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I. PREAMBLE

Rajiv Gandhi University of Health Sciences, Kamataka is a premier health sciences

University in the country. It strives to maintain a high academic standard and quality of

education. University examination is summative assessment at the end of the academic

year to evaluale whether a student has acquire a necessary knowledge, skills and attribute

to be a competent health care professional. As the stakes in these examinations are very

high, so it is mandatory to maintain a great degree of accuracy, reliability, integnty,

consistency and uniformity. To achieve this goal Rajiv Gandhi University of Health

Sciences keep reviewing and revising the examination regulation from time to time to

meet the new challenges and demands of emerging assessment methods. This revision of

examination manual is a step in this direction.
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l. Registrar (Evaluation)

2. Deputy Registrars (Evaluation)

3. BOAE

4. Assistsnt Registrars (Evaluation)

5. Section Ofricers

6. Case Workers

7. Computer Operators

E, Chief Superintendent

9. Deputy Chief Superintendent

10. Coordinators

I l. Room Superintendent

12. Invigilators

13. Oflice Staff

14. Observer / Squad

15. Custodiao

16. Head of the Department

17. Examiner / Evaluator

18. Expert Assistant

19. Attender

20. Security

21. Transportation Personnei
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Annexure to Notification No, R (E) Examination
MANNUL/52l96-97 Dated 24.05.1997

WORK TO BE ATTENDED BY THE OFFICE OF THE REGISTRAR
(EVALUATTON)

The Registrar (Evaluation) shall abide by the acts and statues ofthe University

I . Shall be in overall charge on behalf of the Syndicate, of all matters relating to the
conduct of examination, announcement of results and conferment of Degrees at the
Convocation.

2. Shall be responsible for keeping the Syndicate informed of all matters connected
with examinations by bimonthly reports$

3. Shall be responsible for the maintenance of all the Regulations for the prescribed

courses of study and scheme of examinations relating to various courses of the

University and shall ensure that they are properly observed in affiliated colleges.

4. Shall arrange to supply the copies of approved Syllabus, scheme of examinations
and the list of books prescribed by the Boards of Studies and approved by the

Academic Council to the Boards of Examiners and paper Setters.

5. Shall issue notifications inviting applications from the candidates for Examinations,
fixing the date ofcommencement of examination 90 days in advance.

6. Shall prepare the detailed time tables of all examinations and arrange to notifo
them in the resp€ctive colleges 30 days in advance of the commencement of the

examination.
7. Shall intimate the declaration of centers of examinations in theory and

practical at least 15 days in advance to the commencement of the date of
examination.

A. Important duty: Registrar (Evaluation) shall ensure the following:
l. Shall maintain confidentiatity in the examination section and sanctity of the

examination
2. Calendar of events should be strictly followed
3. Scrutiny of examination application forms of candidates and the statements sent

fiom the colleges at least 15 days in advance to the commencement of date of
examination, on the fallowing items:
(a) Name of candidates including correct spelling and initials (as per admission

section).
(b) Scheme and subjects offered at the examination by the candidate

(c) Fee paid in respect of number of subjects appeared by a candidates should be

verified.
(d) In case of repeaters, subjects, month and year and exemptions if any, of the

previous examination has to be verified.
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(e) In case of carDr over system checking cross reference in respect of candidates
appearing simultaneously for a particular examination along with other subjects
ofthe previous.

4. To prepare the list of candidates and make it available to examination center.
5. Formation of question bank/ question paper bank and ensure confidentiality (for

details see Notifi cation).
6. Confidentiality of results to be ensured (see Notification)

B. Maintenance of records:
a. One set of candidates lis! perlaining to each examination duly bound and

labeled.
b. One set of result sheets (ledger)/ e-filing and folder maintenance pertaining to

each examination duly bound and labeled.
c. Registers relating to statistics of passes and failures examination wise and

subject wise catalogue ofthe above records.
d. Printing ofmarks cards, candidates' lists, degree certificates and etc.

7. Preparation ofnational merit scholarship, lists in collaboration with the University
grants commission, state youth board etc.

8. Preparation ofthe list ofprofessional lapses and irregularities committed by the
evaluators/ examiners and others

9. Arrange for re-totaling/ photo copying/ NA mismatch correction of valued answer
scripts on request by the candidates

10. Adequate supply ofanswer books and various other forms to the examination
center.

11. Dealing with malpractice cases detected before, during and after the examination.
12. Dealing with matters pertaining to the fixing of remuneration for the staff of the

section for the various items of extra work connected with the examination
13. Work related to convocation as under:

a) Preparation ofeligibility lists for convocation faculty wise and year - wise.
b) Receipt and scrutiny of applications for conferring degree in person and in-

absentia
c) Preparation of lists of rank holders, medalists and prize winners.
d) To get the list of qualified candidates verified by the Dean of the faculty

assisted by Chairperson BOS UG and PG.
e) Call for objection for the lists of rank holders, medalists and prize winners

well before the pre-convocation AC meeting.
f) Ceremonial events, minute-tG.minute programs, conferring of degree

g) Distribution ol degree certificates in person and in-absentia.
h) Verification of the issued degree certificates to the various Institutes/

AgencieV HRD/Embassy/etc

14. Shall appoint the chief superintendents, observers/squad to the centers of
examination.

15. Ensure the appointment of examiners and completion of examination within the

stipulated time.
16. Responsibility should be fixed to a person not below the rank of Section Officer for

dispatching of answer booklets.
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17. Appointment of verifoing officers from faculty of various affiliated Institutions for
coding section.

18. Responsibility of taking Part-l slips after the verification from the Assistant

Registrar (Evaluation) immediately after verification and keep under his custody till
the computation ofresults are taken.

19. Shall be responsible for the receipt and maintenance of marks data ofthe students.

20. The proposal of revision ofthe remuneration related to examination activities to the

syndicate for approval and implement such approved remuneration.

21. Shall arrange for the computation and announcement of provisional results

expeditiously and arrange for the distribution of marks cards to the colleges

simultaneously.
22. Shall issue duplicate marks cards, consolidated marks cards, rank certificate and

correction of mistakes in marks cards subjected to the fulfillment of required

documents.
23. Shall take appropriate action subject to regulations in cases of shortage of

attendance. Shall exercise all these powers subject to the general control and

supervision of the vice-Chancellor.
24. tssue of permission letter to otherwise abled students for scribe (see Notification).

25. Shalt place the examiners list prepared by BoAE before the Syndicate for approval

at least 20 days before the commencement of examination.

26. In case of defective answer scripts (duplication of bar codes, secret number errors,

less number ofpages, disorders of the page number, stitching errors, tom sheets erc)

identified by the students/ center but not by the coding section, action shall be

initiated against the vendor as per the rules and regulations with the knowledge of
Vice-Chancellor.

27. In the event of identification of defective answer scripts like umpering, stitching

errors, less number of pages by the coding section or verification officer, invariably

an enquiry has to be initiated to establish the cause ofsuch defects.
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DUTIES AND RESPONSIBILI TIES OF DEPUTY REGISTRAR
(EVALUATION.IDR(E)I

The Deputy Registrar (Evaluation) shall abide by the acts and statues of the University

The Deputy Registrar shall assist the Registrar (Evaluation) in all his duties and attend to

any other duty entnrsted by Vice-chancellor/ Registrar @valuation).

Subject to the general control and supervision ofthe Regisaar (Evaluation), the Deputy

Registrars (Evaluation) shall have the following powers and functions, duties and

responsibilities:

l. With the approval of the SyndicateAy'ice-Chancellor, the Deputy Registrar

(Evatuation) shall issue Notifications inviting applications, fixing the dates of
commencement of examination. DR(E) shall arrange to issue these notifications

well in advance.
2. Shall invariably be present during the QP transmission and duly attend to the

problems raised out of QP transmission
3. Shall immediately solve the problems related to QP and its transmission in

consultation and advice of the RE

4. Shall instruct the AR and SO to record the problems raised as mentioned in 3 and

also he shall record the solutions and keep them ready for the signature of the RE on

that particular day itself
5. Any tapses in the transmission, confidentiality the DR AR and SO of the QP section

will be held responsible equally
6. Shall prepare the detailed time-tables of all examinations and of all courses in

consultation with BOAE and notifu the same as per the calendar ofevents.

7. Shall assist in finalizing the list of theory examination centers prepared by the SO

and AR
8. Shall select the flying squads in consultation with the RE just before week of

beginning ofthe examination and shall keep it confidential.

9. Shrl prepare the list of centers to be visited by the flying squad in consultation of
RE and disclose the destination of the squad only in the morning to the concemed

squad
10. Shall ensure that the practical answered scripts ale received and stored in a orderly

way, under no circumstances the same will be handed over to the computer section

without the approval ofthe Hon'ble Vice chancellor

I l. Shall receive the indents prepared by the SO and AR and send it through the proper

channel to the procurement section well in advance

12. Shall declare and notiry the centre of examinations for both theory and practical,

well in advance of the commencement of practical examinations after going through

the list prepared by BOAE submitted by AR
13. Shall arrange and supervise the preparation of list of students who does not fulfill

the criteria for appearance of examination and submit the same to the RE

14. Shall arrange and supervise the scrutinisation ofthe examination application and the

statements sent by the respective Departments/colleges with reference to the

records maintained at the office of the Registrar (Evaluation) and with that of
computer section.
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15. Shalt supervise and ensure the process 
-of 

release of application^ and admission
^- 

,i"[", aJU".ompleted at teast 20 days before the commencement of examination'

t6. i;;ii-";".c" una ,rp.*it" tt'" prlparation of the subject wise' date wise' and

examination *ir. ,tut"."ii oi 
"*aiaut"t 

who are taking the examinations and

fumisn same to tfre Registrar (Evaluation) one week in advance'

17. i;;ii;;tp.nsible For il';"p"t rnuint"nan"" of the following records in the

Section.
(a) One set ofcandidates" lists' examination-wise

ibl one set of result sheet, examination-wise

18. Shall supervise tt" p,"pu'uiion of indenc for requirements towards the conduct of

examination well in advance and submit the same to the Registrar (Evaluation)

biannuallY.
rS. S;ii.Jrt"t-certiff the bills and utilization of requirements and submit the same to

the Registrar (Evaluation)'

20. Shall assist the Registrar (Evaluation) in supervising for the proper distribution and

disposal of day-tc{ay tapnals in the Section

21. Shall assist the Registrar ('f'aluation) in issue of Marks cards' Provisional degree
-' 

"".,in"",", 
Oegree certificate, I{ank certificate' Duplicate marks card' Duplicate

i"g."l-"""rrt"?,", Duplicate provisional degr-ee cert^ificate' Verified documents'

Transcripts, Certificate "GtlJ;;;'-"g'.vloi"* 
or instruction' Genuineness of

certificaies, Attested copies of the syllabuV certiticates etc'

22. Shall assist the Registrar lEvaluat'ion) in arrangement of preparation of statistics

relating to the number of'--Jiatt"t 
't"gistered 

for 
.the 

examinations / passed in

""i.ri "*".i"*ion 
subject wise, college wise etc and maintain the same'

23. Shall facilitate ro, 
"on'"ninf 

tit" 
'niting't 

of mal-practice enquiry committee/

Professional misconduct "t-if*""1 
*y tu-ttt committie formed with the orders of

honorable Vice-chancetl-o-r-'unJ tf'ai place the relevant records before the

committee.
24. Shatl supewise the computation of the results' other post--examination worh and

announcement of.esults on the due date under the instructions of the Registrar

(Evaluation) and take necessary action'

25. Shall along with th" il;;;l R"gistrar (E) attend to the re-totaling of valued
"- 

,"Jp"l 
""i"ction 

of Ne mlsmurcn La any redressal of grievances students, under

written orders fiom the Registrar (Evaluation)'

ZO. itratt assist Registrar (Evaiuation) with the work related convocation

27. Shall assist the n"gittt"t'ie'"i*tionl to place before the Syndicate the 
'Panel 

of

Examiners prepared uy mJ s"il "i Studies and the list of examiners selected by

BOE for its hnal approval for ensuing examination'

28. Shall be the Custodian ;;X th" Oriinances approved by the Syndicate related to

examination section.

29. Shall prepare and supply relevant extracts from the above said Ordinance for the

"' 
;#;;';;-uenent'"r ,"r".r ofticervofficiats entmsted with any kind of

examination work/assignmenL

30. ;;;ii';6;" u ri., Jr uui*'ot' for dissertation from the panel of examiners
" " 

"**ifv 
J"i,tt the assistance from Assistant Registrar (Evaluaton)'

I I . e"V ,.iiti". J th" ."rutt, on"e declared' DR shall be held responsible for proper

and correct reasons for such revisions'
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32. Any revision of the results once declared, DR shall take atl the necessary approvals

before such revisions.
f3. On ofthe computer section shall receive the Part-l slips from the RE only after 8570

ofthe valuations are over in the respective course/faculty'

:q. O[.f tft" computer section shall hand over such received Part-l slips personally to

the system analyst ofthe Part-I scanning section

f S. On 6f tf," 
"o.put", 

section shall 
'up"'-*it" 

the scanning of the Partl slips till its

completion.
:0. on li tn" computer section shall receive the list of Mismatches prepared by the
-- 

Sy*". analyst of the PartJ scanning section with proper written explanation and

rrrb.it th" same to the RE for further directions

37. DR shall receive the secret number (which links the code ofthe answer booklet and
- ' ' 

,h; ;"gi"", number) from the RE and hand it over to the result processor (system

unuty.i) p"oonutly, only after the completion ofthe Part- I scanning'

38. Shatl receive the Part-l scanning data from the RE and then hand it over to the result

processor in the result section

39. Shall ensure that the 5% oithe results processed in every course are checked and
" - 

r"*JU, him randomly before the results are taken for the approval to annolnc.e

+0. Sfr"ti 
"r,.,r." 

that the 50% ofthe failed results are verified with the data received and
- 

sign"a ry himftrer before the results are taken for approval to announce

41. 
-li 

the coding section, he/she shall supervise the proper' timely receivable of th1- 
;J;; boo-klets / invigilator dairy/ observer reports/ flying squad reports/ MPC

booklets/CCTV recordings and etc from the examination center

42. i; th; coding section, he/she shall supervise the records for the 32 and their

maintenance.
43. Shall ensure that the proper approvals are taken before the disposal olany scripts /

anything received from the examination centers

44. Sh;ll in addition to the above duties do any other duty entrusted to him by the

["g1."* eraluation), Vice{hancellor, and carryout the above duties'
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DUTIES AND RESPONSIBILITIES OF ASSITANT
REGISTRAR (EVALUATION)-IAR(E)I

The Assistant Registrar (Evaluation) shall abide by the acts and statues olthe University.

General duties

l. Shall discharge all the duties and responsibilities entrusted to him by the Registrar
(Evaluation)/ Deputy Registrff (Evaluation) with their knowledge.

2. Shall exercise general control over the section including supervision and co-

ordination of wodr, discipline of staff and punctuality of attendance.

3. No correspondence shall be kept pending without appropriate action for more than

three working days in the section.
4. Shall main copies of notifications and ordinances issued time to time by the

authority section.

Pre-examination

l. Shall att€nd to release and scrutinisation of application forms.

2. Shall prepare the schedule of theory and practical examination with assistance from

Section Officer.
3. Shall prepare the panel of examiners, co-ordinate with the members of BOS &

BOAE with assistance from Section Officer for apPointrnent of practical examiners

and selection of practical examination centers
4. Shall update the details of panel of examiners in respect of all the details like

designation, address, age etc.

5. Submission of the appointrnent order of examiners and get it approved and signed

by the RE and Hon'ble Vice Chancellor
6. In case of decline of examinership by any of the examiners, a list of altemative

examiners shall be prepared and submit it to DR (E) for consideration and such

altemate list has to be kept ready along with the main regular list of examiners.

7. Shall obtain the statistics from the concemed Section Officers and with the help of it
prepare a list of provisional theory examination center and submit it to the Deputy

Registrar (Evaluation).
8. Shall prepare a list of Observers/ Squad drawn from the panel of eligible Faculty in

consultation with Deputy Registrar (Evaluation).

9. Shall prepare the list ofpanel of dissertation evaluators from the panel of examiners

and submit it for approval from the comPetent authority.
10. Shall submit the list of students who have submitted the dissertation and who have

not submitted the dissertation to the computer section through RE

ll.Shall ensure that each dissertation evaluators will get not more than four
dissertations.

12. Shall follow up the progress of dissertation valuation and ensure that the process is

completed three months before the commencement of theory examination including
those dissertation submitted late.
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13. Shall communicate the result of evaluation of the dissertation to the candidate and

the Guide within fortnight ofthe receiving ofthe result ofevaluation'

r+. itul pi"pu.e a final list of accepted/ non-accepted list of dissertations with

assistancc from Section Officer and submit it to the computer section through proper

channel before the release of examination application'

15. Shall prepare the timeline for the valuation oftheory answer scripts'

16. Shall 
^coilect 

and maintain the statistics and relevant documents related to mal-

practices from coding section to submit it to malpractice committee'

17.'S;li p."pa." th" ag*enda with assislance from Section Officer for both MPC and

PMC meetings'
f A. ihull 

"rrru."-th" 
communication sent to the memhrs of MPC/ PMC and to the

respective Colleges/Students/Faculty'
f S. idfl prepare thJ minutes of the Mi,C/ pMC meeting within 48 hours and submit it'- 

i"r .ig;*"s of Committee Chairperson/ Member Secretary ' The same shall be

commLicated to the Computer Section through proper channel'

20. Shatl supervise the functions of verification section/practical section

Post-examination

1. Shall supervise & verifu the results processed by the computer operator/system

analYst

z. ir,"ri personally verifi 10% ofthe results processed for its correctness with that of
- 

,f," auiu and certifu thl same before taking the approval for the armouncement of the

results
:. Siutt p"rro.,ully verifu the l0% of the failed results with that of the data and certifu
- 

it. t"ir" Uefore tating ttre approval for the announcement ofthe results

4. Shall ensure the timely priniing and dispatch of Marks cards' Provisional degree" 
"rrrin"ur", 

Degr"e 
"e.tificate, 

hant certificate, Duplicate marks car4 Duplicate

a"-gt"" 
"ettin.it", 

Duplicate provisiorral de-gr.ee cert^ificate' Verified documents'

irinrApt, Certificate of good standing, M"9'l- of instnrction' Genuineness of

certificaies, Attested copies of the syllabus/ certificates

s. ii *iff be ihe responsitility of Assistant Registrar (Evaluation) for receiving the

answered booklets along with Section officer'

O. St"ff p."p*" center w]se and QP code wise statistics related to the number of

answeied'booklets, absentees booi<lets and discarded booklets received and submit it

to DR (E) before 12.30PM of the next day during examination period'

z. sr,at be in_charge ofverification, coding section and shall supervise the activities of

the Section.
S. ihalf prepare the list of digital valuation centres (among those who fulfill the
"' 

[qui.J.Jn" of valuation ."it "; *d follow up rhe process of evaluation and the

completion of the same within the stipulated time'

9. Shali verify the details of all QP codes and also maintain the documents related

present/absent/Malpractice cases'

l0.5hall submit all the relevant documents and objective material evidences related to

frtaipructice cases to Registrar (Evaluation) within one day of the completion ofthe

theory examination.
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I I . Shatl scrutinize the CCTV recording of att the centres where MPC/ PMC has been- 
Ljr,"a and shall prepare and subm]t the report within a week of the completion of

theory examination of each course'

12. ihall'ensure that answered scripts given for scanning should be received back on the

same daY.

13. $;l fuia" -a supervise the Section Officer in orderly stalking of answered

booklets for easY retrieval.

14. ahau errrure that disposal of any documents/Files as per the notification should be

done under the discrition of Deputy Registrar (Evaluation)

fS. ii"ff ensure that disposal of answereJ booklets as per the notification should be

done with the priori aiproval from the administrative authority'

16. ailll attend to any audit objections raised with the assistance from Section Officer.

DUTIES AND RESPONSIBILITIE S OF SECTION O
(so)

The Section Offrcer shall abide by the acts and statues ofthe University'

FFICER

I . Shall have complete knowledge ofthe section

Z. iit"ff exercise general coritrol over the section including supervision and

coordinationofworks,disciplineofthestaffandprrrrctualityofattendanceunderthe
guidance of Assistant Regisrar (Evaluation)'

r. sr,lt ensure that all communications received in the section are accounted for and- 
u." i.ougt t to the notice of Assistant Reg.istrar (Evaluation)/ Appropriate officers

promptly.
a. 'shall 

not keep any correspondence pending without appropriate action for more than

three days.

5.Shallscrutinizethecasesputupbytheassistants'withparticularattentiontothe-u."*,.yofactsandstatutesnoted.Thesubmissionfilesshouldincludeproper

."fe.enJe to Page and paragraphs of the correspondence' There should be an

independent offrce note in each case of submission'

6. Shali see that all cases are submitted for orders with in three working days of the

receipt of the cases.

T.Incaseofanydelayindisposingofthecaseswithinthetimeasstatedabovewillbe
tre"ted as lapse and ."piition of such lapses for more than three times shall be

treated as misconduct, dereliction, negligence and or incompetence and officer shall

be liable for being enquired as per service rules'

8.Shallpersonatly-attendtoconfidentialandimportantcasesandbeinchargeofthe
custody of concemed files.
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9 Shall scrutinize and supervise in particular the following registers maintained by

each case worker-
a. Personal DairY
b. ReceiPt and DisPatch Register

c. WeeklY and monthlY arrears list

d. Candidates list
e. Result sheet

f. Progress chart
g. Work Chart
h. Other files and Register

10. Shall work particularly on pending cases, issue timely remmders and obtained order

DUTIES AND RESPONSIBIL ITIES OF SYSTEM ANALYST
(SA)

for further disPosal.

I l. i;;h.;";p*sibility of the Section Officer of the coding section to identifo. the
' ' ,J-""r,iri of the part-l slips and bring it 1o the notice of AR (E)/ DR (E)/ R(P)

12. Section Officer of the upa'l section ihall enswe that no dissertation should be

received after prescribed due date'

13. ;;"ll kil abreast with tt. *"t.;t"t of Apex bodies and bring it to the notice of
'- 

iigrr". 
""ittdties 

if there is any new notification immediately'

f +. ifr?i attend to any audit objections under the guidance of Assistant Registrar

(Evaluation).
15. !h"ii ,ubmit th" list of strrdents who have submitted the dissertation and who have

not submitted the dissertation to the AR at least three months before the start of

theory examination
ro. in *i" oi*v disobedience to the officerJ Superiors, any delay in disposing of the
'-' 

"*", 
*i t i"it e stipulated time shall be treated as a lapse of duties on his,trer part

"J.ep"tition 
of such lapses for three times, the same shall be treated as misconduct

and dereliction ofduty, negligence and/or incompetence and he/she shall be liable

lor being enquired as per service rules'

The System Analyst shall abide by the acts and statues ofthe University'

The System Analyst is hereby reminded that he/she shall be heading the most sensitive

,""ii.i, "i,tr" 
examination. Any breach in the softwares/ lapses in the Department the

System Analyst will be held responsible direct\'

I . Shall be head of the section and takes care of all computerized examination

activities from enrollment to convocation and including the following activities'

z. ii"ii 6" t"tp""sibte for integnty, honesty, confidentiality' accuracy and efficiency

of the comPuter section.

f. itratt be responsible for establishing' coordinating and maintaining a set of
-' 

op"*tionut u"tivities and services pertaining to the examination'

+. iiall be responsible for performance of recurring operational task and supporting

andmaintenancetheinliastnrctureincludingservers,workstationsetc.
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5. Shall supervise process review and improvement' program planning / Management'
-- 

"p"Ji.'"d 
,"quir"rr"nt , system requirements etc' from time to time with recent

updates.
o. i'nuiiioot un"r system development / customize / integrate and training'

;. ;;;ii o"nn" *t*"r" requirements' specifications and guide program design and

development with the help of domain krowledge from the expert'

S. it ull be responsible for evaluation and design of technical architecture' software

and hardware.

e. it uf i -ufyo the problems in execution and development of software' guiding'

defi ning, program parameters and specifi cations'

10. ai;ii ,.ia".t I" ,.,utyris of current software products and determine approaches
- - 

rrtri"fr *ifl improve ihe user interface, performance anl integnty'

t l. ifratL create logical and innovative soiutions for complex problems working closely
^ ' 

;i,h-,il;t g.immers and different end user to ensure smoolh flrnctioning'

rz. sr,"ir ensurJthat the calendar of event/ notifications is adhered to, deadline met.

i;. si;;ii prouiae ttaining to the new users ofthe new systems in front hand onlv'

i;: Si;;ii irovide Part-l Jata ofeach Course bv merging with bar code to the computer
^ 

,""aiorv shall provide withheld result-Part-l data as and when asked through proper

channel.
f S. il"ff iJlrtify the wrong bar codes extraction' duplicate bar codes' duplicate register
- -' 

nr.U"r, *i should bring them to the notice of Higher authorities for suitable

action'
16. Shall collect all the back files of each examination'

i;. ;;; ;i;","h of Part-l ,tip, tttutt ut utought to the notice of Registrar @valuation)

only. immediately after detection'

lS. a#i not revise tire results once announced without the appropriate administrative

approvals.
19. ii;ii;;yr" the requirements and produce the indent annually'

;6. il;ii ,eriry *a 
"oo""t 

the student data with respect to wrong shading of Register-
- - 

nurnU"rs urra Qp .oa", after establishing the fact beyond doubt with prior approvals'

21. Shall ensure the correct entry ofNa m[match maris after physical verification of

answered scriPts'

ZZ. in 
"*e 

of -y disobedience !o the Officers/ Superiors' any delal in disposing of the

c-a"es*itt,i"-tr'"stipulatedtimeshallbetreatedasalapseofdutiesonhiVherpart

"i-Ji"f"titio, 
orsuch lapses for three times, the same shall be treated as misconduct

and dereliction of duty, negligence and/or incompet€nce and he/she shall be liable

for being enquired as per service rules'

16



The Computer Programmer shall abide by the acts and statues ofthe University'

The principle function of Computer Programmer (CP) is to apply lnowledge of 
..

p."gl"-.i"g 
""hnique" 

and Jomputer iystems to write and execute a specification

undir the guidance of system analysts'

l. Shall observe integrity, honesty, confidentiality' accuracy and efliciency in all

activities of computer programm ing'

Z. ifrafL e.tabfisfr deuited p.Ignm splcificatiorrs throush discussions and documents'

;. il;ii a"r"top,r.". irl"riry?taufu for the Computer Operators under the guidance

of SYstem AnalYst.

+. Shail ensure unintemrpted functioning of network and systems'

5. Sh;ii create sample data sets to check the output and to verif whether the program

works as intended.

6. Shafl seek out problems and correct the progfirms as necessary' install the progrzrms

and conduct final testing'

7. Shall study the computer printout like checktists' results sheets' ledgers' marks

cards, degree certificates io' 
""turuty 

before dispatching to the concemed Ofiicers'

s. i;ar'ukJ tt"pt for conslant updating of backups/ data and programs'

9. Shall guide the ope.ators to ntn the irograms a-nd allocate the roles time to time to
-' 

,fr. .G*,.* to get the *oit atn" a.t pJt ttt" calendar of events and adhere to the

time ichedule laid down by the authorities'

10. In case ofany disobedie# to tt't Offt""ty Superiors' any delay in disposing ofthe

cases witlin the stipulated time shall be treated as a lapse ofduties on his/her part

and repetition of,u"n fupt"t ior three times' the same shall be treated as misconduct

and dereliction ofauty, i"giig*te and/or incompetence and he/she shall be liable

for being enquired as per service rules'

DUTIES AND RESPONSIB
PROG

DUTIES AND RESPONSIB

ILITIES F COMPUTER
R CP

ILITIES OFCOMPUTER

The Computer Operator shall abide by the acts and statues ofthe University'

Computer operators shall carry out the following works under the guidance and

supervision of System Analyst/Programmers:

l Shall observe integrity, honesty' confidentiality' accuracy and effrciency in all

activities of computer operation'

Z. Sfraff schedule and co ordinate daily computer operations'

t: Sil;ii ensure that all upauting *t done as per the corrections indicated by the

verifiers or users before taking printouts'

4. Shall issue problem reports andlelp programmers debug associated software

aPPlications.
5. Shali maintain routine records and repot to Programmers'

t7
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6. Shall discharge all works assigned to them by the System Analyst/Progammers-' 
-

7 . In case of any disobeaience io"the Offrcers/ Superiors, any delay in disposing of the
' 

."*t *f,ttfr rf,e stipulated time shall be treated as a lapse of duties on his/her part

uiJ."p"tition of.rr"h lupt"t iot th'ee times' the same shall be treated as misconduct

and dereliction of auty, negiigence and/or incompetence and he/she shall be liable

for being enquired as per service rules'

DUTIES AND RESPONSIB ILITIES OF DATA ENTRY

OPERA TORS (DEO)

The Data entry operator shall abide by the acts and statues ofthe University'

The data entry operator shall carry out the following duties:

l. Shall observe integrity, honesty, confidentiality' accuracy and efficiency in all

DUTIE S AND RESPONSTBILITIE SOFOFFICE STAFF

The Assistants/ Jturior Assistants shatl abide by the acts and statues of the University'

A. Assistants/Junio r Ass istants

activities of data enEy operatlon'

z. ii"ii *i"a"le and co-oidinate daily operations like data entry or uploading or

scanning of data/processing of scanned data'

l. ii,"iii."ar tne updating irictuaing the data entry and make sure that the corrections

are transferred perfectly in to the computer database'

a. ii"ii t""p r* of all data entry op"'"tiont and reporting to the computer operator

for further action'
s. iiii."".it" and maintain all the documents for data entry or scanning from the

concemed authorities.

6. Shall report any dala entry related problems to the operator for rectification before

closing ofthat work.

7. In case of any disobedience to the Officers/ Superiors' any deiay in disposing of the
' 

."t* *i fti, ttte stipulated time shall be treated as a lapse of duties on his/her part

unJ."p"titio., of ru.tt tupt"' t'ot ttoee times' the same shall be treated as misconduct

and dereliction of duty, ne;iigence and/or incompetence and he/she shall be liable

for being enquired as per sovice rules'

l. Shall submit the proper file with relevant papers and references within three
' ;;;Lil;rt oi."""lpi or 

"^"s' 
Urgent cases shall be attended to on priority basis'

2. Shalt carefully examine ""*t 
*ittt"*f"tence to rules ,and 

precedents and shall be
- 

p"^.""ffy ."sponsible for the facts mentioned in the office note'

3. Shall maintain personar t"git1"i *a upto-date entries regarding submission of files'

disposal of paperr, p.og,"Jt -d *otk 
"harts' 

candidates lists and r€sult sheets etc''

it li aro -uintuin ihe iecords neatly compiled in proper files'

l8



4. Shall compare typed fair copies with approved drafts and attend to the prompt

r. ti:X,T:Xl:'doi;o., ,".,in, or application. rorms received riom candidates and

prepare a .o.r"., .*,"'n"n' Ii "*aiaut"t 
taking the examination' noting the correct

name, subjects orr"."a, tuillt"-"""tft"a' y"ui or 
"xemption 

with register number'

a 
rJrTi"*;re 

to print the candidates, lists under orders of superior offrcers. and

disDarch them to the "".;;i;;;rations 
as per the dates fixed in accordance

;il il ffi;".. Si"ff also ensure the proof reading of printed lists.

7. Soon after the results of uJoot 
"'utinati'ons 

are declared' shall prepare a statement

containing the number "i 
f;1";;; ;;ber of register numbers marked for later

annoturcement/ N* tt*"tt, 
- 
*ittt-h"la "^"t 

and take appropriate action as

exneditiously as possible to clear all such cases'

8. ;i:iru;;i"rg! "r 
p*i"Jt e*amination' shall prepane and anange to publish the

eligibility list of candidatJ;t-g ;;;;ination within 60 davs from the date of

announcement of results'
g.IncaseofanydisobediencetotheoffrcerVsuperiors,anyde]ayindisposingofthe

cases within tt e stiputat"i-ti*" tftuft U" treated as a lapse of duties on his/her part

and repetition ofru.f' r"pl"t iot tt't"" times' the same shall be treated as misconduct

and dereliction "r 
a"y, rr"gf ig"t*'ut'd/or incompetence and he/she shall be liable

for being enquired as per service rules'

B. StenograPhers (SG):

The Stenographer shall abide by the acts and statues ofthe University'

l.Shallattendtotakingdowndraftsgivenbyofficersandthetypingwork.Shallalso
assist other typists ofthe Section'

2. Shall ensure ttrat no urgerit-c'ases are delayed or kept in arrears beyond 3 working

davs.
,. ;il"ii attend the meetings of committee or conferences draft and report the

proceedings of Committees or conferences'

4. Shall maintain ,f," p"^t rf"iir.y "i 
*"* done; day-to-day noting to f']t.l{'b:t:

the case, and number t?'p"g* typ"a on each day and submit personal diaries to

superintendents for weekly checkup'

5. Shall be personally responsible for maintenance of accuracy of cases attended by

them.
6. Shalr preserve and maintain confidentiar records and other papers which are given to

his/her personal .r$"d;by il;i';;;fl':."t and maintain dairy ot files received and

sent, besides, rnaintti"infi'e 
'ecords 

of interviews and other correspondence'

7. Shall be responsible fo" tft" ptop"' maintenance of the Computers and other

machinerY undsl thsil srrstodv'

8. tn case of any disobedieiJ-t'o th" ofii"tt'/ Superiors' any delay in disposing of the

cases within ttre stipuUtJ time shall be treated as a laose of duties on his/her part

and repetition of ""f' 
fu!J"' fot tf''"" tit"'' ttt" same- thall be treated as misconduct

and dereliction of duty, negligence and/or incompetence and he/she shall be liable

for being enquired as per sewice rules'
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C. TyPists

The Typist shall abide by the acts and statues olthe University'

I . Shall attend to all the typing work of routine nature' Shall also ensure clear' neat and

accurate typing and pto*pt"*t"au'ce to work' No urgent cases shall be delayed or

kept in arrears for more than 3 working days'

2. Shall maintain p"oonut'iiui".-oi ,r"o*'aon"t make notes of day-to-day work'

records of submi,,ion of i'tL,-n*nu"' of t*"t uttended to' number of pages typed

"" "".f, 
aw *a submit weekly reports to the Section Ofticer'

3. Shall also be responsiui"-i"t'O"-pttp*r maintenance of the computers and other

machinery undgl his/hg1 custodv'

4. ln case of any disobedie;;';t ilt officers/ Superiors' any delay in dispos.ing of the

cases within tte ,tlpufut"alim" tftuff * t'"ot"d ^ a lapse of duties'on his/her part

and repetition oftutf'fuiJ"' iot three times' the same shall be treated as misconduct

and dereliction of auty,'*gfig*ce and/or incompetence and he/she shall be liable

for being enquired as per service rules'

D. Attenders/ Peons

The Attender/ Peon shall abide by the acts and statues of the University'

l. Shall carry files and papers within the Univenity offtce and outside as directed by

the Section Offrcers'

2. Shall attend to the pasting and sealing of covers and bags etc' to assist in the

disPatch of outgoing mails'

3. Shall attend to the Xeroxing and shall ensure.safe custodv of stationery etc''

4.Shallattend!othestitchingoffilesandassistthea".i.tant.inthearrangementof
records.

5. Shall ensure the proper cleaning of floor and frrmiture in the section before starting

"' 
Ii:a"ily *r* ani assist the anangement of books' papers' etc'

6. Shall attend to uf f trc"Jf't""s"items of *ork requrred to be done for the proper

and efficient functioning of the office'

7. Shall calryout any *tt"'"f "*"tf 
t"tldi'"ttiont given bv the officials of the Section'

8. 
'n 

case of *y ai'oU"ai"'"" tl-tf't Off'""t'l Surtriors'"any delay in disposing of th-e

cases within th" ttipd;;;; ;" tn"ff U" treated as a lanse of duties on his/her part

and repetition tf "th 
;;;;;; *t'"" ti-tt' tt'" same shall be treated as misconduct

and dereliction "f 
a'ry]"liJlfig"rr* and/ot i"compet"nce and he/she shall be liable

ior being enquired as per service rules'

F. Watchmen/SecuritY

The Watchman/Security shall abide by the acts and statues of the University'

l. shalr ensure the safety of au University properties in premises and prevent

unauthorized p""ot"- 
- 

o* entering into various sections of the Examination

,. 3fXffii'lT; theft, damases, loss etc'' of anv propertv in the premises'
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3. ln case of trespass' damage and loss etc' shall report the matter immediately to the

concemed officers'
4. Shall work in any shift allotted to them'

;. $;ii tu..y out -v instructions given-to them by the officials'

6. In case of any disobedien";;ti" off'""tt/ Superiors' any delay in disposing ofthe

cases within the stipulated tiir" tl"fi U" tt"ut"i ^ a lapse of duties on his/her part

and repetition oftutn fup'"t iot tf""" tit"t' ttt" same shall be treated as misconduct

and dereliction of duty, negligence and'/or incompetence and he/she shall be liable

for being enquired as per service rules'
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tv. DUTIESAND RESPON SIBIL

v.DUTIESAN D RES PONS IBILI

vI. METHODOFAPPOINTMENT. DUTIES AND

RESPON SIBIL ITIES OFE ERS:

The BOAE shall abide by the acts and statues of the University'

6. BOAE is constituted by the Honourable Vice-Chancellor and shall be approved by

the Svndicate'
, iliti'#:i*aiieast 45 davs prior to the theory examination'

R Shall carefullv *t"t' b";t[";"tt"J *a tl"tal examiners from the approved

pan"t ofexaminers bY the BOS'

9. Shall complete the appo'nti'"nt of 
"*u'iners 

in three working days'

10. Shall enswe that the t"rnltit'try 'i'JJa" 
n* Ut appointed for two consecutive

time as an int"rnut 
"*orniil"r. 

ft"i* ttt"ff be a break up for one year for next appoint

,, l'.:'il"#ii::ffiLnli.".*,".nul examiner ro the same college for more than two

times. except una"' ""*-'oJi"-y 
circumstances(Annexure- I 9)'

12. Shatl submit the d'ly 'i;;l;;iners 
list with the covering letter to the Registrar

(Evaluation) befo'" 30 dl';;i;;encement of tleory examination'

ITIES OF BOS

OAETIES OFB

The Examiner shall abide by the acts and statues ofthe University'

L Hi "i#llillti:ttfi l.#li""pp:i il ":T'l:: . 

accordin g to I i st prepared tv

BOAE and approved Uv'tf'" Synait"te' Persons whose names are not ln tne

""e;;J'tJ:il:::":,,lf llflii*:ii:**:m:1"*[Hff :::ff;
obtaining the Permtsston
;;;ffiil";"p"rted to the Svndicate at its next meeting'

11

The BOS shall abide by the acts and statues ofthe University'

I . Shall prepare subject wise exhaustive list of examiners lboth intemal and extemal)'

2. Shall ensure that the t;t"#;;;]"""i tr't'ra flrlriti the minimum criteria to be

, ii:Si';":'l:'[fi'H1,1 verito and "r*""t"]I::P"d 
rist prepared bv the

examination ,""tion 'r'o'ii 
t't#l 

'1 
irt* titt'e- listpreoared bv Bos'

4. Shalt a list of panel "-""r;r; 
;;;;;p,fi* ,raieiol valuation lcriteria differs)-

t i#:li:t':3; whose user IDs have been created shall be certified bv BoS

Chairperson before cornmencement of digital evaluation'



3. The examiners shall maintain strict confidentiality regarding their appointme-nt and

work in connection with ti-" 
"*"rnin"tions' 

Undir no circumstances the examtner

can decline the examination work'

a. Shall report examination centre on time'

5. Shall be unbiased/ i.d;il 
"i" ' 

l""iuuting the knowledge and skills of the

a. iff*lffi marks of exercise/ case wise shall be compulsorilv entered 'in the

practical answer booklets,'ott'"tt"it" tol"t aisciplinary action will be initiated as per

,. VHItJ HIL ar" to be entered on the viva-voce sheets bv all examiners for

everv candidate seParatelY'

* ;;;"miil;;;ildl ul.iry ,n" corectness of the Register Number entered in the

9. lntemal examine*r'u, tuiffili-r"tigii""* dairy for the PracticaU Viva-voce/

ro.;t'il"i1""'#;lll,i,,1it or the examiner and chief Superintendent '.o :*q :h'-

Practical answer booklets/ Vi'**"" tf'*o on the same day to the Registrar

(Evaluation) in case of nangafoti Coii"gtt' In case the examination process on that

dav sor detayed, ,h" *f;;;;" .".i-*"ir.mg dav .should 
69 5u[rnitted with

niifiation to Registrar (#ffii.;;. i; "*" or"rlor"rion strict disciplinary action

*rii u" ^ii*a * 
p"r professional misconduct rules' 

-

11. In case of Colleges t'tJ;";;;i;t"' tnt r*cti"a answer booklets/ Viva-voce

sheets should u" t"nt t''oufrl*i?t'fg#o 9:dT :"-s" same dav' ln case of

violation strict disciplinary" "T,i* 
*hr be initiated as per professional misconduct

12. H:;ractical/ vive-voce marks shall be jointly up.loaded.on the same dav at the end

of examination uy urr trtt l*Imi"t" *'pti tit: iJniversiw norms (Notification) ln

the event of 
"ny 

t*ot''"tiil"il;#l';-"*ner,with a letter from the chief

SuoerintendenU De"'v nit"ip^v'i'i*'"ttt;!i1 +9 hours of the examination should

oersonally appear before the Resistrar (Lvatuattonl'

t3.ihe examine, ,f,lt ,"port"toi?i;Regit-. (Evaluation) bV l*t^' "*t.s":l^1r^"
candidates o. ott 

", 
p"rron'* t i. uet atr approaching the examiner for any tavor or

writing letters "rc'' 
i"ai"uting' tf'" n"t"' of the 

person the code number of the

candidate, subject/paper ii"l SrtJi "i* send the- answer scripts of such candidates

J"Ig*i-ui'rrit""pJ"iotheRegistrar(Evaluation)forthwittt'

VII. THODOF APPO INTM ENT, DUTIES AND
ME
RES NSIB ILIT SOFEVALUATORS:IEPO

The Evaluator shall abide by the acts and statues of the University'

L The evaluation of answer booklets in rhe respective subjects is mandatory for all the

,. ii:Jtlffi?il"liu.inu,ton wiu result in the cancellation or guideship as per

Syndicate notification no'---' 
valuators should produce the

, "A'#il;;;*ion or-t*"' scripts on that dav the e

statement of eval*ri., ;;;;;'cr,i"i srp"rint"ndent/ Dean'/ Principav Director'
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4 In case of any erotic valuation (deviating from the scheme of valuation) strict

l'i'r"ipfi"..y ""ii.n 
will be initiatei as per tle decision of the PMC or as deemed fit

in the cases concemed

i'frrii."p.n," the Custodian of the concemed evaluation centre and affrx two time

.tg,"i*i *rtt ti-" una date (one at the entry in the beginning and the other at the

exit at the end).

5

INTMENT DUTIES AND RESPONSIBILITIES OFAPPO

The paper setter shatl abide by the acts and statues ofthe Universiry'

1. The question paper should be set as per the University curriculum'

2. Shatl maintain integnty, honesty, 
'and 

confidentiality in the process of question

24

PAPE,R SETTERS

paper setting.
3. Shall not
4.ShallfollowchecklistprovidedbytheUniversity(Notification)whilesettingthe

question PaPer
5. Shall ensure that the set papers carry correct name ofthe Subject' Title and Question" 

;;-"*; s"n".". (oti, N"*, its, etc.,), the title. and division/ section of the

lujoer. shall also ensure the proper incorporation of the duration of the paper, the

ffi;;;;[ urlon a to'"u"t question of the paper. If the question paper is

common to one or more schemes/coises, it shall be clearly indicated. Shall indicate

"i"ariy 
,t 

" 
ir"-ctions if any to the candidates.regarding the answering in different

section in different an"*"r book. or regarding the number of questions from

different sections to be answered. Shall affix signature on each page of the question

paper manuscriPt without fail'
O. 

-St,utt 
not use abbreviations in the question paper'

t. ah;ll write the questions legibly in Ini or type personally' they shall -avoid' 
"JJiir.rr, 

alterations *d "*J*"r. 
Abbreviations must be avoided. special care

shall be taken in the deliieation of mathematical signs of index figures' Shall

*orko.,t th" numerical problems before including them in question papeJs' 
.

8. Si;ia;;"J personally ttt"r" qu"'tion pup"" tolht R"gistrar (Evaluation) throueh

insured Registered post ily nurnt to the- Official address' The word

licoxrronilel" should be boldly written on the envelope

9. Shall write the questions in the blani booklets specifically supplied for the purpose

Uy tit" Uni',r".sity. The questions should be written clearly and legibly'

10. Shall submit the Scheme oi valuation to the Custodian before commencement ofthe
'- 

;;lril;" and the custodia., shall distribute copies of the same to all the valuers of

respective subjects for inlbrmation'

1 1. In ;y eu"nt of dis"los,re of such question paper by-the Pap€r setter is. subject to be

removed from the teachers list of University and will not be considered as teacher in

unv or t " affiliated Institutes and will alio be subject for the legal procedings as

deemed fit bY the UniversitY'



VI.APPO
CENT

INT
ERS ATI

oFCH
OF

IEF SUPE E
ON: D
ITIES

NDENTO
S

F THE
AND

RESPONSIBIL

The Chief Superintendent shall abide by the acts and statues ofthe University'

1 . The University will notiff the exam centre for the corduct of examination'

2. The University witt appoiliiJii'"is'p"tlntendents' The designated center of

examination shall have ""iiit"tito"i*J'ii*t 
*ho sh-all ordinarily be the Head ot'

the Institution' fn 
"u'" 

if fi"ua-of t[" i*titutiott is nol available for various reasons'

the senior ,no't ptor"'Il"l;'# i;-t;iltbt will be appointed as the chief

, iirJfiilrttrerintendent shall appoint Depxty chief Superintendent" Room

Superintendent una th' riJlgii;;; #iii9-u;i;tfte appointments shall reach the

Universiry before the "o"Int""nt 
of theory examination'

4. Shall preferablv t"t"'";;;;;-;;ination C"ntr" during the entire period of

examination' -"-a^Lt- r^' the nroner/fair and smooth conduct of
5. il;iil;;;;ponsible and accountable for the proper'

examination'
6. Shall confirm the number of lnstitutions/colleget^.,y"n"0 to the centre and the

" Ir-f"Jitt" candidates appearing for the examrnauon'

7. The lnvigilators can "["'[* 
a'"*' from the attached Colleges but the Room

Superintendents 'r'u 
l"J ilt'"' ""* 

irte Professors of the Institute of the

,. ;;XTT[1"X""'"H; Deputv chier Superintendent to procure a1l relevant stationery

, ffI*:€Y:iHH;d bv Deputv.chi".l::fl::::" from the Universitv shourd

,. :*l',:"1I,H"* iHi*I.lJ:H:fiTi:ill":'" or a, the examination

'"#;il;F;:f :*;:"f [#.J:#*Til"Tljlll,,*,,.**1.:1.::*:
":ll'Lifli::il;'1:[[:Jffi :];4^i;*;Yli:::',1':*H''*'[hconduc'l

of examination "' 
p"' ;" ;;id"'i'il tnry**!;?^of the Universitv

12. shall enswe adequat€ ;;i;;b'"\ 'e' ltT::::ttn'' 
Printing and photocopvtng

'- 
t^.iii,, for smooth downloading of question papers' 

'

r I s'iiii"r.*rit'"r"* a'ilrrtt"g *i'ter facilities for rhe students'

14. Shall ensure that clean-ili"It uuuituUtt in the proximiw of the examination hall'

15. Shall appoint one *JJilil;;;;;;;f;; t'"t'v 80 candidates' one invigilator lor

,r. il:? 3:.ffit*fi; Room Superintei*1 fl:*"^:::lf,T::' 
shourd not be from

the same suti"tt li:t *f iJ thelxamination is to beconducted'

lT.shallconvene"rJi;;';;';iihesup"rui.orystaffarreasrtwodavspriortothe
commencement "r "*r"i""*i"" 

,.a .-pr*"," itr"m th"i. duti"s and responsibilities'

shar I partic urarrv t'"#I:;; ;;'" tir" need'11 
f i"" 1T [i Tiffi: -tJJ"H#':i:

;i:"':H i','T$[;1*of#:r .tlxl"';i ;xiHti:"' 
"i' 

a"]'""'a' rhe chie r
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s,nerintendent shall send the proceedings of such a meeting to the Registrar

i;.fi ;;yD'putv Resisrar ( Examination)'

ts. itratt bar staff to'n a'ti"tt li"'l*"rninution' if any of their relative (with proper

proof) is appearing fo' ti'" 
"o"tinution 

and the same needs to be informed to the

,r. Ylilifjl;.t as far as possible anv Room SuPerintendents/lnvigilator to the same

room successively' No i*rn* Jt'p"tittendent'[nvigilator shall have advance

information of the room to which likeiy to be posted'

20. Shall not leave ttt" ""nt"t 
oi "'"u-i""iil"t 

a"ii"e pe penod of examination without

the prior permission tf th"'il;;;; ( E"aluationJ/Deputy Reeistrar (Evaluation) ln

"as" 
of eme'gen'v t'" 'n"n^'itsuli'Jil;ili; T::m;:lt:f fl":ililTi1:

ll"nmx*;?Tr'H-:'-$tTi:.'",:'"i:,iL:H'ti'"r'Iii'J*a
Htuii.;;p,l-uul' 66161s ls6vine the centers of examinatton'

21. Shall immediately ."OJi"'io"',,i"""ilgi.** lEvaluation)/ Deputv Registrar

(Evaluation) uy pt'on"t"*lit ''t"garJ;g;; 
an9m.1lv noticed / reported to him in the

question papers' The Cht;ff;;"#nt shall not act on his own instead shall

sive the crarificatron * F-;Hili"", J ,n. Registrar (Evaluation) / Deputy

-Registrar (Evaluulionl;' 

""rr6i6u,es 
with admission tickets are allowed to uke

" il*i;ffr": 
"}i:ly';Hil"'' 

"''+"" 9rcrarincation 
given shan be senl to

ffi :n #*fuin"''"mru" u;*9 rqif.ffi;';"',,:,;:"" l:
zl.3i"ir"".""gt to k""p t"'"n the examination rooms

schedule time of t"#H:J;t-'t] t*"'i*ti"' on each dav/session of the

examination' sf'uf f 
"n'*l'trtut'no "Jnaiau'" 

it allowed inside the examination hall

after downloadin, "t oJil;';;;"'*''iit' rrtt ct'ief Suoerintendent shall arrange

for the ringing of U"f f"" rn'f if"l examination timings (ai per the Notification)'

24. Shall ensure that tht i,.itffiil;"t;;;id"tt' qtl^q,tnt examination are read out

'- il;;;;; ea'tiet to ttt" commencement orexalillon'

25. Shall make seating "t-;;;;; 
per the specification of the University' (As per

Notifrcation)'
26. Shall inform the 

^Invigilators 
t$t fev 'n :]1,: ff#t*T#tff,m::i'" ;;.;;.;tent of examination in the exarnrnatron (

;;;;J;";'v "unaia#ffi "-aiaut" ""t"" 
tt'""ffi:T::i 11; proper and

zz. ii"ir iitpr"y the time table' bell timing' seatmg at

,- 
e;X'Ul*':"'il"":1ffiffT"ffi'tl':?'$'Ll endent to inrorm the regionar porice

sution and get th"t p"":if-;;;ot*t *a it it a mandatory requirement

29. The question p"ptt iliil;1"*"i""a"a in the presence of Chief Superintendent

Deputy Chief s"p""'[nalni"o['"*"t una two students representatives selected

,.uii*'-ll*iffiiliffi:"J"X$*o'"g'To,f.*".::'":1*:,-Bg:l'tl1:l'" 
"i-ot'",' 

*pies oi the question ?"ry* ll-.T:irl'H;r;;"f,JJruiariry' in

;il;;i;,il T1, l':H:Jt i} #.lL#HiI,.: ;;;;', ;;istribu,ed. such

distributing a questlol

question pup"' *t'outJ #i";r'"i *i 'iui"a 
und [ept in etmeratr till the end of

examination.

27



3l . shall take sufficient care m verifu the question paper subiect" question paper code'

date of examinaton' time tli "-itirr"ilrr 
etc" 

'before 
making photocopies of the

question paper. For t", i;;;t'i.oi-th" cttitf Superintendent shall immediately

]""*",'rf,'"-[;i.trar (Evaluation)/ Deputy Registrar (Evaluation).

32. Shall pack the required ntl;;;If;;"iiln puptt in a sealed cover and distribute to

,r. ff:'T"::ffJffilxi'iio,*," is allowed in the exam hall after the download of the

,..li:ii'::JlTl the Registrar (Evaruation) t:l TLllLl-:t 
Marpractice in the exam

-- 
."""" "IJtt" 

has to tafe acdon as per the rules of Universitv'

35. Shall ensure that tf'" "ntitf 
i"qiitl"J iormat.related to the conduct of examination

-" 
ti"riii" ,"ae available in the examination hall' 

-- . -
36. The Chief Superintend#t ;; th";;p'ty- Chief Superintendent under no

'" ;il;;;"s stall di"ulge the password to anvbodv'

37. sha, ensure that q.,e.tiori plp"l 
"o.recr 

question paper code shall be distributed to

the respective tu"aiaut"' l"n'li"-ii *t"]'e Ji'"ibuiion' *" Chief Superintendent

Deputy Chief S,p"ti't"ni"ntlnoli i-'pZtmt"ndent and the Invigilator shall be

,, |ri':#'$H[";sonation' it is the primarv.dutv of Chief Superintendent to file FIR

and a copy or rln a"tt''o*t"ig*t'""i ttti'll be submitted to Registrar (Evaluation)

oreferably on the same daY'

ls.'S;rl ke"p one copy o[the signed question paper'

40. Shall maintain ptop"t '*['-'tui#n-"" 
of the answer bookles received fiom the

a,. H::::?;"gister maintained at the college shall get it counter signed bv Assistant

'' 
n -i.,t* tE"luation) within one week of examination'

t. il:iffir,i"dl*p""tiur" i* "itiplt'ut"""tuI 
downloading of question paper'

43. Shall declare the *"rni"ifrr' 
'*1" 

oJ of bottndt all persons other than those

-- 
i"*ir"a it trt" examination on that particular day'

44. Shall ensure the pt"t"#';;;;i G rotto*ing personnel during question paper

downloading
a) Chief SuPerintendent

Ui oeputy Chief SuPerintendent

c) Obierver/ Sining squad

d) ComPuter OPerator

e) CoPier

*t 
it?il""rn"nts representatives who should observe from the distance and they

should remain i' *J1"*"f""aing 
-pi"tit"t till the beginning of the

distribution of question PaPer'

45. The Chief Superintendent -'Jb"p"y Chief SuPerintendent shall ensure that the

completion or tn'igitatot" L;;'il "ll 

";;t;"ct 
within half-an-hour from the

*.i'rT,l."X'."#'HiT'n:i:1il document required bv Flving Squad should be

provided' 
^rd ensure that the number of copies of question paper per

47. Shall mainuin a regrster ar'' ilil;;#, .oaI pant"alpnotocopied should be certifi ed'

48. Shall certiff the ouv**ouitliiri"tion of un'*"t booklets (Notification)
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4g.ShallensurethattheAttendancecertificateshouldbeissuedtotheobserver/Sitting
Squad/ FlYing squad.

After the last bell

50. Shall collect the answered scripts from each Invigilator' Ensure that the number of
-- 

"".*"*a 
scripts received and absentees statement are tallied'

51. Shall count the numbe, oi*'*t'"d booklets packed in each packet' a1d lqber.of
oackets in each bundle f,it"J in tf," covers supplied by the University indicating the

i"i"ir*-.i * subject, Qp code' number of answer scripts' date and time etc'

SZ. g;Jl" should be 
""ul"d 

u' per the specification' direction from the Registrar

Evaluation and send tf," *rni to the University on the day itself by indicating

(Super scribing)
(a) Name of the Centre
(b) Year
(c) Subject
(d) Subject Code / PaPer Code

(e) Date and Time of examination

i0 rotat 
""mUer 

of answer scripts in all pactets

i*l iigr"*" of the Chief Superintendent with seal' date and time

53. Sh;li ioin* p.op". pto"edure of packing the answered booklets (Notification)

;;. $;ii ,"na u 
"orootiut"a 

(date wise detiils of exam) statement to the Universitv'

;5: $;ii ffii* "*p"n 
u"risu.t to the practical/ viva-voce examination among Junior

--' 
f"""fty f"t.ot tutors orjunior residents or senior residents'

Duties and Resoonsibilities of Observer/ sittins Squad

The Observer/ Sitting Squad shall abide by the acts and statues ofthe University'

I . Observer shall be appointed by the University'

i. out"** "" 
as liaison betwein Exam Centre and the University'

l. O"."*ipi"f the order from the university he/she should get relieved froI t'" ;;il;;t:" * to reach and report to the Chief Superintendent at the examination

centre one day before the commencement ot examlnauon'

a. rf,"-OUr"*"i should assisi and co-operate with Chief Superintendent for the smooth

conduct of the examination'

5.Shallremainintheexaminutionc"nt."tr,'oughouttheexaminationperiodasperthe
appointrnent order.

6. Shall ensure that proper arrangements have been made regarding seating' bell 
'

timings, drinking wate,, and dfsplay of Time table etc'' at prominent places of the

exam centre.

Z. Sfruff ensure the college atmosphere is cordial for the smooth conduct of the

examination.
8. Shall ensure that each answer booklet boxes should be opened in front observer/
" 

t*ltg tq*a and certifu each box contain so many answer booklets

q. st uir""nr*" mat question papers are downloaded and distributed among the
- 

"-aiJ"* 
p*r"ni in th" examination hall as indicated in their hall tickets'
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10. Any damaged and discarded answer booklets should also be certified on the same
- 

-.*". U"of.fet with signature and phone number'

I 1. Shall enswe that the absentees answer booklets are srike-off and certified'

12. Observer/ Sitting Squad atong with tnvigilator shall certif for change of ink in the

answer booklet.
f :. iiuii 

"..u." 
tf,at no candidate is allowed to enter the examination hall half-an-hour

before the comm",,""t"nt of 
""utination 

(i'e' after downloading the question

H. 
pffi)"nrrr" 

rt at no candidate is having mobile or any electronic devices during the

examinations.
15. Shall ensure that all arrangements are made, such as allotment of Invigilators, Water

hovs (Suoolv ofdrinking water) as per the specification-of the examination rules'

16. fi'"ilt"""ili";; ]**" ir'"t ,." i""gularitiessuch as malpractice' damage of

barcoded answer tooU"t" tuf"n pfice during the examination' If any inegularities

found, the samernuy u" 
'"fott"ito 

the Registrar (Evaluation) immediately by

phone and bY fax or e-mail'

17. In case of malpractice t""""h" Obt"*erl Sitting Squad shall ensure that all the

' ' ;q,n;Jil-;; u." rttt"a up una *swer booklet/ answer booklets are packed

separately along with materi'at oituiO"nt"t for which the Observer/ Sitting Squad

should certif seParately'

18. Shall ensure tlat the statements are collected from Chief Superintendent' Deputy

Chief Superintendem, n<ltrn 6up"antendent' lnvigilator and Student involved in

case of malPractice'

19. Shall ensure that other than Chief Superintendent and. Deputy Chief Superintendent

no other staff incfraing ttt" OUs"*J Sitting Squad should carry the mobile inside

the examination hall or s*itched offfor which the Observer/ Sitting Squad has to

certiry.
20.Shalladheretothechecklist(Notification)whileperformingtheworkofObserver/

Sitting Squad

2l.Shallascertainthatnootherpersonexceptthepersonswhoareappointedforthe

"r.u.inution 
duties to b€ in the examination hall'

22. Shall not demand/ accepiany hospitality from the Institute where posted for

examination dutY.

23. Observer/ Sitting Squad posted on examination duty should maintain the decency

and decorum befitting their position'

After the examina tions:

24. Shatl veri! and ensure that all the answer booklets are collected from all the

"- itrrg "i"ti 
una pa"t"a in th" ptesctibed covers with-acertificate that the total

number of candiaut" p'"'"nt, iJtul number of answer scripts packed and the number

of absentees are tallied'

25. Shall ensure that at the end ofthe examination the Chief Superintendent has sent all

*te examination materiat to ttr" University such as exams invigilator diaries' unused

answer scripts, *a otf'"t ttutf*ties' if not advice them to send the examination

;;ilil;diatelv in the name of Registrar (Eva)' RGUHS'

26. At the end of 
"u"ft "**inution, 

ttt" OUt"'-*et tt* to send detailed report of the

examination to the Registrar Evaluation'
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The Flying Squad shall abide by the acts and statues ofthe University'

I . The primary duty of Flying Squad is to observe and 1,ryrt'
2. Shall go througfr alt the c;-eck-iist (Notification) provided hv the University'

3. Shall visit the first c" tet ;irl'J'th;'Jo'"'roua of the cuestion papers and observe

the question p"p"t ao*lr"tuJ ;;;*t and if there are any lapses' report

immediatelv ,o n"ei'o; iJJtr'li['i*a also the same mav be brought to the

. ffi'5fff'::!:i:lli!: t -ci*,*I T:T:::: * direction except und€r

soecial instructron rrom Registrar (Evaluation)' Avoid any con{iontation with the

, iffiffHl":lf"nttt -v candidate even for phvsical verification' ln case of ladv

candidate, phvsical "t#;;#'t"n;ra 
u" aon" ty onlv ladv invigilator' without

. i::1H#.":i*llT"ililt,o*o Y""'b."tl'ell1':rs/Room 
Superintendent's with

the intimation to tt''" Ciiti iuperintendent in case of suspicion or any untoward

,. ffiflff#illii*" 'o"'" 
securitv for the examination centers' Police shall not be

allowed to enter the "'-"#ffi; 
t;ii *t"t' called for either by the Chief

Superintendent or by Souad Chief'

8. Shall intimate rhe .*"Ioi ilil;crice ro the R€gistrar lEvaluationl by name tn

writing, enclosing u top'y oi tft" t"pott clf tne Chief-Sunerintendent'

I Flvins squad under special circumstance shall carry out such responsibilities

' 
"r',*L"a,t 

them by Registrar lEvaluation)'

Note: Any Officer/Teacher found guilty of any omission"commission or any other lapse

on the mater of conduct "' 
"fi;t:'"'"t;;;;; 

is liable for such penalty as may be

""ttia"r"J ""a 
aecided by the Vice-Chancellor'

27. Shall certifi that the packing is done as per the procedure mentioned in Notification'

DUTIES AND RESPONSIBIL ITIESOF FLYIN GSQUAD

IES AND RESPONSIB ILITIESOFCHIEF
DUT

COORD INATOR

l. The Co Ordinator is appointed by the University'.

2. The Co-Ordinator is not u"'lo* ii"tnk oiAssociate Professor/Reader'

3. The Co Ordinator uto u' 
" 

*"aiuio' / Liaison between Valuation centre and

.. H 3:ffii:?;te orders from the Universitv' (asaCo ordinator) he / she

'' #ir-**;;-Jhe chief- suoerintendent of the Valuation centre'

5. Shall co-ordinate & "r-;.;;';;f', 
,f,. Ji"f-srperintendent and custodian

' ;i;i;;i;;,i" "entre 
for smooth conduction of valuation'
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6. Shall co-operate with the custodian in veriffing the number of bundles'

numbers of packet in 
"u"iUunJft' 

and totai number of answer booklets in

each Packet.
7. Shall ensure that the required numbers of Valuators have been appointed and
' 

it 
"'t 

utuution is conducted in a healthy environment'

8. Shall co-operate *ith tfre Cusiodian in verifling theV-l (Part-lV)'V-2 (Part-

V) slips particularly 
'o '"-"*nt' 

the marki awarded as "not Answered"

,guintt,it. question number with the examiner'

9. Shall make sure that the awarded marks are in order and all answers have

been marked.

l0.shallensurethatthetotalmarksenteredbytheexaminerintheV-1(PartJV)
sliPs is in order and correct'

1 1 . Shall ensure that the tuttJiun separate V-l (Paft-f$ slip and packs' V-l
'' 

ip.n-iVl tfip in a sealed cover supplied by the University'

12. Shall ensure that ,u*btt oi*tt*"t t"tipttand the number of V-l (PartJV)

sliPs are tallied.

13. After valuation the Co-Ordinator shall ensure that the custodian does online

uitoading of the marks from V-l (Part-lv)' - i
14. Shall ensure that no 

'"'luiion 
o' diff"tenc" or mistake in valuation and

btaling by the valuator' 
he total marks ofleach V-l

fS. ift" Citt"alan and Co-Ordinator have to re-check tl
'" e;.Jfiip, ir*v d;;;;;"v' the same mav be corrected bv the valuator'

DUTIES AND RESPONSIB ILITIESOFD
DENT

EPUTY CHIEF

SUPE RINTEN

1

The Chief Sup€rintendent shall appoint Deputy.Chief Superintendent soon after

his/her college is declared u. u'i"n ". *ith- th" approval from the Registrar

(Evaluation)' The Deputy c*"is'p"ii'"ndenr shali' be appointed to assist the

bij"ifiil;,;;a.n, hot ni'"tt-"tr'ilg ttn who should be not less than Professor

fffi;" solely responsible for preparing the examination hall one day Prior to the

commencement of examinati'ol tlla 
"i"t*ing 

all relevant stationary from the

University/ Chief Superintendent'

Shall arrange for physicalty 
"tlutt"ng"a 

who uses T11Y::""t 
in the examination

,"N'"rin."ii.""l and candidates sufferin-g from any communicahle diseases'

Hii'ffiil;;Eht"r a"p;;;;'JE"t *a supervi'e the downtoading' printing'

il;;;iil;tid distribution of the question papers sent online'
-shull 

on the days oi tt 
" "**i"n"i;"";fi; 

io supply the blank answer books and

"iir". 
tta,.r# *quired for each room / hall to the room invigilators'

shall allot rooms to Room s;;;;;; and assign Room lnvigilators and supply

J.

4.

6.

7.

with required number ofquestion papers' 
..

Shalr arrange to co ect back the undistribut d question papers from examination

rooms after half an hour'
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8. Shall assist the Chief Superintendent to ensure that answer scripts are properly

" 
,r"f*a farfirc"tion) and-d;t"atched to the University'

9. Shall carry out tt" "**m"lJJti;;k;';;igr,td 
uv *e chief superintendent for

- 
tt . t *tit 

"onduct 
of examination at the center'

10. In the Absence of Chief i'p"'int"rra"nt due to' unavoidable circumstances' The

Deputy Chief Supeti"tena""ni?aii' L 
""tpo*"t"d 

to book the malpractice cases if

any

S AND RESPONSIBILITIES OF

l. The Chief Superintendent shall appoint the Room Superintendent from among the

teachers of the college / ";;i'";lt"g" 
of the rank of Professor (minimum five

vears teaching exPerience)'

,. {;:li ,J;;1"*'f;; il; [nvigilator and read out the instructions to the candidate

(Notification).
3. Shall handover t}re question papers to the Room lnvigilators for distribution'

4. Shall supervise euch inuigiial# io' "ott"*"t' 
of entry details in the answer script

and invigilator dairY'

5. Shall prepare the absentees statement of all the four invigilators assigned'

6. While collecting -'*"' '"t"iii 
ftot-tt'l noorn lnvigilator the correctness of entries

shall be verified bv th" R'J;'i;;;;;;;;i ;"ihand it over the Deputv chief

,. 
t;Sg:i*Tf,ractice 

(Notihcation) rhe Room Superintendent shall be the witness

" ;;t,h";*iings olbooking the malpractice case' 
.,

* ili:,IsiiJ;t"i?r.*aii",I;;lt "r"y 
anvthing other than the writing stationery

,. il1,flHilJinliTi.* "-u'*te 
shall be allowed to go to the rest room unless under

vatidmedicalreason(MedicalCertificateshouldbeprovided)'
10. Shall enswe that no on" ut"-Jtn" t"tf phones inside the. examination hall'

t l. Shall ensure that ti'" putt - i tfip ti tle,answer,11i,n^l should be removed by the

' ' n""rl"Grator afteithe completion of the exa'mination o1!y'

12. Shall supervise ,r," ,toanfo#fifffiug"s in the answer script by the

AP INTMENT, DUTIE
ENDENT

PO
RooMSUPE

candidate

APPO NT, DUTIES AND RESPONSIBILITIESOF

ROOM INVIGILATORS

l. The Chief Supedntendent shall appoint the. Room, lnvigilator from among the

' .*tti* t"ff of the college and from the anached college'

2. Shall ,"po.t to the Chief 3:;""#,iteni;; no* uJr-" the commencement of
-' 

I*"rnir"l,i", and collect the necessary stationery'-

3. Shall arranse the ""*"' ;;;;";"'";i";; ry9j:t':'..*b"^ 
of the candidate

assigned to them and make surl that no answer scripts is damaged or defective'
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4. Shall ensure that no candidate is entered the hall after the stipulated time and they

should ensure that the candidate are entered hall with only permitted writing

sationery and admission ticket'

5. il;l ;;;*" that the candiJate has entered the hall without any prohibited material
- 

i;h*, ei""t oni" gadgets' written on their body parts' sandals etc')

O. !f,"ii'r*fy the 
-adriission ticket and put iris / her signatue with date on the

admission ticket'
7. Shall ensure that the correctness of entries made by the candidate in the partJ slip

before signing the Part-l slip'

a. iir"li ai;ib; the question papers to the candidates assign to him/her'

9. Shall collect the absentees answer books and strike offall pages with 'X' mark after

it 
" 

pr"toiba time and handover it to the Room Superintendent'

t0. Shail attend to any complaint/request by the candidate'

i;. Silii i" uigil*,, *ur"hhrl' agile'and active during the course of examination'

12. Shall collect the -.*". .l.ii , after removing the part-I of the answer scripts and

submit to the Room Superintendent for verification along with invigilators dairy'

f l. fft" noorn Invigilators iave to check the Admission Ticket of all the candidates'

i;. il; R".* Inv[ilators have to announce loudly that no candidates shall have Cell- ' 
pt .n*l any Eiectronic equipment, Paper Chits/ any related material in their

oossession. otherwise such'.andidate *iil be declared as "Malpractice candidate"'

15. il;il;;" ir;ino ca.,aiaate t'as taken question paper along with him' when he/she
-.-'t"u,",theexaminationhall,beforethelastbell.Ho..,eve.he/shecancollectitafter

the last bell from the lnvigilator
16. The Room lnvigilator hi' to 

'eport 
to the Chief Superintendent for any kind of

Malpractice in the examination hall'

tZ. if,e'noom invigilator should ensure before starting of the examination that every

candidate has filled part ofanswer script which is separated and collected at the end

of the examination
18. Sh;ll allow only those candidates who are having valid Admission Ticket and

tdentity Card'
fS. No RJorn Invigilator shall have advance information of room' being allotted to

him/her.
zo. ii" n*nl Lnvigilaor should not allow any candidate to enter or leave the hall after

down loading of question PaPer'



Examina tion Process

l. The Process of examination may be set to be commence with the notification from

the office of the Registrar ifrufuutionl that would be posted in the University

website minimum of 90 days prior to the examinlton' 
.

2. The Heads of the InstitutiJn f."r"nting the candidates shall download it and display

in their respective college notice board'

:. ii"^""ri"e! ""thorities;haii;;;; 
that the candidate has fulfilled eligibilitv criteria

" 
0A ; d;"dance) fixed Cy the University for the particular course and scheme'

(Notification).
4. Once the fees paid at the college' the respective college office will activate the

application of the candidate in University website' 
-

5. The Candidates shoula firsi do*nload Application (Notification) from the
- 

U;r";i;;"b.it" und fill the fees information and submit it to the college'

o. il" *rl-# *,r,orities shall remit the entire fee collected through online payment to

the Univeisity on or before prescribed last date' 
.

7. Once the application i' utti"uJ 
"r 

ttte university website' then college authorities
' 

"a, 
ao*r,toaa candidates Admission Ticket (Notification)

Examination Fee:

I . Candidates appearing for the examination for the flrst time have to pay the full fees

prescribed for the whole examination'

2. There is no provrston tot tt'"-"-uJia"t" to app€ar only for a part of examination in

their hrst aPPearance'

3. It should be carefully checked by the college authorities for the prescribed fees for

the examination inctuainf*te applicution p-tocess.fee' examination eee' marks card

fee, provisional degree Jertificaie fees' convocation fee' dissertation fee' late fee

WiiJft .r", is appliiable has been paid by the candidates'( Notification)'

Identifi cation of Examination Centers:

l. After receiving students list and fee from respective colleges the University.will

identif the e*amination clni.r, uur"a on strength of the students, geographical

location and other availability of facilities etc'

Z. fn" tirt of 
"olt"g", 

uttu"n"a io the particular ex1minltt:n center are notified thereon

and posted in the Unive'Jii; w"Gt: The list, of Observer/squad/Deputy chief

superintendent will be hosted in the Universiry websile'

3. The Room lnvigilator a"iw tNoiin*tion) with students details will be released in

the college wise era,n a"tiJiry module hosted in the University Website' ??? 
-

4. A day before the 
"*urninution 

the appointed University observer/ Deputy
- 

;ilr'il#; should inspect the arrangements made for the conduct of

examination as per lhe *i'!^itv norms (Nitification) and send a report online to

5

the unive$ity.
il";;;;.".ination chief Superintendent shall download the question paper as

per the procedur", *," "*".iiuion 
pt*"d*" starts and progresses as per the
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university norms explained earlier' After the completion of examination' answer

scrip" *iff be transported to the university within stipulated period of time'

PracticaV clinical examination :

l. The Head of the Institution/Head of the Departrnent shall make necessary

anarrgonotts for the smooth and fair conduct of the examination' The examiners

,houl-d repo.t to the exarnination centre an hour before the commencement of

examinationanddiscussaboutthemodeofexaminationwiththeChiefCoordinator
and conduct the examination as per the norms (Notification)'

Z. A*""pt tftot" who are involved in the examination' others should not be allowed to

J

enter the premises.

rt 
" 

ct i"r 
"*u-iner 

shall ensure the comfort of the patient including refreshments

during examination Process.

PROCEDURE OF CONDUCTING EXAMINATION AND ANNOUNCEMENT OF

RESULTS

1 . As per the Calendar of Events the Candidates are admitted to the Affrliated

Colleges as per the Apex Bodies and RGUHS Ordinance of the respective

Courses within the stipulated Academic year'

2. After getting admitted to the Colleges of various courses' the admissions of the

candidates are approved as per the norms of the Apex Bodies and RGUHS

Ordinances of that courses as per their Eligibility Criteria'

3. Once their admissions are approved, the unique Register Numbers are generated

for each candidate faculty wise to identifu the candidate details'

4.AsperthetermdurationofeachcoursethedatafiomtheAdmissionSectionwill
be forwarded to the Examination computer section along with Register Nunbers

to generate the Examination Application Form with Admission Card to appear for

the Examination.

5. The theory examination centres list will be generated at pre examination section'

6. The list will be given to coding section'

i. at, completio:n theory exai-rination, each QP Code/ Subject Theory Answer

Script should be sealed in a separate paper cover with Chief Superintendent

signature in dark pen with college round seal'

8. Tie a cotlon thread in a plus mark over the packet and Put a wax seal on the thread

knot.

9. Each Qp code/ subject cover should be inserted in a cotton cloth bag'

10. Each citton cloth bag should be stitched with machine thread stitching.

11. Before stitching invigilator dairy and absente statement to be placed along with

observer report'
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t2. Over the stitching Chief superintendent has to sign with date and time in a

permanent marker pen with a seal and also put a wax seal on the stitching' Chief

Superintendent should send separate certificate in a prescribed format' If the

following instructions are not followed the college authorities will be held

responsible for anY laPses'

After completion of theory examination all the bengaluru area theory examination

cenfes submitting by hand should send packed bundles to RGUHS within one

hourorelseconcemedcollegeswillbeheldresponsibleforanylapse.

Other than Bangalore colleges submit by VRL courier only'

The colleges submitting by hand has to submit to coding section with principal

letter mentioning details about QP code/ Subject on the sealed bag'

After receiving the bags the answer bundle bags are kept in the almaras in a

.oai,g.""tio,*derlockandkeybyassistant/deputyregistrar.
After receiving from all the centres both colleges submitting by hand or VRL

couderfiletobemovedtoregistrarevaluationforappointmentofveriffingoffrce

by assisunt /dePuty registrar'

Verification - officers {ue appointed from the affiliated colleges only at senlor

lecture or above cad,re only with integrated working with confidentiar manner

persons onlY.

ln the same hle menial staff to be appointed for helping the veriffing oflicers'

The file to be approved by registrar and authorised by Hon'ble Vice chancellor'

Verifrcation offrcer should '"""iut -t*"t 
bundles form the Assistant Registrar

and give the acknowledgement' He has to ensure initials on the bundles'

Check for any damage, tom cloth bag etc' authenticated by Registrar (Evaluation)'

Ifnot authorized, bring it to his knowledge get his initials at the place of damage'

Cut open the bundles and preserve the outer ctoth bag and also the envelopes in

which the answer script were sent to the university'

If the budles(S) contain(S) answer scripts other than the subject assigred for

verification, please retum the bundles to the officer incharge with

acknowledgement and make an entry in the register provided and initial on the

13.

14.

15.

16.

t7.

18.

19.

20.

21.

11

23

24

opened bundle.

Check for the invigilator's diaries' consolidated statements' checklists and

absentee statements sent along with answer bundles'

Thetotalnumberofanswerscriptsshouldtallywiththenumberofstudents
appeared for examination as per the invigilator's diaries'

25
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26.

27.

28.

29.

30.

31.

32.

33.

34

35

36.

verification officer shall enter the total nwnbq of students assigned for that

particular centre, number of students present for examination, number of students

absent for examination, register number of the absent students as per invigilator

diary, in the check list Provided-
,,court cases" / ,,malpractice booked answer booklets" shall be handed over to the

Asst. Registrar after entering in the register with proper acknowledgement'

Once the Numbers of students present tallies with that of numbers of answer

scripts received, verif, the register number entered by the candidate with the

register number entered in the invigilators diary and also the date ofexam and Q

P Code.

Veri$ the signature of the candidate & hvigilators' The signature of the

candidates & invigilators on the answer scripts should tally with those on the

invigilators diary.

Put "x" mark across all the unused / blank page(s) in the answer book

compulsorily.

one the verification ofanswer scripts ofone particular centre in completed, ifany

un tom partJ (candidates identity portion) should be detached along the dotted

line, which will be carried out by the menial staff provided for this purpose' The

verification ofiicer should supervise the tearing & shall be held responsible for the

presence of any identity slips remained undetached'

Once the tearing of Part - I slips of one particular centre is completed, count the

detached Part-l & should tally with the number of answer scripts actually used

and enter them in the check list provided.

Once tearing of Part -I slips of all the centers of that particular Q P code is

completedpackT5Part-Islipseachinthelabeledenvelopprovided,separately

for that purpose & seal it.

Altthesealedpackercontaining..Part-I',slipsarepackedintheclothbags.
Labeted and shall be handed over to the Registrar (Evaluation) immediately after

the verification of the assigned subject is completed'

The "Coded" answer scripts belonging to each question paper code number are to

be randomly mixed under direct supervision to make bundlers of l0 scripts in

case of PG and 15 scripts in case of UG and pack them in the labeled large

envelopes provided by the University'

If the last envelopes has less than the minimum answer scripts(10/15), their

number shall be written tegibly on the packet and signed'

Thenumberofanswerscriptspackedshalltatlywiththetotalnumberofstudents

appeared for examination in that particular subject'
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38.

39.

41.

4L

41.

45.

46.
47.

48.
49.
50.

5l.

52

The packets (envelopes) containing UG (15) & PG (10) answer scripts after

stapling shall be handed over to the Asst' Registrar' subject wise' paper wise

aong,"i t the check list provided for entry and receive acknowledgement for the

same.

Any discrepancies noticed at the time of the verification shall be brought to the

notice of Asst. Registrar / Dy' Registrar / Registrar (Evaluation) in writing'

It is the responsibility of the verification officer to ensure that the correct numbers

of scripts are packed into the envelopes'

Theverificationofficerwillbeheldresponsibleforanydiscrepanciesintheabove

matter.

MenialAssistarrcewillbeprovidedbytheManpowerAgency.Thesehelperswill

assist to the verification officers' Any responsible work shall not be entrusted to

these Menial Assistants. The complete responsibility will rest on the verification

offrcer.

Each verification officer shall obtain No due certificate after handing over all the

answer scripts, packets, absentee's statement' invigilators diaries and registers to

the Asst Registrar after completion of the assigrred task'

The verification officers and Menial Assistants are directed to tum off your
44

mobiles into silent mode'

The verification offtcer hand over all the part one

(Evaluation).

slips to Register

Scanning Section/OMR Section

Part slips are removed from the answer scripts at valuationlentre'

The part I two slips tono'n'ng'h" packet no' Sl'No and QP code of that answer

book let.

Part slips directly by courier comes to RGUHS Regisrar evaluation'

These ilips are given to OMR Section'

The oMR section in ,rln ;;;;' and cuts the edges and make readv for

scarming.

TheoMRsectiontransfersthepart2slipsoncethecomputersectionassistant

register instructs and they enter the details in the ledger and transfer to scanning

section.

Data from previous Logisys software which was in dbf format was migrated SQL

server database. The database struct[e is different compared to previous vendor'

Data from Apr-08 till Apr-14 was fetched'
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51.

58.

59

61.

62
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At exam section eligibility of the candidates is checked and application of eligible

candidates is hosted on website'

The student download's the application, the Principal of the college will check for

etigibility of the candidate based on IA marks and attendance percentage and

allow him/her to app€ar for exam' Now the student will enter the fees paid

information and aflix his/her photo on the application and submit it at college

office.

RGUHS has created web portal for colleges and each college is issued username

and password .The college concemed authority should login to the website

rguhsexam.eadminaargees'com and click on link Colleee activities for colleges

and login with the password given to the colleges'

In the web portal the college should activate the students application and enter the

fees paid information'

They should crosscheck the all students application information in the candidate

tist repo.t given in the website' Once the data is crosschecked the application

should be freezed.

Once application is paid course wise Online payment should be done' by the

colleges.

RGUHS will release the theory attached center list' based on which center wise

invigilator dairy is generated'

tA marks can be entered only for freezed candidates (Freshers + Appearing

subjects of repeaters),Once the IA marks is cross checked in Provisional IA

Marks sheet, the IA marks should be freezed and Final IA marks sheet should be

generated and signed by the college authority and submitted to the university'

Once marks are freezed you cannot do the changes'

RGUHS will release the practical attached centers' based on which the practical

centers can define the Practical batches and freeze the batch' Practical marks can

be entered only for fieezed batches' Once practical marks are cross checked using

provisional marks sheet, the centers should freeze the batch wise entered marks

and get it sigred by the examiners and freezed envelope should Lre submitted to

the universitY.

Any changes for freezed data like application' IA marks and Practical marks

should be specified in the letter head ofthe college' which should be signed by the

principal and the scanned copy of the letter head will be mailed to the

rs.uhsexamination@smai l'com'
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65.

67

The concemed helpdesk members will unfreeze the requested data'

ACTIVTTIES AT RGUHS TIIEORY VALUATION CENTRE

The coding section will give the list of center wise' QPcode wise packet

distribution information, based on which the valuation center wise QPcode wise
64

66

and marks entrY Provision is done'

The valuation centers are allotted userid and password' and they should click on

theorv valuation center link in rguhsexam'eadminaargees'com'

At the valuation center QPwise marks are entered referring to the valuation slip'

Entered marks are shown below in marks entry pages'once the marks are

crosschecked the final theory marks sheet should be printed and sigrred by

custodian and other concerned authority and shoutd be submitted to the

university.

Second valuation center (in case of 2 val) / Fourth valuation center (in case on 4

val) cut generate the Deviation report (provided the marks are entered and freezed

by first and second valuations center in case of2 valuations /First' Second' Thtd'

Fourth valuation centers in case of 4 valutions)'Auomatically the third

valuation/fifth valuation center are allowed to enter marks of papers which are

eligible for deviation'

Any changes for freezed theory marks data like should be specified in the letter

head of the college, which should be sigrred by the principal and the scanned copy

of the letter head will be mailed to the lna il.

The concemed helpdesk members will unfreeze the requested data'

All the Assistant Registrars, Case Workers and System Analyst are given

individual ID and passwords to login to web site rguhsadmin'eadminaargees'com'

Through the above said web portal the university authorities can track college

wise entry status of application, IA marks' Practical and theory marks'

At exam section data related to application, lA, practical and theory are

downloaded, backup of downloaded web data is maintained'

Now the application data in affected in the concerned term' All the students'

application information is now available'

P*rious marks are affected; here it will give information of appearing and not

appearing subjects of the student'

IA marks that is download fiom net is affected

Error report is generated, it will list not available Fresher's IA Marks' now the

operator will work on the pending lA marks and enter marks in local server

4l
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77.

78

79

80.

81.

83.

85.

82

84

86

system. The IA marks entered by the operators are verified by the verifoing case

worker against the original IA marks sheet submitted by college'

A practical mark that is downloading fiom net is affected' Error report is

generated, it will list not available appearing practical Marks' now the operator

will work on the pending practical marks and enter marks in local server system'

The practical marks entered by the operators are verified by the verifing case

worker against the original practical marks sheet submitted by college'

The operators at exam section will enter theory examination absentee register

numbers referring to the Theory lnvigilator dairy'

Now the scanning section will provide the Part t and Part II data in password

protected ms access fite, which will be dumped to the exam sever' Now part I and

part II data is affected.

Now after ABOVE STEP theory marks that is been downloaded from net is

affected.

The case workers now work on pending Theory Marks, Pending deviation lA

Marks and Practical marks' Once all these erors are solved' Result is processed'

Oncetheresultisprocessedweshouldentertheresultdeclarationdate'afterthe

result declaration date is entered you can view marks ledger' result summary and

the result data can be hosted on net, after vice chancellor and Registral

pvaluation]'s aPProval.

(Before adding result declaration date one cannot view any result information nor

host result on net.)

once the results the hosted on net, the college can enter RT application

information.

At university once they receive the RT applications'the case worker will cross

check and authorise the online RT application against the hard copy of RT

application received from colleges'

RT application data is download from net and affect on exaln server' After

affecting RT data QPcode wise, packetno, slno' valuations wise marks obtained

list is generated' This is been sent to Valuation slip receiving section' for picking

up of valuation sliP.

NA mismatch repon is also generated'

i.il ih; verifiers cross chJck individual marks against the valuation slip, and

changes will be intimated to Regisfar [Evaluation]'

The RT marks list is given to exam section' the concemed case worker will enter

the RT marks and process the RT result, later after getting the approval of the

Vice Chancellor and Registrar [Evaluation] RT result is hosted on the Official

87.
88.

89.

website.
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91.

RESULT CORRECTTON MODULE

Once the result declaration date is set, the operator at computer section cannot

enter IA marks and practical marks that option is disabled. The system analyst

cannot process whole result of a particular course.

After result individual student wise result should be processed, when will get part

I and part II data of individual candidate ,or deviation marks data from net 'This

provision is only for case workers at exam section but not for the operators'

If any changes to student information or marks, should be registered in result correction

module and-then done. This provision is only for case workers at exam section but not for

the operators.
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I. REGISTRAR EVALUATION:
1) Shall order for the commencement of evaluation irrespective of the course, every

time in writing
2) Only those institutions which have got required infrastructure (annexure) shall be

designated as digital evaluation centre.

3) Shall Issue an order of designating a institute / centre as digital evaluation centre

in writing before the commencement of the evaluation every time, mentioning
the attached colleges

4) Order shall be issued to the coding section for commencement of scanning

process within a week of receiving the each QP answer scripts.

5) Shall issue an order to the verification officer in the coding section, who will be

chosen randomly from the affiliated colleges

6) It Shall be ensured that the veri$ing offrcers shall not belong to the same faculty
7) Shall ensure that the digital evaluation begins within one week of completion of

the theory examination and verification
8) Shall have the barcode details / secret number of the answer booklets printed in

his/trer personal custody

9) Shall receive the barcode details/secret number of the answer booklets from the

printer on the day of delivery of the same by the printer both in hard and soft

copy in a sealed cover.

l0)Shall submit the broad details of the barcode/secret numbers like total number,

damaged/ repeated etc to the Hon'ble vice chancellor on the same day of
receiving the same from the printer

l1)Shall not diwlge the information regarding part-l slips and barcode details/secret

number to anybody except for the partJ scanning section under any

circumstances unless offi cially warranted
12) Shall issue an order in writing for the shredding of answer booklets(as per the

rules) except for those which belongs to the students whose admission approval

is through court order or have taken the exams through court order or has

approached the court for any other issues where the RGUHS is also a party

l3)Shall receive the reports day to day basis on scanning progress from the coding

section Deputy Registrar
l4)Shall receive the reports on Malpractice answer booklets and PMC related

answer booklets on day to day basis.

l5)Password protected Real time minoring server of scanning and evaluation shall

be under the custody of RE .

II. RESPONSIBILITIES OF DEPUTY REGISTRAR Of CODING SECTION
Shall ensure the User ID creation for valuators at least a week before the commencement

of the valuation
l) Shall ensure that the complete infiastructural requirement( ANNEXURE - SA) is

in place before the commencement of valuation.
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2) Shall prepare & submit the list of valuation centres along with attached centres to

the Regisrar (eva) atleast a week before the commencement of valuation.

3) Shall facilitate the process of selection & appointment of verification officers for
the coding section.

4) Shall ensure that the list of valuation centres along with attached college is

submitted to the pre examination section through proper channel for the purpose

of valuation follow up before the commencement of valuation.

5) Shall ensure that the Stalking software is in place for retrieval of hard copies of
answer scripts.

6) Shdl ensure that the rejected - wanted ( rejected by the valuators for the reasons

other t}an technical issues ) scripts should be submitted to the RE & clarity is to

be ensured about such scripts i.e whether to go ahead with the valuation or not

and the same to be communicated to the Pre- examination section.

III. RESPONSIBILITIES OF ASSISTANT REGISTRAR OF CODING SECTION
l) Shall ensure that the Scanning is to be completed within one week from the date

ofreceiving the particular QP from the examination centres

2) Shall supervise the process of scanning completely

3) Shall ensure that the QP count given for the scanning matches with that of the

uploaded QP count on daily basis

4) shall submit both soft and hard copy of eligible valuators list for the user ID
creation to the DR, three weeks before the commencement of valuation

5) shall ensure that user ID are created at least a week before the commencement of
valuation

6) Shall assist the DR in the process ofdealing with rejected- wanted scripts.

7) Shalt ensure republishing of rejected answer scripts should be done within three

days with concurrence of DR and RE

IV. RESPONSIBILITIES OF SECTION OFFICER OF CODING SECTION
I ) Shall arrange the answer scripts according to QP code wise/year wise/faculty wise

after receiving them and record the date and time.

2) Shalt keep the log of receiving the answer booklets in a separate register and get

the signatures of AR, DR and RE on daily basis.

3) Shall arrange the invigilator dairy, observers reports, check list as per the

examination centre wise.

4) Shall receive the flying squad report and submit it daily to the AR-

5) Shalt arrange the CCTV recordings centre wise / college wise.

6) Shall completely scrutinize the CCTV recordings and bring any suspicious

recordings to the notice of AR.
7) Shall submit the MPC booklets along with the documentary evidences (flying

squad report, observer report, student statement, chief superintendent etc) to the

AR in the file so as to send them to the MPC.

8) Shall hand over the answer booklets to the scanning QP code wise, year wise

faculty wise and receive them back immediately after the scanning is over and

record the events in the register.
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9) Shall supervise the cutting of the answer script without damaging the written

portion. All the pages without missing any should be scanned & stapled.

10) Shall ensure that the correct count is maintained throughout the scanning process'

I l)Shall be present in the scanning area though out the process and ensure that no

person
(scanner) shall carry any eleckonic gadgets into the scanning area.

12)Shall get the etigible valuators list from the pre examination section and submit it

to the AR for the user ID creation at least a monti before the valuation begin'

l3) Shatl keep separately the followings and bring them to the notice ofAR in writing

i. Wrong QP code entries

ii. Wrong mismatching of the answer booklet to the QP

iii. Wrong date entry

iv. Wrong invigilator entries

v. Invigilator dairies mistakes date, time, signatures, wrong serial number

etc.

14) Shall take out the rejected - wanted scripts and submit them to the AR

V. RESPONSIBILITIES OF SYSTEM ANALYST

l) Shall ensure that the Mirror image/ back up of the scanned answer scripts to be

stored in the server of RGIIHS apart from the one which is used for the

evaluation.

2) Shall ensure that the Fragnr.entation ofQP codes and publishing is to be done as

per the needs ofthe software utilised for the digital evaluation.

3) Shall ensure that the correct matching berween the question/ QP displayed and

the answer booklet.

4) Shalt ensure the maximum marks provided in the QP is maintained in the

Fagmentation.

5) Shall ensure that the Provision is made for marking as NA for the not answered

(NA) questions and the same shall not be counted as zero and it shall not affect

the totalling procedure.

6) Shall ensure that a provision is made to scrutinize NA mismatch between different

level of evaluation.

7) Shau ensure that a module is in place for the NA correction before the

commencement of valuation.
g) Shall ensure that the Application Software utilised for the evaluation needs to be

user friendly.

9) Shall have ensure that the answer Scripts which will have to be evaluated for the

third time shatl be based on the more than or equal to 15% difference between

the first and second valuation, in the valuation application software'

10) shall have to ensure that in the application software the l5o/o deviation should be

calculated with actual marks and later it may be rounded off for the purpose of

3d evaluation. For e.g.
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Marks I 5% deviation Cut offvalue
100 15.00 14.5

80 12.00 I 1.5

75 1.25 10.5

50 7.5

Similar procedure may be adopted for the other
papers carrying different maximum marks
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I l)Shall ensure that the User ID & passwords are created for all valuators in the

panel provided by pre examination section (one week before the commencement

of evaluation) and any valuator whose name is not present in the panel given by

the pre examination shall not be allowed to evaluate.

l2)Shall ensure that the Maximum limit of 400 valuations per evaluator is to be

incorporated in valuation application software and per day limit per valuator is

also to be incorporated in the application software ,rs per the notification.
l3)Shall ensure that the valuation application software to have modules for

generating required reports ofall kinds including the valuation summary reports (

individual, centre wise consolidated, date wise etc.).

14) Shall ensure that an university admin module to be incorporated in the valuation

application software, which will enable the pre exam section to observe the

valuation progress without having provision to access the answer scripts and the

marks data.

l5)Shall ensure that format for the Output of marks data shall be as per the

university requirement,

16) Shall receive the scanned data from the Registrar evaluation within three days

from the date of announcement ofresults.
l7)Shall receive the marks data from the computer section within three days from

the date of announcement ofresults.
18) Shall ensure that there is a provision should be made for a homepage to capture

the request for soft copy of answer scripts/ valuation slips to principaUllead of
the Institutions.

l9)Shall ensure that the details of the student, email ID ofthe institution, subjects for
which softcopy required should be submitted to Registrar (Eva) for provision ol
barcodes ofanswer scripts ofthose subjects.

20) Shall ensure that after the result announcement a module is in place for provision
of soft copy of answer script and digital valuation slips carrying individual
question wise allotted marks, in order to enable the principal to have an

access/do*nload the same after the due payment.

2l)Shall ensure that after the student details are captured, provision to be made to
integrate the same with payment gateway.

22) Shall ensure that after the barcodes are received from the DR ofcomputer section
through proper channel , provision should be made for downloading ofsoft copy
of answer script and digital valuation slips in PDF format to the principal/ or
email to the Principal or Head ofthe Institution.



23)Shall ensure that the following Security concems are to be taken care for the

VI. RESPONSIBILITIES OF

EXAMINATION SECTION

THE SECTION OFFICER OF THE PRE

This manual will follow all the notifications made by the University with respect

to the Examination section

smooth evaluation Process

a) Proper Fire wall to be Placed

b) Server to be placed before fire wall installation

"j S"*". to be placed within the prernises of the university with restricted

access and designated person needs to be present all the time during

valuation hour.

d) All log in and log out details of the evaluatorV admin along with MaclD'

Locallp, public Ip & time statistics should be captured and sent every day

to the mail ID - registrareva@rguhs'ac'in with a self-marked copy

e) Mirroring/back up of all the valuation data needs to be ensured in the server

of RGUHS on the specifications to be provided by the vendor

B I l*/_

l) Shall prepare the accuftlte eligible valuators list of the concemed faculty and

submit the same to the AR of pre examination section at least 30 days prior to

the commencement of examination'

2)Shallco-ordinatewiththecustodianoftheevaluationcentreandactively
mobilise the eligible faculty for the purpose ofvaluation

3) Shall ensure that on daily basis he or she will follow up the valuation of the

concerned facutty / course and report the same to the AR ofpre examination at

the end ofthe daY

4) Shall receive the individual valuation summary reports from the valuation

centre duly forwarded through the respective principal and put up the same with

the print out of the order copy for the purpose ofpayment of remuneration'

5) Shall put up the file regarding the commencement of valuation follow up and

the completion ofthe valuation ofthe concerned faculty'

Shallensurethecompletionofthevaluationwithinthestipulatedtimelimitasper
the university notifi cation

- princi-pal
: -.rbaiah tnstitute of Oental i:le.:. . ,

NH-l3, H.H. Road. pur.in48
SHI'./AtuiOGGA_571 ZZi, r;,,. t_. .


