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VISION

To become a globally recognized ‘Centre of Academic Excellence’ providing
quality education to all students.

MISSION

To provide quality education in the fields of Engineering, Management,
Information Technology and other engineering areas.
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1. INTRODUCTION

The Examination Cell is an important part of the autonomy. There is sufficient
number of supporting staff to look after the routine works of the Exam Cell. The Exam
Cell Coordinator also maintains a smooth functioning of the continuous assessment tests
and conducting of all examinations.

The Examination Cell is responsible for maintenance of communication from
the Office of the Coniroller of Examinations to the college and vice versaq, issue of
examination applications to students, submission of examination application at the
Office of the Controller of Examinations, coordinate with the Zonal Office for the
smooth conduct of the Practical Examinations and Theory Examinations, safe keeping of
examination stationery, forwarding of student requests, vide lost marks statements,
certificates and enquiries.

The Examination Cell has been provided with, up to date computer
systems, communications networks, high speed printers and copiers to enable the
smooth functioning of the same. The Examination Cell is under the direct supervision of
the principal. The Chief Superintendent is assisted by the Examination Cell Coordinator

and clerical staff.

2. THE FUNCTIONS OF THE CELL
® Any Circular, Guidelines, Office Order, Notification received by the College

are processed in the Examination cell, reply thereof prepared and after
Principal’s signature dispatched to the University.

» Examination Notices received from the University are duly served to all concerned.

" The notices for university indicating details regarding fee collection, the last
date of fee collection, modalities of payments of fine etc.

* Preparation of smooth conduct of examinations, preparation of timetable,
invigilation duty chart, seat allotment in the examination halls etc.

» During the examination time, proper staff mobilization, assigning the duty as
per the duty chart already prepared.

s After the results of various examinations received from the University,

distribution of marks sheets to students.
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4.

\

The Examination cell analyzes all examination results and in consultation with the
principal, prepares the report thereof for submission to appropriate authorities
for follow up action.

The University Degree Certificates received from the University by the
college are sent to the students concerned by the Examination cell.

The Examination Cell coordinates the conduct of Internal Examinations as
well as University Examinations for all the UG and PG programs.

Examination Cell is also responsible for Conduction of competitive Exams as per

schedule given by State & Central Govt.

MAJOR ACTIVITIES OF EXAM CELL

Preparation of Tentative Schedules for Internal Assessment Tests
Conduct of Internal Assessment Test

Conduct of AU Examinations

Registration for University Exams

Exam fees collection

o a

Issue of Hall Tickets

0

o

Revaluation Procedures

e. Issue of University Mark Statements
f. Issue of Provisional Ceriificates

g. Issue of Degree Certificates

CONDUCT OF ASSESSMENT TESTS & MODEL EXAMINATIONS

Avuthorities:

The Avuthorities involved in the conduct of the Examination are

1.

o A o

Principal
Exam Cell Coordinator

Heads of the Departments

Convener of Academic Affairs Monitoring Council [AAMC]
Internal Inspection Squad
Hall Invigilators

Supporting Staff
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The AAMC and the Examination Cell will be the in-charge for the conduct of
Assessment Tests, Model Examination & University Examination for a particular
semester. There will be 3 Assessment Tests and 1 Model Examination per semester.

The AAMC will prepare the Academic Calendar in which the Commencement
of Assessment and Model Examinations will be mentioned.

The Overall Exam Cell Coordinator is appointed by Principal and the
examination coordinators are appointed by HODs course wise for conduct of above
internal examinations, at the beginning of every academic year. The Exam Cell
Coordinator maintains a department wise list of examination coordinators. The
college conducts the internal tests satisfying the requirements of University.

The Team members appointed for the University Examinations are
responsible for the overall coordination and ensure that the participation of the
appointed Examination coordinator in all the activities connected with the conduct of
Assessment and Model Examination.

All Teaching and non — teaching staff who are recruited for the conduct of the
examinations are bound by the rules and regulations of the college. For any
commission and omission in the conduct of Examinations, the college will take
appropriate action.

College Calendar indicates tentative examination schedule for Assessment
Tests and Model examinations.

Exact schedules are fixed by the Exam Cell Coordinator in consultation
with the HODs and Principal. These are informed to staff and student through
circulars. In any unexpected circumstance, the department postpones the test
schedule of a particular Degree/Branch, or a particular subject and the
department has to arrange fo conduct it.

The faculty handling the subjects are intimated and directed to prepare
question papers and send the soft copy through the E-Mail ID mentioned by the Exam
Cell Coordinator before the specific date mentioned in the circular. Examination Cell
arranges sufficient copies before the examination. The retest, if required will be
conducted by the department. For model exam, faculty who handle these subjects are
advised to set the question papers in the University pattern.

A schedule for invigilation duty is prepared by the Exam Cell Coordinator and

will be intimated to the faculty through the HODs. The faculty will attend the
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invigilation duty as per the schedule. Examinations are conducted with at least one
faculty available as Invigilator for a hall. Hall arrangements oﬁd seating
arrangements are prepared by the Exam Cell. Seating arrangements for the students
will also be notified well in advance to the students through the HODs. Seating
arrangements will be common for all the Assessment Tests and Model Examinations in
the ODD and EVEN Semesters.

After exams, papers are collected by the invigilators and handed over to the
Exam Cell Coordinator Office along wiith attendance report. Exam Cell Coordinator
hands over the answer sheets to the faculty handling the subjects through
Examination Coordinators within one day. Date wise absentees’ statement of
Examination is maintained and the same is sent to the principal.

After evaluation of the answer sheets, the results of individual students are
recorded in the ERP software. Evaluated answer papers are to be returned to the
Exam Cell. Result Analysis report is generated from the ERP software and the same
is forwarded to the principal for further discussion. Intimation on examination results
is sent to parents of all students in the form of a Letter.

Every faculty is required to maintain a ‘ATTENDANCE AND ASSESSMENT
RECORD” (Logbook) which consists of attendance marked in each lecture or practical
or project work class, the test marks and the record of class work (topic covered),
separately for each subject. This should be submitted to the Head of the department
for checking the syllabus coverage and the records of test marks and attendance. The
Head of the department will put his signature and the date after due verification.
At the end of the semester, the record shall be verified by the principal, who will
keep this document in safe custody (for five years). The university or any inspection
team appointed by the University may inspect the records of attendance and
assessment of both current and previous semesters.

The Exam Cell Coordinator intimates the date of Attendance and Internal
Marks Entry in the University Web portal as per the schedule received from the
University every semester. The Class coordinator after due consultation with the
HODs will make the entry in the Web portal-which in turn will be verified by the
Exam Cell Coordinator and Principal. The procedure for allotment of internal
marks for theory paper, practical paper and project viva voce according to the

University Regulations will be issued from time to time by the Exam Cell coordinator
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after consultation with the principal.

5, CONDUCTION OF END SEMESTER EXAMINATIONS (UNIVERSITY)

After the commencement of the semester, the elective subjects offered in
different courses along with the Register number of candidates opting for them are
compiled and transmitted to the University by the Principal.

Dates of commencement of university examination along with applications
and fee for various courses are received separately from university. The
examination fee circular is displayed in the Notice boards. Students remit
examination fees to the Class Coordinators and in the Exam Cell. The filled-up
applications are verified and forwarded to the University along with fee
statement with Principal’s endorsement on application forms.

At the end of each semester, Class Advisor prepares the attendance of each
student in the format prescribed by the University and forwarded it to the Principal
through HODs. These are verified and sent to the University. The procedure for
requirements for appearing in the semester examinations and for completion of a

semester are followed according to the University Regulations issued from time to time.
6. REQUIREMENTS FOR APPEARING UNIVERSITY EXAMINATIONS

Candidate shall normally be permitted to appear for the semester examination
of the current semester if he/she has satisfied the semester completion requirements
and has registered for examination in all courses of that semester according to the
University regulations issued from time to time.

Candidates who do not complete the semester (as per University Regulations),
will not be permitted to write the end-semester examinations and are not permitted to
go to the next semester. They are required to repeat the incomplete semester in the
next academic year. _

On receipt of intimation from University, the requirement for stationary items
including Answer books and cloth line covers etc., for the University examination is
prepared and forwarded to university in the prescribed format by the Exam Cell
Coordinator through Principal. Stationary items and advances are received before
the commencement of university examination. After completion of the University
examinations, all the accounts are settled with the University as per their guidelines

through Principal.
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7. PROCEDURE FOR CONDUCTING UNIVERSITY FINAL PRACTICAL & PROJECT

VIVA VOCE EXAMINATIONS

On receipt of the schedule for conducting practical examination from University
/ Zonal Office for each semester, a circular is sent to all HODs asking for the
details of internal examiners and schedule of practical examinations as per the slot
mentioned by the Zonal Office and the same will be entered in the Web Portal. Those
faculty who has completed 3 years of teaching experience are eligible for the
internal Examiner ship, however relaxation are permitted with the approval of
Principal. These are forwarded to University/Zonal Office through Principal.
Principal acts as Chief Superintendent for conducting practical examinations. The
details of approved internal and extérnql examiners with date of each practical
subject are received from Zonal office and a copy of same is forwarded to all HODs
for effective conduct of the exams.

The Zonal office appoints the external examiner for each practical lab / viva
voce from neighbouring colleges under their control. External examiners are expected
to forward the acceptance / regret letter in the University prescribed form to Zonal
office with a copy to the principal. The same is forwarded to the internal examiners
through HODs. Meanwhile, external examiners are also contacted by HODs over
phone to find out their convenience / acceptance. If it is not convenient for the
external examiner to come on the decided date, then an alternate examiner is
arranged by Zonal office with intimation to Principal. Based on this, detailed
Timetable is informed to the examiners as per university format. Timetable is also
displayed in the department and College Notice board in advance.

If there is any clash of schedule with arrears practical, it is rescheduled with
the approval of Zonal office. These are updated and maintained by the Exam Cell
Coordinator.

For each laboratory examinations, HOD decides and appoints skilled
assistants and technical supporting staff and communicates. The internal examiner
along with skilled assistants and technical supporting staff take care of the conduct
of practical examination for which they are appointed. The -Exam Cell Coordinator
issues necessary forms / stationery items to the internal examiners for conducting

laboratory exams.
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