
 

 

 

CONTROLLER OF EXAMINATIONS (COE) POLICY 

1. Introduction 

The College establishes examination guidelines in line with all Autonomous Institutions affiliated to VTU, Belagavi. 

Considering the laws, regulations and best practices, the examination policy is developed to ensure that the 

methods of examination are transparent and efficient.  Examination policies are based on the rules and regulations 

of the VTU.  All the work in Examination section is governed & monitored by the Principal and Controller of 

Examinations (COE) appointed by the principal. 

1.1 Purpose of the Policy 

College examination policies typically cover aspects like eligibility, conduct, assessment methods and result 

declaration. These policies aim to ensure fair, transparent, and smooth conduction of examinations. Key areas 

include: student eligibility (hall tickets), conduct during exams (prohibition of electronic devices, communication, and 

unfair means), assessment methods (written, oral, practical) and the process for result declaration, revaluation, 

makeup, and supplementary examinations. 

1.2 Scope and Applicability 

Applications for admission to an examination shall be made on the prescribed form accompanied by the requisite 

fee to reach the Institution by the date fixed for the purpose. The prescribed examination fees may be posted online 

through student’s portal. 

Examinations are fundamental in Institutions to evaluate student learning, determine academic progress, and award 

qualifications. 

Applicability of Examination Systems: 

 Assessing Knowledge and Understanding: 

Exams are used to gauge a student's or candidate's grasp of subject matter and their ability to apply learned 

concepts.  

 Evaluating Skills and Competencies: 

Assessments can measure practical skills, problem-solving abilities, and critical thinking capabilities.  

 Providing Feedback and Identifying Areas for Improvement: 
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Exams help students and educators identify strengths and weaknesses, guiding personalized learning and 

development.  

 Monitoring Progress and Tracking Performance: 

Regular assessments allow for tracking student progress over time and identifying areas where additional 

support may be needed.  

 Ensuring Quality and Standards: 

Examinations play a crucial role in maintaining academic standards, ensuring competency, and promoting 

quality education.  

 Streamlining Administrative Processes: 

Online examination systems automate tasks like result processing, reducing manual effort and improving 

efficiency. 

1.3 Objectives of the Examination Cell 

The primary objectives of an examination cell are to ensure the smooth, fair, and transparent conduct of 

examinations, maintain accurate records, and support student academic success. This includes overseeing both 

internal and external assessments, communicating exam-related information, and addressing any related 

issues. The cell also focuses on promoting academic integrity and providing resources to help students prepare for 

and perform well in their exams.  

Here is a more detailed breakdown of the key objectives: 

I. Ensuring Smooth and Fair Examinations: 

 Conducting Examinations: 

This involves organizing and managing the logistics of both internal (e.g., mid-term tests, assignments) and 

external (e.g., university exams) assessments.  

 Maintaining Transparency: 

Implementing procedures that ensure fairness and accountability in all examination processes.  

 Maintaining Confidentiality: 

Protecting the integrity of the examination process by keeping sensitive information confidential.  

 Enforcing Examination Regulations: 

Ensuring that students and staff adhere to the established rules and regulations related to examinations.  

II. Managing Records and Results: 



 Record Keeping: 

Maintaining comprehensive records of all examination-related activities, including question         papers, 

answer scripts, results, and student attendance.  

 Result Processing: 

Accurately processing and declaring examination results in a timely manner.  

 Reporting and Analysis: 

Preparing reports on examination results, identifying trends, and analyzing performance to improve future 

assessments.  

III. Supporting Student Success: 

 Providing Information: 

Communicating exam schedules, policies, and other relevant information to students and faculty.  

 Addressing Grievances: 

Handling student and faculty concerns related to examinations.  

 Promoting Academic Integrity: 

Encouraging students to follow ethical conduct during examinations and discouraging any form of 

malpractice.  

 Supporting Exam Preparation: 

Providing resources and guidance to help students prepare for examinations effectively.  Recognize the 

benefits provided to PWD (Persons with Disabilities) students at the time of the exam in order to assist 

those students. 

IV. Improving the Examination System: 

 Identifying Weaknesses: 

Analyzing examination results to identify areas where students struggle and where the examination process 

can be improved.  

 Implementing Improvements: 

Developing and implementing strategies to enhance the quality and effectiveness of examinations.  

 Adopting Best Practices: 

Keeping up-to-date with best practices in examination administration and incorporating them into the cell's 

operations.  



1.4 Definitions and Terminologies 

 University: refers to Visvesvaraya Technological University (VTU)  

 Institution: refers to Dayananda Sagar Academy of Technology & Management, Bangalore (DSATM) 

 Academic Council: refers to the Academic Council of the Institution  

 BOS: refers to Board of Studies of various departments of DSATM  

 BOE:  refers to Board of Examiners constituted by the COE/Principal consisting of Examiners from among 

the panel of Examiners prepared and submitted by the concerned Board of Studies of various departments 

of DSATM.   

 Chairman of the Board of Examiners: refers to the Head of the Department. 

 Paper setter: refers to any person appointed by the Head of the Departments/COE/Principal from among 

the panel of examiners furnished by the concerned Board of Studies for setting question papers. 

 Vigilance Squad: mean any persons appointed by the Controller of Examinations to supervise the 

examination centers, and to check any malpractices in the examinations, if any.  

 Program: set of pre-defined courses selected from the Course Catalogue and approved by the Academic 

Council of the university; successful completion of which will lead to the award of a degree awarded by the 

University as specified under Section-22(3) of the UGC Act.  

 Course: individual subjects that would be included from the Course catalogue to become part of the 

predefined courses of a program either theory or practical, identified by its title and code number.  

 Credit: A credit is defined as 40 contact hours (or 24 hrs. of lab work/ project). Each credit is assessed for 

50 marks at both undergraduate and postgraduate level. 

 Curriculum: Curriculum is a standards-based sequence of planned experiences where students practice 

and achieve proficiency in content and applied learning skills. Curriculum is the central guide for all 

educators as to what is essential for teaching and learning, so that every student has access to rigorous 

academic experiences. 

 Term: A term in the semester pattern means one semester.  

 Semester: A semester consists of a minimum of 90 days of teaching learning. Any programme of 2 years, 

will have 4 semesters. 

 Regular Students: students who are admitted to the first year of the respective programme (Undergraduate 

Programme or the Post Graduate programme)  

 Lateral Entry: students who are admitted to the third semester of the respective programme (Undergraduate 

Engineering Programme)  

 University Seat Number (USN): A USN is a unique identifier assigned to a student by a university or 

educational institution. It serves as a student's unique identification for various academic purposes, 

including record keeping, attendance tracking, and examination hall assignments. The USN generally 

includes digits representing the region, college, year of admission, branch of study, and a sequential roll 

number.  



 Examination Hall: includes any Rooms, Laboratory, workshop or any other premises used for conducting 

examinations.  

 Digital Examination Center: refers to the premises where the valuation of the theory 

papers/dissertation/project of the examination is conducted by the Institution. 

 Chief Superintendent: A person appointed by the Controller of Examinations/ Principal to be in overall 

control and supervision of the examination center. 

 Deputy Chief Superintendent: Any teaching staff of the college appointed by the Chief Superintendent with 

the approval of the principal to assist him in conducting examination. 

 Room Superintendents: Any teaching staff of the College/Department/ other institutions appointed by the 

Chief Superintendent under intimation to the principal for invigilation work.  

 Relieving Room Superintendent: Any teaching staff of the College/Department/ other institution appointed 

by the Chief Superintendent under intimation to the principal for giving relief to the Room Superintendent. 

 Custodian:  A teacher appointed by the Institution to be in charge of the valuation center and to conduct 

valuation of theory papers/dissertation allotted to the valuation centre.  

 Internal Valuators: refers to eligible faculty appointed by the COE for valuation of theory/practical 

papers/dissertation. 

 Moderators: refers to the External examiners who have been appointed by the COE to review the papers 

valued by the Internal Valuators.  

 Malpractices: refers to any one or more of the prescribed as malpractice under this policy.  

 Malpractices Enquiry Committee: means the committee appointed by the Controller of Examinations 

responsible for investigating and addressing instances of academic misconduct or malpractice during 

examinations and other academic activities. These committees investigate reported cases, gather evidence 

and make recommendations for disciplinary actions, ensuring fairness and maintaining academic integrity. 

 Revaluation: refers request of the candidate for fresh valuation of his/her answer paper/papers after 

announcement of the result.  

 Makeup Examinations: refers to is a chance for students to retake an exam they missed or failed, typically 

granted when a student has a legitimate reason for missing the original exam, such as illness or an 

emergency. It's essentially a do-over for a test that was previously missed or failed.  

 Supplementary Examinations: An additional opportunity for students to pass a subject they failed in the 

main examination. Essentially, it's a second chance to demonstrate their knowledge and skills in a specific 

subject.  The primary purpose is to provide students who have not achieved a passing grade in one or more 

subjects another chance to pass those subjects.  

 

 

 



2. Governance and Roles 

2.1 Structure of the Examination Cell 

All the College/university procedures related to examination are done mostly through the online system.  The college 

conducts INTERNAL & EXTERNAL examinations as specified in the curriculum and examinations for value & skill-

based courses as decided by the academic and examination committee of the college.   

Examination committee:  

Colleges often have an examination committee responsible for overseeing the conduct of examinations, result 

preparation and related matters.  

 

 

 

 

 

 

2.2 Roles and Responsibilities:    

2.2.1 Controller of Examinations (COE) 

 Issue of schedule of examination, notification of examination fees and inviting applications from the 

candidates for various examinations and such other items of work.  

 Preparation of detailed time – tables and their publication in time. 

 Preparation of the subject wise, paper wise and date wise statement to print question papers with code 

numbers and arrange to issue. 

 Appointment of Chief Superintendents for examination center and issue of instructions regarding the 

conduct of examinations.  

 Appointment of officials and other staff required for conduct of examination.  

 Arrangements for the work for dispatching of all examination material to examination centers, valuation 

centers etc.,  

 Announcement of selection and issue of appointment orders to the Chairperson, members and internal and 

external examiners, Paper –Setters etc. 

 Arrangement for conducting examination, collection of answer papers, collection of marks lists, scanning, 

processing, and declaration of results  

 Preservation of valued answer scripts up to four years after the announcement of results.  

 Arrangement for preparation and distribution of marks cards, correction of mistakes in marks cards and 

other certificates to the candidates.  

SL. No. Designation 

1 Principal (Chairperson) 

2 Controller of Examination 

3 Deputy Controller of Examination 

4 Office Superintendent 

5 Office Assistants / Clerks 



 Collection and maintenance of statistical data regarding the number of examinations, number of candidates 

registered for each examination, the number of boys, girls, regular candidates and repeaters, percentage 

of passes, receipts, and expenditure on each category of examination etc. 

 The COE shall prepare periodically list of those persons who have committed lapses in discharging the 

examination related responsibilities entrusted to them and refer them to the enquiry committee of the 

institution with the approval of the principal and thereafter place it before the Management for taking 

appropriate action against them.  

 He shall arrange for the re- totaling of valued answer scripts, in case of any reported totaling mistakes, re-

valuation and redressal of grievances of students.  

 Make enquiries into all types of malpractices committed during examination, valuation, revaluation and 

process of results etc.,  

 He shall arrange for printing of question papers and supply them to the center of examinations in 

accordance with the scheme.  

 He shall arrange for the preparation of statements college wise, subject wise, paper wise and date wise for 

printing the question papers.  

 He shall issue marks card, duplicate marks card, consolidated marks card and Topper/Rank certificates, 

Duplicate Degree Certificate.  

 He shall exercise all these powers subject to the general control and supervision of the principal. 

 He may make any structural changes in the examination administration as and when required. 

 

2.2.2 Deputy COE 

Subject to the general control and supervision of the Controller of Examinations (COE), the Deputy 

Controller of Examinations (DCOE) shall have the following powers and functions, duties, and 

responsibilities:  

With the approval of the COE/Principal, the DCOE shall issue notifications inviting applications, fixing the  

dates of commencement of examination. He shall arrange to issue these notifications 30 days in advance.  

 He shall prepare the detailed time–tables of all examinations in consultation with the Chairman of 

Departments and the Principal of Institution, and arrange to notify them for the information of candidates 

registered for the examinations 30 days in advance of the commencement of examinations as per calendar 

of events.  

 He shall declare and notify the center of examinations for both theory and practical examinations.  

 He shall arrange to scrutinize the examination application forms and the statements sent by the respective 

Departments with reference to the records maintained at the office of the COE.  

 He shall arrange to prepare the subject wise, date wise, and examination wise statements of candidates 

who are taking the examinations.  



 He shall be responsible for the proper maintenance of the following records in the Section.  

 One set of candidates’ lists, examination–wise  

 One set of result sheet, examination–wise  

 He shall assist the COE to issue of migration certificate, provisional Degree certificate, grade cards and 

Topper/rank certificate, Duplicate grade card, Duplicate Degree Certificate etc.  

 He shall attend to tabulation and other post–examination work under instructions of the COE and take 

necessary action for the announcement of results on the due date.  

 He shall in addition to the above duties do any other duty entrusted to him by the COE / Principal and 

carryout the above duties seeking orders directly from the authorities or officers concerned. 

2.2.3 Office Superintendent 

 Superintendent shall exercise general control over the Section including supervision and coordination of 

work, discipline of staff and punctuality of attendance.  

 He shall ensure that all communications received in the section are accounted for and those that require 

action are brought before the appropriate officer. No correspondence shall be kept pending without 

appropriate action for more than working days in the section.  

 He shall personally attend to confidential and important cases and be in charge of the custody of the 

concerned files.  

 He shall scrutinize and supervise in particular the following registers maintained by each case worker.  

a) Receipt and Dispatch Register  

b) Candidates list  

c) Result sheets  

 He shall work particularly on pending cases, issue timely reminders and obtain orders for further disposal. 

 

2.2.4 Examination Committee 

An examination committee is a group responsible for overseeing all aspects of examinations within an 

institution. This includes tasks like scheduling, conducting, and evaluating exams, as well as managing results 

and addressing any related grievances. The principal shall set up an Examination Committee with himself (as 

Chairman), Dean (Academics) and two senior professors from among the faculty from DSATM. 

 

2.2.5 Room Superintendent, Evaluators, Technical Staff 

Room Superintendent: 

 The Room Superintendent who finds it impossible to attend to the work assigned shall intimate in writing to 

the Chief Superintendent at least 24 hours earlier to the time of work scheduled to be started, his inability 

to take up the work explaining the grounds for it.  



 The room Superintendents shall be in-charge of a room containing not more than 40 students. If the total 

number of candidates taking the examination(s) on a particular day is less than 40, one room 

Superintendent shall be in-charge.  

 The Room Superintendent shall ensure that the candidates who enter the examination hall/room occupy 

their respective seats at least 5 minutes before the time specified for the distribution of question papers. 

He/she shall immediately read out the following instructions to warn the candidates of malpractices; 

 “You should follow the instructions printed on the admission card and on the facing sheet and last page of 

the answer book. You should search your pockets, desks and tables and handover to me any paper, book 

or note which you may find therein before starting to answer the examination paper. Further, he/she shall 

inform the candidates personally that no additional answer book will be provided and the candidates must 

write their answer in only one answer booklet containing of 44 pages supplied to them in the Examination.”  

 The Room Superintendent shall not admit any candidate to the examination hall/room 30 minutes after the 

commencement of the examination and shall not allow any students to leave the examination hall/room 

before 30 minutes after the commencement of the examination and question papers of such candidates 

shall be collected.  

 He/she shall ensure that every candidate has taken his/her proper seat and enters his/her correct USN and 

shade the circles in the space provided for and other particulars required on the OMR facing sheet of the 

answer script. The Room Superintendent himself/herself shall not under any circumstances enter the 

USN/Register Number of candidates on the answer book.  Answer books with doubtful register numbers 

shall be sent to the Chief Superintendent separately for onward transmission to the COE with a report.  

 He/she shall not allow candidates to converse among themselves when once they enter the examination 

hall/room. He/she shall distribute the question papers on hearing the bell rung for the purpose. He/she shall 

verify the title of the question paper with the subject offered by the student and issue the proper question 

paper to the candidate. If the paper is not the proper one, he/she shall return the same to the Chief 

Superintendent immediately.  

 He/she shall make necessary entries in the room Superintendent’s diary. He/she shall also enter against 

candidates USN in the diary, the printed number of the answer book supplied to the candidate.  

 He/she shall immediately after the first 30 minutes bell, return all the remaining question papers and the 

blank answer books of absentees to the Chief Superintendent. The Room Superintendent shall  not give 

any question papers to any outsider and he/she shall not take question papers from any candidate for 

reading it.  

 He/she shall be responsible for the proper accounting of answer books of the candidates supervised by 

him; He shall ensure that the answer books of each candidate are properly arranged in serial order: Course 

wise, branch wise, subject wise, semester wise etc., and hand them over to COE/Deputy Chief 

Superintendent in-charge of the work at the office of the Chief Superintendent in separate covers.  



 He/she shall arrange to issue blank answer books to the candidates after they have taken their seats. Only 

one blank answer book shall be issued to a candidate. 

 He/she shall distribute the right question papers among the candidates who may be writing different 

schemes of examinations.  

 The Room Superintendent shall not be permitted to leave the examination hall during the first and last half 

an hour of the examination.  During intervening period, he/she may leave the examination hall with the 

permission of Chief Superintendent. Relieving Superintendent may take charge of the supervision of the 

room/hall for not more than 15 minutes.  He shall sign in the relieving Superintendent’s diary for the relief 

taken. 

 He/she shall report to the Chief Superintendent on the days of his/her work half an hour earlier to the time 

scheduled for the commencement of the examination and shall not leave the premises until he/she 

personally handover the answer books to the Chief/Deputy Superintendent on duty and return the diary and 

other stationery articles given to his/her charge.  

 He/she shall not allow any candidate to copy from either books paper/from other candidates or have in 

his/her possession or in his/her desk any book or papers not issued by the Room Superintendent in the 

examination hall/room.  He/she shall further ensure that no candidate detaches or tears off any sheet or 

part of sheet from the answer book or additional books and that every candidate hands over his/her answer 

book before he/she is permitted to leave the examination hall/room. 

 He/she shall at once report to the Chief Superintendent of any case of malpractice and prevent the 

candidate from writing any further answer or removing, displacing, or destroying the materials from which 

the candidate was copying. Unless it is inevitable, he/she shall not take possession of such materials till 

the chief Superintendent takes charge of the case.  

 He/she shall be agile, watchful, and active throughout the period of examination. He/she shall not relax or 

show indifference in the examination hall/room. 

Evaluators 

 There shall be a Central valuation for valuation of Answer Scripts in UG/PG Courses. 

 Each paper shall be valued by only one valuer, whose name appears in the panel of examiners approved 

by the COE/Principal. The marks awarded by the valuer shall be final unless the same is changed by the 

reviewer. The marks awarded by the Reviewer shall be final.  

 Each valuer shall value as many number of scripts as prescribed by the University from time to time. 

 The Internal Assessment/Practical Marks/ Grades obtained from respective course teachers shall be sent 

to the COE in sealed covers before commencement of theory examination both in hard and soft copy / 

online on or before the time fixed by the COE. The same shall be sent to the computer section for entry 

and inclusion in the result. 

 In case of Re-valuation, if there is a difference of more than 15 marks between the first valuation and re-

valuation for UG/PG, the said script shall be referred to third valuer, who has not valued the script earlier 



and the marks awarded by the third valuer shall be final. However, the candidate is entitled to the marks 

advantageous to him/her. 

 In case of PG courses, each paper shall be valued by two valuers, one ordinarily by an internal and the 

other by an external examiner whose names appear in the panel of examiners approved by the BOS and 

COE/Principal. The results shall be the average of the two valuation marks. However, the COE may get 

both the valuation done by external valuators.  

 The Internal Assessment/Practical Marks obtained from respective course teachers shall be sent to the 

COE before commencement of theory examination both in hard and soft copy/online.  The same shall be 

sent to the computer section for entry and inclusion in the result. 

 In case of Re-valuation (PG), the average of the marks awarded to the candidate in the main valuation and 

Re-valuation shall be final. However, the candidate is entitled to the marks advantageous to him/her. 

Technical Staff 

 He/She shall be Head of the section and take care of all computerized examination activities from 

enrollment to convocation and following other activities:  

 The head of the computer center shall be responsible for establishing, coordinating, and maintaining a set 

of operational activities pertaining to the examinations and its related activities and services.  

 Shall be responsible for performance of recurring operational tasks related to the support of an enterprise 

infrastructure including servers, systems etc.  

 Responsible for evaluation and design of technical architecture, software, and hardware. 

 Undertaking analysis of current software products and determining approaches, which will improve the user 

interface, performance, and integrity.  

 Creating logical and innovative solutions to complex problems working closely with programmers and 

different end users to ensure smooth functioning.  

 Ensuring that calendar of events is adhered to and deadlines met. 

 

2.3 Reporting Hierarchy 

Principal 

| 

COE 

| 

                   DCOE                                            Superintendent 

                                                        |                                                      | 

                                    Office Assistant                                           Attendant 

 



3. Examination Planning and Scheduling 

 

3.1 Academic Calendar and Examination Calendar:  

There is uniformity in the functioning of the Semester Scheme for all academic programs across the Institution, as 

this can provide good academic flexibility to their stake holders, particularly the students and the faculty members. 

For this purpose, each academic year is divided into two semesters, with the calendar, durations and academic 

activities being fixed in advance by the Institution while maintaining a common opening / reopening date for the 

odd/even semester. 

3.2 Types of Examinations: 

3.2.1 Internal Assessments (CIE): These exams are conducted by the Institution within the Department and 

are designed to evaluate students' understanding of the subjects taught during the semester.  Internal exams 

can be in the form of written tests, quizzes, assignments, or presentations. They are usually held within the 

Institution premises and are graded by the faculty as per the guidelines provided in the course regulations of 

the Institution.  

3.2.2 Semester End Exams (SEE): The COE conducts external exams typically held at the end of each 

semester and are known as external or end-of-semester exams.  External exams are comprehensive 

assessments that cover the entire syllabus of the respective courses. The question papers are set by the 

Internal / External examiners and are evaluated by internal/external examiners appointed by the Institution 

through a centralized valuation. Institution provides the premises and human resources for the smooth 

conduct of examinations. 

 Practical Exams: Practical exams are conducted to assess students' practical knowledge and skills. These 

exams involve performing experiments, practical demonstrations, or hands-on tasks relevant to the course. 

Practical exams are usually conducted within the Institutional premises and are evaluated by Internal or 

External Examiners appointed by the Institution. 

 Viva-Voce/Project Exams: Viva-voce exams, also known as oral exams, are conducted to evaluate students' 

understanding and communication skills. These exams involve a one-on-one conversation between the 

student and an examiner, where the student is assessed based on their knowledge, analytical abilities, and 

articulation of ideas. Viva-voce exams are commonly held for all subjects of Engineering, Architecture & 

Management Project Works and in languages disciplines. 

 Other Assessments: Apart from the afore-mentioned exams, the other forms of assessment include 

presentations, group discussions, projects, internships, fieldwork reports, or any other modes of evaluation 

deemed suitable for specific courses. The nature of these assessments may vary depending on the subject 

and the requirements of the curriculum. 

 Make-up Examinations: Make-up examinations are conducted only for courses offered in main (odd/even) 

semesters of an academic year and not for courses of supplementary semester. 



 Eligibility: Students who have been awarded the transitional grades, ‘I’ Grade or ‘X’ Grade are eligible to take 

make-up examinations.  

 Non-Eligible: Make-up examinations are Not Applicable to students who are awarded ‘F’ and ‘W’ Grades and 

such Non-eligible students shall be required to re-register for the course(s) when the course is offered again 

either in a main (Odd/Even) or in a supplementary semester.  

 Registration: Eligible students will have to apply for make-up examinations in the Office of COE by paying 

the prescribed fee.  

 Exam Schedule: Make-up exam of courses will be conducted as per the exam timetable announced by the 

office of COE.  

 Standard of Examinations: The standard of the make-up examinations shall be same as that of the regular 

SEE for any course.  

Grades Awarded  

a) Students obtaining the required minimum marks in make-up examinations, and, on becoming eligible 

for the award of credits and grade will be awarded a Letter Grade from ‘A+’ to ‘F’ based on the 

performance.  

b) If the student fails to obtain the minimum marks in make-up examination, then he/she will be awarded 

‘F’ Grade and such students will have to repeat the course in its entirety by re-registering to that course 

when it is offered by the department.  

c) After the makeup exam, the 'I' or 'X' grade is converted to a standard letter grade based on the student's 

performance in the makeup exam and overall coursework.  

 

Absent to Make-up Examinations  

d) If the student does not appear for the make-up examinations, the ‘I’ Grade or ‘X’ Grade shall be 

converted to ‘F’ Grade. 

e) Supplementary Exams:  

f) SEE of supplementary semester will be conducted as notified by the office of COE.  The 

standard of the supplementary SEE shall be same as that of the main SEE for any course. 

3.3 Time Table Preparation and Approval 

Odd/Even semester Main / Make-up / Supplementary exam of courses will be conducted as per the exam 

timetable announced by the office of COE. 

 

 

 

 



4. Question Paper Management 

4.1 Paper Setting Guidelines and Format 

4.1.1 Question Paper Pattern:  

For an effective testing of students in a course, a good question paper needs to be used as the principle 

tool. This makes it necessary for the question papers used at CIE and SEE to: 

a) Cover all sections of the course syllabus uniformly. 

b) Be unambiguous and free from any defects/errors. 

c) Emphasize knowledge testing, problem solving and quantitative methods.  

d) Contain adequate data/ other information on the problems assigned, and  

e) Have clear and complete instructions to the candidates.  

 

4.1.2 Question Paper Planning:  

The above requirements make it necessary for a Question Paper to cover the entire syllabus, with a 

provision for the students to answer questions from the whole syllabus. As students need to be given some 

choice in the questions included in the Paper, it is necessary for the Question Papers at SEE, in particular, 

to have built in choice under each module of the syllabus. This factor shall be taken note of and strictly 

followed by Autonomous College, while planning of the Question Papers. 

 

Besides, it is also necessary for the Course syllabi to be drafted properly, be defect-free and also properly 

given in modular form to enable the setting of good question papers covering the whole syllabus. These 

aspects must be considered by the Boards of Studies.  

 

4.1.3 Typical Question Paper:  

The questions to be included in the Question Papers at CIE and SEE can be of two types as follows and 

the course instructors as well as the external examiners shall have to be well trained/experienced to set 

them.  

a) Multiple Choice Question, having each question to be answered by tick marking the correct answer 

from the choices (commonly four) given against it. Such a question paper to be useful in the testing of 

knowledge and skills in terms of remember, understand, application, analysis, evaluation, and 

synthesis(create) of the students. CIE to include questions of this type through quiz or other 

assessments.  

b) Comprehensive Questions, having all questions of the regular type to be answered in detail. Such a 

Question Paper to be useful in the testing of overall achievement and maturity of the students in a 

course through long questions relating to theoretical/practical knowledge, derivations, problem 

solving, modeling, simulation, design, application, and quantitative evaluation. Questions of this type 

are included in both CIE and SEE. 



 

4.2 Confidentiality and Security Protocols 

The guidelines which are confidential in nature will be issued by the principal from time to time. The faculty 

information is obtained and is used in web-based modules for authentication process. The information is used 

in Internal assessment, lab exam management, digital Valuation System, question paper delivery etc. It is 

imperative that the faculty keep their credentials including faculty I’d and secret code confidential. 

Do not carry pen drives or other electronic devices. Answer books are confidential, and no copies can be taken 

outside the valuation center. 

4.3 Question Paper Moderation Process 

The duty of the Board of Examiners is to scrutinize, moderate and approve sets of question papers and submit 

the same to the confidential section on the completion of the Board of Examiners meeting. 

4.4 Multiple Set Policy 

The Boards of Examiners shall ensure that all the question papers in 5 sets as the case may be are set within 

the syllabi approved by the Institution. It shall also ensure that the correct title of the paper with code, the 

examination course, duration of the Paper, division of questions into sections, maximum marks allotted for the 

paper and the number of Questions to be answered by the students, usage of permissible gadgets and other 

required instructions and any other instructions to the examiners are correctly noted in the question paper. 

4.5 Submission Deadlines 

The Chairman of Board of Examiners shall insist that setting of question papers is done within 15 days. He/She 

shall also coordinate for Valuation and review of answer scripts along with Custodian subject to control of COE. 

5. Conduct of Examinations 

5.1 Examination Hall Preparation 

 All Examination Halls, laboratories and corridors used during the examination sessions are to be covered 

under CCTV Surveillance and the footage of the same should be stored at least for a period of one year. 

 Accommodate minimum 30 students in an Examination Hall. 

 Stickering of USN on the desks. 

 The room invigilator shall ensure that the desks and tables are free from any written matter as otherwise 

the student appearing on the allotted table may be apprehended for MPC.  

 All the candidates in the examination hall should check desks, tables, and their pockets before the issue of 

question paper and hand over to the room superintendents if any papers / notes manuscripts or books or 

prohibited electronic gadgets like programmable calculator, smart watch, mobile, hearing aids etc., are 

found. 



5.2 Seating Arrangements 

 The Deputy Chief Superintendent shall prepare well in advance the statement regarding seating 

arrangements for the candidates. 

 The Deputy Chief Superintendent shall arrange for satisfactory seating arrangement of the candidates at 

least one day earlier to the commencement of the examination and shall display the arrangements on a 

notice board of the college, which shall be accessible to all the candidates. 

5.3 Invigilation Guidelines 

 Room Superintendents are teaching staff of the Institution/Department appointed by the Chief 

Superintendent / COE for invigilation work. 

 The COE of the Institution to request the Chairman of the various departments to send the required number 

of staff for examination work. 

5.4 Exam Day Procedures (start to end) 

 SEE of courses will be conducted as per the exam timetable announced by the office of COE. 

 The timings of the examination and the schedule of the bells shall be prominently displayed on the notice 

board and brought to the notice of the candidates by all available means, prior to the dates of the 

examination. Candidates should strictly follow the time schedules announced by the Chief 

Superintendent/COE. Activities to be carried out by the appointed staff with reference to the timings and 

bells shall be strictly followed. These details shall be issued separately by the College. 

I. Schedule of bell timings shall be as follows:  

Bell No. Morning session Afternoon session 

First 09.10 am 01.40 pm 

  

 Room Superintendents to allow students in the examination hall by verifying their identity card and 

admit card (hall ticket). 

 Candidates in possession of admit cards shall be allowed into the hall and permitted to be seated in 

their places. 

 Distribution of answer scripts to candidates present only by Room Superintendents. 

 Filling up of front page of answer scripts by candidates. 

 Verification of the above and affixing of signatures on the answer scripts by Room Superintendents. 

 Filling up of students’ attendance sheets, invigilators’ diary. 

Bell No. Morning session Afternoon session 

Second 9.30 am 02.00 pm 

 

 Distribution of question papers to candidates 



 Commencement of exams   

 No candidate to leave the hall before the third bell and no candidate allowed to enter the hall. 

 

Bell No. Morning session Afternoon session 

Third 10.00 am 02.30 pm 

 

 Attendance sheet, unused answer scripts and question papers shall be returned by the Room 

Superintendents to the Chief Superintendent. 

 Consolidated absentee list/ attendance list subject wise submitted. 

 No candidate shall be permitted to enter the hall 

Bell No. Morning session Afternoon session 

Fourth 12.00 noon 04.30 pm 

 Candidates may be permitted to leave the hall, but shall not be permitted to take away the question 

papers 

Bell No. Morning session Afternoon session 

Fifth 12.20 pm 04.50 pm 

 10 minutes remaining 

 No candidate shall be permitted to leave the hall.  

Bell No. Morning session Afternoon session 

Sixth 12.30 pm 05.00 pm 

 End of examination  

Room Superintendent to collect answer scripts, arrange them and along with other relevant documents, hand 

them over to the Chief Superintendent. 

5.5 Handling Malpractice and Unfair Means 

 The COE shall appoint one or more teams of Flying Squad/Observers according to the need to      ensure 

proper conduct of examination and to discourage Malpractice(s) at Examination Hall.  

 The Flying Observers shall inspect the Examination Hall assigned to them by the COE frequently through 

surprise visits to ensure whether the arrangements made, and procedures established for conducting the 

examination(s) are adequate and fool proof.  

 If the Malpractice Case is detected by the Room Superintendent/Flying Squad/ or any other Official, 

he/she shall seize the incriminating materials and the answer script(s) and report the same to the Chief 

Superintendent immediately as per the procedure. 



 However, answer script(s) of subsequent papers of such student(s) booked under Malpractice shall be 

kept separately and presented in the MPC meeting. 

 The student, the Room Superintendent, Deputy Chief Superintendent (wherever applicable), the 

concerned Flying Squad (if the case was detected by the Flying Squad) and the Chief Superintendent 

shall be required to give their statement in the prescribed proforma.  These statements shall always be 

concise, clear, specific, and complete in every respect and include all the known facts and the relevant 

circumstances of the case and other evidence.  

 The statement of all concerned shall be in their own handwriting.  

 If the student refuses to handover the incriminating material(s) or the student refuses to give the 

statement, the student shall be asked to record in writing his/her refusal to give a statement. If he/she 

refuses to do even that, the facts shall be recorded, duly witnessed by two members of the teaching staff 

of the Institution.  

 A sketch Plan of the seating arrangements at the Examination Hall with location of door and with all the 

USN in the Room and marking in red ink the USN of the student who indulged in Malpractice, shall be 

prepared. The sketch shall clearly give the idea of the probable distance between the position of the Room 

Superintendent at the time of detection and the location of the student(s) found committing Malpractice(s).  

 The Chief Superintendent, the Deputy Chief Superintendent and the Room Superintendent concerned 

shall invariably sign all the documents used in or relating to the commission of Malpractice and the other 

records forwarded, such as sketch plan, admission ticket, answer book, invigilators diary, question paper 

of the student etc.  

 The student(s) booked under Malpractice shall be allowed to write the subsequent papers. Having allowed 

to appear for the papers after booking the case under Malpractice, the student/ shall have no claim over 

the performance of the subsequent papers. The answer scripts of those students booked under 

Malpractice shall not be evaluated and the results shall be kept in abeyance, until such time as the 

recommendations of the Malpractice Committee (MPLEC). 

When, a student is booked under Malpractice(s), the following steps shall be strictly adhered to:  

 Debar the student from writing that paper, in which he/she has been booked under alleged Malpractice.  

 Issue a memo instructing the student to attend the meeting of the Malpractice Cases Consideration 

Committee as per instructions of the COE.  

 Send the answer script of that paper directly to the Office of the COE, along with other relevant documents. 

It shall be superscribed on the left-hand corner of the facing sheet as M P C.  There shall not be an 

indication of MPC on the pages other than the facing sheet of the answer script.  

 Do not confiscate the Hall Ticket.  

 Permit the student to write the subsequent papers of the examinations, if any, and such answer scripts 

shall be sent to the valuation center along with other answer scripts, without being marked as MPC 

anywhere. 



5.6 Emergency Protocols (e.g., power failure, medical emergencies) 

 The nature of the handicap must be such as it seriously affects the candidate’s speed of writing.  

 The candidate must produce a certificate from the concerned Medical Officer, clearly spelling out the nature 

of the handicap or extent of defect which affects the speed of writing. 

 If the disabled candidate (temporarily disabled) intends to write the examination with his/her own hand he 

/ she shall submit an application to the Principal of the Institution through the COE seeking grant of extra 

time (60 minutes for 3 hours examination) to write the examination, with concerned medical certificates and 

the attested copies of the such permission letters. 

 If the disabled candidate (temporarily disabled) is not in a position to write the examination with his/her own 

hand he / she shall submit an application to the Principal of the Institution through the COE seeking for a 

scribe. A scribe is a person who assists the disabled candidate in writing the examination. A grant of extra 

time (60 minutes for 3 hours examination) to write the examination is permitted with concerned identity 

proof of the scribe, medical certificates, and the attested copies of the such permission letters. 

 

6. Continuous Internal Evaluation (CIE) 

6.1 Components of CIE (Assignments, Quizzes, Mid-Sem Exams) 

 Continuous Internal Evaluation (CIE) is conducted by the course instructor all through the semester. 

CIE has different components depending on the type of course. 

 CIE Assessment Pattern – Theory-based Courses: This section of regulations is applicable to all 

credit and non-credit theory-based courses including Languages, Skill Development (Aptitude and 

Logical Reasoning) and a few theory-based Career Electives. 

Components Number Weightage Max. Marks 

i) Tests (A) 2 60% 30 

ii) Quizzes (B)# 2 20% 10 

iii) Activity Based Assessment (C) 1 20% 10 

Total Marks 50 

Final CIE Marks = (A) + (B) + (C) 

 *Few credit and non-credit theory-based courses like Languages, Skill Development (Aptitude and Logical 

Reasoning), a few Career Electives etc. shall have only 2 (Two) Tests.  

 #In PG programs, Quizzes or Assignments or any other component can be used to assess the student 

depending on the course for better learning.  

 In Courses where Quizzes (B) and ABA (C) are not the components of assessment pattern, 

then, Tests (A) will have 100% weightage (50 Marks).  

 In Courses where Quizzes (B) is not the component of assessment pattern, then, Tests 

(A) will have 60% weightage (30 Marks) and ABA will have 40% weightage (20 Marks).  



 In Courses where ABA (C) is not the component of assessment pattern, then, Tests (A) 

will have 60% weightage (30 Marks) and Quizzes (B) will have 40% weightage (20 Marks). 

 CIE Assessment Pattern – Laboratory-based Courses: This section of regulations is applicable to all 

laboratory-based, activity-based and experiential learning courses viz., Laboratory courses, Social 

Innovation, Engineering Exploration, Skill Development (Soft Skills), Career Electives and Leadership & 

Team Building. 

Components Weightage Max. Marks 

i) Class Work (A) 50% 25 

ii) Lab Test (B) 30% 15 

iii) Open-Ended Assessment (C) 20% 10 

Total Marks 50 

Final CIE Marks = (A) + (B) + (C) 

 In Courses where Lab Test (B) and Open-Ended Experiments (C) are not the components of assessment 

pattern, then, Class Work (A) will have 100% weightage (50 Marks).  

 In Courses where Open-Ended Experiments (C) is not the component of assessment pattern, then, Class 

Work (A) will have 60% weightage (30 Marks) and Lab Test (B) will have 40% weightage (20 Marks).  

 The assessment criteria for the said components of assessment will be designed by the respective course 

instructor.  

The Minimum Marks to be secured in CIE to appear for SEE shall be 10 (40% of Maximum Marks – 25) in the 

Theory Component and 10 (40% of Maximum Marks -25) in the Practical Component. The Laboratory Component 

of the IPCC shall be for CIE only. However, in SEE the questions from the Laboratory Component shall be included 

in the respective Modules only. 

Assessment Details (both CIE and SEE) 

 

The weightage of Continuous Internal Evaluation (CIE) is 50% and for Semester End Exam (SEE) is 50%. The 

minimum passing mark for the CIE is 40% of the maximum Marks (20 Marks out of 50). 

The minimum passing mark for the SEE is 35% of the maximum Marks (18 Marks out of 50).  

A student shall be deemed to have satisfied the academic requirements and earned the credits allotted to each 

subject/ course if the student secures not less than 35% (18 Marks out of 50) in the semester-end examination 

(SEE), and a minimum of 40% (40 Marks out of 100) in the total of the CIE (Continuous Internal Evaluation) and 

SEE (Semester End Examination) taken together. 

 

Possible continuous and comprehensive assessment: Project based, Problem Based, Building Models, Lab-

to-Land, Mobile Studio, Design and Programming Contest, Certification, Concept Map (Collage presentation/poster 

presentation), Case studies, Think-Pair-Share, Flipped classroom, storytelling. The assessment of these techniques 

can be either based on Quiz or rubrics. 



The faculty can adopt any other CCA method of implementation and its assessment with prior approval of Program 

Assessment Committee (PAC).  

 

Continuous Internal Evaluation (CIE): 

The CIE Marks for the theory component of the IC shall be 25 Marks and for the laboratory component 25 Marks. 

 

CIE for the theory component of the IC 

Internal Assessment test: 

 The IA test questions are to be framed to map the Course Outcomes (COs), Program Outcomes (POs) 

and the Blooms RBT Levels. Emphasis to be given for higher order RBT levels 
 

Two Tests each of 50 Marks scaled down to 25 Marks 

 First test after 7th week of the semester (syllabus completion of 50%) 

 Second test after 14th week of semester (syllabus completion of 100%) 

 The average score of three test is taken and scaled down to 25 Marks. 

 

Continuous and Comprehensive Assessment (CCA): 

 Two of continuous and comprehensive assessment (CCA) to be conducted to attain COs and POs, 

evaluated each for 50 Marks. Total Marks scored will be CCA1+CCA2 and scaled down to 25 Marks. 

 CCA1 after 4th week and CCA2 after 9th week. The evaluation includes either through quiz or rubrics 

 CCA as project-based learning,  

o CCA is evaluated for 50 Marks with review 1 of 20 Marks after and review 2 of 30 Marks includes 

project demonstration/competition and report submission.  

o The evaluation of review 1 after 6th weeks of semester and review 2 after 12th week of semester 

with project demonstration and submission of the report 

 Total score for CCA is 25 Marks 

 Total Marks scored for theory component of CIE (IAT+ CCA) is 50 Marks 

 

CIE for the practical component of the IC 

 On completion of every experiment/program in the laboratory, the students shall be evaluated and Marks 

shall be awarded on the same day. The 10 Marks are for conducting the experiment and preparation of the 

laboratory record, the other 10 Marks shall be for the test conducted at the end of the semester and 5 Marks 

for conducting Open Ended Experiments. 

 The CIE Marks awarded in the case of the practical component shall be based on the continuous evaluation 

of the laboratory report and the conduction. Each experiment report can be evaluated for 05 Marks 

conduction (Observation Book) and 5 Marks for Record Book. Marks of all experiments ’ write-ups and 

conduction are added and scaled to 10 Marks. 

 The Practical laboratory test (duration 03 hours) at the end of the 15th week of the semester/after completion 

of all the experiments (whichever is early) shall be conducted for 50 Marks and scaled down to 10 Marks.  



 Open Ended Experiments are conducted after the completion of regular Experiments/Programs for 20 

Marks and scaled down to 5 Marks 

 Scaled-down Marks of write-up, evaluations and tests, will be added as CIE Marks for the laboratory 

component of IC/IPCC for 25 Marks. 

 The minimum Marks to be secured in CIE to appear for SEE shall be 10 (40% of maximum Marks) in the 

theory component and 10 (40% of maximum Marks) in the practical component. 

 The laboratory component of the IC/IPCC shall be for CIE only. However, in SEE, the questions from the 

laboratory component shall be included. The maximum of 05 questions is to be set from the practical 

component of IC/IPCC, the total Marks of all questions should not be more than 25 Marks. 

 The theory component of the IC shall be for both CIE and SEE. 

 

CIE Assessment Pattern - Major Project/Summer Internship Project Courses  

(A) General  

 Projects shall be evaluated by Departmental Project & Internship Evaluation Committee (DPIEC) for B.E. 

programs and by Summer Internship Project Evaluation Committee (SIPEC) for MBA program, according 

to the rubrics. The same committee shall evaluate all phases of Major Project.  

 Final project reports must go through the plagiarism check and the plagiarism index must be less than or 

equal to 25% to be eligible for submission.  

 The plagiarism report duly verified and signed by the respective project guide will have to be included in 

the final project report.  

(B) Assessment Pattern  

 Major Project (Phase-I)  

 Assessment of Major Project (Phase-I) shall be based on the identification of problem statement, review of 

literature, defining objectives, writing a business plan/review paper etc. A report and presentation shall be 

given by the students to this effect.  

 The title of the Major Project approved by DPIEC during the Phase-I assessment cannot be changed in 

Phase-II. 

(II) Major Project (Phase-II)  

Major Project (Phase-II) shall be assessed in 3 sub-phases 

Phase Max. Marks 

i) Phase-IIA 50 

ii) Phase-IIB 50 

iii) Phase-IIC 100 

Total Marks [Reduced to 50 Marks] 200 

 

 CIE Marks = Phase-IIA Marks + Phase-IIB Marks + Phase-IIC Marks [Reduced to 50 Marks] 



 

(III) Summer Internship Project (For MBA Programme) 

Assessment Criteria Max. Marks 

i) Project Progress Evaluation by SIPEC (A)* 50 

ii) Project Report Evaluation by the Project Guide (B) 50 

Total Marks [Reduced to 50 Marks] 100 

 

CIE Marks = (A) + (B) – [Reduced to 50 Marks] 

 *The progress shall be evaluated by SIPEC as per the criteria identified and rubrics developed based on 

the area of specialization in which the project is being carried out.  

 

CIE Assessment Pattern - Internship Courses  

(A) General  

 Internships shall be evaluated by Departmental Project & Internship Evaluation Committee (DPIEC) 

according to the rubrics. Rubrics will be specific to the nature of Internship carried out.  

 Students can undergo internship in Industries, R&D Organizations, Educational Institutes of repute, Parent 

College, Centers of Excellence inside or outside the college, through AICTE Internship portals etc.  

 If the internship is carried out in any organization outside the college or Centers of Excellence established 

by the college/external agency, then the expert other than the Internal Guide, to whom the student reports 

and does the internship under their guidance will be called an External Guide.  

 If the Internal Guide himself is the expert in the Centers of Excellence of the college, then he/she will also 

be an External Guide.  

 Students will record day-to-day experience and the insights gained in a Work diary and it should be 

endorsed by the External Guide. 

(B) Assessment Pattern  

 Assessment of Internships shall be based on the fulfilment of relevant outcomes, feedback from External 

Guide, maintenance of progress diary, report writing, presentations etc.  

 

CIE Assessment Pattern – MOOCs Online Courses  

 For MOOCs Online course there will be no CIE and SEE. The grade awarded in the online course certificate 

provided by the competent authority will be considered. If grades are not mentioned, but marks are 

mentioned in the online course certificate, then, the marks are converted to equivalent Letter Grade.  

 

 

 

 



 Minimum Marks to Obtain in CIE (Passing Standards in CIE): 

Minimum CIE Marks to be Eligible to take SEE 

Programme Courses 
Passing Standards in CIE 

Percentage Marks 

B.E. All Courses 40% of CIE Marks 20 out of 50 

B.Arch All Courses 40% of CIE Marks 20 out of 50 

MBA All Courses 50% of CIE Marks 25 out of 50 

MCA All Courses 50% of CIE Marks 25 out of 50 

 In credit courses for which SEE is conducted, a student must obtain the prescribed minimum CIE marks to 

be eligible to take SEE. Failing to obtain Min. CIE marks, student will be awarded ‘F’ grade and will not be 

permitted to take SEE. Such students must repeat the course in its entirety by re-registering to that course 

when it is offered by the department.  

 In mandatory non-credit courses (excluding Additional Mathematics courses for lateral entry students), 

students securing minimum CIE marks will be considered ‘Pass’ and awarded ‘PP’ Grade. There will be no 

SEE for these courses.  

 A ‘Pass’ in mandatory non-credit course shall be a necessary requirement for the student to qualify for the 

award of degree.  

 Students not securing minimum CIE marks in mandatory non-credit courses will be considered ‘Not Pass’ 

and awarded ‘NP’ Grade. Such students must repeat the course in its entirety by re-registering to that 

course when it is offered by the department and ‘Pass’ the course.  

 In credit courses for which SEE is not conducted, Students obtaining minimum CIE marks, or more than 

the minimum marks are eligible to be awarded an equivalent Letter Grade based on the CIE marks scored 

only. Students failing to obtain minimum CIE marks will be awarded ‘F’ grade and such s tudents must 

repeat the course in its entirety by re-registering to that course when it is offered by the department.  

 In Major Project (Phase-I) of VII semester, Students failing to obtain minimum CIE marks will have to rework 

on the assessment criteria in the VII semester vacation, present the work before DPIEC for re-assessment 

and obtain a Passing Letter Grade with the minimum CIE marks before proceeding to carry out Major 

Project (Phase-II). 

 

 

 

 

 

 

 

 

 



6.2 Minimum CIE Marks Requirements 

Passing Standard in the Course for Award of Credit and Grade  

Passing Standards for Award of Grade 

Programme Courses 

Passing Standard in a Course: 

Total Course Marks = Aggregate of CIE marks 

Percentage Marks 

B.E. All Courses Min. 40% of Total Course Marks Min. 20 out of 50 

M. Tech. All Courses Min. 50% of Total Course Marks Min. 25 out of 50 

MBA All Courses Min. 50% of Total Course Marks Min. 25 out of 50 

 

6.3 Standardization of Evaluation Across Departments 

Standardization of evaluation across departments during internal assessments in engineering institutions 

involves creating a uniform system for assessing student performance to ensure fairness and 

consistency. This includes establishing common evaluation criteria, assessment methods, and grading 

policies across different departments and subjects.  

 

Here's a breakdown of key aspects: 

1. Establishing Common Evaluation Criteria: 

  Learning Outcomes: 

Define clear and measurable learning outcomes for each course and subject, ensuring they align with  the 

overall program objectives. 

 Assessment Methods: 

Determine appropriate assessment methods for each course, such as written exams, practical 

assessments, presentations, or projects, ensuring they effectively evaluate the desired learning 

outcomes. 

 Grading Policies: 

Develop consistent grading policies that are applied uniformly across all departments and subjects, 

ensuring fairness and transparency.  

2. Implementing Standardized Assessment Processes: 

 Common Question Papers: 

Involve faculty from different departments to set common question papers for similar subjects, ensuring a 

consistent level of difficulty and coverage.  

 Common Evaluation Schemes: 



Develop standardized answer keys and evaluation schemes for each assessment to ensure consistent 

marking and grading.  

 Regular Monitoring: 

Establish a system for regular monitoring and review of the evaluation process to identify and address any 

inconsistencies or discrepancies.  

3. Promoting Transparency and Accountability: 

 Clear Guidelines: 

Provide clear guidelines and instructions to both faculty and students regarding the evaluation process 

and grading criteria. 

 Feedback Mechanisms: 

Implement mechanisms for providing timely and constructive feedback to students on their performance, 

allowing them to identify areas for improvement. 

 Grievance Redressal: 

Establish a transparent and efficient grievance redressal mechanism to address any concerns or 

complaints raised by students regarding the evaluation process.  

4. Leveraging Technology: 

 Online Assessment Platforms: 

Utilize online platforms for conducting assessments, grading, and providing feedback, ensuring efficient 

and transparent evaluation. 

 Data Analysis: 

Analyze assessment data to identify areas where students are struggling and tailor teaching strategies 

accordingly.  

Benefits of Standardized Evaluation: 

 Fairness and Consistency: 

Ensures that all students are evaluated on the same criteria and standards, regardless of the department 

or subject. 

 Improved Learning Outcomes: 

Promotes a more focused and effective learning experience by aligning assessments with learning 

objectives. 

 Enhanced Program Quality: 

Contributes to the overall quality of the engineering program by ensuring a consistent and rigorous 

evaluation process. 



 Accreditation Compliance: 

Helps institutions meet accreditation requirements by demonstrating a commitment to standardized and 

transparent evaluation practices.  

By implementing standardized evaluation across departments, engineering institutions can create a more 

equitable, effective, and transparent assessment system that ultimately benefits both students and the 

institution as a whole.  
 

6.4 Record Maintenance 

Maintaining internal assessment records in an engineering college typically involves storing student information, 

course details, faculty information, attendance records, and marks obtained in various assessments like tests, 

assignments, and projects. These records are crucial for tracking student progress, calculating final grades, and 

ensuring compliance with academic regulations.  

 

7 Semester End Examination (SEE) 

7.1 Eligibility to Appear for SEE 

 Students who have registered to the course and satisfy the attendance requirement in that course.  

 Students who have obtained minimum CIE marks in a course. 

 Students who have paid the prescribed fee.  

Students who do not have any pending disciplinary action by the college/university against him/her. 

7.2 Admit Card Issuance (Hall ticket) 

 The Hall Tickets for the eligible students shall be issued to the respective Departments.  

In case of any correction in name, subjects, etc. the appropriate correction should be made under the authorization 

of the COE/authorized officer only. 

7.3 Attendance Requirements 

 A student must obtain a minimum attendance of 85% in each course to appear for the Semester End 

Examination (SEE).  

 Students who have attendance between 75% and less than 85% may get condonation of attendance 

by the principal, only on valid grounds such as hospitalization, participation in university and 

intercollegiate sports, cultural activities and participation in seminar, workshop and paper presentation 

with prior permission. Students must submit the request for condonation of attendance in the 

prescribed format with supporting documents through Dean (Academics), duly recommended by the 

Head of the Department at least one week before the commencement of examination, failing which 

condonation of attendance will not be considered.  



 Students having less than 75% are not eligible for condonation of attendance on any ground.  

 In the event of condonation, the students are not eligible for make-up examination in that course during 

that semester. 

 Attendance at CIE and SEE: Attendance at all examinations, both CIE and SEE of each course 

registered shall be compulsory for the students and there shall not be any provision for re-

examination/consideration. 

 The basis for the calculation of attendance shall be the period prescribed by the institute in its calendar 

of events. For I semester B.E. & III semester B.E. lateral entry students, the attendance is reckoned 

from the date of admission. For all other semesters, attendance will be counted from the date of 

commencement of class as announced in the institute academic calendar.  

 It is mandatory on the part of the students to regularly check the status of their attendance with the 

respective faculty.  

 Any student against whom any disciplinary action by the College is pending shall not be permitted to 

attend any SEE in that Semester. 

 The basis for the calculation of the attendance shall be the period prescribed by the College by its 

calendar of events. For the first semester students, the same is reckoned from the date of admission 

to the Programme. 

 If a candidate fails to satisfy the minimum attendance requirements in any course, ‘F’ grade is awarded 

to that course and the candidate has to repeat that course in their entirety by re-registering in 

supplementary semester or as and when offered in the regular semesters. 

7.4 Student Instructions and Guidelines 

 Only one main answer book will be issued and normally no additional Books are permitted. 

 The candidate should write his/her seat number and give other information like examination, 

semester, subject, subject code etc., against the space provided on the title page of the answer book. 

 The candidate shall not write his/her name/USN or put any identification mark inside any part of the 

answer book, except in the space provided which may disclose his/her identity which will be treated 

as malpractice and liable for penalization. 

 The question numbers should be mentioned in the margin only. 

 The candidate shall write answer on both the sides of sheets of the answer book. All rough work must 

be done in the space provided at the end of the answer book. Answers must be written using black 

ink (ball pen or ink pen). 

 Answer book should be handed over personally to Room Superintendent before leaving the 

examination hall.  

 No. candidate shall be permitted to go to toilet during the period of examination. 

 The candidate should not take any books/notes, log table, scribbling pads, Cell phones, 

programmable calculators, Pen Drive, or any kind of reference material into the examination hall. The 



candidate should make sure that he/she has no unauthorized book or paper in the examination hall 

with him/her or in his/ her desk. He/she should have only articles permitted like Identity Card, Hall 

Ticket /Admission Ticket. The candidate should not write anything on the Admission Ticket or Identity 

Card or Calculator should not have any writings other than officially printed. 

 A warning bell will be given 10 minutes before the commencement of the examination when all the 

candidates should take possession of their seats, another bell will be given at the beginning of the 

examination when question papers will be distributed and the students should start writing the 

answers. No candidates shall be admitted 30. minutes after the commencement of the examination 

and also shall not be allowed to leave the examination hall before 45 minutes since the 

commencement of the examination. No candidate should leave his/her seat during last 10 minutes. 

Warning bell will be given 10 minutes before the closing time and final bell is given at the end of the 

examination. Then all the candidates should stop writing or revising the answers and should handover 

the answer book to the Room Superintendent. 

 The candidates should see that the Room Superintendent has appended his/her signature at the 

specified space on the answer book as and when he/she receives the answer book. 

 Smoking and taking tea or coffee or cold drink in the examination hall is strictly prohibited. However, 

drinking water will be supplied on request. 

8. Evaluation and Result Processing 

8.1 Central Valuation Guidelines 

The answer scripts are to be bundled carefully as per the instructions given hereunder: 

 Answer scripts are to be bundled semester-wise, subject-wise, USN-wise and sent along with 

Invigilator’s Diary (A & B Forms) and question paper without fail. Use appropriate plast ic covers to 

protect the answer scripts from the rain and better-quality cloth to bundle the answer script.  

 Receive the consolidated Absentees list semester-wise, subject-wise, USN-wise to the respective 

exams.  

 The Practical marks Sheets are to be sent to the office of the undersigned directly and the practical 

answer booklets are to be sent to COE office immediately after the completion of examinations.   

In addition to the above, instruction issued from the office of the COE are to be followed strictly in the submission 

of answer booklets. 

 OMR Sheets in respect of the subjects for which the examinations are conducted with multiple choice answers  

i) The examinations are to be conducted as per the College norms.  

ii) OMR sheets supplied by the College are to be used for specific subject  

iii) Unused OMR sheets shall not be used for the next examinations without the approval of the COE. 

 



Evaluation Process  

B.E. Programme  

i) First Evaluation:  

 Answer scripts (coded scripts) of each class shall be evaluated by an examiner from the panel of 

examiners, preferably having minimum 3 years of experience, according to the scheme of evaluation 

for the respective course  

ii) Moderation Answer scripts of B.E. Programme are blind reviewed to ensure quality and accuracy of evaluation 

as per scheme.  

 Moderator: An external examiner chosen from the panel of examiners approved by the Academic 

Council.  

 No. of Scripts: 10% of total scripts spanning the entire range of marks awarded in first valuation are 

selected for moderation.  

 Final Marks Awarded After Moderation:  

i) If the difference between the evaluator & moderator marks is ≤ 10% of maximum marks, then 

the marks awarded by the evaluator will be considered.  

ii) If the difference between evaluator & moderator marks is more than 10% of maximum marks, 

then such scripts will go for third evaluation. 

 

8.2 Coding and Decoding of Answer Scripts 

The marks extraction system allows the extraction of marks coding and decoding is also carried out, after decoding 

the marks will be assigned to the USN and subject code to which the answer script belongs and the same is 

employed for result processing. 

 

8.3 Double Valuation (if applicable) 

MBA Programmes and MCA Programmes 

(i)  Double Evaluation: Answer scripts (coded scripts) of each class shall have double evaluation, 

valued independently by two examiners from the panel.  

(ii)  Final Marks Awarded:  

(a)  If the difference between the marks awarded by two evaluators is ≤ 10% of maximum marks, 

then, the average of the two evaluation marks will be awarded.  

(b) If the difference between the marks awarded by two evaluators is more than 10% of maximum marks, 

then, such scripts will go for third evaluation. 

 

 

 



8.4  Mark Entry and Tabulation 

 Custodians are appointed by the COE/Principal for the Valuation of subject/course/ semester/year 

assigned to them.  Custodians play the most responsible and very important role in the smooth 

conduct of valuation and tabulation, etc.  

 The Custodian shall propose the required supporting staff to COE, in accordance with the guidelines 

given by the COE/principal, for appointment to the Valuation Centre. 

 Custodian shall attend to tabulation and other post–examination work under instructions of the COE 

and take necessary action for the announcement of results on the due date. 

8.5  Revaluation 

        Revaluation Application System: 

 This module is an extension of the exam application form module but provides facility for revaluation 

application for the students whose results are announced.  The system also computes the amount to 

be paid by the student, which the student must pay to the college.  

 The Valuers who will be evaluating the script during revaluation must possess at least five years of 

teaching experience and must have taught the subject. 

 

8.6 Result Approval Committee 

Principal, COE and Dean (Academics) 

 

8.7 Result Declaration Timelines 

With in a week declaration of result will be announced from the date of last paper of the theory examination. 
 

9. Grading and Passing Criteria 

9.1 Credit-Based Grading System 

 Grading System  

DSATM follows Grading System to evaluate the performance of students in a course because of its many 

advantages.  

 Absolute Grading System:  

Absolute Grading System is followed by allocating a Letter Grade for a band of marks in a course. 

 Letter Grades:  

1. General  

i) The performance of a student in a course is indicated by awarding a Letter Grade, which is a qualitative 

measure of the performance.  

ii) The Letter Grade is arrived at based on the student’s performance in a course, which includes both CIE 

and SEE marks. 



iii) Grades in Credit Courses:  

In credit courses, letter grades, such as, Outstanding (O), Excellent (A+), Very Good (A), Good (B+), Above 

Average (B), Pass(C) and Fail (F) are awarded based on the total marks scored in CIE and SEE together as 

per the following table: 

Grading system for B.E.  Programme (UG) 

Level Outstanding 
Excelle

nt 

Very 

Good 
Good 

Above 

Average 

Averag

e 
Poor Fail 

Letter Grade  O A+ A B+ B C P F 

Marks Range  ≥ 90 80-89 70-79 60-69 55-59 50-54 40-49 ˂ 40 

Grade Points  10 09 08 07 06 04 04 00 

 

Grading system for B.Arch.  Programme (UG) 

Level 
Outstandin

g 

Excellen

t 

Very 

Good 
Good 

Above 

Average 

Averag

e 
Pass Fail 

Letter Grade  O A+ A B+ B C P F 

Marks Range  ≥ 90 80-89 70-79 60-69 55-59 51-54 50 ˂ 50 

Grade Points  10 09 08 07 06 04 04 00 

Grading system for PG Programme 

Level 
Outstandin

g 

Excellen

t 

Very 

Good 
Good 

Above 

Average 
Poor Fail 

Letter Grade O A+ A B+ B C F 

Marks Range ≥ 90 80-89 70-79 60-69 55-59 50-54 ˂ 50 

Grade Points 10 09 08 07 06 04 00 

 

Make-up exam grade reduction policy for engineering students 

Grade Grade level Min range Max range Grade point 

A+ EXCELLENT 90 100 9 

A VERY GOOD 80 89 8 

B+ GOOD 70 79 7 

B ABOVE AVERAGE 60 69 6 

C AVERAGE 55 59 5 

P PASS 50 54 4 

P PASS 40 49 4 



F FAIL 0 39 0 

 

Make-up exam grade reduction policy For Architecture & PG students 

Grade Grade level Min range Max range Grade point 

A+ EXCELLENT 90 100 9 

A VERY GOOD 80 89 8 

B+ GOOD 70 79 7 

B ABOVE AVERAGE 60 69 6 

C AVERAGE 55 59 5 

P PASS 51 54 4 

P PASS 50 50 4 

F FAIL 0 49 0 

 

‘F’ Grade:  

2. A student shall be awarded an ‘F’ grade in a course in any of the following cases:  

a. Student fails to secure minimum passing marks in CIE.  

b. Student fails to secure minimum passing marks in SEE  

c. Student fails to secure minimum passing marks for earning the credits and award of grade.  

d. Student is absent for the SEE.  

e. Student fails to meet the minimum attendance requirement.  

(ii)  A student who obtains “F” grade in a core course shall re-register for the same course when offered next.  

3. A student who obtains “F” grade in an elective course shall have an option of repeating the same elective 

course when offered next or register for any other elective course.  

I Grades in Mandatory Non-credit Courses:  

(i) In Mandatory Non-credit courses students will be awarded only ‘Pass’ or Fail’ Grade.  

(ii) ‘PP’ Grade is the Pass Grade in Mandatory Non-credit courses, which is awarded for students who satisfy 

the prescribed Attendance and Sessional marks requirement in CIE.  

4. ‘NP’ Grade is the Not Pass Grade in Mandatory Non-credit courses, which is awarded for students who do 

not satisfy the prescribed Attendance and Sessional marks requirement in CIE. Such students have to 



repeat the course in its entirety by re-registering to that course when it is offered by the department and 

‘Pass’ the course to qualify for the award of degree.  

Transitional Grades: ‘I’, ‘W’ and ‘X’ grades are transitional grades and will be replaced by an appropriate 

letter grade once the student completes the course requirements.  

(A) ‘I’ Grade:  

(i)  ‘I’ Grade is temporarily awarded to a student having attendance ≥85% and meeting the minimum 

requirements in CIE in a Course, but remained absent from SEE for valid and convincing reasons 

acceptable to the College, like:  

(a)  Accident or severe illness leading to hospitalization.  

(b)  A calamity in the family at the time of SEE, which requires the student to be away from the 

College.  

(ii)  In the event of (a) or (b) of above clause, it is the responsibility of the student/ parent/ guardian to 

inform the Office of COE immediately through mentor and HOD and apply for the award of ‘I’ Grade.  

5. Applications requesting for the award of ‘I’ Grade received after the conduction of examination shall not be 

considered.  

(iv) The candidate needs to submit all the relevant evidence (hospital reports, police reports, 

certificates from competent authorities, etc.) in support of his claim.  

6. A committee (Principal as chairman, COE and Deans as members) will decide about awarding ‘I’ Grade 

taking into consideration all the documentary evidence produced by the candidate.  

(vi)  If permission for ‘I’ Grade is not accorded by the committee then ‘F’ Grade is awarded for the 

course and the student has to re-register for the course in its entirety when it is offered.  

(vii)  The student who is awarded ‘I’ Grade in a course is permitted to attend the make-up examinations 

in that academic year. After completion of the make-up examinations, ‘I’ Grade shall be converted 

to one of the other letter grades (S to F) based on the performance.  

(viii)  If the student does not appear for the make-up examinations, the ‘I’ Grade shall be converted to 

an ‘F’ Grade.  

(ix)  ‘I’ Grade is not awarded in Make-up examinations or supplementary SEE.  

 

(B) ‘X’ Grade:  

(i)  ‘X’ Grade is temporarily awarded to a student having attendance ≥85% and CIE rating (≥90%) in 

a course but has obtained less than 40% marks in SEE of main semester (odd/even).  

(ii)  The student who is awarded ‘X’ Grade in a course is permitted to attend the make-up examinations 

in that academic year. After completion of the make-up examinations, ‘X’ Grade shall be converted 

to one of the other letter grades (S to F) based on the performance.  



7. If the student does not appear for the make-up examinations, the ‘X’ Grade shall be converted to an ‘F’ 

Grade.  

8. ‘X’ Grade is not awarded in Make-up examinations or supplementary SEE.  

 

I ‘W’ Grade:  

(i)  ‘W’ Grade is temporarily awarded to a student who has withdrawn from a course.  

(ii)  ‘W’ Grade for credit courses shall be recorded in the grade card. A student may withdraw from an 

audit course in which case there shall be no mention of the course in the grade card  

9. A student with “W” grade must re-register for the course during the Supplementary semester of that 

academic year and the “W” grade shall be converted to one of the other letter grades (S to F) after the 

completion of SEE of supplementary semester.  

(iv) If the student does not register or appear for the SEE of supplementary semester, the “W” grade 

shall be converted to an “F” grade.  

10. “W” grade is not awarded in supplementary semester.  

 

Note: If a student awarded ‘F’ Grade in a course, and re-registers for the same course later, and applies for 

Course withdrawal in the same course, will be awarded ‘W’ Grade. However, for computation of vertical 

progression, the course will be treated as ‘F’ Grade. 

 

9.2 CGPA and SGPA Calculation 

A student earns certain grade points depending on the letter grade assigned. DSATM follows the 10-point 

grading system as per the Tables given above and in line with VTU. In the VTU system, SGPA (Semester 

Grade Point Average) and CGPA (Cumulative Grade Point Average) are calculated using specific formulas 

based on grade points and credits earned in each semester. SGPA reflects performance in a single semester, 

while CGPA represents the cumulative performance across all semesters.  

 

SGPA Calculation: 

 List Courses and Credits: Identify all courses taken in a semester and their corresponding credit values.  

 Determine Grade Points: Assign grade points to the marks obtained in each course based on the VTU grading 

system.  

 Multiply: Multiply the grade points of each course by its respective credit value.  

 Sum Up: Add up all the weighted grade points (grade points * credits).  

 Calculate Total Credits: Sum up the total credits for the semester.  

 Divide: Divide the total weighted grade points by the total credits to get the SGPA.  



 Formula: SGPA = ∑(Grade Points * Credits) / ∑(Credits)  

 

CGPA Calculation: 

 SGPA for each semester: Calculate the SGPA for each semester as described above. 

 Multiply by Credits: Multiply each semester's SGPA by the total number of credits for that semester. 

 Sum Up: Add up all the weighted SGPAs (SGPA * Semester Credits) from all semesters. 

 Total Credits: Sum up the total credits from all semesters. 

 Divide: Divide the total weighted SGPAs by the total number of credits to get the CGPA.  

 Formula: CGPA = ∑(SGPA * Semester Credits) / ∑(Semester Credits)  

In simpler terms: 

CGPA: 

Think of it as an average grade for a semester, considering the difficulty (credits) of each subject.  

SGPA: 

It's an overall average grade across all your semesters, weighted by the number of credits in each semester.  

 

9.3 Minimum Passing Marks 

 The Minimum Marks to be secured in CIE to appear for SEE shall be 10 (40% of Maximum Marks – 25) in the 

Theory Component and 10 (40% of Maximum Marks – 25) in the Practical component.  

 The Laboratory Component for the IPCC shall be for CIE only.  

However, in SEE, the Questions from the Laboratory Component shall be included in the respective Modules only. 

 

9.4 Detention/Promotion Criteria 

Students are promoted from one semester to the next if they have fewer than four backlogs (upto 16 credits) in 

the immediately preceding two semesters. However, students can be detained (held back a year) if they have 

more than four backlogs in a specific year. Additionally, students with a CGPA below 5.00 at the end of the 

second academic year or with more than four "F" grades in the first and second years are not eligible to move 

to the third year.  

 

Vertical Progression  

There are no credit requirements for a student to progress from odd semester to the next higher even semester. 

However, a student may not be allowed to progress to the next higher even semester because of valid reasons like 

detention, disciplinary action, etc. 

(The student shall be declared failed if the candidate has not: 

 Satisfied the CIE requirements of any course/s. 



 Registered for the SEE even after satisfying the attendance and CIE requirements. 

Vertical Progression in Case of Student Admitted to First Year: 

 Students having not more than 04(or 16 credits) ‘F’ or ‘NE’ grades in the two semesters of first year 

of the programme shall be eligible to second year. 

 Students having not more than 04(or 16 credits) ‘F’ or ‘NE’ grades in the four semesters of I and II 

year shall be eligible to progress to III year. 

 Student who has earned all the prescribed credits of first year (cleared all the subjects of I and II 

semester), and having not more than 04(FOUR) ‘F’ or ‘NE” grades of second and third year shall be 

eligible to progress to IV year. 

 ‘F” or ‘NE” grade obtained in mandatory non-credit courses (such as Environmental Studies and 

Constitution of India) and withdrawn courses are not included in this count of 04 (FOUR). 

Vertical Progression in Case of Student Admitted to Second Year (Lateral Entry) 

 Student having not more than 04(FOUR) ‘F” or ‘NE” grades in the two semesters of II year of the 

program shall be eligible to progress to III year. 

 Students having not more than 04 (FOUR) ‘F” or ‘NE” grades in the four semesters of II and III year 

shall be eligible to progress to IV year. 

 For the award of degree, a CGPA≥ 5.00 at the end of the program shall be mandatory. 

 

9.5 Grace marks Policy (if applicable) 

      There is no Grace marks Policy in DSATM. 

 

10. Student-related Services 

10.1 Examination Grievance Redressal 

 Grievances/Complaints if any regarding examinations may be brought to the notice of the Controller of 

Exams in writing on the same day or the latest by the following office working day and they shall be referred 

to the concerned exam committee/person for studying, investigating and deciding on the matter and it shall 

be communicated to the aggrieved and redress them at the earliest but not later than ten working days from 

the date of the last exam or the receipt of the complaint/grievance whichever is later.  

 If the candidate is not satisfied with the decision of the committee, may apply to the principal within three 

office working days of the communication of the decision.  

 The principal shall decide on the matter personally or with the advice of experts, if necessary, with a priority 

of delivering justice to the aggrieved and communicate to the candidate at the earliest but not later than 15 

working days.  

 The decision of the principal shall be final and binding. 

 



10.2 Transcript and Grade Card Issuance 

 The College has the freedom to evolve methods for assessing the students’ performance, notifying the 

results, issuing the grade cards/transcripts, migration and other certificates except the Degree Certificates. 

 Only those students recommended for the Award of Degree Award shall be entitled to receive the relevant 

Provisional Certificates/Transcripts from the College. 

 Only those students recommended for the ‘Honours’ Qualification shall be entitled to receive their Transcripts 

indicating the achievements.  

 The following are required to issue of Transcript / Grade Card, etc.: 

i. An application in the prescribed form.  

ii. Xerox copies of the certificates on which attestation is to be made.  

iii. Prescribed fee paid receipt/challan. 

10.3 Duplicate Documents (Hall Ticket, Mark Sheet, etc.) 

Students are generally required to possess valid hall tickets. Student who has lost the original Hall Ticket 

should write a letter/request to COE office for Duplicate Hall Ticket and pay the prescribed fee and submit 

the same.   

For issue of duplicate marks card/degree certificate:  

 An application in the prescribed form.  

 Sworn affidavit in the prescribed form.  

 Proof of police complaint in this regard.  

 Prescribed fee in the form of D.D.  

A newspaper clipping in case of Marks Card/Degree Certificate in this regard. 

 

10.4 Consolidated Marks Card & Provisional Certificates 

For issue of Consolidated Marks Card & Provisional Certificates 

  An application in the prescribed form. 

  Xerox copies of all attempt-wise Marks Cards from first to final (or result sheet attested by the 

Principal/HOD only in case of final year, when result is announced but marks cards not issued). 

 Prescribed fee paid receipt/challan. 

 Definition of Malpractice. 

 

 

 

 



11. Malpractice Prevention and Disciplinary Policy 

11.1 Definition of Malpractice 

Malpractice in exams refers to any action or behavior that violates the rules and regulations of an examination. 

 A student caught with cheating will not be allowed to take that specific exam from the moment they are 

caught (this includes having unauthorized notes or printed materials, using mobile phones or other 

electronic devices, showing their identity on answer sheets, destroying evidence of cheating, pretending to 

be someone else, misbehaving, or any other exam-related cheating). The day, date, and time will be 

specified by the chief superintendent. If found guilty, depending on the severity of the case, the malpractice 

committee will impose an appropriate punishment as per the Examination Rules and Regulations. In such 

cases, the said course will be awarded with a credit of ‘0 (zero) with the grade ‘NE’ for the calculation of 

SGPA. 

 Whenever the Chief Superintendent receives a report of any candidate’s indulging in malpractice, 

he/she shall immediately take action as per the examination guidelines. 

 A student booked under malpractices shall be permitted to write other subsequent examination 

papers except for the one in which he/she was booked. 

 The chief superintendent should seize answer books along with evidence and submit to CoE on the same 

day, in a separate sealed cover with a suitable label. 

 

11.2 Procedures for Reporting and Investigation 

 Procedure for reporting malpractice cases: The chief superintendent, immediately on getting a report from 

the room superintendent, shall send the concerned candidate(s) out of the examination hall/room after 

seizing the admission ticket, the answer script, and the question paper(s). The chief superintendent shall 

thereafter obtain a statement from the candidate and report details of the case to the COE by name and 

USN. In obtaining the statement of the student along with the room superintendent, and in making a report, 

he shall make use of specific format given for this purpose. If any student refuses to give a written 

statement, the same may be recorded and sent to the COE.  

 He/she shall not forward more than one case of malpractice in the same report. Each case shall be 

forwarded with a separate report unless it is interrelated with another case. Every report shall be 

accompanied by a plan of the seating arrangement made in the hall/room where the malpractice cases are 

said to be committed, indicating the direction the candidate was facing and the place where the room 

superintendent was stationed. All the documents and answer scripts recovered from the student, along with 

the report(s), plans, etc., shall be signed by both the chief superintendent and the room superintendent and 

forwarded to the COE by name and USN. 

 The squad members shall also send a copy of the malpractice report as required under this ordinance in 

the prescribed format to the COE on the day of the occurrence for consideration by the appropriate bodies 



and taking a decision thereon. Further, if squad members book any student for malpractice with any ulterior 

intention, and if it is established on a complaint by the student or the chief superintendent/room 

superintendent of the examination centre after the conduct of an inquiry by the institute, they shall be liable 

to penalty as prescribed in the schedule of penalties. 

Procedure for Booking Malpractices by the Student During Examination  

Any one or more of the following acts by the candidate during the examination shall be considered as Malpractice.  

 Possession of any books, portion of a book, manuscript, xerox or any other material pertaining to the course 

of the ongoing examination or bringing into examination hall other materials which are not permissible.  

 Disclosing identity by making peculiar marks or writing their USNs in the answer books while answering.  

 Copying from any other materials to answer script in the examination.  

 Communication with any other candidate or any other person inside or outside the examination hall to 

obtain /give help or assistance for writing answers in the examination (both the candidates will be booked).  

 Copying from the material or answer book of another candidate or assisting another candidate to copy from 

his/her material or answer paper.  

 Supply of copying materials.  

 Smuggling of the answer paper or inserting paper written outside the examination hall into the answer book.  

 Tearing of answer scripts. 

 Impersonation or making any other person to appear in the examination in place of a candidate.  

 Making request for help, giving threat, or reporting to for bribery to any of the officials of the institution for 

favours in the examination.  

 Having any written matter on (scribling pad, Calculator, palm, hand, leg, hand kerchief, cloths, socks, 

Instrumentation Box, Identity Card, Hall ticket, Scales etc.,)  

 Bringing mobile phone or any other communication/ messaging system in to the examination hall.  

 Takes with him/her answer book written or blank while leaving the examination hall.  

 Attempting to use any unfair means.  

 Destroying any evidence of malpractice.  

 Making any appeal in the answer paper for more marks.  

 Misbehaviour with the officials or any kind of rude behaviour in or near the examination hall, using obscene 

or abusing language.  

 Any act enlisted above or such act, which may be deemed as unjustifiable by the Malpractice Investigating 

Committee. As soon as the candidate is booked under MP, the answer scripts (of the course booked under 

malpractice shall be marked as MP on facing sheet of the answer book and sent separately to the office of 

the COE in sealed cover along with concerned documents. The candidates booked under malpractice shall 

be allowed to write the subsequent papers. If any examiner suspects malpractice, while valuing the answer 

scripts, he/she shall report the same to the COE, and send the script(s), giving reasons for suspicion.  



 The Examiner shall, if he/she suspects malpractice while valuing the answer scripts or other material such 

as insertion of answer sheets, revealing of identity or enclosures, such as currency, shall return the answer 

script with reasons in writing to the COE, by name and stop evaluating that script and hand it over to the 

COE. The decision pertaining to above activities of the candidate may be communicated to the principal for 

further action.  

 All the case of malpractice will be placed before the committee constituted for consideration of MP cases 

and for recommending punishment to the candidates. The recommendations of the MP committee will be 

placed before the Academic council for its consideration. 

 

11.3 Malpractice Committee Constitution 

It is also known as ‘Malpractices Enquiry Committee’ appointed by the principal. 

Setting up of Malpractice Investigating Committee: The Controller of Examination shall set up a committee with 

himself (as Chairman), two to three senior professors from the Institution. 
 

 

11.4 Penalties and Appeal Process 

Guidelines for recommending penalties and punishment to the students involved in Malpractice during the 

Examination.  

(Penalties and/or punishment guidelines for Malpractice cases) 

Nature of malpractice Penalty to be imposed 

 

1. Revealing the identity of the candidate 

Deny the benefit of the performance of that 

course in which the candidate has revealed 

his/her identity and a minimum fine of Rs. 2500/- 

2.Possessing of mobile/ipod/iphone which are prevented 

from examination 

Deny the performance of the course. Allow the 

student to appear for that course fast track or 

later and a minimum fine of Rs. 5000/- 

3.Using of mobile and other electronic gadgets  

 

Deny the performance of the course. Allow the 

student to appear for that course in the 

subsequent fast track or later and a minimum 

fine of Rs. 5000/-. 

4. Possession of Manuscript / printed or typed matter, 

books or notes and written matter on calculator, 

instrument box etc., or having any other written matter on 

the person (For Example: palm, hand, leg cloths, socks 

etc.,) 

5. Detection of identical answers of different candidates or 

allowing a candidate to copy from his/her answer scripts. 

Deny the performance of the course. Allow the 

students to appear for that course in the 

subsequent fast track or later and a minimum 



fine of Rs. 5000/-. 

6. Appeal to the examiner with money as enclosures to 

the answer book / use of abusive / obscene language or 

threatening remarks in the answer book 

Deny the performance of the course. Allow the 

student to appear for that course in the 

subsequent fast track or later. 

7. Found giving or receiving assistance at the 

examination, passing the question paper with written 

answer / formulae / answer script / additional sheet / graph 

sheet / drawing sheet for the purpose of copying. 

Deny the performance of ALL courses of that 

examination. Allow the student to appear for 

courses in the subsequent fast track or later. The 

student can appear in number of courses as per 

the prescribed norms of the fast track. 

8. Destroying the documentary evidence. Deny the performance of the ALL courses of that 

examination. Allow the student to appear for 

courses in the subsequent fast track or later. The 

student can appear in number of courses as per 

the prescribed norms of the fast track and a 

minimum fine of Rs. 5000/-. 

9. Insertion of additional sheets / graph sheets / drawing 

sheets, use of answer book which are not issued in the 

examination hall. 

10. In case of Impersonation or found guilty of deliberate 

prior arrangements to cheat in the examination. 

Denial of performance of all courses for which 

student has registered. Debarring the student(s) 

from registering for two subsequent years. Both, 

impersonator and the student to be handed over 

to the police. 

OR 

Both, impersonator and the student to be handed 

over to the police. Rusticate the student(s) from 

college. 

11. Abusing, threatening, manhandling the examination 

authorities at the examination hall or in the premises of 

the examination center, as well as misconduct of a very 

serious nature. 

12. Any other malpractices connected with the 

Examination 

Committee shall recommend suitable penalties 

and punishment. 

 

IMPORTANT NOTE:  

The above indicated punishments are only guidelines and the committee shall judiciously take decisions.  

 Repeated malpractice by a student (more than once), the punishment shall be more severe.  

The punishment can even lead to rustication based on the severity of malpractice.  

 Enquiry under malpractice cases is independent of the criminal proceedings if any in the appropriate 

court of law. The formats for reporting the malpractice cases and statements to be taken from students 

and room superintendent will be provided during examinations.  

 



12.Technology and Data Management 

12.1 Examination Management system(EMS/ERP) Usage 

An examination management system is used to manage the complete examination process of an institution. 

It includes all exam-related activities, such as printing Hall tickets, declaring final results, provisional results, 

Grade cards, etc. 

The examination is a crucial process in any educational institution. It enables the faculty and educators to keep 

a tab on students’ progress and inculcate skill development. However, examination conduction in a 

Autonomous Institution is a tedious task. Managing exams take a lot of efforts, time and resources. 

To ensure smooth conduction of examinations, Institution implements an examination management system. 

The exam management system automates and streamlines the examination schedule, conduction and result 

declaration process while ensuring 100% accuracy of results. 

Exam Management System is designed to give different types of users the ability to manage and monitor their 

examination activities. This system enables invigilators to manage their tasks, such as exchanging 

responsibilities, if necessary. 

 ION-EMS (Exam Management System) and DVS (Digital Valuation System) are two products from Ion 

Education which are used in DSATM. They are designed to streamline and automate various aspects of 

educational institutions. Ion-EMS focuses on the overall management of exams, while Ion-DVS specifically 

addresses the digital evaluation of assessments.  

Ion-EMS (Exam Management System): 

 Purpose: Automates the entire examination process, from timetable creation to result announcement. 

 Key Features: 

o Manages exam and lab timetables. 

o Handles online hall ticket generation. 

o Facilitates rapid result announcements. 

o Maintains a comprehensive student database. 

 Benefits: Reduces errors, saves time, and streamlines the examination process.  

Ion-DVS (Digital Valuation System): 

 Purpose: 

Automates the process of evaluating student assessments digitally, including physical answer sheets and 

online submissions.  

 

https://www.iitms.co.in/online-examination-system/
https://www.iitms.co.in/online-examination-system/
https://www.ion-education.com/
https://www.ion-education.com/


 Key Features: 

 Seamless integration with IonEMS and IonCUDOS (Outcome Based Education system).  

 Reduces cost, time and effort associated with physical valuation.  

 Facilitates easier and more economical revaluation.  

 Benefits: 

Improves accuracy, increases efficiency and reduces cycle time for result declaration.  

In essence, Ion-EMS handles the overall exam process, while Ion-DVS focuses specifically on making the 

evaluation of assessments more efficient and accurate through digital means. 

12.2  Secure Data Storage and Access Control 

Secure data storage and access control are crucial for protecting sensitive information from unauthorized 

access, loss or theft. This involves implementing robust security measures like encryption, access controls 

and data backups while also adhering to best practices and regulations.  

Secure Data Storage is Achieved through: 

 Data encryption. 

 Access control mechanism at each data storage device/software. 

 Protection against viruses, worms and other data corruption threats. 

 Physical/manned storage device and infrastructure security. 

 Enforcement and implementation of layered/tiered storage security architecture. 

Secure data storage is essential for organizations which deal with sensitive data, both in order to avoid data theft, 

as well as to ensure uninterrupted operations. 

 

12.3  Digitization of Records 

Digitization of examination records involves converting physical documents like answer sheets, question papers, 

scheme, and results into digital formats.  This process offers numerous benefits, including enhanced accessibility, 

improved security, and efficient storage.  

 

12.4 Online Examination Guidelines (if applicable) 

As of now, DSATM has no policy or no intention of conducting online examinations. It is completely offline, whether 

it is theory or practical. 

 

13 Confidentiality and Security 

13.1 Access Control to Confidential Materials 



Access control to confidential materials is crucial for preventing unauthorized access and protecting sensitive 

information. It involves identifying, authenticating, and authorizing users to ensure only those with legitimate need 

can access specific resources. Effective access control relies on implementing robust policies, utilizing strong 

passwords. 

 

13.2 Roles with Authorized Access 

 Access control is a process that starts with authentication, followed by authorization, granting access, and 

audit. 

 It is essential for protecting sensitive data, reducing risk, and meeting compliance requirements like General 

Data Protection Regulation (GDPR). 

 The five core components of access control are authentication, authorization, access, manage, and audit. 

 Access control models include role-based access control, attribute-based access control, discretionary 

access control and mandatory access control. 

 Common access control challenges include managing permissions in distributed environments, remote 

access, bring your own device policies, password fatigue, identity silos, and poor governance. 

Best practices include using multi factor authentication, enforcing least privilege, using a centralized directory, 

conducting regular access reviews, maintaining audit logs, and adopting a zero-trust approach. 
 

13.3  Transport and Printing of Question Papers 

Printing of question papers will be secured and confidential, high-quality, customized, and timely printing accurately, 

clear formatting, water mark and secure document.  

 

13.4 CCTV and Surveillance Guidelines 

CCTV and surveillance in all examination halls and corridor is a must in every Autonomous Institution. These cover 

various aspects, including camera placement, data storage, access control, and ethical considerations.   They 

balance security with privacy concerns and legal requirements. Key considerations include clear communication 

about surveillance, responsible data management and adherence to legal and ethical standards.  
 

 

Guidelines for CCTV and Surveillance: 

1.Transparency and Communication: 

 Notice: 

Clearly and prominently display signs indicating that CCTV surveillance is in operation, especially at entry/exit points 

and in areas where surveillance is active.  

 Purpose: 



Inform students, faculty and staff about the purpose of the surveillance, which should be limited to security, safety, 

and potentially academic accountability.  

 Accessibility: 

Provide information about how footage is accessed, stored, and used including retention periods.  

 Student Involvement: 

Engage with students and faculty in discussions about the implementation and use of CCTV systems to address 

concerns about privacy and potential misuse.  

2. Data Management: 

 Storage: 

Establish clear guidelines for the storage and retention of CCTV footage, ensuring compliance with data protection 

regulations (e.g., one year retention for general footage, longer for incident investigations).  

 Access: 

Restrict access to CCTV footage to authorized personnel only.  

 Security: 

Implement robust security measures to protect stored footage from unauthorized access, modification, or deletion.   

 Anonymization: 

If footage needs to be shared for investigations or other purposes, consider redacting or anonymizing the 

information of individuals who are not directly involved in the situation.  

3. Legal and Ethical Considerations: 

 Privacy: 

Respect the privacy rights of individuals and avoid surveillance in areas where it is not necessary or justifiable (e.g., 

restrooms, changing rooms).  

 Misuse: 

Ensure that CCTV systems are not used for purposes other than those for which they were intended (e.g., spying 

on individuals, monitoring academic performance without proper justification).  

 Discrimination: 

Be aware of potential biases in surveillance systems and take steps to mitigate the risk of discriminatory outcomes.  

 Compliance: 

Adhere to all applicable laws and regulations related to data protection, privacy, and surveillance.  

 Human Factors: 

Consider the human factors involved in CCTV surveillance, including the cognitive load on operators and the 

potential for false alarms or misinterpretations of footage.  

4. Areas of Application: 

 Common Areas: 

CCTV surveillance can be effective in high-traffic areas like hallways, entrances and common areas to deter theft, 

vandalism, and other disruptive behaviour.  

 



 Specific Areas: 

In certain areas like laboratories, CCTV can be used for safety and security, especially where valuable equipment 

or hazardous materials are present.  

 Academic Integrity: 

CCTV can be used to monitor exam halls or other areas where academic integrity is crucial, but this should be done 

with transparency and clear guidelines.  

By implementing these guidelines, autonomous engineering colleges can create a safer and more secure 

environment while respecting the privacy and other rights of their community members.  

 

14 Policy Review and Amendments 

14.1 Frequency of Policy Review 

As a general rule, we should review every policy between one and three years.  But most policy 

management experts recommend that you review all your policies every year. 

The frequency of examination policy review is not a universally standardized practice.  Institution typically 

establishes their own review schedules, often tied to academic calendars or specific policy 

updates.  Factors influencing the review frequency include the need to adapt to changing educational 

standards, incorporate feedback from students/faculties/External faculties, and address emerging issues 

like academic integrity or technological advancements. 

Examination policy review with the start or end of academic years or semesters, ensuring the policy is 

relevant for the upcoming term.  

 Specific Initiations: 

Reviews may be activated by significant events such as: 

 Changes in national or regional educational standards.  

 Rise of new technologies affecting assessment methods. 

 Feedback from students, faculty or external stakeholders.  

 Instances of academic dishonesty or malpractice.  

 Curriculum changes or revisions.  

 Frequency: 

While some institutions may review policies annually, others may adopt a more flexible approach, reviewing 

policies as needed based on the inductions mentioned above.  

Factors Influencing Review Frequency: 



 Complexity of the Policy: 

More complex policies, involving various assessment types and procedures, may require more frequent 

review.  

 External Stakeholder Feedback: 

If there is significant feedback indicating issues with the current policy, a review may be expedited.  

 Technological Advancements: 

The rapid pace of technological change, particularly in assessment and academic integrity, may necessitate 

more frequent reviews.  

 Resource Availability: 

Time and resources available for policy review can influence the frequency of these reviews.  

 

14.2 Amendment Procedure 

1. The provisions of any Ordinance, Order, Rule or Regulations in force shall be inapplicable to the extent 

of their inconsistency with these Regulations.  

2. The college shall issue such instructions and prescribe such format, procedure, etc as it may deem fit to 

implement the Provisions of these Regulations.  

3. In case of any difficulty in the implementation or giving effect to the provisions of these Ordinances, the Principal 

decisions shall be final. 

 

14.3 Roles Authorized to Make Policy Changes 

The roles authorized to make policy changes in examinations typically include the Controller of Examination, the 

Board of Examination and the Principal, having the approval power.  In some cases, specific committees or 

individuals appointed by these authorities may also have a role in policy changes related to specific aspects of the 

examination process. 


