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STANDARD OPERATING PROCEDURES INTERNAL EXAMINATIONS

1. Time Table

Background:
The first semester ot any academic session is of 15 weeks and in that the two IA has to be
conducted. The first IA is conducted after 40 days of the beginning of the semester or after 40%
completion of the syllabus. The second IA has to be conducted after one month of first IA and
80% completion of syllabus.
Time table is included in academic calendar prepared in the beginning of the semester
The timetable is being prepared by considering the following points

1. Avoiding academic loss

2. Maintaining proper time gap between papers

3. Avoiding crowdin g of students

* College dispatch the internal examination time table 1 week before the internal examinations.
* The examination schedule is circulated it to all the HoD’s, Principal office, admin office and
Security Office.

® The exam schedule is displayed in all department notice boards and examination cell notice
boards.

2. Question Papers generation from course Program outcome

Background: ;
The question paper should be generated based on NBA criteria and it should be a quality paper.
Standard of any examination depends upon quality of question paper. A question paper can be

1. Validity -

2. Cognitive leyel maintainability , -
3. Objectivity : ‘

4. Usability

1. Validity

Following are the some points which affect the validity of question paper; these should be avoided
while setting question paper: :

1 Unclear directions to the students to respond the questions.

2 Difficulty of the reading vocabulary and sentence structure.

3 Too casy or too difficult questions.

4 Ambiguous statements in the question paper.
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5 Inappropriate questions for measuring a particular outcome.
6 Inadequate time provided to solve the questions.
7 Length of the question paper is too short.
8 Questions not arranged in order of difficulty.
9 Identifiable pattern of answers.

2. Cognitive level maintainability

The cognitive level should be maintained in the question papef. The LOCQ, IOCQ and HOCQ
distribution in the question paper should be clearly defined. The weightage of the marks for the

level should be proper.

*LOCQ: Lower Order Cognitive Question; I0CQ: Int~rmediate Order Cognitive Question; HOCQ: Higher Order Cognitive
Question .
3. Objectivity

The objective of conducting test and assessing student is to study the course outcome achieved and
mapping it for future jmprovement. The question paper should meet all the criteria and its

objective.
4, Usability

The previous year question paper of end semester exam of the concerned subject should be used
as reference for paper setting. The paper should have practical value and can be used by students
for future reference. It should be easy for administration and marking. The system should be simple
and properly understood by the all concerned.
* Criteria for design of question paper

a. Decide the Weightage of each module assigned for term test as per syllabus.

b. Decide the appropriate Course outcomes related to modules.

c. Distribute allotted CO ‘s among the questions designed.

d. Based on the contents of module design question satisfying the following

difficulty levels




/ "S.N Difficulty Level % of Marks RBT level Verbs can use

l Easy [5% Remember, Define,
Understand identify,list,
state, explain,
demonstrate
etc

2 Moderate 50% Apply, .| Apply, use,
Analyze solve,different
iate, compute
etc.

3 | Difficult 20% Evalucte Justify,
Evaluate,select
, Iate etc.

4 Very Difficult 15% Create Implement,
design,produc
¢, develop etc

* Format of Question Paper
‘ * The term test question paper will be of 20 marks.
There will be 3 questions in each theory paper.
Question 1 will be of 10 marks and Question 2 & 3 will be of 5 marks each.

Question 1 will have séven bits of 2 marks each and student will have to attempt any
5

* Question 2& 3 will have two bits of 5 marks each and student will have to attempt any

%* Important Tips For Setting Question Paper

* Two question papers to be created for each subject maintaining at least 30%

difference between them.

* The subject name, date, time, branch and semester to be clearly mentioned on the
question paper. : .

* The instruction for students to allow use of specific chart, or book should be clearly
mentioned. ]

Write simple, straight forward, precise wording - - .

Provide full details/data required for correct answer. =

Give properly drawn correct figural data which gives clarity to the question.

Use sketches/figures/graphs wherever possible .- ;

Draw sketches neatly. See that they are complete and there are no technical
mistakes in the drawing, If there are important dimensions, they should be properly
shown. Sketches should preferably be of such size as will look appropriate to the
size of the normal question paper of A4 size. ’

= ‘e
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% Question paper setter Eligibility criteria :
* The concerned subject in charge should have the subject experience of 2 years.

)
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* The overall teaching experience of 5 years

*  The concerned faculty should have the experience of Degree College of at least 3 years
and worked in the MU affiliated colleges.

“ Quality checking of the paper
* The department HoD’s will make Departmental Subject Domain Expert domain
having expertise in the subjects falling in that domain.
* The paper setter will submit and get the paper verified by domain expert.
* After the verification subject in charge of each subject will suby.iit paper along with
the answer key to the exam coordinator of the department.

The department exam coordinator should collect the question papers of all subjects and submit it
to CoE of the college.

3. Dept. Wise Request for Invigilators
* Send a request for Invigilators.
* No of invigilators = total strength / 40 per internal examinations

4. Rooms identification and intimation to All HoDs & In-charges

* Identify the examination halls and intimate same to concern HoDs.

e Intimate same to non-teaching staffs for necessary arrangements.
If required Maintenance should be done.

5. Room wise seating plan & arrangements

* Preparation of examination hall, h

* Each pad should contains the following stationary Seating plan.
© Answer sheets / Graphs / etc.

o Threads.

o Signature statement.

6. Consolidated Examination Halls for student display

* Preparation of consolidated seating plan. Each classroom will have 60 students allotted
for conducting exam.

e Two different branches and of different semester are allotted in one classroom.
® The seating arrangement will be displayed on the day of exam half an hour before the
commencement of exam floor wise and on different levels
_ * Display it in the different notice boards and entry points near steps.

7. Invigilators reporting form
e Preparation of Invigilators reporting for different exam slots

8. Absentees Statements for all examinations _

* After every examination prepare branch wise consolidated absentee’s statemen;.

e Take the signature from senior supervisor on this sheet and send its photocopy to the concerned
faculty and original should be kept in examination department. .

9. Bell timings

a. Warning bell 10mins before commencement of examination.




0. Bell to start examination at the time of scheduled time of examination,
¢. Mid time bell after completion of half examination period.
d. Final bell for examination completion.

10. Class room boards cleaning

* Assign the class room boards cleaning duty to one examination cell
representative.

11. Collection of answer scripts from invigilators

* Branch wise answer scripts collection from invigilators.
* Mark absentees on the summery report.

* Specify the last date for submission.

* Handed over the answer scripts to subject teacher.

12. Collection of corrected answer scripts from subject teacher

* Collect the marks award statement,

® Verify all the scripts

* Absentees should be marked with separate ink.

* Enter the same data in Online server

* Subject teacher has to verify the entered marks

* Enter the faculty details and other information on the verified sheet,

13. Consolidated Brach wise marks sent to all faculty.
* Each branch will Prepare consolidated marks statements and sent to every faculty.

* Display the consolidated marks:sfatements in examination cell notice board and department
notice boards.

14. Show cause notice for all invigilators those who are violated the rules

* At the end of every internal and external examinations release the show cause notice to those
who violated the examination rules,

-y
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STANDARD OPERATION PROCEDURE EXTERNAL EXAMINATIONS

1. Examination Notification from University.

* One month before university is releasing the notification.

* Bring to the notice of the principal and take the signature on it.

» Circulate it to all the departments and notice boards.

* Based on the notification collect the exam fee from students.

* Prepare branch students data based on attendance eligibility.

* Student list contains all the appearing students. Attendance should be 75% and above.

* Submit all the reports along with necessary examination fee in Mumbai university as per the
give schedule.

2. Dept.Wise Request for Invigilators
* Send duty chart for Invigilators.
* No of invigilators = total strength / 36per External Examinations

4. Rooms identification and intimation to All HODs & Incharges
. ® Identify the examination halls and intimate same to concern HoDs.
* Intimate same to Manager for necessary arrangements.

5. Request for Electrical Generator — Manager
* During examinations one electrician should monitor the generator for continuous
power supply.

6. Request for Security persons: ,

* Request for security persons to control the flow and to support the examination
system.

7. Xerox machines checkup from concerned team.
* One week before the examinations, Xerox machines should be examined by the technician.
* Take all necessary steps to print the question paper.

8. Room wise seating plan & arrangements

* Exam hall wise seating plan should be displayed beside the examination hall, examination
cell notice boards and also keep same at security office near entry gate.

9. Invigilators reporting form
* Preparation of Invigilators reporting form.
¢ Jumble the faculty member

11. Depute observers to other colleges as per COLLEGE SLRTCE guidelines

* Before one/two days of examinations COLLEGE SLRTCE University sends the observers
details of our college and other college. E

* Based on that request depute on senior faculty in a round robin method.

* Intimate same to that faculty.

* Faculty has to submit work adjustment letter along with OD letter through their

HoD with principal permission.

» Examination section should issue reliving letter.




12. Collecting OMR Books from JUNTK KKD or Collection center

* Before one / two days of examination JUNTU sends the information about OMR
booklets.

* Send a request letter to Transport department for vehicle arrangements.

* Depute one staff member for collecting the stationery.

* Send one / two helpers to carry the stationery.

13. Verification of OMR Books as per branch wise registered students data

* Take branch wise printouts,

* Verify OMR Booklets based on the student registration data.

* If any OMR Booklet is damaged or not received intimate same to COLLEGE SLRTCE in
the form of written document on the same day.

14. Verification of Hall tickets as per brach wise registered students data

* Before one/two days of examination COLLEGE SLRTCE sends the student Hall tickets.

* Take branch wise printouts.

* Verify Hall tickets based on the students registration data,

* If any Hall ticket is not received intimate same to CE COLLEGE SLRTCE on the same day.
And take the necessary steps immediately without any delay.

15. Handed over to all Regular and Supple Hall tickets to respective departments DEQs
* Handed over the branch wise hall tickets to concern department representative.
5

16. Handed over of VIIT OMR:Booklets to j umbling center as per COLLEGE SLRTCE
guidelines

* After through verification, as per COLLEGE SLRTCE guidelines handed over the VIIT OMR
booklets to Jumbling centers. :

17. Preparation of examination pads as per room plan

® As per students registered data prepare the seating plan.

* Based on seating plan prepare the examination pads.

* Each examination pad should contain one seating plan, one signature statement,
invigilators guidelines and OMR Booklets.

18. Identification of log books/tables/graphs as per requirement of the subject
* Prepare branch wise separate sheet of information about requiremnent of log books
or any other stationary during examination,” -~ '

19. Status of puhlic audio system." .
* Every day after short bell announce the examination guidelines.

20. SMS to all faculty - to attend online examination duties
* Class coordinators should monitor their student attendance during online
examination. SR

21. Day wise censolidated absentees for all departments
* After every examination prepare branch wise consolidated absentee’s statement,
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» Take the signature from
through email.

* Prepare an overall consolidate statement for absentees.

principal on this sheet and send jt to all- the faculty

22. Collection of answer scripts from invigilators
* College wise, branch wise and set wise answer scripts collection from
invigilators,

* Separate the answer scripts based on the regulation.

23. Malpractice cases handling and preparation of reports as per COLLEGE SLRTCE

* During the examination if any malpractice cases are registered, strictly follow the
COLLEGE SLRTCE malpractice guidelines.

* Take the explanation letter from the student.

* Collect letter from the invigilator and subject teacher.

* Prepare a report as per COLLEGE SLRTCE format and take the signatures and send it by
speed post after completion of all the examinations.

* Before sending the malpractice report take complete Xerox of that report and keep
in a secure place. ;

24. Notification for external examinations

* A notification is released before one month of commencement of external
€Xamination.
6
* Bring to the notice of the principal and take the signature on it.
e Circulate it to all the deparimen.tg and notice boards.
* Based on the notification collect the exam fee from students,
* Prepare branch students data based on attendance eligibility.

* One list it contains all the appearing students. Attendance should be 65% and
above.

* Second list contains student attendance between 74 and 65 attendance
percentage.
® Third list contains branch wise detained student data.

* Submit all the reports along with necessary examination fee in COLLEGE SLRTCE as per the
give schedule. ‘

25. Circulate the university notification to all the departments. .

e Circulate it to all the Departinents. , . )
e Circulate it to all the departments and notice boards,
* Display it in the examination cell notice boards,

26. Examination fee collection froni students as per COLLEGE SLRTCE schedule

* Based on the notification students has to pay the examination fee in the respective
department,

* There are three categories:

o First one is without fine

o Second one is with late fee of Rs.100/-

o Third one is with late fee of Rs.1000/- :
University is cancelled Rs.5000/- JSine on 07.11.2016 onwards.
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27. Collecting the filled exam applications from DEQs

* Every day around Ipm in the afternoon and 4:30 pm in the evening respective
department DEOs have to submit received examination applications in the
examination cell concerned coordinator.

* Examination ce]] coordinators should verify the applications as per the
regulations.

* Record the day wise information in the prescribed format.

28. Student registration at COLLEGE SLRTCE portal

* Examination ccll staff members should register subjects based on the regulation

without any delay.

* After every dead line take the final registration from COLLEGE SLRTCE portal and check
with student registration form,

* If there is any modification are required made immediately and keep the proof for

further reference.

29. Preparation of online transaction statements
* Last day of Notification University will be generated one consolidated statement,
* It will contain all registration with respect to regulation.
7
* Intimate to the finance section regarding amount to be paid towards examination
fee to university account,
* Mail all the proof to the finance section.
* After transaction collect the transaction receipts.
30. Arrangement of all applications and cross checking with appearing list
* Arrange all the examination application branch wise and regulation wise.
* Cross check it with registrations.

31. Principal signature & stamping on each and every application

* Take the signature on every examination application.

* Put college round sell and principal stamp on the required place.

® In case of supplementary applications take one Xerox copy for every application
for future reference.

32. Handed over of examination applications as per schedule at COLLEGE SLRTCE
* As per COLLEGE SLRTCE guidelines handed over the examination applications with
examuination fee receipts to university for verification purpose. :

33. Intimation to Manager and floor supervisor about cleanliness and water supply
* Send examination timetable to Manager to depute attainders.

34. Consolidated seating plan of all examination halls are display at various entry
points. .

* Prepare consolidated seating plan and display it in the various entry points.

* It should be A3 Size. T

35. Appoint two members for examination pads distribution.




V)
4

/,/ » Two examination cell staff members hav
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ami € to take the responsibility of distributing
the examination pads on the day of examination.

36. Examination guidelines announcements through public audio system

* One of the examination cell staff members has to take the responsibility of
announcements,

3’11. Verify all examination related A4 size question papers carrying folders with seating
plan.

* Every day verify all the A4 size paper covers with respect to seating plan.

38. Verify all 4 sets of seating plan is available or not
* Verify all the 4 sets of seating plans are available or not.

* University will announce starting question paper set no every day 10 minutes
before the commencement of the examination starting time.

8

39. Identify the branch wise question paper requirement as per sets
* Every day prepare the question paper printing report.
* Based on that take the Xerox copies.

40. Distribution of Examination Pads to Invigilators
* Start distribution of examination pads from 30 minutes before the examination.

41. Decrypt the question paper ftom COLLEGE SLRTCE server as per COLLEGE
SLRTCE guidelines

* Every examination day 30 minutes before download the question papers patch
from COLLEGE SLRTCE. o

* Copy patch at COLLEGE SLRTCE Decryption folder

e Start the decryption process _

* Enter the college password and university passwords

* After decryption take the required number of copies.

* Take the observer’s signature on password sheet.

* File one set of question papers along with day password.

42. Know the question paper set no. -

¢ COLLEGE SLRTCE intimates the session question paper set number before 15 minutes of
commencement of examination. - : '

43. Arrangement of question papers room wise as per set no. § =
* Based on starting question paper set number arrange the question papers. -

44. Distribution of question paper to all examination halls

* Examination representative has to collect all the examination halls question
papers and handed over to the respective exam hall invigilators.

45. Collect the absentees statement & Seating plan from examination halls,
* After one of examination starting examination cell staff members are collect the -
absentees statement and seating plan of that day examinatior:.
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%s. Collect filled OMR slips from examination halls.

/ # Around 11 am for morning session and 3 pm in the afternoon session collcct all
the absentees’ statements and Part | OMR slips.
* Collect student signature statement.
* Arrange college wise and branch wise OMR slips and check with abscntces OMR
Booklets.

* Number of absentees and OMR booklets are equal then start online entry of
absentees.

47. D-Form preparation college wise and branch wise - Hard copy
* This is very important activity in the examination. if any single entry is wrong
student will be in trouble, result will be kept in withheld. During that examination
section has to submit all the necessary documents to the COLLEGE SLRTCE officials.
* Enter all absentees information in COLLEGE SLRTCE server
* Take the Printouts College wise and branch wise.
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* Verify with absentees OMR booklets.
o If any error in the D-Form rectify immediately and take the new printout and
perform the reset of the operations.

48. Brach wise and set wise verification of OMR Slips and preparation of bundle with
necessary documents -

e Part I OMR slips should arrange in set wise.

e Check with online D-Form. If all entries are correct. Then take principal and

observers signature on that form.

* Make 3 copies one copy keep along with OMR answer scripts another Part I

OMR slips last one file copy. :

* Keep original copy in OMR answer scripts. Rest of two locations keeps only

Xerox copies.

49. Collection of OMR booklets from invigilators. :
* College and branch wise collect the OMR booklets from invigilators.
* Arrange these books as per question paper set no.

50. Branch wise and set wise OMR booklets verification
* Verify the received answer booklets with D-F orm..

* If both are equal then no error in that branch.

* Keep one original D-Form on it and sent it to packing.

51. Bundle Preparation

* Prepare the examination bundle as per regulation.

* Prepare bundles regulation and college wise.

52. Bundle ceiling 7 .

* On the top of every bundle write bundle no, dase of éxamination, year and
regulation, college code in a bigger font.

» Write to address and from address.




» And take the signature of the principal and observer on the specified location.

53. Exam bundles dispatch to collection center before 4 PM

e After completion of every examination packed bundles should sent to collection
centre before 4 PM.

54. Day wise OMR slips speed post

* Send part] OMR slips to COLLEGE SLRTCE through speed post.

* Keep that acknowledgement.

e Mention details of the examination on the top corner of the postal slip for further
reference.

5S. Show cause notice for all invigilators those who are violated the rules
* Release show cause notice to all the invigilators those who are deviated the rules.

56. Remuneration Bills preparation for external observer COLLEGE SLRTCE nominated

person
* Preparation of remuneration bill to the external examination as per COLLEGE SLRTCE

guidelines.

e Per every session Rs. 500/- and

o DA should be Rs.150/- for assistant professor

o Rs.200/- for Associate and above )

o TA will be paid as per distance,gmount should APSRTC rates.

57. Remuneration Bills for all Examinations only
e Preparation of remuneration bill as per COLLEGE SLRTCE guidelines.
e Include all the persons those who are involved in the examination works.

58. Filing all documents-day wise statements
e File all the documents as the file numbers.
e Verify all the documents after completion of every examination without any

delay.
e At any time university may ask any document, all these documents should be

traceable.

59. Malpractice cases handling and preparatmn of reports as per COLLEGE SLRTCE
¢ Take explanation from student and concerned invigilator. ; B

® Take the subject expert report. .
* Prepare the malpractice report as per COLLEGE SLRTCE format

e Intimate same to the concern HOD.

* Take complete Xerox of entire documents including student OMR booklet

e Keep one copy of Xerox in the malpractice file.

® Malpractice cases should send to university through speed post.

* Mention malpractice information on the top corner on the postal shp

60. Bell Timings
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/ short Bell at 9:30AM / 1:30PM
». Medium Bell at 9:45AM / 1:45pM
¢. Long Bell at 10:00 AM / 2:00 PM
d. Wamning Bell at 12:30 PM / 4:30 PM
¢. Final Bell at 1:00 PM / 5:00 PM

61. Class room boards cleaning
* Assign the class room boards cleaning duty to one cxamination cell

representative.
11

EXTERNAL LABORATORY EXAMINATIONS

1. Time Table from University
» COLLEGE SLRTCE dispatch the internal examination time table 1 week before the internal

examinations.

2. Collecting department wise time tables

* Based on university time table prepare separate internal time table for labs.
. * Collect the laboratory schedules from concern HoDs.

e Display it in all department notice boards and examination cell notice boards.

3. Prepare tentative remuneration bill

¢ Consolidated remuneration bill has to prepare for remuneration of external
laboratory examiners.

e Take the approval from the DoA through principal

e Submit same at account office.

4. Collecting stationary from COLLEGE SLRTCE
* Laboratory stationary has to collect from COLLEGE SLRTCE as per schedule.

* Prepare laboratory wise stationary indent letter address it to CE.

5. Verification of OMR marks sheets

* Verify all received OMR marks sheets with reference to registered data.

® Arrange the stationary branch wise and laboratory wise.

e If any errors were identified, inform same to the university without any delay.

. 6. Signature statements
® Branch wise and laboratory wise preparation of student’s signature statements.

7. Record - 50 Marks award statement
* Branch wise and laboratory wise preparation of absentees statement.

8. Absentees Statement
~® Branch wise and laboratory wise preparation of absentee’s statement.




9. Laboratory wise stationary preparation

. Aﬁer receiving the stationary from the university, arrange the stationary branch
wise and laboratory wise,

* Verify all the OMR sheets,

* If any errors were identified inform same to the university without any dclay.

10. A3 size lab covers preparation

* Every lab answer scripts should keep in the A3 size cover.

* Attendance sheet and absentees statement should keep in this cover.
11. Envelops for keeping the left part of OMR sheets

* Cut left part of the OMR sheet

* Keep it inside the envelop along with attendance sheet.

12. Communicating to other colleges

* After receiving of all departments laboratory time tables.

* Send all these time tables to other colleges through mail,

¢ Communicate same through phone and get the conformation from them.

13. Deputing lab examiners to other colleges as per COLLEGE SLRTCE guidelines
* Take the approval from the principal.
* Depute the branch wise and laboratory wise examiners to other colleges.
* Issue on-duty certificate.
b
14. Collect department wise filled OMR sheets
* After completion of every laboratory external examination, collect the Original
OMR sheet from the internal examiner and verify all the entries in that form.
* Make sure that all the entries are filled correctly or not.

15. Preparation of consolidated report as per COLLEGE SLRTCE format
* After every regular and supple examination prepare a consolidated report.
® Take the signature on this sheet

* Total number of registrations must be equal. If any number is missing university
will not accept all the documents.

16. Lab Remuneration Bills preparation for external examiners

* Preparation of remuneration bill to the external examination as per COLLEGE SLRTCE
guidelines. ,

* Per every student Rs.15/- per script

o DA should be Rs.150/- for assistant professor

o Rs.200/- for Associate and above

o TA will be paid as per distance amount should APSRTC rates.

17. Final Remuneration bills preparation
* Preparation of remuneration bil] as per COLLEGE SLRTCE guidelines.
* include all the persons those who are involved in the examination works.
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iling all documents
ile all the documents as the file numbers,

/Verify all the documents after completion of every cxamination without any
delay,

/o At any lime university may ask any document, all these documents should be
traceable.

19. Submission of Lab reports

* As per COLLEGE SLRTCE guidelines handed over the laboratory reports with proper
documents to university.

20. Result analysis branch wise and college wise.

* After receiving the university end semester results prepare branch wise result
analysis.

R



INTERNAL LAB EXAMINATIONS

1. Collect department wise internal laboratory time tables

* Based on university time table prepare separate internal time table for labs.

e Collect the laboratory schedules from concern HoDs.

* Display it in all department notice boards and examination cell notice boards.

2. Preparation of consolidated report as per COLLEGE SLRTCE format

* After every regular and supple examination prepare a consolidated report.

* Take the signature on this sheet

* Total number of registrations must be equal. If any number is missing university

will not accept all the documents.

3. Prepare 25- Marks award statement

* Prepare branch wise and laboratory wise marks award statements

4. Absentees Statement

-Branch wise and laboratory wise preparation of absentees statement.

S. Signature statements O

* Branch wise and laboratory wise preparation of student’s signature statements.
6. Laboratory wise stationary preparation

* After receiving the stationary from the university, arrange the stationary branch
wise and laboratory wise,

* Verify all the OMR sheets.

* If any errors were identified inform same to the university without any delay.
7. A3 size lab covers preparation

* Every lab answer scripts should keep in the A3 size cover.

* Attendance sheet and absentees statement should keep in this cover.

8. Collect department wise answer scripts.

* After completion of every laboratory internal examination, collect the answer
scripts and signature statements from internal examiner. ’

* Make sure that all the entries are filled correctly or not,

9. Final Remuneration bills preparation
* Preparation of remuneration bill as per COLLEGE SLRTCE guidelines.
* Include all the persons those who are involved in the examination works,

10. Filing all documents

» File ail the documents as the file numbers. :

* Verify all the documents after completion of every examination without any

delay. ©

* At any time university may ask any document, all these documents should be traceable

4

Exam Coordinator  «
Shree L. R."Tiwar§
College of Engineering
Mira Road
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