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OBJECTIVE AND SCOPE

» The conduct of examinations and declaration of results is one of the
important activities of the UP University of Medical Sciences, Saifai.

* The Examination Section is the backbone of the examination system. It
is of paramount importance that the examinations are conducted with
utmost precision, fairness and objectivity to gain public credibility and
esteem.

eIn order to achieve this, all rules and procedures relating to the
examinations should be so well delineated as to leave nothing to chance
and assumption.

* This Manual defines the roles, responsibilities of the people involved,
protocols, procedures to be followed and various steps that have to be
taken at all the levels associated with the conduct of the examinations of
the UP University of Medical Sciences, Saifai for the Faculty of
Medicine, Faculty of Dental Sciences, Faculty of Pharmacy, Faculty of
Paramedical Sciences and Faculty of Nursing.

* All the Forms/Performa for use in the examination process, system and

documentation has been drawn out in standardized formats.



ORGANIZATIO STRUCT F THE ITY FOR THE
PURPOSE OF EXAMINATION

A BRIEF DESCRIPTION OF THEIR ROLES:

o Honourable Vice Chancellor

e Apex body and approving authority for various decisions in

regard to examination process

- Provide direction for the creation of policies, standards, and rules
pertaining to examinations

- Review and approve examination procedures and protocols
proposed by the Controller of Examinationand as approved by
Examination Committee to ensure they align with the institution's
mission.

’ Appointment of Examiners for the purpose of examination.

o Examination Committee

» Decision making body for defining rules and regulations,
developing and establishing policies and procedures for the conduct of
examination in line with the guidelines of regulating bodies(Councils
and Commission) for different faculties such as NMC, PCI, INC, DC] etc.
> The recommendations and policies/guidelines/rules formulated
by examination committee will be implemented by Controller of

Examination after the approval of Vice Chancellor.

< Controller of Examination

s Will be Member secretary of Examination committee.
r Will execute the decisions and policies as approved in relation to

examination process \/
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- Will be Principal officer-in-charge of examination

- Will prepare exam timetables and schedules for smooth
conduction of examinations

- Will nominate Center superintendant and invigilators for smooth
conduction of examination at examination Center

’ Will oversee the entire examination process, and maintain
integrity of examinations.

- Will address instances of malpractice or misconduct during
examinations

” Will coordinate for the timely and accurate processing of exam
results

b g Will ensure the confidentiality and security of result data

o Dean of the Faculty

e Will enrol the students in the program and issue enrolment card

r Will maintain register of Enrolment of students

- Communicate important information about exam schedulesto
Controller of Examination.

- development and implementation of examination policies in
alignment with the requirements of regulatory body
guidelinessubsequent tometiculous analysis by Examination committee
and after due approval from Vice Chancellor.

r oversees that examination process aligns with the curriculum of
the faculty

- work with faculty members to schedule examinations calendar for
the session, considering theneeds of the curriculum.

- will provide Examination results to the student

- Prepare and issue academic transcripts, migration certificate and

provisional certificates and degreeto the students.
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o Center Superintendent

» Will be nominated by Controller of Examination

- Will arrange examination rooms, seating arrangements, and
ensure that all necessary materials, such as exam papers and stationary
are available and distributed appropriately

» Will ensure entry of eligible candidates in the examination hall,
check identification of candidates, and verify attendance lists.

> Maintain the security and integrity of the examination process,
enforcing measures to prevent cheating, and any form of malpractice

- Maintain strict time schedules during examinations announce the
start and end times of examination, monitor the examination hall to
prevent cheating or any form of misconduct; oversee the collection and
proper handling of completed exam scripts.

- Supervise invigilators to ensure effective monitoring of the

examination hall.

o Invigilator

» Verify the identity of each candidate, hand out examination papers
and any necessary materials to candidates, communicate the
examination rules and instructions to the candidates

» Actively patrol the examination room

” Keep a record of attendance and noting any absentees

> Collect completed exam papers from candidates and ensure they
are securely stored or submitted

» Report any incident, violations, or irregularities observed during

the exam
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KEY OFFICIALS IN EXAMINATION PROCESS

VICE CHANCELLOR

Vice Chancellor is the senior administrative and academic leader of the

university and plays a crucial oversight role in the examination process.

His leadership and oversight are vital for maintaining the overall quality,

credibility, and effectiveness of the examination system in the

University.

Powers, Roles and Responsibilities in Examination system:

The Vice-Chancellor, by the virtue of powers as conferred on him
by the Act shall be the principal executive and academic officer of
the University, and shall exercise general supervision and control
over the affairs of the University, including examination process.
Vice Chancellor shall award degrees, fellowships, honorary
degrees, or other academic distinctions to the Students of
Universityas proposed by the Dean of faculties.

Shall provide guidance and contribute in the formulation of
examination policies, guidelines, and regulations in collaboration
with academic bodies of University.

Shall review and approve the examination procedures and
protocols proposed by the Examination Committee/Controller of
Examination/Deans of faculty to ensure they align with the
University mission and values.

Approve the appointment of key examination officials, such as the
Controller of Examination, Panel of External Examiners, various

committees and ensure their adherence to University policies.
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» Approve and allocate budgets related to examination processes
and ensures that adequate resources are allocated for the smooth
conduct of exams and the timely release of results.

» Shall represent the University in discussions with external
accreditation bodies, government agencies, and other institutions
regarding examination processes.

» Ensure that examination processes maintain high standards
including the integrity of assessments and the fairness of
examination procedures.

+ Provide direction and supervise crisis management related to
examinations, such as addressing irregularities and disputes that
may arise during the examination processess.

» Provide guidance for implementation and integration of
technology in examination processes, such as the use of online
exams or advanced assessment tools, to enhance efficiency and
security.

, Contribute in strategic planning process, so that examination
processes align with the University broader goals and objectives.

~ Shall provide assurance to students, and maintain transparency

regarding examination-related matters.

EXAMINATION COMMITTEE

Examination committee will oversee and establish policies and
guidelines to ensure fair, valid, and reliableexamination process for

upholding the academic standards and reputation of the university.
The following will be the members of Examination committee:

k. Pro Vice Chancellor : Chairman

2. Registrar : Member I\
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3 Dean Faculty of Medicine : Member
4 Dean Faculty of Dental Sciences : Member
5 Dean Faculty of Pharmacy : Member
6. Dean Faculty of Nursing : Member
7 Dean Faculty of Paramedical Sciences : Member
8 Dean Student Welfare : Member
9 One Senior Professor : Member
10. One Associate Professor : Member
I1. One Assistant Professor : Member
12. Incharge Security : Member
13. Controller of Examination : Member Secretary

Quorom Requirements:
A minimum of 50% members including Chairman, Registrar and
Member Secretary will be required for the quorom. All decisions shall

be taken in the meeting and all should sign on the proceedings.

Role, Responsibilities and Powers of Examination Committee:

L. Examination Committee in aggreement with the Act for different
statutory bodies of university will define and device the way of means to
conduct the examination or any other assessment which are needed for
the purpose of evaluation of students required for passing of
examinationsleading to obtaining the degree and diploma or any other
certificate as prescribed by University.
2.  Setting Examination Policies and Procedures:

It will establish policies and procedures for the fair, creditable and
transparent conduct of examinations.

It will also define rules and regulations related to exam
scheduling, duration, format, and other relevant aspect to be stipulated

by the University in accordance with the guidelines of statutory



bodies (such as Councils and Commission) for different faculties such as
NMC, PCI, INC, DCI,and UGC etc.

3. Examination committee will oversee the process to ensure
creation of fair and comprehensive assessments and moderate the
pattern of exam papers to ensure consistency and quality.

4. Examination committee will monitor and evaluate the quality and
standards of examinations and will develop policies for its enhancement.
5. Examination committee will establish policies and guidelines to
maintain security and integrity of examination materials.

6. Examination committee will constantly review the system of
examinations in order to enhance the level of impartiality and
objectivity.

7. Examination committee will establish policies and procedures to
ensure that the examination process complies with relevant university
policies and external accreditation standards.

8. In order to provide a fair and creditable examination system the
Examination committee may appoint such persons under the Controller
of Examination to carry out the defined roles.

8. Examination committee may also appointan Observer to submit an
independent report to the Chairman of Examination Committee on
integrity, fairness, and conduct of the examination process.

10. The Controller of Examination will be the Member Secretary of the
committee and will be responsible for convening the meetings. He will
also keep a record of minutes of meetings. He shall be responsible for
putting up the recommendations of Examination committee beforethe
Vice Chancellor for approval and ensure prompt and proper

implementation of his decisions.
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DUTIES AND RESPONSIBILITIES OF THE OBSERVER
l. The observer shall follow specific instructions/quidelines

provided by the Examination Committee.

. The Observer shall reach the college one hour before the
commencement of examination and contact the Center

Superintendent.
. The Observer shall check all arrangements at the Center.

- The Observer MUST BE PRESENT at the time of opening of the
question paper packets and check the seal, date etc. The packet
should be opened in the presence of the Observer and Center

Superintendent only.

- The observer shall ascertain the intactness of Question paper
packet and he has to sign on the Question paper cover by
recording the time and date of the Question paper packet as per
the time table. If he found any discrepancy, it should be brought to
the notice of COE/Center Superintendent immediately and shall

submit the report to Examination committee.

- The observer shall inspect the examination halls at frequent
intervals of time and see that no student indulges in any type of

Malpractice.

. If poor invigilation is noticed in Examination Hall, the observer
shall immediately report to the Centre Superintendent/ CoE and

ensure that proper remedial action is taken forthwith.

. The observer shall verify the authenticity of the candidate's
Identity who is writing the examination and in case of any
impersonation, he must bring it to the notice of Center

Superintendent / COE /Chief-Superintendent.

A,
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9. In the event of Malpractice, the observer must record the
Malpractice case and inform the coordinator / COE /Chief-

Superintendent immediately.

10. The observer shall assist the Center Superintendent in the
scrutiny of answer books at the closure of the Examination. He
should ensure that in his presence, the answer books are placed
inside the packets and packets are sealed with cellophane tapes.
He has to affix his signature.

11. In case of any serious lapses; the observer shall at once

bring the matter to the notice of the COE / Chief Superintendent.

12, The observer shall send an independent report to
examination committee mentioning any lapses and remedial

action in examination process to the Examination Committee.

CONTROLLER OF EXAMINATION(COE)

» The Controller of Examination shall be the principal officer-in-
charge for the conduct of examinations of the university and declaration
of their results.

r He shall discharge his functions under the superintendence,
direction and guidance of the Examination Committee.

e He shall work directly under the directions and control of the
Vice-Chancellor.

Duties and Responsibilities:

I, Controller of examination shall conduct exams for all programs of
studies offered by the University.

Z. Shall ensure that the pre-examination work such as timetable,
production of the set question paper, issuing of admitcard (hall tickets)

etc. is timely done. 2 ™
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3 The Controller of Examination shall be responsible for making all
arrangements necessary for holding examinations and declaration of
results. It shall be his responsibility to-

a) prepare and announce in advance the schedule of examinations;
b) arrange for printing of question papers;

c)  arrange to get answer sheets of the candidates at the examinations
properly assessed, and process the results;

d) arrange for the timely publication of results of examinations

e) prepare and declare the results and shall ensure that the post
examination work such as marks sheet, degree certificate etc. is timely
done.

f) He shall timely communicate any cancellation or postpone of any
exams if the circumstances so warrant.

4. The controller shall also be the custodians of the records and
tabulated results of all the examinations, maintain a register of
matriculates and issue of marks statements or grade statements,
diplomas and degrees.

5. He shall also be responsible for the registration of candidates for
the research degrees (PhD) and for the évaluation of thesis by duly
approved Boards of Examinations appointed for the purpose.

6. Shall postpone or cancel examinations, in part or in whole, in the
event of malpractices, with the approval of Vice-Chancellor and shall
take disciplinary action after the approval. FIR(s) shall be made by
Registrar after seeking the approval of the Vice-Chancellor in extreme
cases of malpractices during examinations by the students as reported
by Controller of Examination.

i The malpractices at examinations shall be dealt with by the

Controller and all such cases with the report of Examination
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Malpractices EnquiryCommittee shall be placed before the Vice-
Chancellorthrough Examination Committee.

8. He shall take disciplinary action wherever necessary against the
candidates, paper-setters, examiners, moderators, or any other persons
connected with examinations and found guilty of malpractices in relation
to the examinations after seeking the approval of the Vice-Chancellor.

9. He shall bring to the notice of Vice-Chancellor any discrepancy or
error that may be noticed in regard to any matter connected with the
examination and for neccessary rectification after the approval.

10. He shall regularly update the manual on SOPs for examinations
and related mattersafter the approval from Examination Committee.

11. He will be responsible to take proper approvals before any
actions.

12. The Controller of Examination shall exercise such other powers
and perform such other duties as may be prescribed or assigned to him,

from time to time, by the Vice-Chancellor.
Work to be attended by the Office of the Controller of Examination:

The following work shall be attended by the Office of the Controller of

Examination

1.  Preparation of schedule of examination as per tentative schedule
provided by Deans of various faculties and their publication in time.

2. Issue of appointment orders to the internal and external
examiners for setting theory papers.

3. Preparation of the question papers- course-wise, and date-wise
and print question papers with code.

4, Securly storing the sealed question paper in packets which shall

indicate course/subjects, semester, date of examination, code and

{;.
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name of examination center, and number of question papers in each
packet.

5. Notification of examination fees and inviting applications on
Examination Forms from the eligible candidates as approved by the
Dean of faculties for University examination.

6. Scrutiny of examination application forms of candidates, allotment
of roll numbers to the applicants, printing of candidate’'s lists, issue of
the same to the Center of examinations and issue of admit cards for the
students.

1. Arrangements for dispatching of all examination material to
examination centers.

8. Arrangement for conducting examination- announcement of dates,
collection of answer papers, valuation, processing and declaration of
results.

9, Arrangement of preparation of marks card and their distribution
to the candidates by the Dean of faculties.

10. Publishing of consolidated marks card, duplicate marks card,
degree certificate, etc.

11. Collection of work done statement from the paper setters and
examiners and forwarding them to the Finance Section for payment of
remuneration.Processing/passing of bills of remuneration of TA, and
other remuneration bills, to the Finance officer and maintenance of
correspondence there on.

12. Preparation of the lists of lapses and irregularities committed by
the evaluators and others and forwarding the list to the competent
authorities for consideration and necessary action.

13. Arrange for photo-copy/re-evaluation of valued answer-booklets
requested by the candidates on prescribed application form with due

fees.
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14. Assist the Examination Committeein constitution of committees to
deal with all types of cases of misconduct/malpractices, detected
before, during and after examinations.

15. Announcement of results of examination, dealing the cases of
withheld results for future announcement and follow up work in cases of
any discrepancies.

16. Maintenance of all records, statistics, stock registers and data
base of candidates pertinent to examinations.

17. Preservation and disposal of valued answer scripts at least for four

years after the announcement of results.

Faculty member associated to the office of Controller of
Examination:

For smooth conduction of examination in the University, the Controller
of Examination shall require assisstance from the Faculties. For such
purpose faculty members may be nominated by Examination
Committeeto assist Controller of Examination and shall be named as

Assistant Controller of Examination.

Appointment of Assistant Controller Examination: At least one
faculty member from each faculty shall be nominated to assist the office
of Controller of Examination for the purpose of smooth conduction of
examination process,and additional faculty members may also be
nominated from faculties for assistance, if additional programs are
initiated and established by the faculties. Such faculty members for the
purpose shall be nominated by the Examination Committee and

approved by Vice Chancellor.
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Duties and responsibilities:

1 The faculty members nominated shall preserve strict
confidentiality regarding the work allotted to him/her and shall not
violate the integrity of the examination system.

2. He shall prepare the list of question papers with title and code

programme-wise, semester-wise, course-wise as per regulations

provided by office of Dean of the faculty.

3. He shall get the question papers prepared for the examination

from the papers setter who will be selected from approved list of

external examinersas provided by the Deans of faculties.

4. He shall arrange for the external examiners from the approved list

(by Board of studies /Academic council/Vice Chancellor) to conduct

practical or clinical examinations.

5.He/she shall verify and confirm the required number of examiners and

ensure that the practical examinations and valuation work is completed

by 6 weeks.

DEAN OF FACULTIES:

Duties and Responsibilitiesregarding examination process:

1. Will enrol the students in the program and issue enrolment card
Will maintain register of Enrolment of students

3. Work with faculty members to schedule examinations calendar for
the session, consideringthe needs of the curriculum.

4. Communicate important information about examination schedules,
any changes, or updates in examination schedule to Controller of
Examination.

5. Will provide Examination results to the student.

Prepare and issue academic transcripts, migration certificate and

provisional certificates to the students.

A
%
§
S5
-
)



10.

) g B

12.

13.

16

Depute faculty members for the duties of center superintendent(s)
and invigilation during the examination, will issue order of
appointment to the faculty members and shall communicate the same
to Controller Examination. He will ensure the presence of faculty
member for such duties and arrange for alternative in certain
exigency.

Forward the claims of remuneration for practical examinations to
Controller examination

Develop examination guidelines and process in alignment with the
curriculum and requirements of regulatory body guidelines in
association with faculty members.

Place such guidelines and process before Examination committee for
discussion, deliberations, and approval by the committee.

Will oversee that examination process aligns with the curriculum of
the faculty

Work in association with faculty members to review and update
course content and assessments to ensure they meet academic
standards and integrate them in examination process if required.
Will provide list of students who have successfully completed the
program and are eligible for the award of degree/diploma/PhD after

each academic year to the office of Controller of examination.

ENROLMENT OF STUDENT

Every student, joining UP University of Medical Sciences as a regular

student or as a research scholar or joining as a student of a Faculty or

institution affiliated to the University shall be required to get

himself/herself enrolled with the University.

Students of the University: All students enrolled with the University

_shall be called 'Students of the University".

\
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Standard Procedure of Enrolment at UP University of Medical

Sciences

Purpose: To ensure smooth and organised process for enrolment of

student in a faculty.

Pre-Enrolment: The Dean of the faculty shall

a,

d.

a.

Announce enrollment period well in advance: start and end dates

for enrollment, including information on late registration

. Specify the required documents for enrollment (e.g., migration

cerificates, transcripts, identification, and marksheets).

. Provide a checklist to guide students through the document

submission process.
Designate a location for document verification and submission

Clearly outline fees, deadlines, and payment methods.

Enrolments register of students:

»”

MU a B o

The Dean shall issue Enrollment number for the student as per
Enrcllment scheme. (Annexure: Enrolment scheme for various
faculties of the University)

The Dean of the faculty shall maintain an 'Enrolment register of
students'. The register shall contain the following information in
capital letter: -

Full name of the student

Name of the Mother.

. Name of the Father

Date of Birth of the student (as per matriculation mark sheet).

Examinations passed (qualifying) for entry into the UP University

of Medical Sciences, Saifai.

i.Board
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ii.Migration certificate number
iii.Year of passing
iv.Roll No,
F. Faculty of University joined.
i.Date of Joining.

ii.Date of migration to another Faculty affiliated to the

University and the name of Faculty.
G. Name of examination of the University in which appeared.
i.Year of examination.
ii.Roll No.
iii. Result of examination( passed/failed)

» When a student registered with the University in past re- joins a
faculty/institution affiliated with University, the student’s
registration number shall be communicated to the Controller of
Examination for record of the fact in the Enrolment register of
students.

» If the name of a student is struck off the rolls of University or
he/she migrates to another institution/university or is rusticated or
expelled, such fact shall also be immediately reported to the
Controller of Examination for record and alsoin the Enrolment
register of students.

Enrolment Card: Every student of the University shall be supplied an

Enrolment Card, showing his/her registration number, and in all

correspondence with the University in respect of that student, his/her

Enrolment number shall be quoted. This Enrolment number shall be

mentioned in application for examinations of the University and will also

be mentioned on the Degree and Marks Sheet issued by the University.

\( f "._. .".T-.
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Cessation of Enrolment: The Enrolment of a student, who migrates to
join another University or is rusticated or expelled from the University,
shall be ceased, and shall not be renewed till the student applies for re-
Enrolment within two months of his/her being allowed to re-join the

University.

Enrolment fee, continuation fee and re- Enrolment fees

(a) A student seeking Enrolment shall be required to pay the Enrolment
fee as may be communicated by the University from time to time.

(b) Each student shall pay a continuation fee as may be communicated
by the University from time to time.

(c) The re- Enrolment fee shall be as may be communicated by the
University from time to time,

(d) A duplicate copy of the Enrolment card may be issued on payment of
a fee as may be communicated by the University from time to time,
Change in entries of the “Enrolment register of students”:- Except to
correct a clerical error no change in the entries relating to the name and
the date of birth of a student in the "Enrolment register of Students” shall
be made except in accordance with and on payment of the fees as
prescribed below:-

(a) An application for the change of name shall be accompanied by-

(i) An affidavit sworn before a Magistrate by the person
himseli/herself, if he/she is a major or by his/her parent or
guardian; if he/she is a minor, stating the existing and the proposed

/changed names:

(ii) A cutting from a newspaper in which the proposed change of

name has been advertised; and

(iii) A fee as may be communicated by the University from time to

tfime,
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(iv) No change/correction in the name of the father or mother of a
candidate will be allowed in the entries of the register of students
maintained by his/her university unless it is on account of a purely

clerical mistake

(b) An application for a correction in the date of birth shall be

accompanied by-

a. A certificate from the Board/University/Council from which
the student passed his/her High School/ Matriculation/
Examination, as the case may be, that the necessary
correction has been made and a new certificate have been

issued in lieu thereof.

b. The new High School/Matriculation certificate/marksheet

and

c. A fee as may be communicated by the University from time

to time.

» The “Enrolment register of Students” shall be maintained in the

office of the Dean of the Faculty both in hard copy as well as soft
copy.

» A certified hard copy and soft copy of such “Enrolment register of

Students” of a session (batch) shall be forwarded to the Controller

of Examination for further perusal.

Roll Number of student:

1.

-

A Roll number shall be generated by the office of Controller of
Examination and alloted to every student in the “Enrolment
register of Students"” of a particular session (batch) by the office of
Controller of Examination and a certified copy of same shall be
forwarded to the Dean of the faculty for the perusal of office and
students.



21

2. The “Enrolment number” and “Roll number” so generated for
a “Student of University” of a “Session/batch” shall remain
same for such period till he/she completes the program.
Thereafter, the “Roll Number” shall cease to exist.

3. Both Enrolment number and Roll number shall be mentioned by
the office of Controller of Examination on the admit cards,

marksheets and degree certificate of the student.

PANEL OF EXAMINERS

External examiners and Paper setters are crucial for fair, unbiased and
creditable examination process. To achieve this Panel of Examiners are

required from outside the University.

I Dean of Faculty shall call for a list of all eligible examiners form
various departments in addition to the faculty membersof the University
as internal examinerevery three years.

2. It shall be the duty of the Heads of the Departments to prepare
detailed panels of examiners and place the same before the respective
Boards of Studies for approval. Only names of such teachers from other
institutions who have a minimum of 5 years of full time teaching
experience or as per respective council norms shall be included in the
panel.

3. List of such eligible examiners shall be placed in the respective
Board of Studies for enrolment into the panel of examiners as per the
University and shall recieve due approval from the Vice-
Chancellor/Academic council. Such approved list of Examiners shall be
provided to the Controller of Examination by the Dean of faculty.

4. The examiners for practical or clinical examinations shall be

appointed by the Vice- Chancellor from the panel of examiners
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The panel of examiners shall continue to function for three

academic years. A new Examiner panel shall be constituted for the

subsequent period.

6.

Question paper setter shall also be selected from the approved

panel of examiners.

PRE-EXAMINATION ACTIVITIES

ELIGIBLE STUDENTS FOR UNIVERSITY EXAMINATION

\‘\y i Y, - 3}/ M ¥ )

1. A list of students who are eligible to appear in university

examination as per the guidelines/recommendations of respective
requlatory bodies (Councils/Commission viz. PCI, INC, NMC,
UGC, etc.) from various faculties will be provided by the Dean of
faculties to the Examination Cell. For a student to be eligible:
theory and practical classes attended are to be calculated on the
basis of number of classes held as per norms of regulatory bodies

and not on the basis of number of theory lectures/practical held.

Annexures for the purpose attached

< Eligibility criteria formats for university examination from faculty

of Medicine, Dental, Pharmacy, Nursing & Paramedical Science

. An official communication by Dean of faculty shall be executed

and addressed to Controller Examination to conduct examination
of such eligible candidates along with the list of eligible

candidates,

. After receipt of such communication and list of eligible candidates

from the Dean of faculty, the Controller examination shall initiate

the process for conduct of examination.
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4. The Controller examination shall issue a notice to eligible

candidates to submit the duly filled examination form along with
requisite fees and submit the same to office of Controller
Examination for further processing. Notice shall mention the start
and end date for submission of forms and location for submission

of forms.

§. The office of CoE shall get the submitted fee verified from account

section and subsequently after verification shall arrange for issue

of admit cards to such candidates.

QUESTION PAPERS

1.All arrangements shall be made to get the required sets of question

papers for each course sufficiently in advance to the commencement of

the examination period.

2. The question paper (s) shall meet the specifications/pattern as per

the academic regulations of each programme of study in the University.

3. Question papers for each subject shall be available in multiple sets

(minimum two sets) to meet any eventuality.

Question Paper setters

Appointment:

a. The question paper-setters shall be communicated regarding

their appeointment together with the necessary instruction such as
syllabus, model question papers, question paper pattern, form of
acceptance, remuneration forms and other related instructions etc

through e-mail. (Annexure- appointment letter etc.)

b. The external paper setters shall intimate their acceptance or

otherwise as soon as they receive the communication from the
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University with in the prescribed time limit (one week). The
acceptance of the offer may also be informed by email to the COE.

c. If no communication is received within the prescribed time limit it
will be presumed that the assignment is not accepted by the
paper setter.

d. The faculty of University shall normally not decline the assignment
of setting question paper or other examination work except in
extraordinary situations since examination duty is treated as an
essential service by the University.

e. Whenever, a paper setter declines the offer, alternative
arrangements shall be made expeditiously to get the paper set by

a suitable alternative paper-setter.
Responsibilities of Paper Setters:

1. The Paper setter shall take all the necessary precaution for the
maintenance of confidentiality of his/her appointment and the
question paper(s) submitted and set by him/her.

2. He shall decline the offer of appointment for an examination if any
of his/her near relatives are appearing for the examination. The
paper setters shall send their intention of acceptance/decline of
the offer through e-mail.

3. If by chance, a wrong subject has been assigned to the paper-
setter, he shall indicate the same and decline the offer. He shall
NOT accept an offer that is NOT related to his
subject/expertise/knowledge domain.

4. The paper setters shall follow all the regulations of the University

in respect of setting of question papers.
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5. The paper setter shall set the papers only on prescribed syllabus,
and ensure that no question on topics not included in the
prescribed syllabus is set.

6. The paper setter shall set the number of sets of question papers as
requested, as per the prescribed pattern, containing questions
covering a wide range of contents of the courses.

7. The paper setter shall ensure that the question papers set carry
the correct name of the subject/course, title and code of the
paper. He/she shall also indicate the duration of the paper, the
maximum marks allotted to each question of the paper, choice,
and maximum marks of the full paper,

B. The paper setter shall provide necessary instructions for the
guidance of candidates at the top of the question paper.

9. The question paper should be fairly distributed over the whole
syllabus of study and not concentrated on any one or a few
units/portions only.

10. He/she shall submit the answer key for MCQ/fill in the
blanks and true or false like questions. He/she shall affix his/her
signature on each page of the question paper without fail.

11 The number of questions to be answered in each section
shall also be indicted clearly. All questions and subdivisions shall
be marked clearly as per the pattern provided.

12. The paper setter shall type the questions personally,
avoiding additions, alterations and erasures. Abbreviations are to
be avoided.

13. The paper setters shall observe strict secrecy regarding the
work allotted to them. The Paper setter is not permitted to keep

drafts or copies of the paper set and same should be destroyed.
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14. The paper setter shall not delegate the task of setting the
question paper partially or entirely to anyone else.

15. The paper setters shall submit the scheme of valuation while
setting the question papers and mention the same against each
guestion on question paper.

186. The question papers and scheme of valuation, along with
other information/forms and claim bills are to be sent by the
paper setter.

11. The check list shall be marked to ensure that all required
documents/ components have been included.

18. The paper setter shall also submit the remuneration claim
bills with all the details to the COE through e-mail.

Annexures for the purpose attached

< Format of question paper for paper setter (as per
concerned council)

%+ Format for appointment order

%+ Format for acceptance/refusal

% Check list for paper setter

<+ Remuneration form

* Declaration form for paper setter
Handling of Question Papers Received from Paper Setters.

1. The question paper (s) received from the respective paper setters
shall be processed and stored securely maintaining full
confidentiality warranted of an examination system.

2. An account keeping must be done in order to send reminders to
the paper setters if question papers are not received within the

stipulated time. \(
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3. All the question papers received from the paper setters will be
subjected to moderation to validate its conformity with the pattern
and academic regulations in force. Any errata or aberrations will
be subjected to necessary corrections.

4. The printing of the question papers shall be done in a classified
zone with restricted entry. The printing process shall NOT leave
any trail which may eventually result in the leakage of full or part
of the question paper.

5. All the printed question papers shall be packed in cover, sealed
and stored securely.

6. The sealed envelopes containing question papers should be
arranged examination-wise and paper/course-code wise and kept
under strict secrecy and vigil.

7. Relevant sealed envelopes containing the question papers should
be taken out in accordance with the examination programme.

8. Envelopes should be counted and an entry made in the register

before the envelopes are handed over before examination.
Scheduling of examinations:

1. The Controller of Examination shall prepare and announce the
schedule of examinationsin advance.

2. While scheduling examinations all care shall be taken to ensure
that no overlap in the subjects/papers of examinations should
occur for the regular and supplementary/carry over candidate.

3. The examination time-table shall be cross validated for any
overlap and necessary amendments shall be made.

4. The schedule of examinations shall be dispatched sufficiently in
advance to the departments for record and display on the notice
boards.
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8. The time tables shall also be posted on the university website
before the commencement of the examinations.

6. The scheduling of all practical examination shall be provided by
the head of the concerned departments through Deans to the COE
sufficiently in advance of the scheduled commencement of the

examinations.

Application by the students for University Examination:

1. A notification regarding application for the university
examinations shall be notified by the Controller of Examination
with schedule of start and end dates for application and other
requirements.

2. Examination forms, instructions to the students for filing the
examination forms and examination fee detailswill be made
available on the University website and shall be displayed on the
examination notice-board of the departments.

3. All application forms received from the students shall be
scrutinised for the validity/correctness of details at the Dean
office.

4. It shall be verified that the candidates have paid the due fee and
verifiedby the University accounts section.

5. Examination forms duly filled and verified shall be collected by
the Dean office along with the examination fee receipt and
forwarded to the Controller of Examination.

6. The forms are to be arranged exam-wise/programme/branch-
wise/semester-wise/year-wise and submitted to the examination
section by due date.

7. Forms submitted after the due date shall be accepted only if due

penalty/fine applicable for late submission has been paid along

with the fees. ; \/
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Annexure for the above purpose

» Fee structure for various faculties/courses

~ Format of Examination form

Preparation of Candidates list and Admit cards:

1. Dean of the faculty shall prepare a list of all eligible students for
each examination after accounting for attendance and other
eligibility criteria required for appearing in the examinations and
shall forward to Contoller of examination.

2. The list shall contain the candidate's name, enrolment number,
roll number and the code numbers of the course/subjects in which
he/she has applied for appearing in the examination.

3. The Contoller of Examination shall prepare a programme-wise
lists of candidates along with the printed admit cards and forward
it to the concerned Dean.

4. Programme-wise list of candidates shall also be made available at
examinations centers for verification by the Center
Superintendent.

5. The admit card shall be issued to all the eligible candidates
admitted to the university examination.

6. Admit card shall contain information regarding

<+ Name of the candidate,

<+ Father Name,

< Enrolment Number,

<* Roll number,

“ Center name,

< Photograph,

<+ Signature of candidate,

% Signature of Controller of Examination,
- J Joet! & i P_HL W
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*+ Name of Programme,
%+ Semester/Year,
#+ Code numbers and name of the Subject(s) in which he/she is

applied for the current examination.

7. The office of the COE shall send the Admit cards to the concerned

Dean before the commencement of the examinations.

. The admit cards will be collected by the student/candidate from

the office of Dean of the Faculty.

. If any discrepancy or error is found in the Admit card, it should be

communicated to the examination section with the

recommendation of the Head of the department/Deans.

Preparations for the Theory Examination

i

|

The number of candidates, day and session-wise, shall be

ascertained on the basis of the examination schedules.

. On the basis of the number of candidates and the seating capacity

of halls available, the number of examination halls required shall
be fixed and necessary steps taken to make arrangements for the
conduct of examinations.

The order of appointment of Center Superintendent and
invigilators will be issued and communicated well in advance.

Appointment of Center superintendant will be done as follows

Up to 150 OneCenter Superintendent

examinee/candidate

150 to 300 One Center Superintendent and
examinee/candidate One Deputy Center

Superintendent
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5. Appointment of invigilators will be done in the ratio of 20:1
(Student: Invigilator).

6. Attendance sheetsof the candidates to be seated in the
examination hall for every day will be prepared based on the
programme, semester/yearof study.

7. Number of answer-booklets required for the examination shall be
arranged.

8. Seating charts shall be prepared for the Center and displayed in
the respective room.

9. It shall be verified that sufficient number of question papers of
each paper have been prepared and sealed in envelopes. The
sealed envelopes are to be arranged date-wise, hall wise and

paper-wise and kept safely.
EXAMINATION ACTIVITIES
Appointment of Center Superintendant and Invigilators

1. The Dean of Faculty will receive a request from the Controller of
Examination to depute a particular number of faculty members for
center superintendent and invigilation duties.

2. The numbers of candidates appearing in university examination
will determinenumber of faculty members needed for the
positions of Center Superintendent and Invigilator.

1. Before the exam commences, the Controller of Examination will
create the duty schedule and provide the Center Superintendent

and Invigilator instructions regarding their duties.

Duties and Responsibilities of Center Superintendents.

1. The Center Superintendent shall be responsible for the proper and

smooth conduct of examination at the Center and shall take all
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necessary action before, during and after the examination for the
smooth conduct of examination.

2.The CS shall ensure satisfactory seating of candidates taking the
examination and resolve any contingency issues that may arise in
seating arrangement.

3. The Center Superintendent shall briefly address invigilator(s) to
prevent malpractices by scrupulous observation of rules and
explain the procedure of reporting when a case of malpractice is
detected.

4.The CS shall inform the candidates that no additional answer
booklet will be provided and the candidates mustwrite their
answer only in the answer booklet supplied to them in the
Examination by the University.

5. The CS shall ensure that the question paper packets for each hall is
sealed and not tampered with before handing it to the invigilators
prior to the Examination session.

6.The CS shall prepare a “session report” of candidates present
during the examination session at the center and forward the same
to the COE on the given format. A record of the usage of Answer-
booklet in an examination session shall also be prepared.

7.The CS shall attempt to resolve any serious misprint, wrong code,
mistranslation, omissions or ambiguity etc, noticed or reported to
him in the question papers. Serious disparity in the question paper
shall be immediately reported to the COE and the issue resolved
according to his instructions.

8.The CS shall see that only candidates with valid Admit Cards
issued by the University are allowed to take the examination.

9. When the subject/paper is wrongly indicated in the Admit Card

issued, the Center Superintendent shall give the correct
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subject/paper provisionally after an undertaking by the
candidate. Such provisional permission is subject to the approval
of the office of COE. The student shall be made aware that in case
the contention of the candidate is found to be not valid; his/her
answer script may not be valued, All such cases of admissions are
provisional till they are approved by the office of COE.

10. The CS shall ensure that no candidate is admitted to the
examination hall 30 minutes after the commencement of the
examinations and no candidate is allowed to leave the
examination hall within 30 minutes of the commencement of the
examination. The Center Superintendent shall arrange for the
ringing of bells to mark the examination timings as per
examination guidelines/norms.

11, The CS shall take action against an examinee indulging in
malpractice or attempting to use unfair means as defined below,
in the examination hall or within the premises of the examination
Center. All malpractices shall be reported and shall be handled as
per the guidelines provided below.

12. All the Answer-booklets confiscated in malpractice cases
during the examination session should be packed separately in
one bundle and marked “Un-Fair Means (UFM)”. Such answer-
booklets shall NOT be mixed with the reqular answer-booklets.

13. The CS shall sign all relevant records such as invigilators
attendance sheet, programme &course/subject-wise attendance
summary relevant to the examination sessiorn.

14. In case of any major law and order problem or in the event
of any external factor causing a disturbance in the examination
Center, the Examination Office should be notified immediately by

the CS. It is essential that any incident or condition which could
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potentially cause disturbance or discomfort to students is
reported.

15. The Center Superintendent shall have the power to expel
an examinee from examinations on any of the following grounds:

» That the examinee created a nuisance or serious disturbance at
the examination Center.

» That the examinee showed a seriously aggressive attitude towards
an invigilator or a member of the staff entrusted with the
examination work.

» If necessary, the Superintendent may get security guard
assistance. Where a candidate is sent out of the examination hall,
same shall be recorded and COE shall be informed immediately.

16. After completion of examination the CS shall arrange to
collect back the undistributed question papers along with the
Answer scripts and deposit the answer script bundle promptly to

the office of the COE.

Duties and responsibilities of the Invigilators.

1. The Invigilators shall report to the Centre Superintendent (CS)
before the commencement of the examination.

2. The Invigilators should affix his/her signature in the duty
attendance sheet of the session and wait for the issue of the
question paper packet for the hall.

3. The Invigilators shall ensure that no incriminating or any other
materials are found in the hall.

4. All the Invigilators must remain in the examination hall for the
entire period of examination. Invigilators are advised to keep
constant vigil on the examinees in the hall.

5. The candidates shall be admitted into the examination hall 15

minutes before the commencement of the examination. The
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Invigilators shall announce to the candidates to leave the books,
papers, and other reference materials etc., outside the
examination hall.
. The Invigilators should read out the warning note: “You should
follow the instructions printed on the Admit Card and on the
facing and last sheet of the answer-booklet. You should search
your pockets, desks, and handover to the Center Superintendent
anypaper/book/notes/manuscripts/photocopies/electronic
gadgets which you may find there and in close surroundings,
before receiving the question paper in hand.”
. Invigilators shall ensure that any undesired materials brought by
the candidates are left outside the room.
. The Invigilators should warn the candidates not tokeepmobile
phones, digital equipment, and other electronic gadgets with
them except a simple wrist watch. The candidates should be
advised to submit the same to the Invigilators if they have
inadvertently brought the same to the examination hall.
. If any student has not brought his/her Admit Card and Identity
Card, the matter shall be brought to the notice of the CS for
issuing provisional permission after the candidate gives due
undertaking in exceptional circumstances after verifying the
identity of the candidate and verifications in the Candidate list.
The Invigilators shall ensure that candidates are seated
before the commencement of the examination. No candidate will
be allowed to enter the examination hall after the first 30 minutes
for whatever reason.
The Invigilators shall distribute the Answer Booklets ten

minutes before the commencement of examination, only to those
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candidates, who are seated in the examination hall and are not to
be placed on the vacant seat.

12. The Invigilators shall distribute the question papers to the
candidates seated in the examination hall only when the
commencement bell of the examination is given.

13 When candidates seek clarification on question paper that
cannot be dealt with by the invigilator(s) in the examination hall,
the Invigilators shall immediately notify the Centre
superintendent who will endeavor to obtain and convey the
necessary information to the student(s). If the matter cannot be
resolved by the CS, the Examinations Office must be informed
immediately to resolve the issue.

14. The Invigilators shall affix his signature at the appropriate
place on the first page of the answer booklet only after checking
the identity of the candidate with photo on admit card and ensure
that the candidate has written the correct enrolment number, roll
number, programme, subject of examination, date of exam etc in
relevant fields of the First page of the Answer booklet. He shall
also secure the signature of the candidates in the attendance sheet
provided for the hall.

18, The Invigilators shall mark the absentees only after the first
30 minutes of commencement of the examination. A consolidated
statement of the number of candidates present, absent and the
absentees register numbers shall be prepared and recorded on
verification sheet/ attendance sheet provided by the examination
department. (Annexure- P7, P9, Form-23)

16. The Invigilators should NOT allow any candidate who
arrives later than 30 minutes into the examination hall. No extra

time shall be given at the end of the examination to account for the
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late arrival of those candidates permitted within the first 30
minutes.

17. The Invigilators should not allow any candidate to leave
examination hall for any purpose within the first half an hour of the
commencement of the examination.

18. After half an hour of the commencement of the examination,
the spare Answer booklets shall be returned along with the
consolidated attendance statement for the hall.

19. The invigilators shall not accept the answer booklet of any
examinee without ensuring that, it bears his/her University roll
number, other information asked on the title page of the Answer
booklets and that the blank pages in the answer booklet are
crossed out by the examinee with pen.

20. The Invigilators shall remain alert in the examination hall
and shall attend to the requests of the candidates.

21. All Invigilators are expected to remain in the hall for the
entire duration of the examination.

22. The candidate visiting the toilet should be properly
escorted; however frequent visits to the toilet by the candidate
should by discouraged. No student will be allowed to wvisit the
toilet in the first half an hour and the last 30 minutes.

23. The invigilators shall alert the candidates about the time
remaining for the examination session.

24. The invigilators shall ensure that, there is no communication
among the candidates in the examination hall. The invigilators
shall not allow the candidate to use unfair means in the
examination hall. Smoking, chewing tobacco/paan etc. is strictly

prohibited in the examination hall while the examination is

progress.
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25. The invigilator should report to the CS the cases of insolent,
indecent, undisciplined, and undignified behaviour of candidates.

26. While making rounds of the examination hall, if the
invigilators notices that any candidate is indulging in copying or
possessing a manuscript or answer booklet other than that of the
candidate, any written material the candidate has used or
intended to use for copying, the same shall be immediatly
confiscated and immediately report to the centre superintendent.
He should not allow the candidate to leave the examination hall till
the center superintendent comes and takes over the charge.

27. The invigilators should not tamper with the answer booklets
issued to the candidates for any reason whatsoever.

28. Malpractices are to be recorded in the appropriate form
along with a statement from the candidate in the presence of the
centersuperintendent. (Annexure P 11)

29, Center superintendent (CS) should ensure that if a candidate
is asked to give a statement in connection with suspected or
proven malpractice or use of unfair means but is unwilling to do
so, she/he shall not be forced to give the statement. The fact of
his/her having refused to make a statement shall be recorded by
the center superintendent (CS) in the presence of the
invigilator(s) on duty, at the time of occurrence or detection of the
incident or immediately thereafter.

30. The invigilators shall arrange the written answer booklets
returned by the candidates at the end of the examination in
proper order and tally the same with the attendance of the
candidates.

31. The invigilators shall not leave the examination centre

premises until he/she personally hands over the answer booklets
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to the designated staff and return the examination relevant
materials.

32. In the event of an emergency alert, all candidates should be
instructed to stop writing, leave all papers, answer books and
bags and silently leave the room. It should be made clear to
students the examination conditions will continue until they are
told otherwise.

33. When any candidate feels extremely sick/distressed, the
invigilators may request the CS to make arrangements to escort
the sick candidate to the university hospital with necessary
transport arrangement with the help of the supporting staff in the
control room.

34. Answer booklets confiscated due to unfair and malpractice
of the candidates shall be handed over separately without mixing
them with the regular answer booklets.

35. Any dereliction of duty on the part of the invigilators is to be
recorded and the CS shall report the same to the COE.

Examination Service Staff
During the periods of university examinations, staff of various ranks

from the faculty/Controller Examination office shall be deputed to each
examination centre in sufficient numbers to attend to the duties related
to the conduct of examinations for the entire duration of examinations.
The invigilator assistants may be drawn from the non-teaching staff from
various departments of the university.
Answer Booklets
1. Answer-booklets shall in no case be stamped in larger quantity
than required for each session/day's use so that any
misuses/malpractices are prevented.

2. Only University/Faculty seal shall be used on all the answer sheets.
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3. The answer booklet stock register should be maintained and made
available for inspection by the CS or any other authority

concerned with the Examination.

Hall arrangements & seating arrangement in the examination.

1., The Examination Hall should be clean and tidy. Sufficient
furniture, viz desk, chairs, benches should be provided to the
candidates. It should be ensured that the examination hall remains
calm and quiet. It should be ensured that top surface of writing
desk is clean and no subject matter is written on desk.

2. The Dean office prepares well in advance, the statement
regarding seating arrangements for the candidates.

3. Each candidate shall be allotted a definite seat for each paper of
the examination. It is preferable to allot the same seat for a
candidate for his entire examination.

4. Sufficient space is to be given between two examinees so that the
neighboring candidates may not peep into each others answer
booklets.

5. Seating charts should be displayed prominently showing the
position of candidates in each room for each day at accessible
place for the candidates (inside/outside the room) and copy of the
same shall be retained for the sake of documentation and record
keeping.

6. On the first day of examination the examination hall(s) should be
opened half an hour before the commencement time to enable the
candidates locate their allotted seat. On the remaining days of the
examination, the rooms may be opened 15 minutes before the
commencement of examination.

7. Special care may be taken in providing a seat to a candidate who

suffers from any infectious disease so as not cause an adverse
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effect on the other candidates. Candidates who cannot climb
staircase due to their physical condition can be provided sitting

arrangement in a hall in the ground floor.
Flying squad for university examination

The competent authority shall, appoint a team of not less than three
faculty members, with preferably one female faculty member, as

University flying squad.
The flying squad shall have the following functions and duties

1 The Flying Squad members shall be appointed by the COE after
taking approval of the competent authority.

2 The Flying Squad team shall visit each of the Examination rooms
every day of the examination.

3 The Flying Squad team is empowered to physically check any
candidate suspected of using unfair means. In case the squad chief
is a male then the assistance of a lady invigilator may be taken to
check a lady candidate.

4 The Flying Squad team should ascertain that the security measures
are adequate.

5 In case of any malpractice, the Flying Squad team is empowered to
seize the Admit Card and the answer booklet of the candidate and
to hand over the same to the invigilators/center superintendent for
further necessary action.

6 If poor invigilation is noticed in any Examination Hall, the matter is
to be immediately reported to the Centre Superintendent and

ensure that proper remedial action is taken forthwith.
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The Flying Squad team shall report any
discrepancies/malpractices observed to the

CenterSuperintendant for necessary action.

Packing of Answer-booklets after the examination.

1.

Immediately after every session the answer scripts of each paper
collected from candidates will be arranged in the serial order
after counting them and checking the number of answer scripts
with the number of candidates appeared, the same shall be
packed in covers of suitable size. The answer scripts must be
packed as below:

Answer books of only one subject and one examination must be
packed and sealed in the packet(s)

Several such packets of answer scripts shall be bundled and
wrapped in appropriate material (Cloth/paper)

The answer scripts related to Malpractice/Misconduct shall NOT
be mixed or packed with the reqular answer script. In each case
of malpractice, the answer scripts shall be packed along with the
confiscated incriminating material, report of the invigilator and
statement of the errant examinee.

The consolidated report of the CS on all cases of reported
malpractices/misconduct shall be placed in the outer cover which

shall contain all individual covers of reported malpractice cases.

Documentation of reports of the examination session

The following records are to be consolidated, packed and sent to the

office of the COE after each session/day of the examination at the

examination centre:
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i. Attendance statements of candidates sorted programme-
wise/subject-wise, attendance summary statement, attendance
statement of invigilator and all staff on examination duty.

ii. Record of the instances of Malpractice/Misconduct and the related
materials such as Answer-scripts, incriminating materials and

reports of invigilator/ HS & CS

Transportation of Answer-scripts from examination centre to the

office of the COE.

» All the answer-scripts and reports/records of the examination
held on the session/day shall be packed safely and dispatched to
the office of the COE.

» The person in-charge of the receipt and safe-keeping of answer
scripts after the examination shall receive those bundles from
examination centre(s)shall check for the integrity of the packing.
He/She shall then arrange to keep them safely and securely till
taken up for further processing.

MISCONDUCT AND MALPRACTICES IN EXAMINATION BY
CANDIDATES.

Handling and Reporting Misconduct, Malpractice at Examination.

The following shall be the procedure for dealing with the cases of
candidates found using or suspected of using unfair-means or involved
in malpractice or misconduct in connection with the examinations:
l. When a candidate is suspected of using unfair means, the
invigilatoror the centre superintendent shall search the candidate
andhis belongings. If any written or printed material is found in

his possession as a consequence of the search, the matter is taken
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to the notice of the centre superintendent. The candidate’s answer

booklet shall be confiscated along with the material recovered.

. The Centre Superintendent shall hold a preliminary enquiry;

record the report of the invigilator, the statement of the candidate
in the presenceof a teacher other than the invigilatorconcerned.
On sufficient grounds, the Centre Superintendent shall forth with

suspend the candidate from writing the examination.

. The Centre Superintendent shall thereafter obtain a

statement/undertaking of the student. The invigilator shall provide
his/her report, CS shall countersign both the report and the
statement. The candidate shall be made to affix his/her signature
on the incriminating materials used in the malpractice. Answer
scripts of all such cases are to be packed separately. Annexure -
P1ll

. If the candidate refuses to give a statement, he/she should be

asked to record in writing his/her refusal to give statement. If
he/she refuses to give a statement, the facts shall be noted and
duly witnessed by two other invigilators.

. If the candidate refuses to hand over the incriminating material or

destroys or runs away with the material (causes to disappear) the
facts shall be recorded duly and the matter reported to the centre

superintendent immediately.

. In case of Misconduct/insolent behaviour (i.e. verbal or nonverbal

e.q. gestures), the invigilator shall record the facts in writing and

shall report the same to the controller or examinations.

. The answer scripts, relevant question paper(s), statement of the

errant-examinee and the incriminating materials confiscated shall
be packed in a cover and labelled. This packet is turn shall be

placed in an outer cover along with the invigilatorof all such cases
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along with the consolidated report of the CS on cases of
malpractices for the session.

8. It is reiterated thatanswer scripts related to malpractices should
NOT be packed with the other answer scripts. They should be
placed in a separate packet and sealed. It is the responsibility of
the Centre's Superintendent to ensure that the malpractice related
bundle is securely dispatched to the COE with appropriate
labelling.

9. The office of the COE shall open only the outer cover containing
the reports of invigilator and C.S. and the inner cover/packet
containing the malpractice related answer scripts, statement of the
errant-examinee and the incriminating materials confiscated shall
not be opened.

10. Based on the reports of invigilator and C.S., the COE shall place
such cases before the Examination Malpractices Enquiry
Committee (EMEC) along with all the materials and records
received by him/her.

Punishments for Malpractice

1. A candidate found guilty or misconduct/malpractice shall be
subjected to due enquiry by the Examinations Malpractices
Enquiry Committee (EMEC) appointed for the purpose.

2. If the candidate is found quilty, he/she may be awarded one or
more punishmentbased on the norms of punishments and the
Committee’s assessment on the nature and severity of the
malpractice.

3. The punishment(s) awarded by the Committee shall be placed
before Vice Chancellor by the COE and are subject to review and

moderation by the Vice-Chancellor.
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Examination Malpractices Enquiry Committee: Constitution,
Powers, and Functions

1. The EMEC constituted by the university shall be the competent
authority to enquire the act of misconduct/malpractice in examinations
and shall recommend appropriate disciplinary action against the
students using, attempting to use, aiding, abetting, instigating or

allowing unfair means at the examinations conducted by the university.

2. The Examination Malpractices Enquiry Committee (EMEC) shall be

appointed by the Vice-Chancellor. It shall consist of not more than five

members.
¢ Dean of Faculty : Chairman
¢« Head of the Department : Member
¢ Faculty Member : Member and Subject Expert

* Faculty Member from other Faculty: Member
¢ Faculty from Examination Section : Member Secretary

3. The EMEC shall function as a recommendatory body and submit it
recormnmendations in the form of a report to Vice Chancellor through
COE. The Vice- Chancellormay impose a fine and/or punishment on
the studentconcerned considering the recommendation of the

Examination MalpracticesEnquiry Committee. (EMEC)

4. The EMEC shall have all the powers to issue notice, summon the
candidate and witness, record their statements, and recommend
appropriate punishment/penalty as per the norms provided in the

regulations.

Yo
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5. A prime facie case of misconduct/malpractice in examinations
reported to the university by the CenterSuperintendent and Invigilators
shall be enquired into by the EMEC.

6. The Dean of facultyshall be the competent authority to implement

appropriate disciplinary action recommended against the candidate.

The Protocol and Procedure for Enquiry of Errant Candidate during
Examination:

1, The Controller of Examination shall inform the concerned
examinee in writing of the act of malpractice alleged to have been
committed by him/her, and shall ask him/her to show cause
before the committee as to why the charge(s) levelled against
him/her should not be held as proved and why the punishment
should not be imposed.

2. The EMEC shall meet at the place specified in the said notice for
the purpose of holding the enquiry and the said candidate shall be
allowed to be present, and hear in the same.

3. The errant examinee shall appear before the EMEC on a day, time
and place fixed for the meeting, with written reply/explanation to
the show cause notice served on him/her therein. The examinee
himself/herself only shall present his/her case before the
committee and no other person shall be permitted to represent his
case.

4. In no case the candidate shall be allowed to be represented by
any other person and no adjournment of the hearing will be
granted to the candidate unless deemed necessary by the
committee.

5. After serving a show cause notice, if the implicated concerned

examinee fails to appear before the inquiry committee on the

““(‘ B W E{‘ : {S\\D}‘ \\)}



a8

day, time and place fixed for the meeting, the concerned
examinee may be given one more opportunity to appear before
the committee in his/her defence.

6. If even after offering two chances, the concerned examinee fails to
appear before the Committee, the committee shall take decision
in his/her absentia, based on the available evidence/documents,
which shall be binding on the examinee concerned.

7. The documents that are being taken into considerationfor the
purpose of proving charge(s) against the concerned examinee
should be shown to him/her by the EMEC, if the concerned
examinee presents himself/herself before the Committee.

8. The EMEC shall proceed to conduct a summary enquiry by
providing a fair and reasonable opportunity to the student. On
conclusion of the enquiry the committee shall record its findings
about the commission of guilt by the student or otherwise prepare
a report along with its recommendations.

9. The EMEC should follow the above procedure in the spirit of the
principles of natural justice in dealing with the cases of
malpractice.

10. The EMEC shall submit its report to the COE along with its
recommendations regarding punishment and quantum of penalty
if any to be imposed upon the errant examinee. The Committee
shall follow the norms for award of punishment as far as possible.

Il The Controller of Examination in turn shall, place the report
before the Vice-Chancellor, who shall consider and impose the
penalty as recommended by the Malpractices Enquiry Committee

or moderate the punishment or exonerate the candidate.
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Norms for award of punishment in cases of Examination Malpractices and Misconduct:

Clause | Nature of Misconduct/Malpractice Quantum of Punishment and Sor '
Penalty (Subject to moderation)
B 1 Possession of incriminating material such as | Cancellation of the specific |
manuscript/printed or typed matter/books or | Subject/Paper of the current
notes/banned electronic gadgets examinationo! the candidate and 1o
appear after six months.
| 2. Passession of another examinee's answer-boolklel If the student whose answer-booklet |
is taken away by force and/er
without his/her consent, reports
immediately to the C8, who will then
debars the candidate caught with
another's answer book and debar for
one year
3. Possession of another candidate's answer-booklet Debar BOTH the candidates from the
specgific Subject/Paper of the current
examination and debar for one year,
4. Found é'w'ing or receiving assistance at the | Cancellation of the specific |
examination, passing on the question paper with | Subject/paper of the cwrent ‘
any scribbling on it/answer boolklet examination of the candidate,
B. ' Smuggling-out or smuggling-in of answer-booklet Debar the candidate from ecurrent |
as copying material examination of the Candidate in full
and an additional one semeaster/year
B, Any inseriion in answer-boolklet including  Debar the candidate from the
currency notes/bank cheques/ other material in a | current examination and debar for
an attempt to bribe any of the parson(s) OIE year. ‘
o Using obscene language/violence/threat at the | Debar the student from current '
examination/Evaluation Centre by a candidate{s) | examination and an additonal ‘
before/during/after the Univérsity examination | periad of one academic year. |
toward CB/Examiner person(s) concerned with
University
B. ' Impersonation at the University examination Handing over the impersonator to

the police with a complaint to take

appropriate action against the
PerTson involved in the
impersonation by the Cenire

o
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Revealing identity in any form in the answer written
or in any other part of the answer-booklet by the
candidate at the University

Superintendent. If a candidate of this
university is found to impersonate a
‘bonafide candidate’, the
Impersonating candidate is
debarred from continuing his/her
studies and writing the examination
permanently. He/she is not eligible
for any further admission to any
programme of this
Debarning the ‘bonafide candidate’
for whom the impersonation was
done from continuing his/her studies
and writing the examinations,

university.

‘Cancellation of the specific subject
/paper only of the
examination of the candidate.

qurrent

Tearing off the answer-booklet/page(s) of the
Answer Book

Cancellation of that specific Subject/
only of the

examination of the candidate

Paper current

1L

Student involved in malpractice at
Practicalaxamination/Dissertation/Thesis/Project
Report at UG/PG level

The punishment shall be as per the
punishment provided for the theory
examination depending upon the
gravity of the case

12.

All other Malpractice(s) misconduct not covered in
any of the above clauses.

Warning/Cancellation/Expulsion/or
any other severe punishment and/ or
fine depending upon the gravity of
the lapse

13.

Malpractice/Misconduct by the candidate who was
caught in an earlier instance and warned or

punished for the offence

Severe additional punishment can
be imposed on such students. This
punishment may extend to double
the pumshment provided for the
offence, when committed at the
second or subseguen! examination.
In grave instances, the candidate
may be expelled from the University
permanently

e
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Talking with neighbours, showing signs or signals
1o others in the hall. Writing the examination even
after the final bell despite several calls to swop

Warning/Cancellation/Expulsion/or
any other severe punishment and/or
fine depending upon the gravity of |

v
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writing. Causing damage io the helnn-jings or | the lapse, '
examination material/records and Examiners, ‘

15. | Possession of Programmable Calculator, Mobile | Warning/Cancellation/Expulsion/or
phenes, Smart watches/Bluetooth or Wi-Fi enabled = any other severe punishment and/or
devices, Pagers, Organizers, Digital memory pad | fine depending upon the gravity or
etc, with/without matters related to the day's | the lapse. May be debarred for one
examination stored in them: Possessing any other | year, |
prohibited material that may be of help in writing
answers or facilitate copying in the examination
hall.

" 18, | A candidate on permission to visit the toilet during WﬂﬂﬂgfﬂmmﬂattnMExpm
| the examination is found reading or possesses | any other severe punishment and or ‘
some incriminating material relevant o the fine depending upon the gravity of
syllabus of the paper in the verandah/toilet, etc. the lapse. May be debarred for one
Year. ‘
" 17. |1 a candidate carries in to the examination | The Candidate shall _lm'dq
hall/eentre any weapon and does not hand over the | from appearing/ passing in any
same o the CS or any other authorized member 6f  university examination for up to two
the supervisory staff years including the present one
depending upon the nature and
gravity of the offence.

18 I{ a candidate on being c:augiu by an inuigﬂeimr or | Debar the candidate from the I
any other authorized member of the supervisory current examination in full and for
gtaff, runs away from the examinaton hall aleng | another one year,
with the piece of paper believed to be of doubtful
nature either by swallowing/throwing it away or by
any other means.

16. If a candidate leaves the examination hall without | The candidate shall be diaquaijﬁe&._
handing over his answer-booklet to the C5 | Debarred from appearing or passing
concerned and fakes it away with him, or tears it | in any University examination for
off, or otherwise disposes of this answer-book any | one to three academic years
part thereof inside or outside the examination hall including the present year of

examination, depending upon the
nature and gravity of the offence.

a0, If a candidate incites/compels any other candidate | The candidate shall be
to leave the examination hall or attempts to | disqualified/debarred from
disturb, the conduct of examination or indulges in | appearing or passing In any
any kind of activity in the campus of the University examnation for one 1o
examination centre. |two academic years including the
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present year of examination, ]
depending upon the namure and
gravity of the offence.

gl Cancellation of a particular paper will mean award of zero mark in the paper and the
cancellation of the entire examination will be treated as failure in the entire (all papers)

examination.

22. I If a candidate appearing in failed subject(s) /paper(s) of a lower examination along with
the current examination is found guilty of use of unfair means in a subject/paper of the
lower or the current examination, either of the examinations or both the sxaminations
(lower and current) may be cancelled.

23. I any examiner reports any case of use of malpractice which he/she detected during the
course of evaluation of answer-booklet the same shall also be decided by the examination
committee after getting the answer booklets checked and giving the candidate a
reasonable opportunity to defend himself.

24. The disqualification under misconduct/malpractice will be treated as a failure in the
examination and consequences of failure will follow. If a candidate is also disqualified from
appearing at the next one or more examinations he shall not be admitted to any course of
study, orallowed to appear at any examination of this University, during the period of such
disqualification.

25. Whenever entire examination of the main/supply and semester is cancelled, it ap]-:d:ie; nn?

ta all the theory and practical papers of that semester and does not include any
dissertation/thesia/fleldwork/project work that the candidate might have appeared.
However, debarring the candidate for one or more semester/annual examinations also
debars him from submitting his dissertation/project work eic. during that period.

Malpractices/Misconduct- some general policies.

1. If the Vice-Chancellor receives complaints to the effect that the
integrity of a University examination has been wviolated at the
examination centre as consequence of mass copying or other use
of unfair-means, he may after enquiry, order re-examination in
one or more papers.

2. Ordinarily, the University shall conclude the issue/matters related

to malpractices and the processes thereof within a period of three b
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months or in any case before the commencement of the next
examination.

3. The Vice-Chancellor shall have the power at any time to institute
an enquiry and to punish such malpractice/misconduct or breach
of rules by exclusion of such student(s) from any University
examination or from any university programme in the University,
or Department or from any Convocation for the purpose of
conferring degree either permanently or for a specified period, or
by cancellation of the result of the student in the University
examination for which the student appeared or by deprivation of
any University scholarship held by him/her or by cancellation of
the award of any University prize or medal to him/her or by
imposition of fine or in multiple of the aforesaid ways within a
period of six months.

4, Examination Result(s) of the concerned examinee(s) involved in
such misconduct/malpractice cases shall be withheld till the
competent authority arrives at a final decision in the matter and
the concerned examinee(s) and the department to which he/she

belongs to, shall be informed accordingly.

POST-EXAMINATION ACTIVITIES

1. The answer-scripts will be printed with dummy number after
random shuffling of the answer-scripts.

2. The part revealing the identity of the candidate will be cut off from
the cover page of the answer-script in a secure manner and stored
safely in the custody of the COE.

3. The identity masked and dummy number answer-scripts will be
then packed in packets.

4. Examiners dulyapproved by the Vice Chancellor and appointed
by COE shall be assigned valuation work.
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As per the availability of external examiners the valuation of
answer scripts shall be done as soon as possible.

The examiners will evaluate the identity masked answer-scripts in
the examination section of university after verifying the number of

answer-scripts in the packet.

Appointment, Duties and Responsibility of Examiners

I3

e i

The COE shall appoint examiners for each examination from
among the list of eligible examiners and duly approved by the
Vice-Chancellor. However, under special circumstances after
obtaining the permission of the Vice-Chancellor, exceptions may

be made.

. The Internal examiners shall normally not decline the assignment

of examination work except in extraordinary situations since
examination duty is treated as an essential service by the
University.

The external examiners shall intimate their acceptance or
otherwise a soon as they receive the communication from the
University in the prescribed time limit.

If by chance, a subject has been assigned wrongly to the
examiner, he shall indicate the same and decline the offer. He
shall not accept an offer that is not related to his
subject/expertise/knowledge domain,

The examiners shall maintain strict secrecy regarding their
appointment and other work allotted in connection with the
examinations.

The examiners shall not evaluate the answer scripts not related to

his/her subjects. - )
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7. The examiners must count the number of answer scripts in the
packet and ensure that it tallies with the claim on the packet.
Discrepancies, if any, should be brought to the notice of the COE
immediately.

8. The examiners shall value the scripts strictly in accordance with
the scheme of valuation given by the paper setters, if any.

9. The examiners shall write 'ZERO' wherever answers do not
deserve any marks. The examiner shall total up the marks.

10. The examiner shall ensure that no answer or part of any
answer is left out in valuation. The examiners should read the
answer script in detail and evaluate the scripts.

11. The marks awarded for each question shall be entered in the
appropriate row & column on the mark-table on the front page of
the answer-booklet. The total marks shall be entered both in
figures and words with his/her signature.

12. The examiner shall not take the answer scripts out of the
examination section of the university under any circumstances.

13. If the examiner during valuation of the scripts suspects any
case of malpractice, he/she shall immediately report it to theCOE.
He/she shall submit the suspected script after valuing it fully along
with his/her report to COE.

14. The examiner shall report to the COE, cases of any
candidates of other person on his/her behalf approaching him/her
for any favour or writing letters to him/her for any favour or
writing letters to him/her indicating the name of the person, the
code number of the candidate, subject/paper etc.

|5. The examiners shall prepare marks lists in the prescribed form

provided for the purpose.
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Practical/Clinical/Viva-voce Examinations

. T R
W —

. The University shall notify the examination schedule of conduct of

practical/viva-voce examination at least two weeks prior to the
practical examinations. Detailed time table of the practical
examinations, subject wise, batch wise etc shall be announced by

the Dean.

. The University shall appoint Examiners (External/Internal) for

practical examinations for different course/subjects from the
panel of examiners.

Whenever Internal Examiners are appointed, all efforts should be
made to appoint the faculty who handled the practical classes
during the respective academic period. When several teachers
are involved in handling the classes, they shall be appointed by
rotation.

The HOD of concerned department shall be responsible for the
conduct of the practical/viva-voce examination(s) in the
respective departments. (Annexure- Appointment letter for

external examiner for practicals)

. The required number of answer booklets and other material shall

be demanded and obtained from the University by the HOD in

advance for the practical examinations.

. Candidates shall be in possession of Admit Cards on all the days

of Practical examinations.

. Practical answer scripts after the practical examination shall be

packed in separate covers and kept in custody with the HOD.
Answer script and attendance sheet of the candidate is to be
preserved in the department for a minimum § year period after

completion of all practical examination.
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8. Marks allotted by the examiners for the practical and viva-voce
examination shall be entered in words and figures on prescribed

format, sealed and sent to COE through Dean of Faculty.

Post-Evaluation Data Processing and Tabulation

All the data processing relevant to the marks shall be done in the

examination section of the university.
Marks Tabulation and Validation

1. The results of each of the examinations shall be tabulated in the
Examination database maintained on Computer server with
restricted access. The persons responsible for such activity shall
be referred to as marks-tabulators.

2. Marks-Tabulator(s) shall be staff members of the university
working in the office of COE. They shall possess sufficient
computer programming and database skill and experience.

3. The marks tabulated by the marks-tabulator shall be scrutinized
and validated by a validator. Validator(s) shall be drawn from the
teaching faculty of the University.

4. The Validator shall:

» Check the posting made by the marks-tabulators from the original
statement submitted by the examiner,

» Check total/aggregates posted by marks-tabulator.

» Check the result prepared by the marks-tabulator for failures,
honors such as distinction, pass, fail, and absentees etc.

» Validate the Grades, GPA and CGPA etc. computed on the basis of
the marks obtained by the candidates in examination.

» Any other discrepancy/errata/manipulation/inconsistency etc.

that might have crept into the marks database.
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Award of Grace Mark

1. A maximum of 05(Five) grace marks will be awarded to a
candidate failing in not more than one subject per examination,
in which minimum pass marks have been prescribed; provided
the candidate passes the examination by the award of such grace
marks. Such grace marks shall be split in a manner that may serve
to pass in respective subject (theory/practical) wherever
applicable.

2. No grace marks shall be awarded in the case of failure in
Supplementary /Carry Over examination,

3. The grace marks will be awarded only if candidate appears in all
the papers prescribed for the examination in case of regular
candidates. Absence of a candidate in any paper(s) that he or she
has registered for the examination will make him ineligible for
grace marks.

4. Grace marks shall be awarded only to the required extent to help
the candidate pass the paper/subject and not more even if the
candidate has a higher limit of eligible grace marks in that
examination.

5. In case of professional degree programs, the grace marks
awarded shall be in concurrence with the rules and guidelines, if
any, of professional statutory bodies at the All India level such as
AICTE, NMC, PCI and INC, etc.

Result Finalization and Publication

1. The result of the concerned examinations shall ordinarily be

declared within 45 days of the last examination.
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2. Examination section of university shall dispatch the result along
with the statement of marks and passing certificatesto the Dean of
Faculty for distributing the same to the concerned students.

1. The results shall be published on the University website after
approval,

Results Withheld and their Declaration

1. The results of those candidates held in reserve for malpractice
and/or lapse in the examination will be declared as per the
recommendations passed by the examination malpractice enquiry
committee and due approval by Vice Chancellor.

2. If there is discrepancy in the subjects mentioned in the
examination form and the actual examination given by the
candidate, the results of such examinee will be withheld and will
be declared after due confirmation.

3. The results reserved for dues payable to university shall be

declared on confirmation of payment of the said dues.
Remunerations

1. Remuneration shall be paid to the Paper-setters, Examiners,
CentreSuperintendents, Invigilators, and others who have put in
work in connection with the conduct of examination, as per the
rates fixed by the University, after completion of the assigned
duties. (Annexure- formats of Remuneration for travelling
allowance claim, paper setting and answer book evaluation)

2. In cases of practical/viva-voce examinations, the examiners shall
submit their remuneration claims through Dean inappropnate
form along with the marks-sheets/award sheets, attendance

statement of candidates to the COE.
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3. The claims of assistants at practical/viva-voce examinations shall
also be prepared and countersigned by the HOD and sent to COE
through Dean of Faculty.

Grievances in Examinations

The examination system of the University shall also provide for
mechanisms to redress/resolve any reasonable grievances and provide
relief to the concerned candidates. All such matters shall be resolved

subject to the University rules and regulations.
Photocopy of Answer-script

After declaration of the examination results, if any candidate wishes to
apply for photocopy/photocopies of theory answer-scripts, he/she shall
apply to the COE by paying the prescribed fees notified by the
University within 10 days from the date of announcement of results of

the respective course. Identity of evaluator will not be revealed.

Scrutiny of Answer scripts

1. Acandidate who wishes to apply for scrutinization (totalling of
marks awarded and any unchecked answer) of his/her
answersscriptshall apply to the COE by paying the prescribed
fees notified by the University within 10 days from the date of
announcement of results of the respective course.(Annexure-
Format of application for Scrutiny)

2. The COE shall arrange for scrutiny of such answer-scripts by an
internal examiner from the same faculty other than the original
evaluator.

3. The evaluator shall only check that the total marks awarded to him
are added correctly. If any question or part of the question is

found unchecked by original evaluator, he/she shall inform the
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COE and document the same on provided format and evaluate the
unchecked question or part of the question.

4. On scrutiny, if there is a difference from original marks awarded
to the candidate (due to error in totalling of marks or due to
unchecked question or part of the question) than the marks
awarded by the scrutinizer, then the marks obtained after scrutiny

will be awarded to the candidate.
Re-evaluation of Answer scripts

1. Re-evaluation shall be applicable only for theory papers in under
graduate course only and shall not be entertained for other
components such as practical.

2. Every application for revaluation should be submitted by the
candidate in the prescribed form along with the prescribed fee
within Two weeks of obtaining the photocopyof the answer-script
or declaration of result. (Annexure- Format of application for
Re- evaluation)

3. Re-evaluation of answer-scripts can be sought only with at least
one affirmation by a teacher relevant to the
subject/teachercoordinator and that the criterion below 1s
satisfied.

» Finds that the answer-script valuation in full or part is not
justified and there is reasonable ground for re-evaluation.

4. The application for revaluation shall be submitted to the
Controller of Examination through the HOD of the concerned
department and forwarded by Dean of the faculty.

5. The COE shall arrange for re-evaluation of such answer-scripts by

two separate re-evaluation examiner from the approved panel of
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examiners other than the original evaluator after approval from
Hon'ble Vice Chancellor.

6. If the difference between the marks awarded by the original
evaluator and the average of marks awarded by challenge
evaluatorsis less than or equal to 15% of maximum marks (of the
question paper) than the marks awarded by original evaluator
shall be awarded to the candidate.

7. 1f there is a difference of more than 15% of maximum marks (of the
question paper) and up to 28% between the first valuation and
average of marks awarded by challenge evaluators, the same
average marks of challenge evaluators shall be awarded to the
candidate.

8. In such condition the fee submitted by the candidate shall be
refunded after deduction of 20% of the prescribed fee.

9. A warning letter may be issued to the original evaluator or shall
be debarred from examination process for one year as per
decision by Hon'ble Vice Chancellor.

10. If the difference between the first evaluation and average of
marks awarded by challenge evaluators is more than 25% of
maximum marks (of the question paper), then such answer scripts
shall be evaluated by a third evaluator as nominated by Hon'ble
Vice Chancellor.

11. The marks awarded by original evaluator shall now be
replaced by the average of all the three challenge evaluators’
mark. In such condition the fee submitted by the candidate shall
be refunded after deduction of 20% of the prescribed fee.

12. In such case strong punishment/action may be taken against

the original evaluator by the University.

<
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13. After challenge evaluation if a difference in marks awarded
is found then the result of concerned candidate will be modified
and declared after approval.

14. The marks awarded by the original examiner if marked on
the answer scripts shall be concealed from the answer script and
sent for revaluation.

15. In all cases of re-evaluation, fees once paid will not be
refunded. Applications which are late and not in the prescribed
form and which are found defective in any respect will not be
entertained and will be summarily rejected without notice,

16. The result of the revaluation shall ordinarily be made known
to the student through the Dean within 2 months of the last date of
receipt of applications by the office of the Controller of
Examination.

17. No interim enquiries of any kind will be entertained in this regard.
It may be noted that the University can never set in any case a
time limit for the issue of the results of revaluation. The University
will also therefore, not be liable for loss of any kind sustained by
candidates concerned on account of the delay, if any, in issuing

the results of revaluation.

MISCELLANEOUS
Name change of the candidate during study

1. A student who is currently enrolled may change or alter his/her
full, legal name on the permanent academic record by presenting
the appropriate application along with the necessary supporting
documentary evidence to the COE.

2. The change of name in the records of the university may be

sanctioned on any one of the grounds such as marriage, adoption,

‘ e \ A\
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assuming a new name by any person which has been notified by
the order of the central govt. or a state govt.

A female student who wishes to discontinue the use of her married
name and resume use of her maiden name, or another name shall
present a copy of the divorce decree, or signed court order,

showing court restoration of the maiden or other name.

. No change in his/her name will be made in the past records of the

university.
Students should send the application through the Dean of the
faculty.
The candidate should apply along with the attested copy of the
12th standard and / or last eligible examination.
Documents required for change in name are as follows and must
accompany the application for change in name.

» Govt. Gazette(Original copy)

» Affidavit (Ladies) (Original copy)

» Marriage Certificate (Ladies) (Original Copy)

» Photocopy of the Statement of Marks of last

examination.

After the necessary changes in permanent documents, corrected
copy/copies of the statement(s) of the marks and other certificates

shall be issued on the payment of the fees applicable at that time.

Error Correction in Name

1. To correct the spelling or the proper sequence of the name which

2

are not due to data entry errors, the student shall present a copy
of his/her High school marksheet.

. Any errors in the name of candidates printed in the marks

statement/certificate/admit card may be brought to the notice of

\$ 4
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COE for necessary correction with appropriate evidence.

(Annexure- Format of application for correction in name)
Issue of Duplicate Marksheet

1. A candidate who has lost his/her mark sheet due to theft/fire/
stolen/ natural calamity or any reasons and wishes a duplicate
marksheet, will have to apply in prescribed format by the
urnuversity and pay the prescribed fee.

2. He/she has to attach the following documents necessarily:

~ Photocopy of mark sheet if available

» Advertisement regarding the loss of mark sheet in TWO(2)
separate national newspapers

~ Affidavit of Rs. 10/- from notary regarding the loss of mark
sheet

~ First information report (FIR) regarding the loss of mark
sheet
(Annexure- Format of application for duplicate mark

sheet)
Migration Certificate:

1. Candidate will have to apply in prescribed format by the university
and pay the prescribed fee by the university.

2. Migration Certificate shall be issued by Dean of faculty,

3. Migration certificate will only be issued in case the student has to
apply for higher studies and will have to mention the following in
prescribed format
» Name of the programme for which migration certificate is

required

» Name of the institute for which migration certificate is required

{ | S



4]

» Name of the University for which migration certificate is required

» Copy of selection letter, Fee receipt, etc. for higher studies

(Annexure-Format of application for Migration certificate and
Template of migration certificate to be issued)

Provisional Certificate:

1. Candidate will have to apply in prescribed format by the university
and pay the prescribed fee by the university.

2. The provisional certificate shall be issued by Dean of Faculty.

3. The provisional certificate shall remain valid for ONE (01) year.

4. If in case the degree of the candidate is not available after one year,
then the candidate has to apply for re-issue of provisional
certificate. The original provisional certificate will be extended for
another SIX (06) months by stamping and will be countersigned by
the Dean of Faculty.

(Annexure- Format of application for Provisional degree

certificate and Template of provisional certificate to be issued)
Thesis Evaluation:

1. The thesis of candidates shall be submitted to the examination
section by the concerned Dean office within stipulated time as
directed by the concerned regulatory statutory bodies before the
candidate's examination.

2. The thesis shall be evaluated by three external examiners from the

approved list of examiners.

fard

. The candidate shall be eligible only if the thesis is approved by at

least two external evaluators.

Annexure: Format of thesis evaluation and letter of appointment

‘@/ 9&\:@; \_— ('t\ ¥ (N { \11
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Internal Assessment Marks

1. The internal assessment marks shall be awarded as per the
academic regulations of the individual programme.

2. The internal assessment marks shall be submitted to the Controller
of Examination at the end of each academic session before the

commencement of the university examinations.

A
3
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Uttar Pradesh University of Medical Sciences,
Suifai, Etawah- 206130 (www.upums.ac.in)

d

Refno.  /UPUMS/Exam. Deptt./2023-24 Dated:

Confidential
Tao.
Subject: Paper setting for .........oooenen .....Annual/supple/caryover examination

Subsequent to your verbal consent, Uttar Pradesh University of Medical Sciences, Saifai,
Etawah has appointed your good self as paper setter for the following
Course:
Year:
Name of Examination:
Subject code:

Kindly make it convenient to  Set question paper for the ahove said examination. This offer is
subjeet to the following conditions:-

That none of your relatives, as defined below is appearing in the examination:- Wife, husband. son,
daughter, brother, sisiter, nepheq, miece, wife's brother/sister, husband's brother/sister, brother ‘s
son/daughter s sister's son/daughter, first cousin, grandson, granddaughter.

For any kind of clarification, you may kindly contact the undersigned Phone no. .........

INSTRUCTIONS:

| Kindly send Two sets of question papers each with different questions within 10
days on an editable Word File (Please follow the header of the question paper as
provided in the sample paper before questions while working on Word file, to
minimize editing at this end)

2 Division of topics as provided to be followed for the setting of the question paper
Kindly send the question paper to the Controller of Examination via e-mail

at coeupums@gmail.com
1+ Kindly send a scanned copy of the duly filled remuneration form and a copy of a

canceled cheque for convenient disbursal of remunerations.
5. Sending you the required document for setting the question paper as an attachment:
Encls: Paper distribution, remuneration form, sample/model question paper

Controller of Examination
Uttar Pradesh University

of Medical Sciences,
Saifal, Etwah

&
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Uttar Pradesh University of Medical Sciences,
Saifai, Etawah- 206130 (www.upums.sc.in)

INSTRUCTIONS TO PAPER SETTERS

A, Instructions for setting of question paper:

g ]

il.

iii.
iV,

. The question paper should be fairly distributed over the whole syllabus prescribed for

the paper and prepared as per format given.

Questions should be set as per demarcation of syllabus defined for each paper-I & paper-
11 only.

No question should be asked outside and beyond the syllabus.

The question paper should be such that an average candidate can answer within the
allotted time.

. Typing form & size.

A. MCQs and Question Paper should be typed as per the template provided. MCQs
And Answer keys should be sent to us at email- coeupums(@gmail.com
B. For all the sections-A, B, C use font-Times New Roman, Font size 12.
The question paper should be set in English language only. Abreviations should not be
used.
The marks assigned to eachare already mentioned in the Model Template. The total
marks shall not exceed the maximum marks allotted to the paper.
You are requested:
Not to accept this assignment if any of your relative(s) is appearing in the examination.
To delete/discard all notes rough drafi soft copy of the question paper & MCQs paper
and not to retain copy of question paper in any form with you.
To treat this matter strictly confidential,
Do not write your name and signature on question paper being submitted by you.

B. Instructions for packing and dispatch of question paper:

‘I,I

Put print out of the question papers (All the sections-A, B,C,) and Answer key of MCQ
in separate envelops.

The question paper & answer key packed envelopes should be put together in the
bigger envelope along with Covering Letter, duly filled and signed Consent 10 act as
paper setter and duly filled and signed Remuneration Form.

Kindly do not sign.or writ¢ your name on the inner envelope.

The question paper scaled as above should be dispatched by the Speed Post addressed
to the Controller or Examination. Examination Cell Uttar Praedsh University of
Medical Scriences, Saifai, Etawah.

t/ Controllor of Examination
UPUMS, Saifai

—
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Confidential LUE/UPUNID 9

ACCEPTANCE FORM

To
The Controller of Examination
Uttar Pradesh University of Medical Sciences
Saifai
Sir/Madam,

With reference to your letter number/ Email
datedun,lhavem inform you that |
ACCEPT/DO NOT ACCEPT the examiner-ship in (Course) ....coocum s

Ins this connection | declare as under:
|. That T am able to understand and read computer/ type written English script well.

2. That none of my relation (Namely father, Mother, Father in Law, Mother in Law, Husband, Wife,
Brother, Sister, Son, Daughter, Son in law, daughter law as well as their sons and daughter including
the husband and wife of anyone of them) is candidate for the examination for which I have been
appointed examiner and that I have not taken and will not take up private tuition to any candidate who
is due appear in this examination.

3 In case, at any stage , | come to know that any of my relation (as mentioned above) is appearing in
this examination or any candidate whom I had privately taught is appearing in this examination [ will
immediately withdraw from the examiner-ship
4 1 shall be able to send the question papers by the due date (for paper setters only)

5. During the vacations | shall be available at the following residential address.
Date : Yours faithfully,

Signature of the examiner

OFFICIAL ADDRESS

--------------------------------------------------------------------------------------------------------------------------

MEOBHE TNOL ovisisirivsaerssnnnsnssassyrnvss i hasensns Sasibiiiarassiiseiiieismstonse

Email TD Ll ciiica cmv b sdunaansarasins .\( .......................................
\R/ A é‘/ kW baod”
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PAPER SETTER DECLARATION & CERTIFICATE T2

To

The Controller of Examination

Uttar Pradesh University of Medical Sciences
Saifai

Sir/Madam,

[ certify that:

(a) 1 have meticulously followed the instructions for the paper-setters before setting the question
paper.

(b) 1 have solved all the problems after typing the question paper to verify their correctness.

(¢) All major formulae required for analytical questions are included in the ‘Some important
Formulae' list. No formula required for a memory based question has been included mn this list.

(d) 1 have maintained strict confidentiality, and have not discussed these questions with anyone, and
[ have not saved any hard or soft copy of this paper or a part of it.

Name Date

Signature of Paper Setter

Course Code

University/College
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Uttar Pradesh University of Medical Sciences, Saifai, Etawah o
(Ph. Nu. 05688-276598)
Remuneration Form (Paper Setting)

Order 100 oo —sibranssnsnais it R
(ALL FIELDS ARE MANDATORY)

*Please wse Fanl size 8 to fill out the form properly

Name of Examiner (IN BLOCK LETTER, As in Bank Account )

First Name 1 [ Complete postal sddress:......

Middle Name T S N N e O e e O | T AL AL L
sumamé T | e
DIEPRITIMENL .o ccusrssnmrnrrrnresstssnsasssnsstestansimsiiniansnbisbitssnsnis g:;}m """""""""""""""""""""
Bl I .o vveeessnsmsnenenprerebindararass i deliniidimiihaiiiisinaiias Pin code

Mobile no [IL'I|]]i|1—|| |_||_||]|

Bank Account No,

[FSC Code : o -
Bank Name & Branchs .. i
PAN no, (Permanent Account Number)
[ i l | ] I ] I I | (Please attach scanned copy of PAN.)
Detil of Remuneration Claimed (Paper Setting)
RS £ s ST TR KA e B TREOEYS oo i iea et
AT T2 SO PR PO DRI T No. of Paper Setal.. ..o biiianiisimiianm .
Subject Coden i
Nemr . oialatiannabicanvannssnimsd
= d e fill ner

........................................... MEmp
Signaturs of Examiner with Date Payable amount ' Rs.

For office use only

|. Certified that he/she was one of the examiners and that he/she has set the papers as mentioned above.
b Certified that this is the first remuneration bill on this account.

lDatﬂ:........ Authorised Signatory (Confidential
Section)
PASSED FOR PAYMENT)
IDmd .................................... Controller of Examination
[Payment made Rs.......oocovenrnsrenenn. VidE CREQUEIDITRRN0 ..o voeescesciseesssessnassnsssessoe DB
O payment made by NEFT vide TransACtion TD D0. .. .oivseverineisasimarnns ibesssbans o bisasenianbasansirsssnesssanuibsassanns
Authorised Signatory

NOTE: INCOMPLETE FORMS WILL NOT BE ENTERTAINED

“1f this is provided, the money will be transferred to your account under intimation to yow
tes for Paper I=

G(MBBS, Paramedical, B-Pharma Sec. Nursing - For Theory, each Paper-Rs. 1000/~

or All PG - For Theory, each paper-Rs. 1200/
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UTTAR PRADESH UNIVERSITY OF MEDICAL SCIENCES, SAIFAI, ETAWAH

Nomenclature of Enroliment no.

Enrn!lment no.| University name| Current Year | Program Name | Three digit sequence number
Nomenclature | UPUMS YYYY PROGRAM* XHX
| 5.No. | Program name Program® Enrollment no. Year of Start—]
1 Faculty of Medicine _ |
3 MD Doctor of Medicine T TUPUMSYYYYMDXXX | 2016
b MS Master of Surgery UPUMSYYYYMSXXK 2016 _<
c MCH Master of Chirurgiae UPUMSYYYYMCHXXX | 2020
d DM Doctorate of Medicine UPUMSYYYYDMXXX | If proposed
f DNB Diplomate of National Board UPUMSYYYYDNBXXX | If proposed
a MBBS Bachelor of Medicine and UPUMSYYYYMBXXX 2016
Bachelor of Surgery
2 Faculty of Dental i
a MDS [ Master of Dental Surgery TPUMSYYYYMDSXXX | 2017
3 Faculty of Paramedical Sciences ]
2 mmLT Niaster of Medical Laboratory | UPUMSYYYYMMXXX | 2023
Technology
b | MOptom Master of Optometry UPUMSYYYYMOXXX | 2023
c MPT Master of Physiotherapy UPUMSYYYYMPXXX 2023
d MRIT Master of Radiological & UPUMSYYYYMRXXX | 2023 |
Imaging Technigues
e BMLT B.Sc. in Medical Laboratory UPUMSYYYYBMXXX 2016
Technology
f | oPT Bachelor of Optometry UPUMSYYYYBOXXX | 2016
g BPT pachelor of Physiotherapy UPUMSYYYYBPXXX 2016
h | BRIT B.Sc. In Radiological & Imaging | UPUMSYYYYBRXXX | 2016 ]
Techniques
& Faculty of Nursing i
a M.Sc. Nursing | M.Sc. Nursing UPUMSYYYYMNXXX | If proposed |
b B.Sc. Nursing | B.Sc. Nursing TUPUMSYYYYBNXXX | 2016
5 Faculty of Pharmacy _ |
a M-Pharm Master of Pharmacy UPUMSYYYYMPHXXX| If proposed
b B-Pharm Bachelor of Pharmacy UPUMSYYYYBPHXXX | 2016
6 PhD Doctor of Philosophy UPUMSYYYYPHDXXX | If proposed |

\
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If a candidate has completed his under graduate program from UPUMS and further takes
admission in a postgraduate program offered by UPUMS his enrollment number for under
graduated program will be considered for his post graduate program and no new
enrollment number will be allotted to him.

If @ candidate enrolled in any under graduate program offered by university change his
program with another program offered by university (UPUMS) than his enrallment no. of
previous program will be cancelled and new enrollment number for the program will be

allotted to him/her.
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UTTAR PRADESH UNIVERSITY OF MEDICAL SCIENCES, SAIFAI, ETAWAH

Roll number details

Roll no. Current Faculty PG Faculty | UG Faculty | Three digit il
Year Last Code Code Code sequence ‘
two digit number
Nomenclature | YY | XX XX XX | XXX -
S.No. | Faculty name Faculty code
1 Faculty of Medicine 01
2 Faculty of Dental 02
3 Faculty of Pharmacy 03
B Faculty of Nursing 04 |
5 Faculty of Paramedical Sciences (MLT) 05
6 Faculty of Paramedical Sciences (B. Opto) 06
7 Faculty of Paramedical Sciences (BPT) 07
'8 Faculty of Paramedical Sciences (BRIT) 08
9 Faculty of PG 09
10 Faculty of UG 10 |
Generated of Roll number:-
s.No. | Faculty name Roll no. B
1 Faculty of Medicine (PG) YYO0109XXX
2 Faculty of Medicine (UG] YY0110XXX
3 Faculty of Dental (PG) YYD209XXX
4 Faculty of Pharmacy (PG) YYO309XXX
5 Faculty of Pharmacy (UG) YYD310XXX
6 Faculty of Nursing (PG) YYOAD9XXX
7 Faculty of Nursing (UG) YYO410XKX
8 Faculty of Paramedical Sciences (MLT -PG) YYO509XXX
9 Faculty of Paramedical Sciences (MLT -UG) YY0D510XXX
10 Faculty of Paramedical Sclences (B. Opto -PG) YYOB09XXX
11 Faculty of Paramedical Sclences (B. Opto- UG) YYOB10XXX
12 Faculty of Paramedical Sciences (BPT -PG) YYD709XXK g
13 Faculty of Paramedical Sciences (BPT -UG) YYO710XXX
14 Faculty of Paramedical Sclences (BRIT- PG) YYDBO9XXK
15 Faculty of paramedical Sciences (BRIT- uG) YYOB10XXA J

“Example of Faculty of Medicine PG Roll no. -230109001

¢
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Uttar Pradesh University of Medical Sciences,
Saifai, Etawah- 206130 (www.upums.ac.in)

—_————-——_——__.._,_—————_———-

EXAMINATION FORM
(To be filled in Capital letter only)

Year /| Semester | Main/ Supple / Carry
Over

Course Type | Program Name
(UG! PG)

' Name T

Father's Name
PHOTO

Enrollment No,

Roll No.

Course/Subject Details of Exam Appearing
S.No. | Course/Subject Course/Subject Code

1

2

Examination Fees detail
Amount (in Rs/-) Transaction details (Date, Mode of Payment, Bank Details,
Transaction 1D etc.)

Note: Attach Verified fee recelpt from account section.

( Signature of candidate

Signature of Dean

L Cly e |
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= U.P. University of Medical Science, Saifai  ™™*
WeP) (Daily attendance sheet must be prepared room-wise & Course / Paper wise)

N THEORY/PRACTICAL

1. Course : 3. Date : N,,,.f' s"bmnf.f;: Alpha
2. Centre Code : 4. Session : MOR() AFT () ]

| promisa taht | shall not use unfalr means and | swear on Oath that | have nothing In my pessession, which may render me llable for o case of unfalr means

Roll No.

Dorken  Darken

if
Answer Book No. Present Absent
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Full Signature of Students

Total No. of Students :| | |

No. of Students appeared :

Mo, of Students absent ;

Room No.

Signature of Invigllators
f 2 \F/
]

Signature of Assist. C.5./CS (With Seal)
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FT R Uttar Pradesh University of Medical Sciences,

B2 Saifai, Etawah- 206130 (www.upums.ac.in) 1%
s 2

e Ll
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Raffy Lasmans fesanza fevianaes Dated:
Confidential
l'o,
Subject: Appointment of Practical/Clinical Examiners fOr ..o Annual

fsupple/earryover Practical Examination,. ...

Uttar Pradesh University ol Medical Sciences, Saifai, Etawah has appointed your

good self as External Examiner for the conduclt of ..o Practical/ Viva
EXAMINation i .......oveveeseesrenee. The examination is scheduled to be held on
....................... (0 iiereenitt  09.00AM  onwards in the  Depariment ol

Kindly make it convenient tobe available for the conduct of above said
examination, The ofer is subject to the following conditions:-

[} That none of your relatives, as defined below is appearing in the examination:- Wife, husband,
son, daughter, brother, sister, nephew, niece, wife's brother/sister, hushband s brotherisister,
brother's son/daughier’s sister’s sondaughter, first cousin, grandson, granddaughiter

2) You will be paid TA ete. according to this University T.A, Rules as in force at the time when
the journey is performed. T.A. will however be paid [rom the place at which this letier is
beingissued, or from the place or residence, whichever is less. No examiner is allowed to returm
to histher headquarters before he/she has conducted the whole examination at the centre
allotted to him/her.

3) Forany kind of clarification. you may kindly contact the undersigned Phone no. .........

Kindly confirm your availability.

DEAN (Faculty of..........)
Uttar Pradesh University
of Medical Sciences,

Saifai, Frawah .



NODNANDONOOOONNDNODODAANDNONN OO0 ON000nNDN



Uttar Pradesh University of Medical SCiences

Saifai, Etawah — 206 130 (U.P.)
(Formerly U.P. Rural Institute of Medical Sciences & Research, Saifai, Etawah)
Phone: (05688) 276224 Website: WWW.Ipums.ac.in

e

Format for claiming of TA for Examination Purpose
Letter no, 2609/UPUMS/Estt.-11( 180}!2019-20 , Date 27 Nov. 2019 &
-3 / 2019 / S—2-41 / TH-2018-601 /2011 Reeiics; 05 AT, 2019 ETT ITIX HE¥ A

gl

L NAME & DESIERAIONS . rereeessressiasssssssssssssiiass s sminsbbibasism s s
2. Address T pTPe—— et SR
3. Pay Level I iy et e s e S e b
4, PUTPOSE OF VISIL Suucsssssesissssrsssbutinissssssstbbebisfossssssisssssss (it s sassss 1A s s
Travel Details:

S. Made of Journey Date of Place Distance | Fare/ Remark |
No {Rail/Bus/Taxi/ Journey '

. Own Car with

vehicle number)

Total |

Note :-
|, For claim of above expense documentary suppart must be attached like Rail Ticket/ Taxi Bill/ Toll Tax receipt etc.
2. In case of journey performed by Taxi/own car, Vehicle detail - (1) Diesel Vehicle or (2) Petrol Vehicle
(tick appropriate number).
1. The remuneration will be paid as per University norms.
My Bank detail is as follows:

Bank Afc No.
Bank IFSC Code
Bank Name
Bank's Branch Address
(Please attach photocopy of passbook) Signature:
Wame of Claimant!
Post:
Address:
Mobilé no. (msg. for payment info.)
Recom no Ji
ADOVE SXAMHNErS/EXPRIL... ovrrsmvssasshrssinimrarinrarssmssnidinasnasnisaes s visited the University for the purpose of
............................................................. . His journey is verified.
\" Signature with Seal
_ \ r ﬂ__ mie
’7 T.A. Honorarium Totl Amount | " Total Amount in Words i
(if applicable) (Rs.) (Rs.)
"h\ | " l “
b S o Y4 R =
AATAD, AADLAQ. d S.AO0J/CFAQ. Finance Officg
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Uttar Pradesh University of Medical Sciences, Saifai, Etawah

(Ph. No. 05688-276598) a4

Remuneration Form (Answer Book Evaluation /Re-evaluation)

(ALL FIELDS ARE MANDATORY)

* Plesae use [ont siee 8 1o fill out the form properly

Name of Examiner (IN BLOCK LETTER, As in Bank Account )

First Name T Complete postal address!.......

Middle Name 11—ttt | v
Sumame Tt | e
DIEPARINETILL. 1o seraresassmranrnrnsrssssamssresissassesassiibisnimmesinisisis gg{’;j """"""""""""""""""""
BB TED ces sessrosensarorsanmnrressstssnsmrsansganssmbinssindiasbisdiraiiaia Pin :m """""""""""""""""""

Maohile no. [I|[l|]]|'|l l_il.ll|l

Bank Account No.

[FSC Code :

| |
Bank Nanie & Brancht......0 i ammeraiiasiiinsininrssasei

PAN no. (Permanent Account Number)
CL T T T 1 [ ]

Detail of Remuneration Claimed (Answer Book Evaluation/Re-evaluation)

| | (Please attach scanned copy of PAN.)

COMIPSa L s iti navman e g o mam e THEOEY e eadibinsndivuasnnsidybadinni
Subjecki. o aaaa— No of Answer Book BEvaluation:.........o....
Subject Codes.....coneammmmiasinsmssann No of Answer Book Re-evaluations.....oooooiiimnnes
VBB i s S No of Stodents evaluated: L.
(For Internal Examiner)
Revenue Not to be filled by Examiner
Signature of Examiner with Date Payable amount l Rs.
For o

| Certified that he/she was one of the examiners and that he/she has set the papers as menticned above.
0. Certified that this is the first remuneration bill on this account.

Authorised Signatory iCunﬁdrﬂﬂﬂi Section)

PASSED FOR PAYMENT]

[Dmud............... Controtler of Emminatiun]

[Payment e Fo. o vrrrssiorsisree o VidE CHEQUE/DTARNO. . .vevserserresiniseninssnriseneese DB s
Drpuymmmdc?ﬂﬁﬁdei‘rmucﬂnn TEH BB, < vacrwesranrarssnsnsreraibnsbidiiod b por b S e e LS

Authorized Signatiory

NOTE: INCOMPLETE FORMS WILL NOT BE ENTERTAINED

\\){ —%@:}l_ v '{ \,[V! ﬂ fﬁf_ﬁ“‘/ P.T.0.




For setting of question paper, Evaluation of Answer book & conduction of practicallviva/clinical exam.

rauu. - [ Quest Papér |  Evaidiation of For Conducting GIIZLI::Im IPracticallViva-Voce
| _ oaing il T Examiners | _Internal Examiners
1 | DMMeh/MD/MS/IMDS Rs, 1200/~ | Rs. 25/ per Answer |  Rs. 3500 per day | Rs 25- perCandidate
| Book with & minimum with & minimum of Rs.
of Rs. 1000/ 20000-
2 |PhD Rs, 1000/~ | Not Appiicable Rs. 1000/ _Rs. 1000
3 |PGDiploma Examination | Rs. 1000i- |Rs 25 per Answer | Rs, 20 per Candidate  |Rs, 20/~ per Candidate
(Al Book with a minimum | with a minimum of Rs with & minimum of Rs
L4 - of Rs. 2000/- 2000/ 2000 |
4 'PDCC/MHA Rs. 1000/~ per candidate subject to Rs, 2000/~ minimum and Rs. 4000/~ maximum to each
examiner for doing the work |.e. for selting of Q.P. evaluation of Answer book and
) Conduction of Clinical, Practical, Viva-Voce Examination _ |
5 |Post Graduate Coursesin | Rs, 1200 |Rs. 25 par Answer Rs, 3500~ perday  |Rs. 25/ per Candidale
aculty of Paramedical Book with a minimum | For Evaluation of theary |with a minimum of Rs
Sciences, Faculty of of Rs. 1000+~ Answer book and for | 2000-
Nursing & Facully of cenducting
Pharmacy (MS. Nursing, oralipracticaliclinical
| M Pharm, MPT, ate evaluation
6 [MBES (Al Prof Exam) | Rs, 1000k | Rs 25- per Answer Rs. 3500/ perday | Rs. 25/- per Candidate
book with a minimum | For Evaluation of theory | with & minimum of
of Answer book and for Rs.20004-
s, 1000/~ canducting
. For Internal otalfpractical/climcal
Examiners evaluation
T |B.Sc Nursing (Faculty of Rs, 1000~ | Rs. 20/ per Answer Ra. 2500/ per day Rs 20/- per Candidate
Nursing) Undergraduate Book with a minimum with & minimum of Rs,
Exam. of Rs. 750/- 750
8 [Faculty of Paramedical Re 1000~ | Rs. 20t-per Answer Rs. 2500/ per day Rs, 20i-per Candidats
Sclences (Undergraduate Book with & minimum wilh 2 minimum of Rs,
Exam) of Rs. 750)- 750/- N
8 |Faculty of Pharmacy Rs. 1000~ | Rs. 20/~ per Answer As. 2500/- per day Rs, 20/~ per Candidale
{Undergraduate Exam) Book with a minimum with a minimum of Rs,
i | of Rs. 750- 70~ |




&+

Uttar Pradesh University of Medical Sciences, Saifai, Etawah

(Ph. No. 05688-276598)
Remuneration Form (External & Internal Examiner for Practical)

1] i [~ o T R AL e L U
(ALL FIELDS ARE MANDATORY)
*Tonke uee font dize 8 w il ool the fomn properly
MWame of Examiner (IN BLOCK LETTER, As in Bank Acocount )
First Name ] Complete postal address:... ...
Widclle Mime [ DrEmread prag paassan s meiia e il
SUrTare .........................................
] Y (T VR L o o e o e Sty A A A o
-3l Y SN U R SRR ot vt 4 e AP arer O Ciytaaiessasnradiaiadlaiint, Al
e o T v | R e P o | e APk e
......................................................... Pin code

Mobile no. CILT ] T | ] | l l T ]

Bank Account Mo,

| [ TTITITTITIT]
IFSC Code
I 1
Bank-Mame B-Branohr . s s Sl
PAN no. (Permanant Accounl Number)
| J | | [ [ [ [ | | ] (Please wtch scanned copy of PAN.)

Dietai] of Remuneration Claimed (Practical )

BTG, s s s v W 5 3 T N of Students evalunted fn Pracicil.. .o
BEBlRety e s s A R RN
Bnbdeet Cote . iwiia o mssiiers s
B s s T e R A R R T
Mot to be filled by Examiner
Shmmuture of Examiner with Date Payable amoumt Rs.
For office use anly

|. Certified that he/she was one of the examiners and that he/she has conducted practical as mentioned above
D Certified that this is the first remuneration bill on this account

B a—— Signature of Dean (Faculty of... ..}
IPayment made Rsii..oaiiin i essn Vide Cheque/Draftio. ..o civisveisessisiisrsisnssss o DBBR oo siiinrniriniinsaiins
O poyment made by NEFT vide Trunsaction ID 0o T T e

Authorised Signatory

( NOTE: INCOMPLETE FORMS WILL NOT BE ENTERTAINED
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| '{'., J Uttar Pradesh University of Medical Sciences 99
s 7 Saifai, Etawah - 206 130 (U.P.)
E ' Phone: (05688) 276224 Websile: www upums se.in

Format for claiming of Practical Examination

S No, Name of the Examiner Particular Amount

b hsimmineminmms (i TA; Rs, s
......... s () Dilkr
............................ (ii1) Question Paper setting @ Rs. ...........-Per Paper 3 . . R
(iv) Evaluation of Answer book-Theory @Rs.... .-Per Copy & Min. Rs. o =Rsi e

e (v) Practical Examination &Viva Voce @Rs....-Per (,..*.. )& MinRs_ .~ Rs ... -
(AfeN v oG] Tital Rs. S | LA

(ESC =0 }

7 | (i) TA e R |
............................... (1) DA: - -
............................... (iii) Question Paper setting @@ Rs. ............-Per Paper Ri....,...i=
.............................. (iv) Evaluation of Answer book-Theory @Ra....../sPer Copy & Min Rs..... =Rs ... -
.......................... () Practical Examination &Viva Voce @Rs....-Per (.= )& MinRs. .. =Rs........-
(Ae NOG coaaain) Total Rs. - o - T

BRRE

3 S TR | ; 1 I 1 - i, (S
I —— (i) DA
............................... (ii1) Question Paper setting @ Rs. .........-Per Puper =Rs. ... =
S T | {iv) Evaluttion of Answer book-Theory @Rs....../-Per Copy & Min, Rs.... =R s psicd
.............................. (v) Practical Examination &Viva Voce @Rs.../~Per (....%.....) & Min.Rs., .. = Rs.....-

(Afe Mol Total Bs.

(IF8E — i |
L s et o et et (D) TA: ' . il . T
............................... (i) DA;
(iii) Qmestion Paper setting @ Rs. ............-Per Paper =R e
(iv) Evaluntion of Answer book-Theory @Rs....../-Per Copy & Min, R . =Rs ... -
s (V) PrACcAl Examination &Viva Voce @Rs...../Per (% .. ) & MRS, .. = Rsoiiinn, .
(ALENB, i) Toral Rs, Rs: ciiiiat=

Grund Total = RE, ceriressarsasd=

Signature of HOD / Dean (Fuculty of.........)
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7 Sk e AgfdwE fvafyered, dws, sea

X __;;' ) Uttar Pradesh University of Medical Sciences,

Saifai, Etawah- 206130 (www.upums.ac.in)

APPLICATION FOR SCRUITINY

(W faawer daofl @ dRea dexdf 4 o @)

Name

Fathers Name

Raoll No.

Enrollment No.

Examination

(Month,,.....Y

;71 (e

Course

Mobile No.
Email 1D

Details of paper in which candidate wants to get scruitiny done (mention clearly): ‘

5 Mo

Subject

Paper

01

Paper_f.udu - HI

02

3

Scruitiny means the re-totaling of marks and evaluation of answer if it i5 unchecked
1. Scruitiny is allowed only in 50% of total number of subjects

I
i
3. Students-should atach photocopy of mark sheet / Result photo capy.
4.

Fee receipt ol Rs. 300/- (Three Hurdered Only).

Signature of HOD

.......................................

Serutiny form received from,,

Account Section

Astm ol RS v R CArTouet i WordE. .. coverivssnss pmensn smmnenrpctsnss s v4s

Examination Office

ety

\ S A SO BPRASEILIIL <1 117 -] (e s crn i S A RISt So s,
datedt s anrrnanssnre g ( ..............................................................................

o W sy W

Signature of Candidate

Signature of Dean (Faculty of ............. }

. received  from

fior the serutiny.

Signature of Accountant/ Account Officer

voar on

Signature of office personnel

Boeat

—

:1,%’
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7 ST gR Igfde fvafienas, dwd, semn

/ Uttar Pradesh University of Medical Sciences, o

Saifai, Etawah- 206130 (www.upums.ac.in)
m

APPLICATION FOR RE- EVALUATION
(e Raeon aittoh @ ew ded A fora o)

o L
ok

.

i Name

| Fathers Name
| Roll No.

Enrollment No.

Examination tMuﬁlh ....... YA i)

Course
Mohile No.
Email ID

Details of paper in which candidate wants to do Re-Evaluation (mention clearly):

§ No Subject Paper Paper Code
01 : S
02
03

05

MNote:
| Re- evaluation means the two independent examiners other than first examiner will evaluate the answer sheets,
2. Students should attach photocopy of mark sheet / Result photo copy.
3. Fee receipt of Rs, 3000/ (Three Hurdered Only).

Signature of Candidate

Signature of HOD Signature of Dean (Faculty of .......)
Account Section
AsomofRs ... (AMOUNt N WOrds. ...oouviiieiiiiiiiacaar e rerrnneeeen.nn), feceived  from
........................... COUTSE .« 4w cwvnbvnsvasisvvnnsasrsiasnsass Y€ vie... fOr the: Re- evaluation.

Signature of Accountant/ Account Officer

Examination Office

Re-evaluation form received from..\, swvenssennrsCOMPEEL ..o rarrssnssrosninrenens YORE 0N

M\Q}( "'N'i‘;:_“'i—- »/ qu )411'/‘/ (L};i_gnaxurenfofﬁcepersnnnel
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) Uttar Pradesh University of Medical Sciences, )

Saifai, Etawah- 206130 (www,upums.sc.in)
APPLICATION FOR CORRECTION OF NAME IN THE MARK SHEET
(e g srdoft & $Rea ded 3 fomar o)
Name

Fathers Name
‘Gender (Male/Female)

" Enrollment No.

Roll No.

Examination
(Month.......Year...........)

Mebile No.
Email ID.
"Postal Address:-

Detiuls of correction to be done:-

S. No. Name printed in the marksheet Name should be corrected s

01

Note: The Student should fulfill the following criteria.
I. Fee receipt of Rs. 300/~ (Three Hurdered Only) per marksheet.

2. Photocopy of mark sheet (High School).
3. Photocopy of Adhar Card,

t - ' Signature of Candidate
L%/ —P‘\‘.’-ﬂ

=
Signature of HOD W k Slgnarurc of Dean (Faculty of ............)

Wy e =
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";.5,; 'Efﬂ' Uttar Pradesh University of Medical Sciences,

Saifni, Etawah- 206130 (www.upums.ac.in)

APPLICATION FOR DUPLICATE MARK SHEET

(e faavor sl @ Sfted ded 4 faar o)

Name

- .FHI;HEI'S .ﬁﬂﬂlﬂ

 Gender {Male/Female)

| 02—

Enrollment No.

" Roll No.

Examination (Month......

Near e

Course

Mobile No.

Email 11).

Postal Address:-

Note: The Student should fulfill the following criteria.
Fee receipt of Rs, 300/- (Three Hurdered Only) per markshet,
. Photocopy of mark sheet (if’ available).

‘;..FJ:I--L.IJI.-J:—-

FIR ¢opy regarding the loss of marksheet.

. Advertisement regarding the loss of marksheet in TWO (02) separete National news papers,
Affidevit of Rs. 10/~ with Notery regarding the loss of marksheet.

Signature of Candidate

Signature of HOD Signature of Dean (Faculty of............. )

W s
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5 _” Uttar Pradesh University of Medical Sciences,

= Saifai, Etawah- 206130 (www.upums.ac.in)

162

APPLICATION FOR PROVISIONAL CERTIFICATE

(e foaror Adoft @ wftes dexd A o wmd)

.T\"ﬂl'l‘lﬂ

Fathers Name
Gender {Miiéi" Feﬁni&j

Enrollment No.

' Roll No.

Examination

Course

(Month.......

i IRy

"Mobile No.

Email ID,

Postal Address:-

Note: The Student should fulfill the following criteria.
1. Fee Receipt of Rs. 300/- (Three Hurdered Only)

2. Photocopy of mark sheet of all the semester/year.

Signature of HOD

1.

W s

\M

Signature of Candidate

Signature of Dean (Faculty of ........)
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1o

Uttar Pradesh University of Medical Sciences,
Saifai, Etawah

(Formerly U.P, Rural Institute of Medical Sciences & Research, Saifai, Etawah)

SINO.covennn

PROVISIONAL CERTIFICATE
This is to certifv that Sri/ Km,/Snil/ «eeveesserasrensasaVO/D/00inneneiireeasnssannss .
Envollment no...cveeienciissneireara (ROH NO. vviiisiniiiinnnn, ) Of cuueen.. e diaculty/
College and Passed the......... ... .corvesnsrerinssssssinnsnnnneneenns  Examination of

200 s With e v s o ddIVISTON.,

The Candidate has done all that is necessary to the formal award of the degree of

LE R R ] LR R R R ]

Place: LIPUMS, Saifai.

Date:
DEAN (FACULTY OF.........)
UPUMS, SAIFAL

&%}L \
e W X Gt
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7T SR 9RY agfder favafyenea, dws, e

w.>/  Uttar Pradesh University of Medical Sciences, |05
Saifai, Etawah- 206130 (www.apums.ac.in)

APPLICATION FOR MIGRATION CERITFICATE

(wrwl fAavw 3ol @ dftes ded ¥ forar o)
|

' Name

Fathers Name
Gender (Male/Female)

——

Enrollment No.
Roll No. ' ‘

Examination

‘Course
Whats.-ipp_ﬁu.
Email ID,

Name of the program for which
migration certificate is required
Name of the Institute for which
migration certificate is required
Name of University for which
migration certificate is required
Copy of the selection letter for
which migration certificate is
required

' Postal Address:-

Note: The Student should fulfill the following criteria.
1. Fee receipt of Rs. 300/- {Three Hurdered Only).
2. Photocopy of mark sheet, (Final Year).
3. Copy of the selection letter for which migration certificate required.

: Y Signature of Candidate
SO ="

-~

€ ot

Signature of HOD k/ M Signature of Dean(Faculty of...........)

)
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Uttar Pradesh University of Medical Sciences, Saifai, Etawah
(Formerly U.P. Rural Institute of Medical Sciences & Research, Saifai, Etawah)

3y s PR
qduld YHIT-YUA
MIGRATION CERTIFICATE

L 72 (< 22 [ R——

050 wraffsTs Reafrerery, dwd g Wl st whE SR/ iR wEei s A
gadil /argeit 2 &) Rl o) eu Rywafione 3 wow o9 A Sowo snyfieT ey o
@rE TafaT TE B

w0 ArgREE Rvefoem, dwd gem, SFR W
[ergofi—

wao AT uA (Migration Certificate) ®1 @9 & YW= I SoWo Ingfdea fawfaemsm gm™
sfera B o wden A wftifem g9 o st = @) o W 2 IR w8 anwell B ga
ST BY @oNo s fawefierem @ R gden A afvifom m & o 9w gwm A @
TReTHe YEE B A S|

b o ¥

Y-k
» boct!

¥
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Uttar Pradesh University of Medical Scnences, Saifai, Etawah
(Formerly U.P. Rural Institute of Medical Sciences & Research, Saifai, Etawah)

ST NO.coesivinn
gdold YHIOT—-Ud
MIGRATION CERTIFICATE
CVE LA | R ————— TR i iy
s S R et e L e e T o
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aufeT e 2 |

Sovo SRieT Reafienerd, ¥ws g, SR T

Jao TAOT 95 (Migration Certificate) @1 @H @ SR T SO0 amgfae fazafdered g
wwmﬁﬁﬁwﬁﬂwmﬁwﬁﬁﬁwm%wﬁﬁémﬁﬁmw
e g7 Sovo AR RrafEreE @ R wler § afu S & @ SW w0 A gwar
TRene Ve PR I SR
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Uttar Pradesh University of Medical Sciences, Saifai, Etawah-206130
(Formerly U.P. Rural Institute of Medical Sciences & Research, Saifai, Etawah)

Ref. No.: /UPUMS /Exam. Dept./PG-20.../2023-24 Dated: . ciazeasissees

SP/RP
Confidencial
To,

Sub.: Regarding Thesis Evaluation of PG (MD/MS/MDS/MCh/Phd) Residents.

The university examination of following PG students are proposed in the month
OF , which will be conducted by UPUMS, Saifai. As per MCI guidelines the
following thesis related to different topics are enclosed herewith for evaluation. Kindly
evaluate the thesis and send the evaluation report as per enclosed annexure-1.

SPECIALITY NAME OF PG THESIS TOPIC

The remuneration against thesis evaluation will be paid as per University norms.
So please fill your account details in annexure-2. Both the annexures (Annexure-1 and
Annexure-2) must be send back to this office as soon as possible.

Enclosed: As above

% Controller of Examination

W UPUMS, Saifai, Etawah




e ———————————

SR yev srgfis fivafieney, AwE, seraT—206130

Uttar Pradesh University of Medical Sciences, Saifai, Etawah-206130 /€1

(Formerly U.P. Rural Institute of Medical Sciences & Research, Saifai, Etawah)

Annexure-1

Evaluation report of Thesis for MD/MS/MDS/MCh/Phd (..c.ccceeseeesrecsanneens )

Recommendation
of the evaluator
SPECIALITY NAME OF PG THESIS TOPIC (Thesis Accepted/
Not Accepted)

:: RECOMMENDATION OF THE EVALUATOR ::

BleREhesIsis s e e ( Accepted/Not Accepted)

Note: If not Accepted, please specify the reason with suggestion for modification(s) for
resubmission. If required please attach separate sheet.

Signature of Evaluator

Name of Evaluator :
Designation :
Address :

Page-1 of 2 %\(




UE UINAVEIUROLE ¥ U VIRDICAL SCIENCES

_ FACULTY OF MEDICINE
Scheme of evaluation of Thesis

Section Adequate| Marginal Inadequate or not

included

Appropriateness
Clarity and brevity

Focus on Topic (does it raise
interest in the reader)

Purpose of Study

Introduction |Mention of lacunae in current
knowledge

Hypothesis, ifany

| )

Relevance
Completeness
Is it current and up-to-date

Mention of Type of study
(prospective retrospective,
controlled, double blind etc.

Detail of subjects & controls

Details of materials (apparatus)
Meéod experimental design.

Procedure used for data collection
(Questionnaire)

Statistical methods employed, levelof
significance considered

Statement of Limitation
Mention of ethical issue involved

Local Organization in readily
identifiable section

Correctness of data analysis

Observation | Appropriate use of Charts, table,
& Result graphs figures, etc. -

Statistical interpretation

Objectivity of interpretation
Relevance (within framework of
study and appropriateness for date)
Interpretation of implication of
result

Resolution of contradictory
Discussion | evidences :

Statement of limitation of interpretation
(Mention of appropriate cautionwhile
stating inferences)

| Mention of unanswered question
Mention of new questions raised

Title

Review of
Literature

Reference

Whether all required annexures and '
Appendices | appendices are included e.g. the clinical \(

proforma, the questionnaire used etc.

N
W \ /W Si i
gnature of Examiner
\% / W Page 20f2 % Y\/




Sy uew Igffer Rvafiereas, 98, gea-—206130 )

Uttar Pradesh University of Medical Sciences, Saifai, Etawah-206130

(Formerly U.P. Rural Institute of Medical Sciences & Research, Saifai, Etawah)

Annexure-2

Format for Claiming of Remuneration of thesis evaluation
(Speclality In .......cccooiiiiiini i pmivmsiansessssons ))

: DETAIL OF THESIS :

SPECIALITY NAME OF PG THESIS TOPIC

: : DETAIL OF CLAIMANT/EVALUATOR : :

Name of Evaluator Lo i R T ST R i R R e

BanleAICING S ol e e e e
BanlGlIESICote e v e e e i e i i M
BaRleName =~ e e L Lk e
Bankis Branch Address: i o f m v i s s oo et ondimssbnssnnes e A

(Please attach photocopy of passbook, showing the branch name & IFS code)

Signature of Claimant

Name of Claimant:
Designation :
Address :
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