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All concerned Heads of the Departments are kindly requested to follow the standing instructions for the

ongoing UG 5™ Semester Examination 2023 of the academic year 2023 - 2024 of Vidyasagar University.

Countersigned
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Principal Conve ern/ j

Jhargram Raj C(glggc\pa\ \eQ® UG Semester — I, III, V Examination Sub-Committee
( , GO 2
136 Jhargram Raj College
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Enclosure: 1. Standing Instructions to the Examiners

2. Standing Instructions to the Head Examiners

3. Standing Instructions for the Practical Examinations



3 STANDING INSTRUCTIONS TO THE EXAMINERS

3 Standing Instructions to the Examiners

i) The role of an Examiner is to assure academic standards through evaluation and assess-
ments. Therefore, it shall be the duty of all the faculties to participate in the evaluation and

assessment process.

ii) The appointment of examiners shall be made by the Nodal Officers in consultatic_})r,_{ w1th fﬁ“ééz
Office of the CoE. An appointment letter either in Hard copy or soft copy S_‘flélj’l_be‘fnadé ’

available to the examiners by the Nodal Officers.

iii) The Examiners shall maintain strict secrecy regarding their appointﬁient and work in con-
nection with the examinations. The examiners shall not reveal or give hint regarding the

results of the concluded examinations. Any violation of thi’s shall'be viewed very seriously.

iv) Examiners must have no conflicts of mterest whether personal professional or commer-
cial, that would undermine, or be seen’ t0 undermme the independence of the proposed

Examiner and the execution of their role.

v) On receiving of the appointment-le r, an.examiner may consult with the respective Head

Examiners for any guidance.with respect to checking of the answer scripts.

vi) It shall be the responslblhty of th e concerned examiner to contact the Nodal Officer/coordinator

for receiving of the answer scrlpt packets allocated to him/her for evaluation and submis-
sion of evaluateéd answer script to their Nodal Centre. The TA will be provided to the

exami ers"-ias per VU norms.

vu) Afy fmgr;latc}a between the number of answer scripts and the data present on the topsheet

hO“ﬁld‘be 1mmed1ately reported to the Nodal Officer.

The examiner shall report to the Controller of Examinations cases of any candidates or
other persons on his behalf approaching him for any favour or writing letters etc., indicating

the name of the person, registration and roll number of the candidate, subject/paper etc.

ix) The total marks obtained by the candidates must not be calculated in a hurry. Due care

must be taken to award marks without any discrepancy.
x) Every examiner shall be provided with the Login credentials for UG Examination portal.
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3 STANDING INSTRUCTIONS TO THE EXAMINERS

xi) It shall be the duty of the examiners to complete the evaluation process and submit the

marks in the UG Examination portal on or before the last date.

xii) The evaluated answer scripts must be submitted to the corresponding Nodal Centre imme-

diately after evaluation.

xiii) Duly filled-in remuneration bill to be submitted to the Nodal Centre at the time of submis-

sion of the evaluated answer scripts.




4 STANDING INSTRUCTIONS TO THE HEAD EXAMINERS

4 Standing Instructions to the Head Examiners

i) The Head Examiners are responsible for timely submission of marks by their concerned
examiners and are to set the standard of evaluation of answer scripts, preparation of In-

struction sheet for examining the answer scripts after discussion with the co examiners:

ii) The Head Examiners are to supervise the evaluation of answer papers and ensure unifor-
mity of standards by re-examining 6% of the evaluated answer papers cho_sén‘at random
and by revising the markings wherever necessary in consultation with:the concerned ex-

aminers followed by reporting to the Controller of Examinations. .- {

iif) Conduct scrutiny of evaluated answer papers and detect the mistakes in marking by differ-
ent examiners. A comprehensive report (Strictly Conﬁdeﬁﬁal) regarding the work done by

the examiners should be submitted to the Co‘r;,t;yrfollgi:f fﬁi@pﬁﬁations.
iv) Maintain the strict deadline for marks suﬁmi,ssion.i}“

v) Report to the Controller of Examinations about the performance of examiners and other

matters related to evaluations.

vi) Head Examiners are to release the final marks in the ~University Examination Portal” after

satisfying all the above mentioned criteria.




5 STANDING INSTRUCTIONS FOR THE PRACTICAL EXAMINATIONS

5 Standing Instructions for the Practical Examinations

i) The examinations for the practical papers and the project papers will be conducted by the
colleges. No separate question paper will be set by the University for Practical Examina-

tions and Project Paper.

ii) The Practical examinations/Project examinations will be conducted by the colleges as
HOME CENTRE. The Question papers for the practical exarmnatlon/prOJe,ct exammatlon :
will be set by the respective colleges only. It is advisable that all the f@plcs’for practi-
cal examinations need to be considered as options while framing ;these;:que‘stions by the

colleges.

iii) Topic/Title of the project and the field of study/work sha.ll be decided by the respective

&

colleges.

iv) The examination/assessment of the project paper of fuil marks 50 shall be conducted by
the colleges as per the following marks distribution: Dissertation - 30 marks; Viva-voce -

10 marks; IA & CA - 10 marks.

v) A practical/project examina,t.i;@  mustbe conducted in the presence of an external examiner.

vi) The list of pool of e)gftéf’nal 'exair'lin"ers for practical examination will be provided by the
university. The co'flegqél_,ar}e% to fix the date of such examinations in consultation with the

external examiners. v

vii) Tﬁe extm examiners are to submit marks/award list and evaluation related documents

tq the: 4 rmc1pa1/T IC/OIC of the concerned college after each day of the practical exam-

& atmns Under no circumstances, the external examiners can retain these marks/award

shp/exammatxon related documents in their personal capacity.

viii) The internal examiners for practical/project examinations will be decided by the Princi-

pal/TIC/OIC of the colleges.

ix) The Office of the Controller of Examinations will issue a time span for conducting these

practical examinations to all the colleges.
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5 STANDING INSTRUCTIONS FOR THE PRACTICAL EXAMINATIONS

X)

Xi)

xil)

xiii)

Xiv)

XV)

Selection of questions for practical examination shall solely made on lottery basis in the

presence of external examiners.

On completion of the examination process, the Principal/TIC/OIC should issue a comple-

tion certificate to the external examiner.

External examiner shall submit the duly filled-in remuneration bill of the practical exam~

inations to the Principal/TIC/OIC of the concerned college. The Principal/T. [C/OIC shall

collect all the bills of the external examiners and submit to the Office tﬁhé’f@cmtrbller of

Examinations after the examination is over. All the submitted bills.must.be forwarded by

the Principal/TIC/OIC of the college.

It would be mandatory for the colleges to send a copy of the practlcal question paper after
the end of the said practical examination in soft copy to the de31 gnated email of the Office

of the CoE.

The external examiner shall have the responéibility to check whether the questions of the
practical examination cover the whole syllabus and at the same time the examination is

being conducted as per the guldeﬁ -sb\'b\f the University or not. If at the start of the
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