolD and Signature.




The doors ol the examination hall shall be opened cach day 15 minutes before the

commencement ol the examination. All candidates shall be in the examination hall before the

time lixed For the commencement ol the examination

The candidates shall use blue/black ink to write the answers in the End  Semester

Examinations,

[nvigilators are advised not to use mobile phonesduring examination period.

xxvit.  The invigilatorsshall submit an account pertaining to Absentees. along with un-used answer

booklets, Question Papers to the assigned Examination staff, half an howr after the

commencement of the examination,

xxviil. During the examination. Chief Superintendent, Cok. ACoE and Observer/Squad arconly

authorized to enter the Examination hall.

xxix,  Reliever/examination stafl shall pive relief for a period not exceeding 10 minutes o the

&

) invigilator, If any invigilator takes more than 15 minutes, it should be brought to the notice of
Cok.

XXX, Atlendance sheet shall be prepared by the examination cell thereafter.
xxxi. At the end of the examination the answer scripts shall be collected by the invigilators and
submitted to examination section.
xxxii.  The collected answer seripts shall be verified with the D-forms and shall bestored in the strong
room in the presence of Coli/ ACol:.
xxxiil.  Principal has complete powers to change the examination schedule for genuine reasons like
bundh, natural calamitics, cic.
10.3 Instructions to the Invigilators

i. Please confirm the date of invigilation duty and session from the consolidated duty list available

) in your department,

1. Make sure that suitable alternate arrangement is made well in advance if you are unable to do

duty, Submit the allernate arrangement lefter to the Chiel’ Superintendent at least one day before

the duty date.

1, Report to the examination section halfl an hour prior to the start time.

iv. Afier reporting for the invigilation duty, pet the following details [rom the Exam section;

Room Mumber and location.

Collect the answer booklets and verify whether the count is as per the requirement of the hall.

vil. Exchange the damaged booklets i any with alternate ones.

vitl, Any other clarifications.

Adller collecting the Answer booklets from the exam section. directly go to the allotted hall.



x. The mvigilators shall enter the examination hall al least 20 minules belore the siart of
exanination,

vi. Please stand ot the entrance of the examination hall 1o check and admut only the candidates who
have the hall ticket and 1D card. Instruet others o report 1o the Examination Sceetion for duplicate

Hall Ticket,

xii. Do not allow the students to enter into the hall ence the examination has commenced and direct
such students to consult the examination section.
xiil. Ask the students 1o keep their books. note books. mobile phones and their written materials at the
front of the hall/outside the hall.
xiv. Instruct the students to check their pockets. wallets. desks and surroundings for presence of any
forbidden materials like paper slips, electronic gadgets ete,
xv. Check whether the students have oecupied their seats as per the seating arrangement.
xvi. Issue the Main Answer booklel to the candidates at least 100 minutes before the start of the
examinationand ask them to fill in correct details,
xvil. Most importantly announee 1o the students to check whether the answer booklet contains only 44
physical pages and also for damaged booklets.
xviil. Before distributing the question paper instruet the candidates to vead the instructions printed the
Main answer sheel without fail, .
xix. Instruet the students that apart [rom the Hall Ticket number they are nol supposed to write
anything on the question paper.
xx. Do not allow the students to leave the hall within 30 minutes from the commencement of
examination,
xx1. Check whether the photo of the candidates in Hall Ticket malches with the person writing
examination and also il all details are correct before signing on the Answer booklet,
xxil. Also leave a signaturc on the Hall ticket against the concerned course.
xxiil, Take the signature of students on the attendance proforma, mark “ABSENT"/put a cross on the
scating plan for absent students and maintain the attendance record of his/her examination hall.
xxiv. Strictly do not allow any student/faculty into the hall without proper authorization from the Chicl
Superintendent/ Controller of Examinations.
xxv.  Invigilators should not stand at the door or sit in the hall while examination is going on, If 50
observed, action will be taken very seriously.
xxvi. Invigilators should carry out their duties so as 1o cause the minimum distraction Lo candidates.

xxvii. Usage of Mobile phones is strictly prohibited within in the halls as it would distraet the student’s

attention.




xxviin Inoease of anv doubt contact the Chiet Supenntendent/Controller of Examinations through the
attemders fsecurity.

xxix. Do not leave the hall under any circomstance withoul making alternate arrangements through
proper ¢hannel.

xxx, I the invigilator is reported by the reliever/Internal squad for taking more than 10 minutes ol
relieving time withouwt any prior intimation to the Chiel Superintendent/Controller of
Examinalions, he/she is answerable to the Chiel Superintendent/Controller of Examinations.

xxxi, Maintain general discipline in the classroom by [requently moving in the examination hall and
preventing any malpractices or attempt of copying by students.

xxxii. In case of mishehaviour, indiscipline, malpractice cases, Invigilator/Internal squad is not
authorized to write anything on the Answer booklet, you have to only report to the Controller of
Examinations for further necessary action.

xxxiil, Notily the students to fie their supplements/if any, 10 minutes before the end of exam.
xxxiv. As the final bell rings ask the candidates to stop writing and leave the hall after handing over the
answer sheets.

sxxv, Colleet the answer books from the students at the end of examination and arrange them
sequentially as per the examipation seat numbers of students for each course separately.

xxxvi. Check the Examination Hall before leaving, to ensure that no written answer booklets are left in
the hall by mistake.

xxxvii.  Hand over the unused stationary and filled in proforma to the Examination section.

xxaxviil, In case of any forgotien mobile phones, wallets ete vou may submit it at the exam scetion.

10.4 Malpractice cases consideration committee
Whenever, (he Chiel” Superintendent receives a report from the concerned authorized persons regarding
student malpractice cases. he/she shall call for meeting with malpractice committee for necessary action.

The malpractice committee shall be constituted by the [vllowing members:

1. | Principal Chairman |
2. | Dean Academic/ Vice Principal -Academics | Member L~
3. | Controller of Examinations Member

ITmmmi Hald ‘ Member

5. | Course Expert ‘ Member




Disciplinary Action for Malpractices / Tmproper Conduet in Examinations

Nature of Malpractices/Improper conduet

1. (a)

G

| examination hall in respect of any matier.

If the candidate:

Punishment

Possesses or keeps accessible in examination
hall, anv paper, note book, programmable
caleulators. Cell phones. pager, palm
computers. blue tooth or any other form of
material concerned with or related to the
course of the examination (theory or
practical) in which he/she is appearing but
has not made use of (material shall include
any marks on the hody of the candidate
which can be used as an aid in the course of
| the examination)

Gives assistance or guidance or receives it
from any other candidate orally or by any
other body language methods or
communicates through cell phones with any
candidate or persons in or outside the

I:xpulsion from the examination hall and
cancellation of the performance in that course
only,

lixpulsion from the examination hall and
cancellation of the performance in that course
only of all the candidates involved. In case of an
outsider. he/she will be handed over to the police
and a case is registered against him,

Has copied in the examination hall from any
paper, book. programmable calculators, palm
computers or any other form of material
relevant (o the course of the examination
(theory or practical) in which the candidate is
appearing.

lxpulsion from the examination hall and
cancellation of the performanee in that course
and all other eourses the candidate has already
appeared including practical examinations and
project work and shall not be permitted to appear
for the remaining examinations of the courses of
that Semester/vear.

The Hall Ticket of the candidate is to be
cancelled.

Impersonates any other candidate in
connection with the examination.

The candidate who has impersonated shall be
expelled from examination hall, If the candidate
belongs to P.G Programbhe 1s debarred for two
consecutive semesters, and if U.G Program he is
debarred [or four consecutive semesters from
class work and all end examinations. The
continuation of the course by the candidate is
subject to the academie regulations in connection
with lorferture of seal. The performance of the
original candidate, whe has been impersonated.
shall be cancelled in all the courses of the
examination (including practical's and project
waork) already appeared and shall not be allowed
o appear lor examinations ol the remaining
courses of that Semester/year. If the candidate
belongs to P.G Program he 1s debarred Tor two
consecutive semesters. and 1F UG Program he is
debarred for four consecutive semesters from




6.

Smuggles in the Answer book or additional
sheet or takes oul or drranges o send out the
question paper during the examination or
answer book or additional sheet, during or
after the examination.

I |

class work and all Semester end examinations if
his involvement is established. Otherwise the
candidate 1s debarred or two consecutive
semaesters from class work and all end
examinations, The continuation of the course by
the candidate is subjeet 1o the academic
regulations in connection with forfeiture of sear.
However the Linal decision shall be taken by the
Chief Superintendent based on the
recommendations ol a committee nominated hy
the Principal. If the imposter is an outsider,
he/she will be handed over to the police and a
case is registered against him.
Lxpulsion from the examination hall and
cancellation of performance in that course and
all the other courses the candidate has already

appeared including practical examinations and
project work and shall not be permitted for the
remaining examinations of the courses of that
Semester/year. The candidate is also debarred for
lwo consecutive Semesters [rom class work and
all Semester end examinations. The continuation
of the course by the candidate is subject 1o the
academic regulations in connection with
lforfeiture of seat.

Uses objectionable. abusive or offensive
language in the angwer paper or in letters to
the examiners or writes Lo the examiner

| requesting him o award pass marks.
| Refuses 1o obey the orders of the any officer

on duty or misbehaves or creates disturbance
of any kind in and around the examination
hall or organizes a walk oul or instigates
others to walk oul. or threatens the officer-in
charge or any person on duty in or outside
the examinatien hall of any injury 1o his
person or to any of his relations whether by

words, either spoken or written or by signs or

by visible representation. assaults the officer-
in-charge, or any person on duty in or
outside the examination hall or any of his
relations, or indulges in any other act of
misconduct or mischief which result in
damage 1o or destruction of property in the
examination hall or any part of the Collepe
campus or engages in any other act which in
the opinion of the officer on duty amounts to
use O unfair means or misconduct or has the
tendency o disrupt the orderly conduet of
the examination,

Cancellation of the performance in that course.

In case of students of the college, they shall be
expelled from examination halls and cancellation
of their performance in that course and all other
courses the candidate(s) has (have) already
appearcd and shall not be permitted 1o appear for
the remaining examinations of the courses of that
Semester. If candidate physically assaulls the
mvigilator or/ officer in charge of the
examination. then the candidate is also barred
and lorfeit their seats. In case of outsiders. they
will be handed over to the police and a police
case 15 registered against them.

Leaves the examination hall taking away

Expulsion from the examination hall and




answer seript or intenhonally tears ol the cancellation of performance in that course and
seript or any part thereal inside or outside all the other courses the candidate has already
the exammation hall appeared including practical examinations and
projeet work and shall not be permitted lor the
remaining examinations of the courses of that
Semester/vear, The candidate 15 also debarred
for two consecutive Semesters [rom class work
and all Semester end examinations. The
continuation of the course by the candidate is
subject 1o the academic regulations in conneetion
| with forfeiture of seal.
8. Possess any lethal weapon or firearm in the | Expulsion from the examination hall and
examination hall. cancellation of the performance in that course
and all other courses the candidate has already
appeared including practical examinations and
project wark and shall not be permitted for the
remaining examinations of the courses of that
Semester/year. The candidate is also debarred
\ and forfeits the seat,

9. If student of the college, who is not a Student of the colleges expulsion from the
candidate for the particular examination or examination hall and cancellation of the
any person not connected with the college performance in that course and all other courses
indulges in any malpractice or improper the candidate has already appeared including
conduel mentioned in clause 6 to & practical examinations and project work and

shall not be permitted for the remaining
examinations of the courses of that
Semester/year, The candidate is also debarred
and forfeits the seat,

Person(s) who do not belong to the College wall
be handed over o police and, a police case will
be registered against them.

10, Comes in a drunken condition to the Expulsion from the examination hall and
examination hall. cancellation of the performance in that course
and all other courses the candidate has already
appeared including practical examinations and
project work and shall not be permitted for the
remaining examinations ol the courses ol that

| . Semester/year.
11. Copving detected on the basis of internal Cancellation of the performance in that course
evidence, such as, during valuation or during | and all other courses the candidate has appeared
special serutiny., including practical examinations and project

waork of that Semester examinations depending
on the recommendation of the commitlee.

12. Il any malpractice 15 detected which is not
covered in the above clauses | to 11 shall be
reported 1o the Principal for further action to
award suitable punishment,

Note: Whenever the performance of a student is cancelled in any course/ courses due 1o Mualpractice,

he/she has to register for the End semester examination in that particular course/s consequently and has to

fulfill all the norms required for award of Degree
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I Ill. Procedure for Coding of Answer Booklets

Answer seriptsaceording o Couwrse-wise shall be mixed and coded by the examination branch
under the supervision of Cobl. This shall be done in a manner that the identity of the student is
not revealed,

The coded number shall be entered in the boxes provided on the lirst page of the answer booklet
for each 11T No.

Double Verification shall be made for the entered coded numbers with the 1T Nos. by the
conlidential team.

During the process of coding. all identification details of the students shall be removed from the
answer booklet.

Later, the answer booklets shall be packed in bundles.

I'hese bundles that are ready for valuation shall be handed over to the Chief examinerdesignated
for spot valuation.

During the process of examination process at any point of time if it is found that, any student’s
answer seript 15 lost, in such cases, the average marks of all the remaining courses in that

semester will be considered 1o assign appropriate letter grade for that particular course.

12, Procedure for Conduct of Spot Valuation:

i
1i.

iif.

Vi,

vil,

Viil.

I'he answer scripts shall be double valued by a panel of examiners (External and Internal),

Spot Valuation is held under the overall supervision of the Cok.

Day wise reporting register will be maintained and all examiners have 1o sign in the register,

No visitors are allowed in the premises of valuation and the examiners are not expected 1o go out
frequently.

Answers books/scripts shall not be taken oul of the premises of the valuation center. Violation of
this rule amounts to a serious offence.

Col: will have all rights to dismiss/ cancellation of histher examiner ship on the spot and
disciplinary action would be initiated against such individuals il necessary.

The answer seripts shall be evaluated by internal examiners and external examiners (facully from
other Institutions/Universities).

The database of the examiners for various courses is maintained by COE and shall be used for
appomtment of examiners,

Selection of examiners and Chief examiners for spot valuation shall be done by Col:,

For each course, a detailed Scheme of Evaluation and a Key shall be prepared by the course

expert in consultation with the Chief examiner il not prepared by the Question Paper Setter. Chiel

Examiner is authorized to make any corrections in Key/Scheme of evaluation.




he answer seript bundlesshall be given to (he Expminers by the coordinator along with reguired

number of award sheets.

xil. Lach seript is evaluated by bath the examiners, separately and independently. strictly adhering 1o

the key and detailed scheme of evaluation.

xiil. After independent evaluation of the answer scripts. each examiner shallhandover the evaluated

answer seripts along with award sheets 10 the coordinator, who shall in turn give the next bundle.

l'his procedure shall be repeated ll all the answer scripts are evaluated.

xiv. Il'there are unvalued seripts lefi at the end of the day. they shall be returned to the coordinator and

collected the next day. Under no cireumstances, the answer scripts should be taken out of the

valuation center.

xv. The Coordinatorshall check all the scripts and award sheets for validations.

xvi. Coordinator will give the both the award sheeis 1o the Chief examineralong with the bundle.

Hefshe, shall prepare a Statement of Marks as follows.

a. For each candidate the difference in the total marks awarded by each Examiner shall be
computed.

b. If the obtained difference is less than or equal to 15% of the total external marks for a given
course, the average of the total marks awarded by the Two Lxaminers shall be taken as final
mark and be entered in the Statement of Marks.

. Incase.the obtained difference of the marks awarded by the two examiners exceeds 15% of
the total external marks for a given course; the Chiel examinershall request the two
examiners to Re-examine the relevant answer seripl. 1f the dilTerence in marks awarded by

the two examiners after re-examination still exceeds 15% of the total external marks. the

Chiel examinershall generallyevaluate the seript as third examiner.

d, Of the three marks now available, average of the two, which are almost close to each other

shall be taken as the final mark and be entered in the Stutement of Marks by the Chiefl

examinet.

e, The Chief examinershiall submit consolidated Statement of Marks o the CoE.

xvil,  The Final marks shall be posted on the answer seript by the chief examiner.

12.1 Instructions to the Chief Examiners

1. It is mandatory that Chicl Examiner report on the first day of the spot valuation.

it. Check whether the Answer Key & Scheme of Fvaluation is correct and discuss the same with

concerned mternal & external examiners prior to commencement of evaluation.

11, Instruct both the examiners not 1o discuss/disclose the marks awarded by them.

iv, Insttuet both the examiners il all the questions answered by the students shiould be valued with

strict adherence 1o the key/scheme of valuation,




L1

\
l

Reeceive the unswer seripts bundle along with Hlled i award sheets (internal & external examiners)

From the coordinator and also o Chiel award Dst for Dnalization of Marks.

1. Check il the total no. ol Seripts in the bundle matches with the number listed on the Bundle,

Vi

vit, Do not share the marks posted on the award sheets between the two examiners.

viil, It is the responsibility of the Chief examiner to assure the correctness of the Grand total (sum of all
the individual marks of cach guestion) for every seripl,

1x. Check for the permitted difference 15% ol Maximum marks for every script evaluated by the two
exaniners.

x. If the difference is above 15% call the examiners and ask them to re-examine the awarded marks and
check whether they are in conformity with the key.

X1 I any corrections are made in the Award sheets, circle the old marks. update the new marks next 1o
the eircled old marks and leave an initial. Do not strike across the old marks.

xil. kven afer re-examination. if' the difference found is still greater than ~15%" bring such cases to the
Coordinator/ Controller of examinations.

xiil, Onee all the seripts in a particular bundle is eleared lor difference of marks, post the marks on to the
Chief Award sheet and linalize the marks as shown below;
R14 & R16 Academic Regulations
InternalExaminer E.ﬂ-ﬂr.mll ‘ ,Thi”] I Chiel Examiner
Examiner | Examiner
a3 23 e Caleulate (25+23)2, any Traction 1o be rounded up
- = I 1o the higher decimal,
B Caleulate average ol the closest two marks, Tn case
25 35 20 of equal difference between the three. caleulate the
- | average of the best two marks.
R18/R200 Academic Regulations
xiv. II' the obtained difference is less than or equal to 15% of the maximum marks. the final mark shall be
arrived by considering 80% of the higher mark and 20% of the lower mark.

xv. In case. the obtained difference of the marks awarded by the two examiners exceeds 15% of the 1otal
exlernal marks for a given course; the Chiel examiner shall request the two examiners 1o Re-examine
the relevant answer seript. I the difference in marks awarded by the two examiners afler re-
gxamination still exceeds 15% of the total external marks, the Controller of Examinations in
comsultation with the Principal shall appoint the third examiner for re-evaluating the seript. Of the three
marks available thereafter, the highest two shall be considered for the application of the above stated
80% -20% Tormula.

xvi. Post the marks on the Award sheet with the provided red ink pen only,

xvii, Sign on the relevant space on the front page of answer boaklet.




swiil, Belore returming the bundle & award sheets 1o the coordinator ensure that the marks are finalized
and posted on to the serpts.
vix, Onee Lhe award sheets and bundles are returned 1w the co-ordinator. they wall not be returned for any

ki ol medifications.

. As the linalized marks are confidential data of the examination section, transferring of’ the awarded
marks (ex.: writing the marks on a sheet ol paper. using electronie gadgets lo caplure data ete.) by
any means is strictly prohibited.

13, Grading
All the final Internal and End Semester examination marks are uploaded into an automation soltware
(GEMS). Based on the below grading svstem. the letter grade. grade point, SGPA & CGPA are
calculated.

UG Programmes: Conversion of Marks to Grade Point & Letter Grade

Absolute Marks ?radc Points Letter Grade Deseription
O - 104 1 0 Ohutstanding
- 80 -89 ] At | Excellent
70-79 8 [ VeryGood |
60 - 69 7 B Good N
501 - 59 6 | Above Average T
45-49 <) [ Average
40 - 44 4 p | Pass
< 4{) ] F Fail
- i Ab ".-"uh:;cm

PG Programmes: Conversion of Marks to Grade Point & Letter Grade

Absolute Marks Grade Points Letter Grade Deseription
90 - 100 10 0 Custanding
8 - 8y g A+ Excellent
70-79 8 A Very Good
65 - 69 7 B | Good
fl) - 6 6.5 i .:'-'Il-h{'t\-:] Averape i
83 =59 0O c Average o
500 - 54 il P Pass
<50 F Fail
--- Al Absent

Computation of SGPA and CGPA

A Semester Grade Point Average (SGPA) will be computed for cach semester.




The SGPA will Be calenlmed as Tollows:

Ik
2,68

SGPA =2

Se
=1

Where “n’ is the number ol subjects registered and eleared lor the semester (in R14 & R16),
15 the number of subjects registered for the semester (in R1¥)
‘o 18 the number ol Credits allotted to a particular subjecl. and
‘£, 15 the grade points carried by the letter corresponding to the grade awarded to the student for
the subject.
SGPA will be rounded off to the second place of decimal and recorded as such. The SGPA would
indicate the performance of the student in the semester to which it refers,

Starting from the second semester at the end of each semester S, a Cumulative
Grade Point Average (CGPA) will be computed for every student as Tallows:

Where *'m’ is the total number of subjects the student has registered and cleared from the first semester
onwards up to and including the semester S (in R14 & R16)
‘m’ 15 the total number of subjects the student has registered from the first semesteronwards up to
and including the semester S (in R18)
‘¢;" 18 the number of Credits allotted to a particular subject *s,” and “g," is the grade-point carried by
the letter corresponding to the grade awarded 1o the student for the subject “5;".

CGPA will be rounded off ta the second place of decimal and recorded as such,
The CGPA would indicate the cumulative performance of the student from the first semester up to the
end of the semester to which it refers.

When a student gets the prade °F' in any subjeet during a semester. the SGPA and the CGPA from that
semester onwards will be temtatively caleulated, taking ouly “2cto point” 1o cach such ‘T grade.

Alter the " grade(s) has/have been substtuted by better grades during a subsequent semester, the SGPA
and the CGPA of all the semesters, starting from the carliest semester in which the *F grade has been
updated, will be recomputed and recorded 1o take this change of grade inlo account,

Hlustration:
Computation of SGPA and CGPA
i. Mustrationfor SGPA (SGPA is calculated for the respective semester)




Semoester - |1

-_(_fl_m:‘:-sy__ | Credits | Letter Grade | Grade point I Credit
| Coursel 3 At i 3x9 =27
 Course? 5 0 - 1) %10 =30
Course3 3 O 10 xI0=30 |
Coursed 3 A 9 ax9 =27
Courses 3 A 8 Ix8 =24
Courset 3 B 6 Ing = 18
Te=18 Sum; =156 |
SGPA (Sem-1) = Sumy/Te, = 156/18 = 8.67
Nemester -2
Credit
Course Credits Letter Grade | Grade point point{Credit x
3 Grade)
Coursel 3 0 10 3x10=130
Course2 3 -. A+ g In0 =27
Course3 3 A+ 9 Ix9 =27
Coursed 3 p 4 T3l = 12
Courses 3 A 9 IxR =24
Coursed 3 0 10 3%10 =130
I Tes=18 Suma: =150

SGPA (Sem-2) = Suma/Tez = 150/18 = 8.33
ii. Hlustrationlor CGPA (CGPA is calculated from | Year | Semester upto the recently
completed semester)

CGPA = Sumj+ SuWms b vrvrrrnrrnrnrrnrsesrnsenses Sumy,
B B e 1)

=156+ 150 = 306/36 = 8.50
18+ 18

131 AWARD OF CLASS

UG PROGRAMMES

The following Class is awarded 1o the student on successiul completion of the B. Tech, Degree.
Programme depending upon the CGPA obtained:

(lass CGPA
First Class with Distinetion = 71.5& 10,0 Based on the
FFirst Class =6.5&<7.5 aggrﬂgﬂ} ol gy
————— S secured from the total
Second Class =5 5&<BS5 Credits.
Pass ('lass =4 08&<§5 !

PG PROGRAMMES
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Il |

Claiss

st Class wath Iistimetion

CGPA

=75 & ”.:l.{]

Based on the aggregate of

grades secured Trom 1he
total Credits.

L]
i

&-:"

‘ First Class 2

- 7.
5 &< 6,

L_r

q

‘ Second Class =

14. Declaration of Results

Procedure for declaration of Results

I. The consolidated marks.for cach theory course shall be entered into a computer as per the code

number in the answer script in the prescribed format.

ti. The computer program assigns these marks to the appropriate Hall Ticket number of the student

alter decoding,

iil. The consolidated marks for each practical course are entered into computer as per the Hall Tieket

number in the prescribed format.

iv. The Internal marks submitted by the Hol) for each courseshall be entered into computer as per the

HT number.

v. I'wo conlidential teams shall verify independently the code number. marks entered for

COTTECINESS,

vi. The mistakes shall be corrected and verifiedagain.

vil. Moderation of results,if any. shall be implemented as per the guidelines approved by Academic
Council before declaring the final result.

viil, The final marks are converted into respective grades,

ix. The results of successtul candidates at the end of each semester shall be declared in terms of

Semester Grade Point Average (SGPA) and alpha sign grade.

%, The results shall be declared after approval by the Results Declaration Committee, comprising

| S.No |

Faculty | Designation
| Principal Chair Person
2 Ahliating University Nominee Member
& Dean/Vice Principal -Academics Member
4 | Controller of Examinations .T;I-"]l;ll;hﬂl' =
3 Concern BoS Chairman/Hol) Member




15. Re-Totaling / Re Counting
The facility of re-totaling of the answer scripts shall be followed only for theory examinations,
i. Students can apply for re-totaling of marks for any number of papers of theory examination,
il. A candidate shall submit an application for re-totaling with the prescribed fee within the specified
date as per the notification,
iii. A candidate shall be awarded corrected grade after the re-totaling. However, if the candidate secure
lesser grade than the awarded grade, the original grade shall be retained.

After conduction of End semester examination, if any discrepancies like out of syllabus, mistakes in
given questions are represented by the concerned HoD within three days, a committee appointed by
the Principal, shall look into the issue.

‘ 16, Post-Examination Moderation:

17. Grade Card/PC/CMG
i. The CoE shall make necessary arrangements for printing and distribution of grade cards to the
students,
ii. Marks cards will be printed, sorted (Course-wise, semester-wise).
iii. The institute shall issue 'Provisional Certificate" to those who have completed all the requirements for
‘ award of degree as per autonomy rules of this institute. This shall be valid till the convocation.
| 18. Ranking
I. Ranks are awarded based on the CGPA secured by the candidates for all the courses from first to
final year, provided the candidate:
o Has completed the entire program in the college itself,
o Has passed all the courses in first attempt only.
o Has not discontinued the program for any period during the course of study.
e Has not been awarded any punishment for being involved in malpractice or
indiscipline during the course of study in the Institute.
ii. In case, more than one student secures same CGPA, then first rank shall be awarded based on:
‘ ©  Student who secured more number of letter grade “0”," A+ and 50 on in
decrementing order of grades.
‘ iii. After the applying the above clause, if still there is tie among the students, then all such students
shall be awarded the same rank.
iv. Certificate and medal/award shall be given to such students as an appreciation for their

achievement.



