Golaghat Purbanchalik College

Hatiyekhowa, Assam-785626

(Affiliated to Dibrugarh University)
(ACCREDITED ‘B’ BY NAAC WITH CGPA OF 2.31)

ORDINANCE ON EXAMINATION

Golaghat Purbanchalik College College follows Dibrugarh Universtty rules for
examinations, requiring 75% attendance and mandatory participation in in-semester
assessments (sessional exams, quizzes, assignments, and seminars) that contribute to the final
exam score. Students must attend all college and final university examinations to be eligible
for promotion, with specific consequences for non-attendance. Violating examination rules,
such as using unfair means, can lead to serious disciplinary action, and a grievance redressal
mechanism is in place to address issues like re-scrutiny of answer scripts.

Key Aspects of Examination Rules

Attendance Requirements:

A minimum of 75% class attendance is compulsory. Failure to meet this requirement can
result in being declared non-collegiate or dis-collegiate, impacting scholarship benefits and
the ability to appear in final examinations or be promoted.

In-Semester Assessments:

The internal assessment includes two sessional examinations, seminars, group discussions,
home assignments, and quizzes, all organized by the departments and contributing to the
final examination score.

Mandatory Participation:

Students must appear in all examinations conducted by the college during an academic
year.

Grievance Redressal:

A mechanism is available for students to apply for re-scrutiny of their answer scripts for any
exam-related grievances.

Consequences for Non-Compliance

Disciplinary Action:

Students found to be using unfair means in examinations will face serious disciplinary
action.

Promotion Denial:
Students who are dis-collegiate due to low attendance will not be allowed to appear in final
examinations or be promoted to the next higher class.



University Affiliation:

All in-house and internal assessments and evaluation processes are conducted as per the
rules and regulations laid down by Dibrugarh University.

Results and Progression of BA Programme:

1. A candidate shall be declared as passes a course, provided he/ she secures-
1. At least 40% marks in each course in the end semester examinations.

2. At least 40% marks in each course in aggregate in the in- and end- semester
examinations.

2. A candidate shall be declared as passes a semester, provided he/ she pass all the
courses of a semester independently.

3. The marks of in-semester examinations obtained by the candidates shall be carried
over for declaring any result.

4. A candidate who fails or does not appear in one or more courses of any end semester
examinations up to sixth semester shall be provisionally promoted to the next higher
semester with the failed course as carry over course(s). such candidates will be eligible
to appear in the carry over course in the next regular examinations of those courses.
However , the following restrictions shall be applicable:

1. A candidate shall be entitled to a maximum of three chances to clear a course.

2. If a candidate clears the sixth semester/eight semester examination before
clearing all the courses of the previous semesters, the result of the sixth
semester examinations of the candidate shall be withheld and his/ her results
shall be announced only after he/she clears the courses of the previous
semesters.

5. A student must pass all his/ her semester examinations within five (5) years from the
date of admission to the first semester of BA programme.

6. Since the semester system involves continuous assessment, there shall be no scope for
a student to appear as a private candidate in any programme in this system.

7. A candidate shall be declared to have passed the six semester/eight semester degree
(B.A) programme provided he/she has passes all the semesters and in all the courses
separately.

Assessment:

Examinations and evaluations shall be done a continuous basis by the university under Credit
based semester system (CBSS)

1. In credit based system. Students are assessed in two parts-

1. Continuous internal evaluation(CIE)



2. Semester end examinations (SEE)

Continuous Internal evaluation(CIE) shall be conducted by the course teacher all through the
semester; which includes sessional examination I(written); sessional examination II(written);
seminar/ group discussion/ home assignment/ sudden test/quiz along with attendance in class.
Semester end examination (SEE) will be conducted at the end of the semester, on dates to be
fixed at the college level.

1.

A student will not be allowed to appear for the end semester examinations unless he/
she fulfills all the following conditions:

1. He/she attends at least 80% of the lectures, practical and tutorials in each
semester.

2. He/she has completed the continuous internal assessment requirement securing
the minimum marks required.

There shall be 25% marks for internal assessment and 75% narks for end semester
examination in each course during every semester.

There shall be no provision for re evaluation of the answer scripts of the End semester
examination. However a candidate may apply for re-scrutiny.

The candidates may be allowed to go through his/her evaluated answer sheet if found
genuine by the college authority through a teacher of that particular course.

Absolute grading system shall be applied.
The (Dibrugarh University) shall award the degree to the students.
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GUIDELINES FOR THE CQONDUCT OF EXAMINATIONS IN THE
EXAMINATION CENTRES OF DIBRUGARH UNIVERSITY

1. EXAMINATION CENTRE

All the examinations of Dibrugarh University shall be held in the examination cenines
approved by the University. Such a centre shall be nanaged by a Centre Commilies
Formed invariably by the college under repon io the Universiy.

1. OFACER-IN-CHARGE

There shall be an Office-in=Charge for every examination centre. (hndinarily the Principal
of the collepe whene the centie is locaed shall be the O ioe-in-Charge of the centne. She
should possess wide experience in conducting exam inations.,
21 Oificer=in=Charge in full control of the Cent re
The Orificer-inCharge shall be in full control of the examination centre. She shall be
responsible for the smooih and efficient condwet of the examination ai ihe cenine, The
Oificer-in-Charge should nod delegale hisher powers to another staff without
intirsation k the Controller of Exanminations,

2.2 Oificer=in=C harge leave station
The Officer-in=Charge must be present at the centre during the full period of the

examination and shall not take up amy other exira-asimment during that period. If in
case of emergency she is required io leave the station, s/he shall do so with the priors
approval of the Controller of Examinations and put one Senior Teacher of histher
college as ihe In-Charge of ithe exam mation during ithe period of histher absence, with
the concurrence of the Controller of Examinations.
3. ASSISTANT OFFICER-IN-CHARGE

The (Hficer-inCharge shall appoini Assigani Officer-in-Charge (5) for each of the
examinations and shall forward their names, mobile mumbers and e-mail s o the
University. The Assistani Officer-in-Charge (3) will be under the orders of and
responsible w0 the Officer-in=C har ge,
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4. APPOINTMENT OF INVIGILATORS

L)

L)

i

4.1

2|PFage

The Officer-in-Charge shall appoim requined number of invigilators well ahead of
the dae of examination. As a general rule, there moy be one inviglos for every
30 (thirty) candidates All invigilaiors shall remmin responsible 1o the Office-in-
Charge.

Ay subject teacher shall nol, as Ffar as practicable, be appointed as
i vigilabors o the day omwhich e exomim tom on Ueal subject takes place.
1% of the odal numiber of invigilaiors requined for any cenine shall, iff available,
e taken from the nearly collepes in which the cenire 15 located.

[ ties off the Invigilator

(i) Itisthe cardimal duty of the imvigilaton to see that no wnfair means is adopied by
the candidate, and that no nstreetions specified uwnder ‘Instroction to e
camdidate to be printed on the cover of Ulse amswer seripls” are viokaed.

(i) She shall remsin present inthe esxamination rodom during the examination and go
roeumed thee rooim every now and then

(ii)She shall see that no candidate tlks o any other candidate or & amy other
TSN,

{v)in coarse of the examination if amy candidaie has oo out for a brief duration 1o
attend the call of natwre, the invigilator shall recond the e naponany abse nee and
the duration thereof in a emporary absenies sheei and keep himfher under
lEervation.

I e oo deelany bevond three minwes on the pan of the cand idate & retem
i ithe exam nation room, the nvigilior shall bring the noabier o the notice of
thee O ficer-in=C harge for necessary action

(w]) Ifthe imvigilator finds any cand date using unfair means, then afhe shall take
the candidate with the relevant papers and incriminating moterials o the
Crificer-in-Charge for necessary action. The Officer-in-Charge shall forthwith
mhe sction, and iff she decides to expel the cand idate, sfhe shall obtain from



the candidaie 3 aatement in the prescribed from and two invigilior  shall
&S00 il, &% wiliesses,

{vi) (&) If amy invigilator does nod attend ai the tme fived for himdher or leaves
the examination premises earler than the prescribed time of connives at the
unfair means adopled by any candidate  or otherwise fails in hisfher duties,
then the Officer-in-Charge may take immediate action agaimt himfer and
ey, without prejudice o any ofher aciion that mey he tken againa
him fher debar himfher from fuiure appoiniment 23 nvigkios.,

() The Odficer- in=Charge shall, 5 a precautionary meaame, engage  the

invigibiors for each room by rodation

() She shall abo personally go mound the examination room o ensune that
progeer invig ilation is being done,

{ v Ii shall be the duy of the invigilaions o disribue the blank answer seripis and

the  question papers i the cand idstes at the preseribed howrs.

(viil)  Imvigilators must check that the entries on the cover page of the amwer soript
have been e omectly made and ensune that the stendanos sheet has been signed by
the sudent after comectly filling hisfher Rioll nom ber B e sira tion nuniber.

(i)  Fifieen minuies after the disiribution of the question papers, the invigilaior shall,
after verifying the murmber of question papers with the number of candidates
acthually present in the nodom, hand over the supls question paperns o the O oer-
in=-Charge, who shall keep them in hisfher custody 6l] the exam ination ane over.
The Ckficer -in-Char ge shall then render the Universiny Authorities an ascount of
the number of question papers received, the mmber distribuied, and the balance
reraining.

{x) The invigilsior shall keep record of the answer seript disiribuied 1o the candidates

(xi) If an additional shest is supplied 10 any candidate, the invigilator shall obtin the
signatuge of the candidate in & separate sheet.

(xii) Al the end of every session, sfhe shall show in a stakement clearly how  many
amswer scripls were receved by himbher, how many  were disiributed W the
candidaks, and how many additional shee s were supplied to the candidates, and oom pare
the figuwres with the attendanoe sheet.
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(xiii) When the period of the session is over, s'he shall collect all the amnswer SCTIpE
i ed wtely and shall enswre that no candidate leaves the answer seript on the desk of
leaves the room without  submiiting the answver seripi even if it is Bank, Amy candidate
lemving hisfher amwer seripl on the desk shall himselifherael § be negpomsible for the los
of hisfher seript, if it is nod iraceable aflersands

(aiv)  If despite all precautions take by the imviglatos, the ansser  senipt af any
candidaie is not handed over 1o hinvher, she shall recond the fact inthe roll sheet and
in the stalement of anawer seripis and abo repont i io ithe Oificer-in=Charge
whao shall in tum bring o the notice of the LUniversity.

(xv)  The invigilaior shall arange the answer scripis serially, subjeci-wise and group-wise.

(xvi) The invigilaior shall, afier ensuring propeer senalization submiis the answer seripls o
ithie ¥ o = im={ e e

(xvil) Invigilators are sot allowed to carry or use mobile phomes in the exnmimation
hall.

(xvin)During the course of examination, the invigilslor & expecied v move around the
place of their duty and nod o engage themselves in Sudy or conversation.

(xx) Invigibiiors shall bear in mind that examination can be very siressful for sudents
and can oocasionally jrovole wreasonable of extrene behavious. These situtions
should be deali with in a sympathetic and suppontive manner which minimizes any
aidverae e ffect on other Audents and mo ntans sanetity of the e nation

(xx) Mo person shall be allbvwed in an examination room during an exam inaton excoept
the swdenis concemed, nvigilaors o the persoms suthorized 10 do s by the
o petent auihorities,

(xxi) Allisvigilaiters should Bamiliar e themsel es with the guidelines gover ming the
coomd el of examimations before the commen cement of the examimation.
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4.2 Meeting of the iovigilators

The ChiTicer -in=charge shall call a meeting of all the imvigilaior of the cenire on ihe
dany preceding the first day of the exam ination and shall give them proper insiructions
as iy their duties and respeons i lites.

5. ARRANGEMENTS TO BE PERFECT BEFORE COMMENCEMENT
OF EXAMINATION

(i) Well before the commen:ement of the examinafion, the Officer-in=Charge shall satsfy
that all arrangense ms for conduet of the examimalion are perfecl

(1] She shall make seating arrangemenis accord ing to the seai plan  already prepared by
hinvher. She nwmay, however, aher the sea pln & and when requined a3 a
e cauiiomary measune againg adopion of unfar means.

(S he shall also ensure ihlai ihe necessary furmiiwre, light, feciliies for drinling waier,
wrinal and lavatory exis in proper condition.

{iv)S e shall also see that arrangenenis ane such that no communie ation o and from outside
i paible,

6. DISPATCH OF ROLL SHEETS, ATTENDANCE SHEETS, BLANK
ANSWERSCRIPFTS, ETC. BY THE UNMIVERSITY

Rl sheeis of the candidaies appearing in the cenire, Aflendance sheeis, Blank answer
scripts and other relevam papers shall be sent by ihe University o the Odficer-in=Charge
of i escarmination st e well alwead of the date of ¢ om menosnment of e nation

7. SEAT PLAN
Immsed iately on receipt of the noll sheets the o icer -in-charge shall prepare a seat plan for
the candidates and send a copy of the same to the University Author ites Inomalking e
seal plan, sflbe shall keep it in view that there shall be a gap of at least three Feet
between two candidates. Sufficent space should be provided in such a manner thai
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candidaies do not get the chance to copy from the neighbour's answer seript or indulge in
amy 300t of unfair means in the examination roomthall,

71 Arrangements for  the differently abledfsick candidates appearing in 1 he
€ Lo
The differently abled candidates who wrile the examination with the help of the
Scribes or sick candidates shall be sesed in separae  room (3). Evenif there 8
only one candidate a separate room and inviglatos shall be provided.

8. QUESTION PAPERS

8.1 Dispatch of question papers

The question papers for each centre shall be well packed and sealed properly n the
University Examination (ifice before dispatch o the examination centre. The Controller
of Exam inations shall personally ensure that the packets have been properly sealed and
that the required numiber of question papers  have been duly dspatched to the Treasury
of the Police Station ¢oncer ned.

8.2 OMicer=in=Charge to check the number of packets

The Officer-in-C harge shall verify the mmber of such packets with  the  number
mentioned in the stalement sent by the University, If s'he delecs any discrepancy in
the number received in the Treasury or the Police Station and the number entered in
the ststement sent by the University, she shall forthwith report it 1o the University
Authorities. The University shall immedisiely ke action, and if there is any
shortage, dispaich the required number of packes without any delay, emsuring that
these reach the Officer-in-Charge before the commencement of the examination
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8.3 When to open the packets of question papers

Ui ench day for each session of the examination, the Officer-inC harge shall ke ol
the required packes of question papers one houwr before the exam ination stans, She
shall not open the packes ull fifleen minues befone the time fixed for the stan of the
escamination. She shall open it in presence of af lexst two invigilators The Officer- in-
Charge shall then sign a centificate to the following effecis:

“Centified that e pocket of question papers las boen opened in presence of the
inviglators fifteen minues before the fan of the examination and that e seals have
been fona imtact.” Two invigikoes shall sign te cenificate &3 withesses The covers
of the packes of the question papers shall be preserved by the Officer-in-Charge for
six months.

f.4 Mobile phones prohibited inside the Confidential room of the Examination
Ceitre

Carmying of Mobile phones is sirictly prohibied nside the confidential room of the
examimation centres, Cnly the Officer-in-Charge may carry the mobile phone in case
of exigencies,

85 Action To be taken wihen the aciual number of question papers Fall shori of
Plee imnber ¢over off the packel

(i) If the Officer- n-Charge, on opening any packet, finds that ihe number of question papers
in the packet aciually fallk shon of sciual the number mentioned on the ouier cover of
ithe 2kl packet, then sfhe shall repoat the matier o the University Author ite s without
arny delany.

(ii) If, on opening the packet, the number of question papers inside the packels B found
i e obviously inade quate for dsiribution among all the cand idaies present, then sthe
shall proceed a3 follws

(a) If the centre is siuated within the town of Dibrugarh then she shall
irmree diately contset the University Authorities over dhe e lephone,
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bt if the elephonic contact B m possible, then send a special
msesrenger i the University. The authorities of the Unversity shall
thereupon forthwith send 1o the (fficer-in-Charge the requined
v et o et o & et paceer cane and ¢ wtody.

(b) If the centre & simated ouside the wwn of Dibrugarh then 3he
shall, where possible collect the required number of question papers
frioa the University of nearby exam ination centres oF el afhe shall
fortlowith pet them cyclostyled of Nenosed under hisfher supervigion
and dsiribuie them among those candidaies who could not be
provided with the same and shall simuhanemsly inform the
University Authorities by elphone of e-mal whichever &
practicable. The los of time cased o any candidate by the delay in
d stribution of the question paper under such ciroumstances shall be
compendated by the srant of equal, exira — time by the Office-in-
Charge.

(in)lf the quesion papers ane found, on opening te paces belong i a subject other than the

i |Fage

e vahiich is fived for that dasy, e Offie er-ine Charge shall follow the ssme proced une
a3 guilined in the forepping clase with this modification that whene the University
authar ities are unable to supply the question papers on the proper subjpeci n the
D bruzar b wn-centre oF any oulside centre, the Officer- n-Charge shall cancel the

examimaiion on that paper and forlwwith mform the University auhorities S he
shall alse forthwith repack and reseal the quesion papers and send them o ihe
University awhorities. There upon the Liniversiy auwthosities shall hold a fresh
exammination of that centre in that subject as soon a8 possible. I the question paper
which was wrongly sent related 1o a subject in which the examination has not et
been held, the Universiy authorities shall nullify that quesion paper and reset the
paper if there & adequate time and hold the examination on the appointed date, But if
there is no adequate time, then te examination on that subject shall be cancelled in
all centres and a fresh examination held a3 sp0n 25 possible.



9. CANDIDATES

0.1 Admittance to the Examination Hall

Mo candidate should be admined to the Examination Hall unless s'he presents the
Admit Card sswed 1o himher or otherwize satisfies the Office-in-Charge & w
hisfer eligibility and identity. The Admit Cards of all candidates should be verified
during all sesmions of the Examination. All the candidates (stodents) slhould earry
with them the wentity card Bssed by the concermed college. The backlog
candidates who donol possess identity cards Bsued by the colleges should carry
their Vaoter I cards

02 Candidates to take seats 15 minwtes be fore exa mina tion hoars

(i) Every candidaie shall iale histher seat at least 15 minutes  before the commencement of
the e xamination.

{ii) No candidate shall be admited imo the examination hall after 30 minuies have & lapaed
since the commencement of the exam nation.

(iMoo candidaie shall be allowed o lesve the examination hall before &0 minues have

elapred since the comme ncenent of the examinaiion.

035 Instruction to the candidate o be printed on the cover of the answer scripis

Insiruciion i the following effeci shall be prinied on the cover page of ihe answer
SCTip:

(i) The candidste shall write hisfher roll numbser, registration mmmber and the subject of
examingiion clearly and legibly on the front-cover of histher answer seripl Unless
these particulars are writien clearly and legibly, an amwer-scripi may be ireaied as
invalid.

{11) Shhe shall nod carry indo the examination room of have in hisher posession any book or
amy prinied or hand writien or typed or cychstyled or blank paper excepd hisher
admit card, regsinaion number and insinmment o nor shall be inscribed anything in
ammy pan of his bady oF amy instrment while sfhe i3 i the esam nation §oom.
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(iniShe shall nod receive amy book or printed or hand written or aelstyled blank paper
firom amy oiher person while sthe is in the examination room of in the lavatiory or amy
other place o which sfhe iz allowed 1o have acces during the oourse of the
€ 3 T A o,

{iviSMe shall nod eommunicate with amy other candidate in the examination room or with
army peerson in and outside the exanm nation rooam,

{v) Shhe shall not see, read or copy anything writien by any other candidate, nor shall sfhe
lmowingly or negligently permit any other candidate io see, read or copy anyihing
writien by himfher.

{wiiSMe shall not written anything on the bldtng paper or in other  paper o materaks
during the examination, of pass any kind of paper o any other candidate in the
examinalion oo, oF amy person oulside the room,

(vii) She shall not disclose histher identity to the examiner by writing his'her name of
puiting any symibal in any pan of hisfher answer seripi.

(wiil) She shall not use any abwsive language of write any objectionable remark or make
any appeeal o exam mer by writing in any pan of hisfher answer scripi.

{ix S Me shall not detach any page from the anawer seripl of insen any loose sheet inlo iL

(%) Shhe shall not insen amy new answer seripl by removing the pins of the original answer
sor ipis and re-fixing teem.

{31 S e shall nod resort o any disonderly eonduet inside the examination room o msbehave
with the invigibstor or threaten him fher.

(xii)  She shall not do anything which & contrany 10 mstruetion and mules relaing o the

0 T A o

94 Penalty for contrayentimn

Comtravention «f any of the imtnetoms speciflied above (Instruction (o Uhe
candidate to be printed on the cover of the answer seripls) by any candidate shall
render himer liable 1o be expelled from the examimation without prejudice 1o any
qiher actions that mey be mken againg himther under the niles of the Universiny.
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1. UNFAIR MEANS

Mo candidate shall use unfair means of ndulge in dsorderly conduet at or in connection
wwith esca il ions.
“Lnfair means” includes one or mone of the following act of commission of a6 of omision on
ithe pan of candidsies during exam ination period

1. Dhiring examiration ime kaving n possession oF 3065 o

a) Any paper, book, note or any other mauthorised materal which has relevance o the
& AT Nl i,
b) Mobile Phones, Dhgiial waich or any elecironic gadpet odher than caleulsios, even in
awitch off mode, whic h can potentially be used for com wii cation oF ¢ opy ing.
e) Anything writlen on any ather nstrument or any kind of fumitre or any other substance
which meny have relevance to the examination oonoerned.
d) Anyithing writien or signs made on the body of the candidate or hisSher ¢ kothes)amme nis,
handbkerchief ete, which nsay have relevance to ihe examination ooncemed.
e) Anything written on the question paperfadmi cand which may have relevance o the
& 3 il ion ¢ oncesnmed.
2, Giving o mece ving assslance in amwering the question papers o or from any other
cand idstepe raon in the examination hall or ouiside during the examination hours.,
3. Talking i another candidaste or amy mavthonised person inside or owside the exam nation
rosm during the exam nation hows without the permision of the invigilating staff,
4. Intimidating of using obscene lanpuage o threatening or B2 of violence agansi the
invigilairs of person on duly for the conduet of examinations of kaving the examination hall
withouw the permission of ithe invigilaior o causing disirbanees in any mamner in the
5. Swalkvwing of atempling to swallow or destroyving of attempling 10 destroy a nale oF paper of
any odver material,
&, MutualMass copying.
T. Tearing off the answer scripis.
R, Srougel ing-oul, eifher Blank o written, of smuesling-in of answver seriptfadd itiomal shests
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4, Smugeling=-n blank or writlen answer seriptfadditional sheet and forging signaiure of the
ir iz | sior dheneon,

1. Revealing identity in any form in the answer seript by ihe candidaie.

11, Not submitting the answer scripis 1o the invigilaiors afier completion of the concemed
AT AL R

12, Impersomating any candidate or getling impersonaied by any person for wking ihe
AT AL R

13, Amy other similar ac1s of commssion andfor acis of omissions which may be considened a3
unfair means by the competent authorities.

11 PUNISHMENT

A candidate found using unfair means 5 loble for amy one or more of the follvwing
punizhmenis:

1. Expulsion from the examimation hall.

2. Cancellation of the examimation of the entire semesierfyear for which she was a
candidaie.

3. Debarring ithe candidsie from appearing in the examimation of ithe panicular
semederfyear for one year or more than one vear a5 deemed fii by the compeient
authonites

4. Debarr ing the candidate from appearing in any exam nation of the Universiny in fuire

5. Auy oiher punishment deemed suitable by the conpeient authorities.

102 Stand ard Operating Procedure for * Ex pulsion of a Cand id ave®
(i) The Oificer-in-Charge of the Cenre shall have the auihority i expel acandidate firom an
exam ination, if te candidsie breals any nie or instnection for which sfhe i3 liable 1o be
expelbed, of resons o any d sorderly conduet, or adopis amy unfair means

(1) If she decdes w expel a candidaie, sfhe shall obiain staiensent n the poeseribed fom
from the candidate snd two invigilators shall sign (full signsiure) it 25 witness, [T the
cand idaie refises 1o sign the satement, this fact shall be clearly mentioned in the repon
and two witnesses shall sign it
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(iii) Misterial found from the candidate:
As far a8 possible, precise information & 1o from whene the makernal was found (in the
pocket, desl, shoes etc) should be mentioned in the sstemen of the candidate. The
copying makrial 2o deteced by an nvigilstor should alsoe be signed by the imvigilator ()
and eouniersigned by the Officer -m=-Charge with seal on each page.

{ivProcedure o be followed in case of smugoling oul of an answer senipt
In case a candidate has smugeled oul an aswer seripl, the (ffieer-in-C karge should call
the candidate directly and try to secure the amswer seripl. In case of non-availabiliy of
the answer soripl, the mater should be reponted o the Controller of Examinations along
with the statement of the imviglator (5) present in the room and abko of the cand idate.

i{v) Procedure for dealing with [napersonation:
In case of impersonation, the Officer-in-Charge should send to the Controller of
Examinations, the gatement of the person found to be impersonating, the invigilatork
and the real candidate, if possible. Photograph shall be taken and sent along with the

repurl

{wi) Dhocummenis required ke be sent in unfar mesans cases:

All eases of unfair means should be recorded in the prescribed format provided by the

University. The following documsents should be sent 1o the Controller of Examination in

a sealed enve lope:

{a) Answer seript of the candidate,

(b Prescribed format signed by the nvigilaiors and counter signed by the Officer-in-
Charge.

() Stmiement of the candidate counter signed by the invigilators

{d) Inerim inating makerial (2) found from the candidate signed by the candidate snd
counier 4igned by the invigilaos and Officer-in-Charge.

{wii) The (Mficer-in=Charge shall serve a notice on the candidate 1o the effect that the
expulsion caxie will be finally decided by the University with such other consequences a5
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meay follosw ther efrom. Pemding the decision of the U niversity, the candidate shall be
imeligible ko appear imthe remaimimg U miversi iy oo mima Giaoms.

TLDEPUTATHIN OF LNIVERSITY OFFICER

Thee Llnviver sity maeny depoute any Senior Oficer or teacher of the Linversity or of affil sted
colleme o @n esEmination centre ko observe condwet of examinstion in the centre. T shall
be hisfher duty Lo see that all arangermsens have boen moade for efficient and smootdh
conduct of the exam ination sccording o the mles and nswruetions of the centre. Sfhe
shall work n close ool laboration with the Offioesr-in={harpe of the cenire and submit, =t
the end of the examination a meport Lo the Contnoller of Exam instions about the oomduct
af the examination in the Centre,

12 ATTEMNDAMNCE SHEET, T SHEET ANy ABSENTEE
STATEMENT

There shall be an stendance shest with the particulsr of the candidsies allobned o a
cerire. The imvigilaior shall verify the adm it cand and the reg strst on numiber @and ot n
in the abtendance sheet the sipmeiure of each candidsle appearing n the examinstion
Thaose whee are absent shall be mardked absent n ithe atendance sheet and the invig il ator
shall sign the stlendance sheet. From the particulars in the atendanee sheet, a togp sheset
and an absentes stmement shall also be prepared. The OFGoe rein-charge shall emsere
that complere Holl Mombers (imcledicg the Cemtre Codel of each amd every

candidate is written om the Top sheet amd Abhsentee sbabe men L

The absemtes statememnt is a very important docoment amd shosld be sent o the
Umiversity withowt fail. Lt showng the Roll nuomber of the absentess, day of the
= xzmrm ination and sulyject from which they we e absent shaould e clearly mentioned in the
statermsent. The OMficer-in-Charoe showld persomally see that  the stmkemenl S
carefully and wuwihifelly filkd wp each day and sent e the Controller of
Examinations withaowt fail immse distely after the completion of the examnation @ their
Centres. A& copy of the absemtes statement showld be sent alomg with comcermed
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subject packel to the Examimation Eones where evaluation of the amswer seripls
shall be done.

13 DISPATCH OF ANSWER SCRIPTS

131 Amswer seripts o be arranged serially

The Oiificer- in-Charge shall at the end of esch examination session see that all the answer seripts
ane aranged serially, subjeckwise and group-wise.

132 Answer seripls io be securely packed

The Orificer-inC harge shall get the answer seripis securely packed and sealed in packes of not
e than 250, and verify the top-sheet and sign it and paste it on the pockel

133 Aswer scripls o be dis patcled the same day

(i) She shall then dispach the seakd packes W the Examination Zoneflniversity
Authoriiies onihe same day through Speed Posi only with all due precaution about
safety, s ity and secnecy,

(i) Mon compliznce of (i) may lkad wo the cancellation of the examination cenre for such
period & mmay be decided by the Examnation Committee, under repon to the
Executive Couneil,

(i} The dispatch report alter each day of the examinations should be submitted to the
University withowi il

14 DOCUMENTS WHICH ARE TO BE SENT TO THE UNIVERSITY
AND THE EXAMINATION ZONE
The following original documents should be dispaiched 1o the University:
(1) Dispatch reporn.
{ii) Top sheet.
(iiijAtiendance sheet.
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(iv A baentes atene .
{v) Seat plan
{viiDocumenisfirepons relaied o expuliion or ather d seiplinary actions.
(vii)  Oher relevant doc uments.
The document &t 81, No. (vi), if any should be seni mmediaiely o the Coniroller of
Examinations, once the action has been taken by the concemed Bxam ination O enire,

The photocopy of the following documents shoukd be depatched 1o the Examination £one
along with the packet of answer sor ipis:

(i) Dispatch repo.

{ii) Top sheet

(iii)Absentes 2atenme .
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