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EXAMINATION PROCEDURES 

Academic Calendar 

The Controller of Examinations in consultation with Director / Principal and other functionaries of the college prepares the 

academic calendar before commencement of the academic year and communicates to all the concerned about the academic 

programmes and various examination schedules to be conducted in each semester. The examination cell, based on the 

approved academic calendar, will prepare a time-table to conduct CIE & SEE of theory and lab examinations, evaluation etc. 

 

Time Frame 

The Controller of Examinations determines various academic schedules as detailed below before the commencement of the 

academic year and disseminates the same to all the stake holders. 

 

S. No. Particulars Time Frame 

1 Preparation of Academic Calendar First week of May of that Academic Year 

2 Quotations for Examination materials First week of May of that Academic Year 

3 Examination Fee Notification 4 weeks before commencement of examinations 

4 Requisition of Question Papers 5 weeks before commencement of examinations 

5 Time-Tables 3 weeks before commencement of examinations 

6 Finalizing Detained List 1 week before commencement of examinations 

7 Preparation of Exam Material 1 week before commencement of examinations 

8 Results 2 weeks after completion of examinations 

9 Revaluation / Challenge Valuation Notification along with results 

10 RC/RV Results 2 weeks from the last date of notification 

 

Examination Process 

The structure and syllabus for all courses of each department is prepared by the board of studies which is duly approved by 

the academic council. The internal and external assessment is carried out as per the norms prescribed in academic 

regulations of B.Tech., M.Tech. and MBA programmes. 

 

The performance of each student in each semester shall be evaluated subject-wise (irrespective of credits assigned) for a 

maximum of 100 marks. These evaluations shall be based on 30 marks allotted for CIE (Continuous Internal Evaluation) and 

70 marks for SEE (Semester End Examination), and a letter grade corresponding to the percentage of marks obtained shall be 

given. 

 

The entire examination cell functions under standard operating procedures. All CIE and SEE assessments are in alignment 

with blooms taxonomy, COs and POs. The evaluation process is digitized with end to end security ensuring transparency, 

reliability, flexibility, trust and confidentiality. All the answer booklets are provided with barcode. The process cycle for 

CIE and SEE assessment of both theory and practical is as follows: 
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THE PROCESS OF CONTINUOUS INTERNAL EVALUATION 

Conduct of CIE for all theory and practical subjects / courses 

The Controller of Examinations will prepare the schedule of CIE and the same will be communicated 

to all HODs, faculty and students through circular, website, etc. HODs of the concerned Departments 

ensure circulation of schedule of CIE among the faculty to announce the same in the class rooms and 

display it in the department notice boards. Two CIEs for each theory & practical will be conducted as 

per academic regulations. 

The department examination coordinator gives an estimation of necessary answer booklets along with 

other related material to conduct CIE for each theory and practical subjects to the examination cell 

one week before the commencement of the exam. The concerned HOD is responsible for conduct of 

CIE under the supervision of COE. 

 

Conduct of CIE for theory Subjects 

Two mid-term examinations shall be conducted for 30 marks each with a duration of 90 minutes. 

Each mid-term examination consists of subjective paper for 25 marks & assignment for 5 marks and 

the final CIE marks are calculated by taking 80% weightage from best of the two mid examinations 

and 20% weightage from the least scored mid examination in each subject. 

 

Pre-Examination Process 
 

The process is as follows: 

a. The respective subject teachers prepare two sets of soft copies of CIE question papers and mail 

them to official mail of COE one week before the schedule. Each paper comprises two parts (Part- 

A and Part-B). Part-A consists of one compulsory question with five sub questions carrying two 

marks each. Part-B consists of 3 essay questions carrying five marks each with internal choice; 

the student has to answer all 3 questions. 

b. Arrange the required material (answer booklet with bar code on each page, nominal rolls and 
seating plans) before the examination schedule. 

c. Prepare the duty chart of invigilators and send to concerned departments. 

d. Prepare seating plan and send to concerned departments. 

 
During-Examination Process 

 

a. The Controller of examination will open one of the two sets and makes a note of the same. Then 

the set will be handed over to the concerned ACE for printing the required number of copies and 

arranging for distribution in the examination halls. 

b. On receipt of question papers from COE, the ACE shall print the necessary copies of question 

papers and bundles them examination hall-wise. 

c. The invigilators collect the answer scripts hall-wise and other examination material 30 minutes 

before the scheduled time of examination from ACE. 

d. The concerned ACE hands over question papers to the invigilators in the examination hall 5 

minutes before beginning of the examination. The invigilators distribute the same to the 

candidates. 

e. The examination staff shall collect attendance sheets, unused answer booklets, question papers 

and absentees statement after 30 minutes from the commencement of examination. 

f. The examination supporting staff prepares the D-Form, prints and hands over the same to ACE 
for approval and collection of answer booklets from invigilators. 
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g. At the end of examination, all the invigilators shall collect and segregate the answer booklets 

subject wise and regulation wise and submit the same to ACE. 

h. The concerned ACE verifies the answer booklets as per D-forms and bundles them subject wise 
along with question paper and scheme of evaluation for the purpose of digital evaluation. 

 

Post-Examination Process 

a. The supporting staff of examination cell scans the segregated answer booklets, question paper and 

scheme of evaluation for each subject and bundles them to generate the bundle number & key for 

the same. 

b. The IT support team of examination cell provides the protected access to each appointed 

evaluator for digital evaluation under secured clustered environment. 

c. The appointed evaluator should access through a link sent to their official mail in an identified 

cluster centre immediately. The evaluator accesses the link by filling the necessary information 

and proceeds for digital evaluation to be completed within three days. Simultaneously, all the 

faculty members have to upload the assignment marks of the students in the prescribed format. 

d. Soon after completion of digital evaluation process, IT support staff generates and provides view 

access for digitized evaluated answer booklets and subject wise marks for verification by the 

student for discrepancies if any, and the same should be brought to the notice of COE through 

proper channel within first three days only. 

e. The ACE should arrange and complete the process of rectification within two days and finalize 

the subject wise marks and send the same to the concerned teacher through HOD, so as to enable 

the respective faculty members to record marks in their attendance registers. 

f. The ACE finalizes the CIE marks as per academic regulations after completion of two mid 

examinations and forwards the same to respective teacher through HOD to record final CIE 

marks in their attendance registers. 

 

Conduct of CIE for Practical / Project 

Practical: For each practical subject, during the semester, there shall be 2 mid-term examinations of 

30 marks each. Each mid-term examination consists of day-to-day work evaluation for 20 marks and 

internal test for 10 marks conducted by the concerned laboratory teacher for duration of 90 minutes. 

The final CIE marks (for total of 30) are calculated by taking 80% weightage from best of the two 

mid examinations and 20% weightage from the least scored mid examination. 

Project: The internal evaluation shall be on the basis of two seminars delivered by a student on the 

topic of his project, which will be evaluated by a committee consisting of HOD, supervisor of the 

project and a senior faculty. 

 

Pre-Examination Process 

The process is as follows: 

a. The CIE of lab examinations will be coordinated by respective subject teacher and an examiner as 

appointed by COE in consultation with respective HOD. 

b. The concerned ACE arranges the required stationery, answer booklets, nominal rolls and award 

list well in advance. 

c. The department examination coordinator displays batch wise examination schedule on the notice 

board of respective department and laboratory. 

d. The concerned ACE ensures that all the required laboratory equipment is in working condition in 

consultation with respective HODs. 

e. The concerned HOD ensures the list of experiments to be offered for CIE. 
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During-Examination Process 
 

a. On the day of examination, the respective subject faculty collects the required stationery, 

answer booklets, nominal rolls and award list 30 minutes before the scheduled time of 

Examination from ACE. 

b. The examination staff shall collect nominal rolls, unused answer booklets, unused question 

papers, absentees’ statement immediately after 30 minutes from the commencement of 

examination. 

c. After the completion of examination, on the same day, the  ACE collects the evaluated 

answer booklets in sealed cover  and award list from the respective subject teacher  along 

with day-to-day work evaluation marks. 

 

Post-Examination Process 

 

a. The examination office assistants upload the marks of each midterm examination as given in the 

award list on the immediate working day after the examination and forward the same to the 

respective subject faculty through HOD to record marks in their attendance registers. 

b. The ACE finalizes the CIE marks as per academic regulations after completion of two mid 

examinations and forwards the same to respective faculty through HOD to record final CIE marks 

in their attendance registers. 
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THE PROCESS OF SEMESTER END EXAMINATIONS 

Conduct of SEE for all practical and theory subjects / courses 

The Controller of Examinations will prepare the schedule of SEE and the same will be communicated 

to all HODs, faculty and students through circular, website, etc. HODs of the concerned Departments 

ensure the circulation of schedule of SEE among the faculty to announce the same in the class rooms 

and display it in the department notice boards. 

 

Conduct of SEE for Practical / Design / Drawing 

Practical: The semester end examinations for practical shall be of three hours duration and have 

weightage of 70% of the total marks. 

Project: The semester end examinations for project viva-voce shall be conducted by a committee 

consisting of external examiner, HOD and supervisor of the project. 

 
Pre-Examination Process 

a. Semester end lab examinations will be conducted after the last instruction day of the semester as 

per schedule. 

b. The conduct of Semester end lab examination is the responsibility of the respective HOD under 

the supervision of COE and Chief Superintendent of the examination. 

c. The lab examinations will be conducted by the concerned faculty and lab external examiner. 

d. The Head of the Institution will appoint one examiner per section for each laboratory out of the 

panel suggested by the concerned HOD and forwards the same to respective HODs through COE. 

e. The HOD will inform the concerned external examiner(s) about the time and number of students 

appearing and obtains their consent for issue of appointment orders by Head of the Institution 

through COE. 

f. The panel of internal examiners will be recommended by the concerned HOD, out of which, one 

examiner will be appointed by HOI and the same is forwarded through proper channel. 

g. Arrange the required stationery, answer booklets, Attendance Statement, D-form and award list to 

the respective examiners. 

h. The concerned HOD has to display batch wise examination schedule of respective laboratory on 

the notice board. 

i. The concerned ACE ensures that all the required laboratory equipment is in working condition in 

consultation with respective HODs. 

j. The concerned HOD ensures the list of experiments to be offered for SEE 

 
During-Examination Process 

a. On the day of examination, the appointed internal and external examiners  collect  the 

required stationery, answer booklets, nominal rolls, D-Form award list 30 minutes before the 

scheduled time of Examination from ACE. 

b. The examination staff shall collects nominal rolls, unused answer booklets, unused question 

papers and absentees’ statement immediately after 30 minutes from the commencement of 

examination. 

c. After the completion of examination, on the same day, the ACE collects the evaluated 

answer booklets in sealed cover along with award list from the respective examiner. 

d. Duly signed Remuneration bills should be collected and forwarded for payment. 
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Post-Examination Process 
 

The examination office staff uploads the marks given in the award list on the same day after the 

examination. 

 

Conduct of SEE for Theory Subjects 

Semester end examinations for theory examinations shall be of three hours duration and have 
weightage of 70% of the total marks as per time table issued by COE. 

 

Pre-Examination Process 

a. Appointment of the paper setter: The COE corresponds well in advance with the question 

paper setters from the list provided by BOS and approved by the academic council for setting of 

SEE question papers. On receipt of acceptance from various question paper setters, the COE 

instructs respective ACE to procure 4 sets of question papers from different paper setters by 

sending syllabus, guidelines, assessment format along with declaration and remuneration bill with 

advanced receipt. Thereafter the concerned ACE follows up with the paper setters and procures 

the question papers in a most confidential manner. 

b. Question Paper Pattern: SEE question paper comprises of Part-A and Part-B with duration of 

three hours. Part-A is compulsory and consists of ten questions (two from each unit) of 2 marks 

each. Part-B consists of five questions (numbered from 11 to 15) carrying 10 marks each. One 

question from each unit (may contain sub-questions) with internal choice. 

c. Student Registration: The examination cell invites online registrations for both fee payment and 

subjects’ registration for SEE as per the schedule. 

d. Attendance requirements: The semester attendance has to be finalized by the concerned HOD 

on the last instruction day of the semester as per the following academic regulations. 

(i) The student, who falls short of prescribed percentage of attendance (65% and above below 

75%) on medical grounds, has to apply to the controller of examinations for condonation 

along with medical certificate and the prescribed fee. Students whose shortage of attendance 

is not condoned in any semester are not eligible to take their end examination of that class 

and their registration shall be cancelled. 

(ii) Shortage of attendance below 65% in aggregate shall in no case be condoned. The list of the 

detained candidates sent by COE duly signed by the Principal shall be displayed on the 

notice boards. 

e. The final list of registered students for various courses should be prepared after detentions based 

on attendance if any, by the respective ACE for approval. 

f. Preparation of Answer booklets: After receiving the final list of course registrations generate 

and print answer booklets for each registered student in prescribed format with barcode on each 

page along with OMR sheet. 

g. Preparation for Hall Tickets: Generate Hall tickets and provide access to download to both 

students and ACE at least five days before the commencement of examinations. In case, any 

student does not possess hard copy of the hall-ticket at the time of examination, he/she will be 

penalized with an amount of Rs.100 for issue of the same. 

h. Appointment of Examiners: The respective ACEs have to dispatch the appointment order to 

various examiners upon approval of COE for smooth conduct of examination. 

i. Arrangement for examination: Print nominal rolls, seating plans, arrange answer booklets as 

per seating plan and bundle them. 

j. Invigilation arrangement: The respective ACEs have to prepare the duty chart of invigilators 

and send to concerned departments, well in advance. 
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During-Examination Process 

a. On the day of SEE, the controller of examinations coordinates with ACE, Observers, Squad, 

office staff and faculty invigilators as per the instructions of Chief Superintendent of 

Examinations for smooth conduct of examinations. 

b. On the day of examination, atleast 90 minutes before the commencement of examination, the 

COE picks and opens one question paper out of four sets in the presence of the Observer. 

c. The selected question paper shall be moderated and validated by the subject expert as per the 

norms of the moderation committee. Further moderator prepares the detailed key with scheme of 

evaluation on the same day during the examination. 

d. The COE hands over the validated question paper to the ACE for printing. The ACE gets the 

required number of copies printed and arranges the same for distribution in the examination halls. 

e. The invigilators collect the answer booklets, nominal rolls and seating plans 30 minutes before 

the scheduled time of examination from ACE. 

f. The concerned ACE hands over question papers to the invigilators in the examination hall five 

minutes before beginning of the examination. The invigilators distribute the same to the 

candidates. 

g. The Observer / Squad make surprise visits to all the examination halls and ensures that the 

examinations are conducted as per the code of conduct. 

h. The examination staff shall collect attendance sheets, unused answer booklets, question papers 

and absentees’ statement immediately after 30 minutes from the commencement of examination. 

i. The examination supporting staff prepares the D-Form, prints and hands over the same to ACE 

for approval and collects of answer booklets from invigilators. 

j. The invigilator / observer / squad identify any malpractice cases and bring it to the notice of COE. 

k. After completion of examination, the invigilators collect and segregate the answer booklets 

subject wise and regulation wise and submit the same to ACE. 

l. The concerned ACE verifies the answer booklets as per D-forms and bundles the answer booklets 
subject wise and regulation wise. 

 

Post-Examination Process 

a. The supporting staff of examination cell scans the segregated answer booklets, question paper and 

scheme of evaluation for each subject; bundles them to generate the bundle number & key. 

b. The IT support team of examination cell provides the protected access to appointed evaluator for 

digital evaluation under secured clustered environment for spot valuation. 
 

Spot Valuation 

The institute adopts the centralized digital evaluation system, wherein the digitized answer booklets 

are valued online by the appointed examiners / valuators from the list provided by BOS and approved 

by the academic council. The concerned ACE is responsible for conduct of digital evaluation process. 
 

Digital evaluation 

a. The COE identifies the list of examiners by ensuring that they have a minimum of 3 years of 

teaching experience and must have taught the subject of valuation atleast two times. However, 

teachers with 2 years experience may also be considered for scarce specializations. 

b. All answer scripts of UG/PG courses will be evaluated by two examiners i.e. One Internal & one 

External. 

c. The concerned ACE contacts the approved examiners at least fifteen days before the 

commencement of spot valuation and appoints them based on their consent. 
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d. The evaluator accesses the link and starts the digital evaluation and contacts IT support team in 

case of exigency. 

e. The evaluators should strictly adhere to the detailed key and contact ACE for any clarification. 

f. The Examiner can value a maximum of 100 digital answer booklets per day (i.e. 50 digital answer 

booklets in each session). 

g. The evaluator posts the marks in the space provided against each question; check total for each 

script, save marks after evaluating all the pages of scripts and finalize & export the bundle. 

h. The average of the marks of the two evaluations shall be considered as the marks secured by the 

candidate. 

i. If the difference in awarded marks between First Evaluation and Second evaluation is more than 

15% then the third Examiner shall evaluate the script. 

i. If the difference in awarded marks between the third Evaluation and best of the previous two 

evaluations is below 15% then the average of the best of the previous two evaluations and 

the third evaluation shall be the final awarded marks. 

ii. If the difference in awarded marks between the third Evaluation and lower marks of the 

previous two evaluations is below 15% then the average of the lower of previous two 

evaluations and the third evaluation shall be the final awarded marks. 

iii. If the difference between 1st and 3rd evaluation is more than 15% and also the difference 

between 2nd and 3rd evaluations is more than 15%, then the third evaluation marks and the 

nearest among 1st and 2nd evaluation marks shall be averaged, provided the 3rd evaluation 

marks shall not be in between 1st and 2nd evaluation marks. Otherwise all the three evaluation 

marks shall be averaged. 

 

Scrutiny 

After completion of the digital valuation, the ACE arranges for scrutiny by appointing staff for the 

same. If there is any discrepancy in the evaluated answer booklets as identified by the scrutinizer (i.e., 

non-valuated answers, wrong-posting etc.,) that should be reported to the evaluator through ACE and 

required corrections have to be made by the evaluator with approval. 

 

Grading System 

a. As a measure of the student’s performance, a 10-point Absolute Grading System using the 

following letter grades (UGC Guidelines) and corresponding percentage of marks shall be 

followed. 

% of Marks Secured 

(Class Intervals) 

UG PG 

Letter Grade 

(UGC Guidelines) 

Grade 

Points 

Letter Grade 

(UGC Guidelines) 

Grade 

Points 
Credit Courses 

≥ 90% and ≤ 100% O (Outstanding) 10 O (Outstanding) 10 

≥ 80% and < 90% A+ (Excellent) 9 A+ (Excellent) 9 

≥ 70% and < 80% A (Very Good) 8 A (Very Good) 8 

≥ 60% and < 70% B+ (Good) 7 B+ (Good) 7 

≥ 50% and < 60% B (above Average) 6 B (Average) 6 

≥ 40% and < 50% C (Average) 5 F (Fail) 0 

< 40% F (Fail) 0 - - 

Absent Ab 0 Ab 0 

Mandatory Courses 

≥ 40% S (Satisfactory) 

< 40% U (Unsatisfactory) 

 

Results Processing and Publishing 

Upon completion of scrutiny cum validation, the ACE proceeds for processing of results with an 

administrative approval from COE. 
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The processing of result is as follows: 

a. The concerned ACE has to process results and intimates the same to COE. 

b. The COE intimates the Head of the Institution to arrange for a meeting with result declaration 

committee. 

c. The Head of the Institution conducts a meeting with result declaration committee. 

d. The committee reviews the results and may or may not recommend the subject moderation / 

grafting / grace marks provision as mentioned in 8.4.2 to 8.4.4. 

e. After the discussions, the committee submits the final recommendations to the Head of the 

Institution to publish the results. 

f. The controller of examinations will arrange for publication of results through website of college 

as per the directions of the head of the institution along with notification of Revaluation. 

 
Marks exemption for PHC students 

For PHC students’ exemption of minimum pass marks would be 10% less in comparison to the 

normal students. 
 

Subject Moderation Procedures 

The process is applicable to theory subjects and moderation marks will be added to external marks. 

i) When the percentage of pass is less than 30% in a subject then 4 marks will be added to the 
external marks for those candidates who have secured at least one mark limited to maximum 
marks. 

ii) When the percentage of pass is more than 30% and less than 50% in a subject, then 3 marks 
will be added to the external marks for those candidates who have secured at least one mark 
limited to maximum marks. 

 
Grafting Procedures 

GRAFTING is provided to the students with one or two backlogs in 6th semester or 8th semester only 

for the benefit of their placements or fulfilling graduation requirements. For this, 1% of the marks to 

the maximum of 6 marks from any of the passed subjects in that semester is taken and added to the 

failed subject(s) in the same semester. 

 

Grace marks 

There is provision for the student to apply for grace marks to a maximum of 0.15% of total marks of 

in the course when the student fails in one or two theory subjects (except labs, seminars, project and 

comprehensive viva-voce examinations) and is unable to complete the degree. 
 

Revaluation 

There is a provision for revaluation of  failed  or  passed  theory  subjects  and  evaluation  is 

done in absence of the student. The procedure for revaluation is as follows: 

a. Notification for Revaluation will be given by the COE on the day of results declaration. 

b. The ACE arranges the subject wise digitized answer booklets of applicants by matching bar-code 

with corresponding Hall Ticket Numbers. 

c. Faculty other than the first examiner is identified by the COE for Revaluation. 

d. The appointed examiner is given access to evaluate the digitized answer booklets. 

e. In the revaluation, if the marks secured are less than the previous marks awarded then the 

previous marks awarded hold good and there is no change in the status. 



CMR Institute of Technology- UGC-Autonomous Page 11  

EXAMINATION CELL MANUAL 

f. In the revaluation, if the variation in the marks is less than or equal to 15% of awarded marks, 

then previous marks secured by the candidate holds good. 

g. If the variation is more than 15% of the awarded marks, then it will be sent to the third valuation. 

The marks obtained in the third valuation will be compared with the first and the second 

valuation. 

i) If the difference in awarded marks between the third evaluation and best of the previous two 

evaluations is below 15% then, the average of the best of the previous two evaluations and 

the third evaluation shall be considered as the final awarded marks. 

ii) If the difference in awarded marks between the third evaluation and lower marks of the 

previous two evaluations is below 15% then, the average of the lower of previous two 

evaluations and the third evaluation shall be considered as the final awarded marks. 

iii) If the difference between 1st and 3rd evaluation is more than 16% and also the difference 

between 2nd and 3rd evaluations is more than 15%, then the third evaluation marks and the 

nearest among 1st and 2nd evaluation marks shall be averaged, provided the 3rd evaluation 

marks shall not be in between 1st and 2nd evaluation marks. Otherwise all the three evaluation 

marks shall be averaged. 

 

Challenge Valuation 

The challenge valuation is a facility given to the student where the valuation is done in the 

presence of the student. Challenge valuation  of failed  or  passed  subjects  shall  be  performed 

as per the following norms. 

a. Applications after revaluation for challenging the semester end examination marks are 

submitted within one week from the date of declaration of Revaluation results. 

b. The request for revaluation by challenge  must  be  made in the  prescribed  format along 

with the fee prescribed. 

c. The challenge  revaluation  will be carried out by  a three  member  committee  comprising 

an external subject expert nominated by the Principal, the faculty member chosen by the 

student and the BOS Chairman. 

d. Reflection of change in the marks after challenge evaluation will be done only if the difference is 

equal to or above 15% of the maximum marks in the concerned subject. 

e. After the challenge  valuation,  if the grade is improved  or  there is a change in  the status 

i.e., fail to pass, the improved grade shall be notified, otherwise, the previous grade will 

remain. 

f. Challenge valuation fee will be refunded, if the difference in the grade obtained has two 

jumps when compared with the grade secured earlier otherwise the fee  paid  will  be 

forfeited. 
 

Tabulation and Declaration of Results 

After the completion of Revaluation / Challenge Valuation, the Controller of Examinations updates 

the revaluation marks and generates and publishes the results along with grade points in the website 

upon the approval of Head of the Institution. 
 

Supplementary Theory / Practical Examinations 

a. The supplementary examinations are conducted twice in a year at the end of odd and even 

semesters. 

b. The semester end supplementary examinations shall be conducted till the next regulation comes 

into force for that semester, after the conduct of the last set of regular examinations under the 

present regulation. Thereafter, supplementary examinations will be conducted in the equivalent 

courses. 
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Advanced Supplementary Examinations for UG Programs 

a. Candidate(s), who failed in IV-B.Tech.-II-Semester (end semester in the programme) can appear 

for advanced supplementary examination which will be conducted within one month after 

declaration of the revaluation results. 

b. However, those candidates who fail even in advanced supplementary examinations shall appear 

for subsequent examination along with regular candidates at the end of the IV-B.Tech.-II- 

Semester only. 

 

Permission for Scribe 

a. Candidates in need of scribe should apply with genuine reasons and following evidences: 

• Medical Certificate issued by a Civil Surgeon working in a Government Hospital. 

• Photo of the student / candidate highlighting the inability to appear for the examination. 

• The Particulars of proposed scribe i.e., name, address, qualifications, photo and present 

occupation. The scribe should not exceed intermediate qualification. 

• A letter from the scribe stating that he / she is willing to act as scribe. 

• A copy of the certificate of scribe’s qualification along with recent photograph duly attested 

by the head of the institution. 

b. The COE then verifies the details of the scribe, approves the same as per norms and provides a 

separate room and invigilator for all the examinations. 

 

Court Cases 

a. The students who are permitted to write the examinations as per the court orders are not allowed to 
study the next semester until the court gives necessary order. 

b. Any Court Case is clearly indicated in the D formby encircling the Hall Ticket number in red ink and 
indicatingas CC (Court Case). 

c. The Answer booklet of such students is sent to ACE along with a copy of D-form and the question 
paper. 

d. Even though the student is permitted to write the examination by the court order and is absent for 
a particular examination, the copy of D-form marked as absent and CC is sent to ACE. 

 

Answer booklet safe custody 

The answer booklets are to be stacked in racks with proper ventilation, free from termites/ pests. 

Information about each answer-booklet in a bundle is kept for ease of retrieval at a later stage as per 

requirement. The answer booklets storage area is required to be fumigated and aired periodically for 

preservation without any damage. The Examination in-charge shall be responsible for accounting and 

proper storage of answer booklets till destruction. 

 

Destruction of Answer Book 

The answer booklets will be preserved for a minimum a period of eight years. Once clear instructions 

are issued by the Principal, all evaluated answer books will be destroyed by shredding after 8 years 

from the date of admission into the programme. A certificate is issued by the Controller of 

Examinations, indicating details of answer books that have been shredded. 
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COMMITTEES FOR EXAMINATION PROCESS 

The following committees are framed for the smooth functioning of examination activities. 

1. Examination Committee 
2. Question Paper Moderation Committee 

3. Malpractice Prevention Committee 

4. Results Processing & Declaration Committee 

 

10.1 Examination Committee 

The members of the examination committee are 

i) The Head of the Institution - Chairman. 
ii) Three Senior Faculty Members. 

iii) The Controller of Examinations - Member Secretary. 

iv) Additional Controllers of Examinations. 

 

Duties and Responsibilities: The committee shall ensure 

a. Proper organization of paper setting, moderation, conduct of examination, digital evaluation, 

results processing, declaration of results and all examination related works. 

b. Timely execution of examination schedules. 

c. The smooth conduct of examination under strict vigilance. 

d. Suitable punishment based on the recommendations of the Malpractice Prevention Committee 

for students. 

e. Appropriate punishment for faculty, paper setters, examiners, moderators, valuers, referees, staff 
or any other persons, connected with the examination activities on sue motto basis. 

f. Examination reforms from time to time. 

g. To hold meetings at least twice in the semester and as the case may be. 

 
Question Paper Moderation Committee 

The questions / question papers received from the question paper setters shall be moderated by the 

committee in the office of the Controller of examinations confidentially before the commencement of 

that examination. The members of the question paper moderation committee consists of 

i) Controller of Examinations. 

ii) Additional Controllers of Examinations. 

iii) Subject Expert nominated by the BOS with approval of Principal. 

iv) Observer as appointed by the Principal. 

The moderators shall observe the following guidelines: 

a. Check the course code, course name, time allotted, number of questions, distribution of marks, 

total marks, instructions given to the students. 

b. Keep the level of language of questions moderate which the candidates can understand and 
ensure that the question paper can be attempted in the given time. 

c. Ensure that the question papers are free from typographical and grammatical errors. 

d. Ensure that the questions are evenly distributed over the entire syllabus in accordance with the 

scheme of examination. 

e. Ensure that the desired course outcomes which are mentioned in the syllabus are being met in the 

question paper both at the level of the particular course and the problem level. 
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EXAMINATION CELL MANUAL 

f. Ensure that questions are not repeated. 

g. All above corrections need to be acknowledged on hard copy of the question paper and instructed for 
printing. 

 
Malpractice Prevention Committee - Students 

The committee shall examine the student’s malpractice and indiscipline cases occurred, while 

conducting the examinations and recommend appropriate punishment to the examination committee 

after taking explanation from the student and concerned invigilator as per the malpractice rules 

mentioned below. The committee consists of 

i) Controller of Examinations - Chairman 
ii) Addl. Controller of Examinations - Convener 

iii) Observer - Member 

iv) Subject Expert - Member 

v) Head of the Department of which the student belongs to - Member 

vi) The Invigilator concerned - Member 

Disciplinary Action for Improper Conduct in Examinations: 
 

S. 
No. 

Nature of Malpractices / Improper 
Conduct 

Punishment 

1(a) Possesses or keeps accessible in 
examination hall, any paper, note book, 
programmable calculators, Cell phones, 
pager, palm computers or any other form of 

material concerned with or related to the 
subject of the examination (theory or 
practical) in which he is appearing but has 

not made use of (material shall include any 
marks on the body of the candidate which 
can be used as an aid in the subject of the 

examination) 

Expulsion from the examination hall and 

cancellation of the performance in that subject 

only. 

1(b) Gives assistance or guidance or receives it 

from any other candidate orally or by any 

other body language methods or 

communicates through cell phones with any 
candidate or persons in or outside the exam 

hall in respect of any matter. 

Expulsion from the examination hall and 

cancellation of the performance in that subject 

only of all the candidates involved. In case of an 

outsider, he will be handed over to the police and 

a case is registered against him. 

2 Has copied in the examination hall from 

any paper, book, programmable calculators, 

palm computers or any other form of 

material relevant to the subject of the 

examination (theory or practical) in which 

the candidate is appearing. 

Expulsion from the examination hall and 
cancellation of the performance in that subject and 

all other subjects the candidate has already 
appeared including practical examinations and 

project work and shall not be permitted to appear 
for the remaining examinations of the subjects of 
that Semester/year. The Hall Ticket of the 

candidate is to be cancelled and sent to the 
Principal. 

3 Impersonates any other candidate in 
connection with the examination. 

The candidate who has impersonated shall be 

expelled from examination hall. The candidate is 

also debarred and forfeits the seat. The 

performance of the original candidate who has 

been impersonated, shall be cancelled in all the 

subjects of the examination (including practical’s 

and project work) already appeared and shall not 

be allowed to appear for examinations of the 
remaining subjects of that semester/year. The 
candidate is also debarred for two consecutive 

semesters from class work and all examinations. 
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  The continuation of the course by the candidate is 

subject to the academic regulations in connection 

with forfeiture of seat. If the imposter is an 
outsider, he will be handed over to the police and 
a case is registered against him. 

4 Smuggles in the Answer book or additional 

sheet or takes out or arranges to send out 

the question paper during the examination 

or answer book or additional sheet, during 

or after the examination. 

Expulsion from the examination hall and 

cancellation of performance in that subject and all 

the other subjects the candidate has already 

appeared including practical examinations and 

project work and shall not be permitted for the 

remaining examinations of the subjects of that 

semester/year. The candidate is also debarred for 

two consecutive semesters from class work and all 

examinations. The continuation of the course by 
the candidate is subject to the academic 

regulations in connection with forfeiture of seat. 

5 Uses objectionable, abusive or offensive 
language in the answer paper or in letters to 
the examiners or writes to the examiner 
requesting him to award pass marks. 

Cancellation of the performance in that subject. 

6 Refuses to obey the orders of the Addl. 

Controller of examinations / any officer on 

duty or misbehaves or creates disturbance 

of any kind in and around the examination 

hall or organizes a walk out or instigates 

others to walk out, or threatens the addl. 

Controller of examinations or any person 

on duty in or outside the examination hall 

of any injury to his person or to any of his 

relations whether by words, either spoken 

or written or by signs or by visible 

representation, assaults the addl. Controller 

of examinations, or any person on duty in 

or outside the examination hall or any of 

his relations, or indulges in any other act of 

misconduct or mischief which result in 

damage to or destruction of property in the 

examination hall or any part of the College 

campus or engages in any other act which 

in the opinion of the officer on duty 

amounts to use of unfair means or 
misconduct or has the tendency to disrupt 
the orderly conduct of the examination. 

In case of students of the college, they shall be 

expelled from examination halls and cancellation 

of their performance in that subject and all other 

subjects the candidate(s) has (have) already 

appeared and shall not be permitted to appear for 

the remaining examinations of the subjects of that 

semester/year. The candidates also are debarred 

and forfeit their seats. In case of outsiders, they 

will be handed over to the police and a police case 

is registered against them. 

7 Leaves the exam hall taking away answer 

script or intentionally tears of the script or 

any part thereof inside or outside the 

examination hall. 

Expulsion from the examination hall and 

cancellation of performance in that subject and all 

the other subjects the candidate has already 

appeared including practical examinations and 

project work and shall not be permitted for the 

remaining examinations of the subjects of that 

semester/year. The candidate is also debarred for 

two consecutive semesters from class work and all 

examinations. The continuation of the course by 
the candidate is subject to the academic 
regulations in connection with forfeiture of seat. 

8 Possess any lethal weapon or firearm in the 
examination hall. 

Expulsion from the examination hall and 

cancellation of the performance in that subject and 

all   other   subjects   the   candidate   has   already 
appeared including practical examinations and 
project work and shall not be permitted for the 
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  remaining examinations of the subjects of that 
semester/year. The candidate is also debarred and 
forfeits the seat. 

9 If student of the college, who is not a 

candidate for the particular examination or 

any person not connected with the college 

indulges in any malpractice or improper 

conduct mentioned in clause 6 to 8. 

Student of the colleges expulsion from the 

examination hall and cancellation of the 

performance in that subject and all other subjects 

the candidate has already appeared including 

practical examinations and project work and shall 

not be permitted for the remaining examinations 

of the subjects of that semester/year. The 

candidate is also debarred and forfeits the seat. 

Person(s) who do not belong to the College will be 
handed over to police and, a police case will be 
registered against them. 

10 Comes in a drunken condition to the 
examination hall. 

Expulsion from the examination hall and 
cancellation of the performance in that subject and 
all other subjects the candidate has already 
appeared including practical examinations and 

project work and shall not be permitted for the 
remaining examinations of the subjects of that 
semester/year. 

11 Copying detected on the basis of internal 

evidence, such as, during valuation or 

during special scrutiny. 

Cancellation of the performance in that subject 

and all other subjects the candidate has appeared 
including practical examinations and project work 

of that semester/year examinations. 

12 If any malpractice is detected which is not 
covered in the above clauses 1 to 11 shall 
be reported to the principal for further 
action to award suitable punishment. 

 

 

Punishments to paper setter/examiner/moderator/evaluator/teacher/other persons involved in 

unfair means / malpractice 

In every case, where a person performing examination duty is found using or attempting to use 

unfair means / malpractice at the examination following punishment may be imposed by examination 

committee. The Committee shall recommend punishment after due consideration of the type of use of 

unfair means / malpractice and remarks of the COE. 
 

Sl. No. Allegation Punishment 

1 Providing assistance to any candidate or any other 
person in any unauthorized manner in examination hall. 

Rs. 500 and debarring from any 

subsequent examination(s) up to a 

maximum of three examinations 

including the re-examination. 
2 Taking assistance from any other person in 

unauthorized manner for confidential work. 

3 Deliberately disclosing confidential things Rs. 1000 and debarring from any 

subsequent examination / 

examinations up to a maximum of 

five examinations including the re- 

examination. 

4 Assisting the candidate for smuggling in/out, replacing 
an answer-book or its any continuation sheet during 
examination. 

5 Assisting the candidate for getting impersonated by any 
other person in the examination. 

6 Any other case of use of unfair means. 

7 Leaving examination hall in any unauthorized manner Rs 500 

8 Remaining absent in any unauthorized manner for 
examination duty. 

Rs 500 

9 Using indecent and/or abusive language against the 
higher authorities during examination. 

Debarring from any subsequent 

examination/examinations up to a 

maximum of five examinations 
including the re-examination and 
additional monitory fine. 

10 Any other case of negligence of duty. 
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Results Processing & Declaration Committee 
 

The members of the results processing & declaration committee are 

1. Head of the Institution - Chairman 

2. University Nominee - Member 

3. Governing Body Nominee - Member 
4. Senior faculty - Member 

5. Controller of Examinations - Member Secretary 

 

The role of the Committee: The committee ensures 

a. That the Head of the Institution conducts a meeting with result declaration committee. 

b. To review and comment on standards of question paper. 

c. To check the scheme of evaluation of each and every question paper. 

d. To conduct post-audit for evaluation process, at random. 

e. To check whether the moderation process / grafting / grace marks is in accordance or not. 

f. The publication of the results after the final recommendations. 

g. To notify the results through website of college along with notification of revaluation / 

challengevaluation. 

h. To declare the final results after revaluation / challenge valuation and issue further 
necessaryinstructions. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Page 18 of 76 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Page 19 of 76 



Page 20 of 76  

Examination reforms 
The college keeps its examination system open for modifications and thus strengthens it from time to 

time, ensuring the system fool proof and address the grievances of students, if any. The institutional reforms 

in all the activities of the examination system are kept at par with the reforms pushed by the AICTE for 

various engineering disciplines. The drivers for reforms in examination system of Indian engineering 

education taken up by the premier technical institutions have been incorporated into our examination system 

and they include OBE- frame work for assessment process, evaluation of higher order abilities and 

professional skills in different forms like MOOCs, internship experience and project works, Bloom’s 

taxonomy for assessment design etc. 

The following significant reforms were effected in the Examination system. 
• Credit system was introduced for the benefit of the students. 

• Surprise Test(s) /Project works and assignments are made part of evaluation. 

• Tools of information technology are utilized for most of the activities associated with the conduct 

of examinations, evaluation and declaration of results. 

• Continuous Internal Assessment (CIA) includes Mid examinations twice in a semester for each 

course, periodical assignments/tests/etc. to keep the students meaningfully engaged with the subject 

content throughout the semester. 
Reforms Positive Impact 

4 sets of question papers are maintained for each 

subject / course 

Confidentiality in the question paper selection 

Setting the question papers from all the units with 

internal choice and moderation of question papers. 

1. Maintain standards and coverage of syllabus 

among all the units 2. Students are required to 

study all the units in a given course 3. Improve the 

course outcomes by Page 2 of 2 implementing 
internal choice 

Preparation of detailed scheme of evaluation by 

internal subject / course experts 

1. Uniformity in the evaluation among the 

evaluators 2. Fair judgment for the students 

Appointment of squad consisting of senior faculty 

members of other reputed institutions and internal 

faculty to monitor the semester end examinations 

Strict vigilance for smooth conduct of examinations 

Establishment of Spot evaluation center 1. Confidentiality and custody of answer booklets 

are ensured 2. Declaration of results within the 
stipulated time 

Establishment of CCTV Surveillance System 1. Continuous monitoring of activities of 

examination section and spot evaluation process 2. 

Restricted entry and surveillance of the entry of un 

authorized persons into the examination section 3. 

CCTVs in the vicinity of the examination rooms to 
curb untoward incidents of malpractice 

Encoding and decoding of answer booklets Provides confidentiality and unbiased evaluation. 

Automation of examination management system 1. Improvement in reliability, efficiency, security, 

transparency, confidentiality and accuracy in the 

entire process 2. Software developed by the 

institute provides flexibility to incorporate 

autonomous curriculum requirements 

Advance Supplementary examinations and timely 

publication of results & issuing necessary 
certificates in time. 

Provides more scope to final year students for their 

placements and higher studies 

Inclusion of security features in grade sheets as 

well as in answer booklets 

Chances of manipulations are nullified. 
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IAQC Audit on Examination Procedure 
Exam System Audit (2022-23) by IQAC-CMRIT 

Examination System Audit for the academic year 2022-23 was conducted on 

Wednesday 11th March 2023. 

Objective: 

Examination and evaluation are important part of learning process. Objective of 

examination is to have self assessment of learning and to award for performance. 

Both these objectives are meant to motivate the learner to make efforts  to 

understand, emulate and to put in practice the knowledge acquired. Therefore, it 

is a continuous process. 

Schedule of Visit 

S.No. Time Activity Who will 

present/Discuss 

Venue 

1 10.00AM Welcome Note IQAC 
Co0ordinator 

Exam cell 

2 10.05AM Address by Principal Principal Exam cell 

Exam cell 
3 10.20AM Presentation by COE COE Exam cell 

4 10.45AM Exam cell audit; 

Document Verification 

COE & Experts Exam cell 

5 1 PM Lunch  Exam cell 

6 1.45PM Exam cell audit; 

Document Verification 

COE & Experts Exam cell 

7 04.00PM Exam cell audit report 

preparation & 

Concluding comments 
by experts 

Experts Exam cell 

8 04.30PM Vote of Thanks COE Exam cell 

 

The audit began with welcoming of Audit members by IQAC Coordinator. 

Followed by the Principal address about the academic development of college, 

achievements of students and about the Evaluation methods. 

Then Controller of Examination presented an overview of Examination and 

Evaluation Process in which examination reforms made under autonomy, salient 

features of examination system, special provisions made for conduction of 

examinations of PWD Students and the entire examination process of the 

autonomous CMRIT schema. 

Then Committee members interacted with COE, ACOE to understand various 

policies, rules and regulations followed for the examination in detail. 

The committee did evaluation of some of the important parameters / processes 

which are bench mark for exam cell administration and verified the 

documentation of various examination processes. Committee members gone 

through the Infrastructure facilities, arrangement in the Exam Cell. 

Committee members have appreciated some of the practices run by the college for 

examinations also have given suggestions on few points. 

The committee members finally  submitted  the  report  with  the  appropriate 

remarks and suggestions. 

The valuable suggestions and remarks given by external experts will be useful for 

the examination section to further develop and strengthen the system. 

Full day activity ended with vote of thanks extended by COE. 
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Examination Committee 

Following committee members visited for Examination System Audit 

S.No. Name of Committee 

member 

Contact details Designation 

01 Dr. K. Ramakrishn mrcetexambranch@gmail.com COE-MRCET 

02 Dr. K. Srinivasrao examinations@cmrcet.org COE-CMRCET 

03 P. Pavan Kumar  Professor CSE 

dept 

 

Reforms Initiated by IQAC (ATR): 

➢ Importance on practical and skill based learning with resultant equal 

weightage of theory and practical component. 

➢ Creation of Question bank and generation of question paper  through 

software. 

Examination Audit 

 

mailto:mrcetexambranch@gmail.com
mailto:examinations@cmrcet.org
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Sample Day-to-Day Evaluation 



Scanned with ACE Sca  

 



Scanned with ACE Sca  

 



Scanned with ACE Sca  

 



Scanned with ACE Scanner  

 



Scanned with ACE Scanner  

 



Scanned with ACE Scanner  

 



Scanned with ACE Scanner  

 



Scanned with ACE Scanner  

 



Scanned with ACE Scanner  

 



Scanned with ACE Scanner  

 



Scanned with ACE Scanner  

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Scanned with ACE Scanner 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Scanned with ACE Scanner 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Scanned with ACE Scanner 



Scanned with ACE Scanner  

 

Screenshots of BEEs software by Controller of Examination 

 
Pre Examination Master 

 

Pre Examination Master Student Final List 
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Post Examination 

 
Post Examination Reports 
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Declaration of student promoted 
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Sample Screenshots of BEES Software Accessed by Students 
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LINK IT Software Screenshots by Controller of Examination 

Course Registration: 

 
 

Exam Registration & Payment of Exam Fee 
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Hall Ticket Generation: 

 
 
 

Exam Managing Portal 
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Bar Code Sheet Generation: 
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Absentees Statement & D-Form Generation: 
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Bundling of Answer Scripts Subject wise: 

 
 

Online Accessing and Valuation of Digital Answer Scripts: 

 
 

Results Tabulation & Publication: 
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Sample Screenshots of LINK IT Software Accessed by Students 
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