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	Department: Examination Cell	
	Auditor: 
	Date:

	Process: Examination Cell
	Name of the Person Audited: 

	INPUTS: Academic Calendar, Examination Regulations, Curriculum, CO-PO-PSO Framework, Student Records and Assessment Guidelines
	OUTPUT: Examination Timetables, Hall Tickets, Question Papers, Invigilation Allotment, Seating Plans, Evaluated Answer Scripts, Results, CO-PO Attainment and Result Analysis
	OBJECTIVES: Timely, transparent, fair and accurate conduct of examinations and declaration of results

	Audit Purpose and Scope: 
To verify the planning, administration, conduct, evaluation, result processing, student grievance handling, records and continual improvement of the Examination Cell for the stated academic year. The audit combines the existing Examination Section checklist with the supplied EOMS, NAAC, NBA SAR and NIRF reference materials.

EOMS Evaluation: C = Conformance; NC = Non-conformance; NA = Not Applicable. 
Record objective evidence for every sampled checkpoint. The IQAC rating and EOMS evaluation are separate fields.

Audit Sampling: Select representative mid-term, end-semester, regular, supplementary, theory, practical and project examinations conducted during the audit period. Record the examination/session and sample size in the evidence column.



		
1. Governance, Planning and EOMS Process Control

	S.No.
	Audit Checkpoint / Requirement
	EOMS (C/NC/NA)
	Objective Evidence / Observation / Record Reference

	1
	Approved Examination Manual / SOPs, regulations, ordinances and examination-related policies are available, current and communicated.
	
	

	2
	Academic calendar and examination schedule are prepared, approved and aligned with the institutional academic calendar.
	
	

	3
	Roles, responsibilities and delegation of authority for the Controller of Examinations, Examination Cell staff, Chief Superintendent and other functionaries are defined.
	
	

	4
	Examination notifications for regular, supplementary, mid-term and end-semester examinations are issued in a timely manner.
	
	

	5
	Inputs, outputs, process objectives, risks and opportunities for examination processes are identified and reviewed.
	
	

	6
	Records are maintained with appropriate document identification, version control, access, retention and retrieval arrangements.
	
	


2. Examination Scheduling and Student Registration

	S.No.
	Audit Checkpoint / Requirement
	EOMS (C/NC/NA)
	Objective Evidence / Observation / Record Reference

	1
	Mid-term test and theory/practical end-semester examination timetables are prepared, approved and published within the prescribed timelines.
	
	

	2
	Examination application, course registration, eligibility, attendance requirements and fee-payment records are verified before hall-ticket generation.
	
	

	3
	Student lists, course registrations, backlog/supplementary registrations and examination enrolment data are reconciled with the academic/ERP records.
	
	

	4
	Hall tickets are generated and issued accurately; corrections, duplicate issues and withheld hall tickets are documented.
	
	

	5
	Special provisions/accommodations for eligible students are processed and recorded in accordance with applicable institutional rules.
	
	


3. Question Paper Setting, Moderation and Confidentiality

	S.No.
	Audit Checkpoint / Requirement
	EOMS (C/NC/NA)
	Objective Evidence / Observation / Record Reference

	1
	Question paper setters are appointed/approved as per eligibility, expertise and institutional procedures.
	
	

	2
	Question papers are mapped to the approved syllabus, course outcomes (COs), cognitive levels and prescribed blueprint/pattern, where applicable.
	
	

	3
	Question papers are scrutinised/moderated for syllabus coverage, clarity, correctness, difficulty balance, marks distribution and CO coverage.
	
	

	4
	Confidentiality and security are maintained during question paper setting, receipt, storage, printing, packing, transport and opening.
	
	

	5
	Practical examination question papers, laboratory assessment schedules and evaluation rubrics are approved and controlled.
	
	

	6
	Question paper incidents, errors, replacements, suspected leaks or deviations are recorded and addressed.
	
	



4. Examination Centre, Invigilation and Conduct

	S.No.
	Audit Checkpoint / Requirement
	EOMS (C/NC/NA)
	Objective Evidence / Observation / Record Reference

	1
	Examination halls, seating plans, capacity, signage, facilities and accessibility arrangements are verified before each examination.
	
	

	2
	Day-wise invigilation duty charts are prepared, communicated and attendance/substitution records maintained.
	
	

	3
	Invigilators and examination personnel are briefed on duties, examination rules, malpractice prevention and emergency procedures.
	
	

	4
	Student identity, hall tickets, attendance sheets and permitted materials are verified during examinations.
	
	

	5
	Examination attendance, absentee statements, late entry, medical cases and other exceptions are documented and reconciled.
	
	

	6
	Unfair means/malpractice cases are reported, documented, processed and disposed of through the prescribed mechanism.
	
	

	7
	Practical/viva examinations are conducted with approved schedules, examiner details, attendance and assessment records.
	
	

	8
	Examination stationery, answer booklets, additional sheets, unused/used scripts and dispatch/receipt registers are controlled.
	
	


5. Continuous Internal Assessment and Marks Management

	S.No.
	Audit Checkpoint / Requirement
	EOMS (C/NC/NA)
	Objective Evidence / Observation / Record Reference

	1
	Mid-term test schedules, question papers, attendance, answer scripts and marks records are maintained.
	
	

	2
	Continuous Internal Evaluation (CIE) components, weightages and assessment rules are communicated to students and faculty.
	
	

	3
	Internal assessment marks are submitted by departments/faculty within notified deadlines and verified before processing.
	
	

	4
	Internal marks are supported by assessment evidence such as tests, assignments, laboratory work, projects, presentations and rubrics, as applicable.
	
	

	5
	CO mapping/assessment alignment is available for relevant CIE instruments and course files.
	
	

	6
	Corrections, student representations and approval of changes to internal marks are documented with audit trail.
	
	




6. Valuation, Evaluation and Result Processing
	S.No.
	Audit Checkpoint / Requirement
	EOMS (C/NC/NA)
	Objective Evidence / Observation / Record Reference

	1
	Central valuation arrangements, valuation schedules, examiner appointments and attendance records are maintained.
	
	

	2
	Internal/external examiner allocation and answer-script bundle allotment are controlled and traceable.
	
	

	3
	Detailed key, scheme of evaluation, valuation guidelines and rubrics are available to evaluators, as applicable.
	
	

	4
	Double valuation/spot evaluation, moderation and discrepancy-resolution procedures are implemented where prescribed.
	
	

	5
	Practical, project, internship and viva voce marks are supported by examiner records, rubrics and signed assessment sheets.
	
	

	6
	Marks entry, tabulation, verification, moderation and result processing are subject to appropriate checks and approvals.
	
	

	7
	Confidentiality, access controls, backups and change logs are maintained for examination/result data.
	
	



7. Result Declaration, Analysis and Academic Performance

	S.No.
	Audit Checkpoint / Requirement
	EOMS (C/NC/NA)
	Objective Evidence / Observation / Record Reference

	1
	Results are approved by the competent authority / Result Passing Board or Committee and minutes are maintained.
	
	

	2
	End-semester examination results are published within the institutional objective/approved timeline; delay reasons are recorded.
	
	

	3
	Result gazettes, grade sheets, pass/fail lists and student-wise results are verified before publication.
	
	

	4
	Course/program/semester-wise result analysis, pass percentage, backlog and failure analysis are prepared and shared with relevant academic bodies.
	
	

	5
	Year-wise academic performance and success-rate data are available for NBA SAR / academic review, with source records.
	
	

	6
	Result data used for NIRF (graduating students, students graduating in minimum stipulated time and related outcomes) is reconciled with approved records.
	
	

	7
	Corrective/support measures arising from result analysis are documented, implemented and reviewed for effectiveness.
	
	




8. Academic Grievance Redressal and Student Services

	S.No.
	Audit Checkpoint / Requirement
	EOMS (C/NC/NA)
	Objective Evidence / Observation / Record Reference

	1
	Documented mechanism/policy is available for academic examination grievances and is communicated to students.
	
	

	2
	Requests for answer-script copies, retotalling/recounting, re-evaluation and related remedies are received, tracked and disposed of within prescribed timelines.
	
	

	3
	Shortage-of-attendance and examination eligibility grievances are handled through a defined process with decisions recorded.
	
	

	4
	Grievance register includes receipt date, category, responsible person, action taken, disposal date and communication to the student.
	
	

	5
	Provisional certificates, transcripts, consolidated marks statements, degree certificates and other examination documents are issued through a traceable process.
	
	

	6
	Duplicate certificates, corrections in student records and verification requests are processed with authorization and records.
	
	






9. Data Integrity, NAAC / NBA / NIRF Evidence and Reporting
	S.No.
	Audit Checkpoint / Requirement
	EOMS (C/NC/NA)
	Objective Evidence / Observation / Record Reference

	1
	Examination data submitted for NIRF Overall and Engineering is supported by source registers, ERP reports and approved records.
	
	

	2
	Student strength, approved intake, examination enrolment and programme-wise student data are reconciled with the Admissions/Academic Sections.
	
	

	3
	Graduation outcomes, minimum-stipulated-time completion, pass rates and result statistics are validated before institutional reporting.
	
	

	4
	Records supporting NBA SAR student performance, success rate, academic performance and continuous improvement are available and traceable.
	
	

	5
	Assessment tools and processes used for CO attainment through CIE and SEE are documented; course-wise attainment records are available.
	
	

	6
	Direct and indirect assessment evidence supporting PO/PSO attainment is maintained by the concerned departments/programmes.
	
	

	7
	Evidence required for NAAC academic grievances, examination reforms, transparent evaluation and student support is maintained and retrievable.
	
	

	8
	Submitted data is checked, approved by designated authorities and retained with supporting evidence and submission snapshots.
	
	



10. Infrastructure, ICT, Risk, Feedback and Continual Improvement

	S.No.
	Audit Checkpoint / Requirement
	EOMS (C/NC/NA)
	Objective Evidence / Observation / Record Reference

	1
	Examination-related ICT/ERP systems, result portals, computers, printers, networking and power backup are functional and maintained.
	
	

	2
	User access to examination software and confidential data is role-based; password/access review and system backup records are available.
	
	

	3
	Contingency arrangements exist for power failure, system outage, examination disruption, question paper security incidents and emergencies.
	
	

	4
	Risks and opportunities are periodically reviewed; preventive controls and mitigation actions are recorded.
	
	

	5
	Feedback/complaints from students, faculty and other stakeholders on examination processes are analysed and acted upon.
	
	

	6
	Previous audit findings, non-conformities and corrective actions are tracked to closure and effectiveness is verified.
	
	

	7
	Examination process performance is reviewed periodically and improvement actions are recorded.
	
	


 


	Department: Examination Cell	
	Auditor: 
	Date:

	Process: Examination Cell
	Name of the Person Audited: 

	INPUTS: Academic Calendar, Examination Regulations, Curriculum, CO-PO-PSO Framework, Student Records and Assessment Guidelines
	OUTPUT: Examination Timetables, Hall Tickets, Question Papers, Invigilation Allotment, Seating Plans, Evaluated Answer Scripts, Results, CO-PO Attainment and Result Analysis
	OBJECTIVES: Timely, transparent, fair and accurate conduct of examinations and declaration of results

	Notes/ Objective Evidence: (e.g. Inspected Documents/ Audit observations/Result of interview)
	[bookmark: _GoBack]Evaluation

		Summary Particulars
	Count / Details
	Summary Particulars
	Count / Details

	Total checkpoints audited
	
	Conformities (C)
	

	Non-conformities (NC)
	
	Not Applicable (NA)
	

	Average IQAC rating (out of 5)
	
	Major observations
	

	Minor observations
	
	Good practices identified
	

	Overall audit conclusion
	Satisfactory / Needs Improvement / Unsatisfactory
	Follow-up audit required
	Yes / No



	










	Department: Examination Cell	
	Auditor: 
	Date:

	Process: Examination Cell
	Name of the Person Audited: 

	INPUTS: Academic Calendar, Examination Regulations, Curriculum, CO-PO-PSO Framework, Student Records and Assessment Guidelines
	OUTPUT: Examination Timetables, Hall Tickets, Question Papers, Invigilation Allotment, Seating Plans, Evaluated Answer Scripts, Results, CO-PO Attainment and Result Analysis
	OBJECTIVES: Timely, transparent, fair and accurate conduct of examinations and declaration of results

	Key Documents / Records to be Made Available:

1. Academic calendar; examination regulations/manual; SOPs; approved notifications; process map; risk register; document master list.
2. Timetables; exam notifications; registration lists; eligibility statements; fee records; hall-ticket issue register; ERP extracts.
3. Setter appointment orders; paper-setting records; blueprints; moderation/scrutiny sheets; question paper custody and movement registers.
4. Hall allocation; seating plans; invigilation duty charts; attendance sheets; malpractice register; practical examination records.
5. Internal assessment policy; mid-term papers; answer scripts; CIE mark lists; submission logs; course files; CO mapping records.
6. Valuation orders; examiner allocation; bundle registers; key/scheme; valuation attendance; moderation records; marks tabulation sheets.
7. Result committee minutes; result gazettes; publication records; result analysis; pass percentage; success-rate and completion reports.
8. Grievance policy; answer-script copy/revaluation/recounting registers; disposal records; certificate issue and correction registers.
9. NIRF data capture sheets/submissions; NBA SAR evidence; NAAC evidence files; student master; approved intake; graduation and result records.	



 E: evaluation: 1 = conformance    2 = Non-conformance    N.A.: Not Applicable

Controlled Copy

IQAC Coordinator
In-charge

AuditorISO-EOMS: 21001:2018
Registrar
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