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INSTRUCTIONS TO THE FACULTY REGARDING EXAMINATION DUTIES

In order to conduct the examinations smoothly, effectively and efficiently all the
Faculty/Staff members are required to comply with the following instructions

1. Faculty members drafted for invigilation duty shall report in the exam section at least 30
minutes before the commencement of the exam. In case faculty members would like to go
on leave/ on duty, they shall make alternative arrangement with the approval of their
HOD and the same may be informed to the Controller of Examinations(CE) in advance.

2. Before proceeding to the exam hall, invigilators shall verify the material handed over to
them such as answer books, seating arrangement sheet etc., and bring to the notice of the
CE the discrepancies, if any, immediately. Single answer book containing 32 pages for
end exams shall be supplied to the candidates. No additional answer books shall be
supplied.

3. After receiving the stationery the invigilators shall go to the allotted exam halls only, and
are instructed not to go anywhere else.

4. Students are allowed into halls 15 minutes before commencement of examinations. No
grace period for entering in to the examination hall during End exams. No candidate will
be allowed to enter into the exam hall after commencement of exam.

5. Invigilators shall verify the identity of the candidates by checking the hall ticket
containing photo and also the identity card and shall make sure that the candidates have
occupied seats meant for them as per the seating arrangement, before issuing the question
paper.

6. Candidates either without identity card or hall ticket may be directed to exam section to
obtain duplicate hall ticket or permission slip to write the exam. This permission slip is
valid for only one session. Invigilators are requested to collect this permission slip from
the candidate and hand it over in the exam section.

7. Candidates shall not be allowed to carry note books, text books, cell phones or any other
material that is likely to be used by them for malpractice. Candidates shall also not be
allowed to use any data books / codebooks / charts / etc., of their own. The required
material will be supplied by the exam section. If there is any shortage of material, then the
exam section will issue necessary instructions to the invigilators in this regard.

8. Invigilators shall not allow candidates with cell phones to the exam halls and also shall
not keep the cell phones of the candidates with them for safe custody. Invigilators are
prohibited from carrying mobile phones to the exam halls.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.
21.

[nvigilators shall ensure that

a) Candidates have entered their Registered (Regd.) numbers and the code number of
the question paper correctly in the answer books and they are not altered
subsequently.

b) Any correction in the regd. number in the case of End exams is attested by the
CE(or) Observer.

¢) The student has not written the regd. no., in the case of End exams anywhere else
except in the space provided for on the main answer book

The invigilator shall instruct the students not to write anything other than their Regd. No.
in their question papers

No candidate shall be allowed to enter the exam hall under any circumstances after the
commencement of the End exam.

Invigilator has to obtain signatures of the candidate in the attendance sheet and ensure
that in the attendance sheet the candidate has correctly written the answer book serial
number issued to him/her.

Invigilator shall obtain the signature of the candidate in the nominal rolls/attendance
sheet and affix his signature.

The attendance statement shall be prepared immediately after the expiry of 30 minutes.
after the commencement of end exam and while filling the attendance statement
invigilators shall furnish all the details.

Invigilators shall handover the attendance statement, the unused main answer books and
unused question papers to the person who comes to the exam hall to collect them.

During the sessional exams, if a candidate raises any doubt regarding the question paper,
the invigilator, shall report the matter to the exams in-charge through the Special
Invigilator/ attender/water boy and shall advise the candidate to attempt other questions in
the mean while. Exam section shall obtain the necessary clarifications from the
manuscript of the paper setter available with exam section / paper setter / HOD concerned
and announce the clarifications in all the halls.

During the End exams no candidate shall be entertained by the invigilators regarding
clarifications on question paper. When they seek any clarifications, they shall be
instructed to bring the matter to the notice of the teacher /HOD concerned after the
examination is over.

When an invigilator suspects malpractice by any candidate, the material in the possession
of the candidate and the answer script shall be confiscated and the matter reported to the
observer/CE/Principal. The invigilator shall obtain a statement from candidate and submit
the same along with his/her own report on the incident to the CE/ Principal. If the
candidate refuses to give a statement, the same fact shall be mentioned in the invigilators
report and such candidates shall be allowed to leave the exam hall only after the
permission by the CE/ Principal.

Candidates are not normally allowed to visit the toilet during the exam. However. in cases
of urgency. a water boy may be asked to accompany the candidate.

Invigilators themselves shall not leave the exam hall during exam.

To avoid temptation on the part of the candidates for mutual consultations, Invigilators
shall not remain at one place and shall make as many rounds in the exam hall as possible.
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22,

23.
24.

26.

27,

28.

29,

30.

31.

32.

33,

34.

35.

Invigilators shall not bring newspapers, magazines or text books and cell phones to the
exam hall and shall not enter into consultations/conversations with co-invigilators during
the exam.

Invigilators shall be prompt in supplying graph sheets. codebooks, etc.. to the candidates.

After entering the exam hall and receiving the question paper. no candidate shall be
allowed to leave the exam hall till the expiry of half the allotted time for the exam.

. Candidates shall be allowed to carry the question paper with them only when they are

leaving the exam hall in the last half-an-hour. If they are leaving earlier (but not before
the expiry of half the allotted time) they shall be asked to leave the question paper with
the invigilator, after writing their regd.no. on it. and to collect the same at the exam
section after the exam is over.

Invigilators shall remind the candidates about the remaining time of the exam at every
half-an-hour.

Candidates shall be asked to keep their main answer book and graph/drawing sheets in
proper order and to tie them up 5 minutes before the close of the exam.

Invigilators shall affix their signatures in the space meant only on the first page of the
main answer book/ books. certifying the correct entry of

(i) Regd. number  (ii) Booklet Number

(iii) Signature of the Student in attendance sheet/Nominal rolls

Invigilator shall collect the answer scripts from all the candidates present in the hall
immediately after the close of the exam and shall arrange them in proper order that tallies
with the attendance statement prepared by the invigilator.

Invigilators shall bring the bundle of answer scripts, unused graph sheets, etc., and the
question papers left behind by the candidates leaving the hall early and hand them over in
the exam section within 15 minutes of the close of the exam.

Invigilators shall leave the exam section only when they are cleared by the exam section

Faculty members not related with exam work in any capacity shall not enter the
exam halls.

Invigilators are not to utilise the services of the water boys for works, other than the work
related to the examination, during the exam hours.

If there is any specific complaint against the water boys, invigilators are requested to
bring them to the notice of Chief Superintendent / Principal immediately.

Faculty members shall realise that the examination work is part and parcel of their
academic work and they shall attend to it with utmost sincerity.
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