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2.5: Evaluation Process and Reforms

2.5.1: Mechanism of internal/ external assessment is 

transparent and the grievance redressal system is time- bound 

and efficient 
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EXAMINATION SYSTEM

EXTERNAL EXAMINATION INTERNAL ASSESSMENT

University Notification

Institutional meeting held jointly by Examination sub 

Committee and Academic  Sub Committee and decision taken 

regarding modus operandi

Written Examination
Practical Examination

Day wise Duty allotment of teachers 

(invigilation) and non teaching staff 

(packing, bringing question paper and 

safe submission at Police Station)

Distribution of seats of examinees and 

decision of seating arrangements

Maintaining Rules of conduction of 

examination as prescribed by 

University

Collection and packaging of answer 

scripts as per University norms

Despatch  of answer scripts 

for evaluation by external 
examiners as per University 

guidelines

Mechanism (as per University rules) 

finalized by departments in  

departmental meetings  and 

notification to students

Distribution of duties within 

departmental  teachers and staff as 

paper setter, invigilator, examiner and 

assisting staff  

Question paper preparation, 

conduction of examination, evaluation 

of spot performance and answer scripts 

Marking done and award list uploaded 

to the University portal by the Head of 

the Department after due notification 

from the University

University Notification

Institutional meeting held jointly by Examination sub 

Committee and Academic Sub Committee and decision taken 

regarding modus operandi

Mechanism (as per University rules) finalized at 

departmental meetings  and notification to 

students done

Modes of assessment decided in form 

of written tests,  assignments, 

seminars, practical assessments etc 

Evaluation and submission of marks 

by examiners to HoD

Selection of Officer-in-Charge and others

Maintaining peaceful ambience at the 

Examination Centre and Taking necessary 

actions against any unfair events, if happened 

Seeking Appointment letter

 of examiner and scrutineer 
from the University for SEC,

 GE paper

Fixing the dates of Examination, 

and preparation days

One time chance allowed to absentee to sit 

for examination within 5 days considering 

emergency ground, asking application letter with

 supporting documents for submission

Duty allotment of teachers and non-teaching 

staff for examination to be held centrally 

Preparation of award list by HoD and

 uploading at the University portal 

after getting proper notification



Marks distribution 

(Full marks: 75) 

Theory paper

End Semester 
Examination 
(60 marks)

Internal 
Assessment 
(10 marks)

Written 
assessment

Assignment

Project 
submission

Attendance (5 
marks)

Practical 
Based paper

End Semester 
Examination 
(40 marks)

Practical 
Examination 
(20 marks)

Internal 
Assessment 
(10 marks)

Practical 
Assignment

Project 
submission

Attendance 

(5 marks)

Orientation of Marks in the Examinations



Summary of the mechanism of External Examination prevailing at the 

Institution

External examination

The conduction of both year-end external examination under the 1+1+1 system (till 

2018-19 including backlog) as well as semester end external/internal examinations 

from 2017-18 onwards) commences with the notification done by the University. 

Accordingly, internal meeting is held by the Examination Sub-Committee and the 

Academic Sub-Committee jointly to select the officer-in-charge who decides on the 

modus operandi of the examination. The external examination comprises of only 

written components for humanities while lab based subjects have both written and 

practical components. The officer- in-charge and his team finalizes the examination 

procedure, which includes allotment of invigilation duties, making seating 

arrangements, deciding the rules to be followed during examination, packaging of 

answer scripts and dispatching them to the police station for further collection to be 

done by university officials.

 However, protocol of practical examination is decided by the concerned 

department in accordance with the university guidelines. The sequential process of 

practical include making prior preparations and sample procurement,  question paper 

setting, decision regarding experimental set up, spot assessment, answer script 

evaluation, preparation of marks sheets and uploading them on the specific portal 

according to University notification. 



Internal examination

Alternatively, time bound completion of internal examination solely depends on the 

discretion of the respective departments who are giving the liberty to conduct the 

tests using various modes such as written class tests, home assignments, spot 

assignments, seminars, practical demonstrations etc. Post examination, the 

evaluations are done by respective departmental teachers, marks are submitted to 

departmental heads who submit the marks to the University marks’ submission 

portal. Single chance is provided to absentee students to appear for a retest with 

legitimate grounds for reconsideration within 5 days of completion of the scheduled 

exam. After completion of internal examination and submission of marks, the 

decision regarding showing of evaluated answer scripts to the students followed by 

discussion on implementing necessary corrective measures of improvements of 

different group of learners are done and action taken by the respective departments. 

This is to note here that the Department of Mathematics often take preparatory test 

for weak learners to test that whether they are ready for the Internal Assessment or 

not. 

Summary of the mechanism of Internal Examination prevailing at the 

Institution



Website of the Institution displaying Academic Calendar 

✓ Mentioning the probable dates of Examination 

✓ Revealing Transparency in Examination Mechanism

✓ Students getting idea of the probable Examination periods



Academic Calendar displaying at Institutional Prospectus



Mechanisms of University External Theory Examination 

(Centrally arranged)

       

Documents in support of transparency in Examination System

• Summary of the mechanism of Examination

• Notification of Final Examination from the University 

• Notification of the Examination Subcommittee of the ensuing measures to take

• Allotment of  Invigilation Duty of Teaching Staff 

• Duty Allotment of  Non-Teaching Staff 

• Arrangement of Police force to maintain law and order during final examination

• Delivery of Blank answer scripts and Loose sheets by the University

• Seating arrangement of students displayed at the door of examination room

• Responsibility given to the teaching staff to bring question paper from the local 

     Police station on the date of examination Seat arrangement of students

• Keeping the account of loose sheets during examination

• Post-examination packaging and dispatch of answer scripts to the University 



Notification of Final Examination from the University (Sample)



Notification of the Examination Sub Committee of the ensuing measures 

to take (Sample) 



Allotment of Duty of Teaching Staff (Sample)

Bringing Question Papers and Submitting Answer Scripts to the 

Local Police Station



Duty Allotment of  Non-Teaching Staff (Sample)



Arrangement of Police force to maintain law and order 

during final examination



Delivery of Blank answer scripts and Loose sheets by the University



Seating arrangement of students displayed 

at the door of examination room



Responsibility given to the teaching staff to bring question paper from the local 

Police station on the date of examination; one non-teaching staff assists in this work.



Keeping the account of loose sheets during examination



Post-examination packaging and 

Dispatch of answer scripts to the University 



Mechanisms of University External Practical Examination

(Organized by Laboratory based Departments) 

• Notification of University Practical Examination to Students

• Programme Schedule of University examination to students

• Details of Internal and External Examiners

• Sample Question paper of University Practical Examination

• Sample Answer Key and Record Book

• Sample Answer Script of University Practical Examination

• Award List of University Practical Examination

• Marks Uploading Portal of University

Documents in support of transparency in Examination System



Notification of University Practical Examination to Students



Programme Schedule of University examination to students

Online Examination (During COVID outbreak) and Offline)



Details of Internal and External Examiners



Sample Question paper of University Practical Examination



Attendance Sheet



Field Record Book submitted by 

Botany student

Answer Key

Project submission by Geography student



Sample Answer Script of University Practical Examination



Sample Answer Script (during COVID period)



Award List of University Practical Examination



Marks Uploading Portal of University



Mechanisms of Internal Assessment

Laboratory Based Departments 

• Notification from the Examination Sub-Committee to the Departments to 

arrange Internal Assessment within given time frame 

• Notice displaying Programme Schedule and Duty Chart of Internal 

Assessment

• Sample Question Paper of Laboratory Based Department

• Project Based Assignment at Internal Assessment

• Sample Attendance Sheet of Internal Assessment of Laboratory Based 

Department

• Award List of Internal Assessment

• Application of students praying permission to sit for Internal Assessment

• Feedback taken from weak students before Internal Assessment

In the Department of Mathematics

• Marks Uploading Portal of University

Documents in support of transparency in Examination System



Notification from the Examination Sub-Committee to the Departments 

to arrange Internal Assessment within given time frame 



Notice displaying Programme Schedule and Duty Chart of Internal Assessment



Internal assessment Programme Schedule

Mode: Assignment based, Project Submission and Seminar 



Sample Question Paper of Laboratory Based Department



Project Based Assignment at Internal Assessment



Sample Attendance Sheet of Internal Assessment of 

Laboratory Based Department



Award List of Internal Assessment



Application of students praying permission to sit for Internal Assessment

*One-time opportunity given to them to attend the assessment



Feedback taken from weak students before Internal Assessment

In the Department of Mathematics



Marks Uploading Portal of University



Mechanisms of Internal Assessment

Non-Laboratory Based Departments 

• Meeting and Resolution for Arrangement of Internal Assessment

• Meeting called by Head of the Department and Resolution for Arrangement of 

Internal Assessment 

• Department-level Allotment of Duty as Paper-Setters and Examiners for 

Internal Assessment

• Duty Chart for Invigilation at Internal Assessment

• Sample question papers of Internal Assessment 

• Sample Answer Scripts of Internal Assessments

• Award List of of Internal Assessment 

• Internal Assessment Marks Uploading Portal of University

Documents in support of transparency in Examination System



Meeting of Examination Sub-Committee to arrange Internal Assessment 

of Non-Laboratory Based Departments  Centrally



Meeting called by Head of the Department and Resolution for Arrangement 

of Internal Assessment at Non-Laboratory Based Departments



Department-level Allotment of Duty as Paper-Setters and Examiners for 

Internal Assessment at Non-Laboratory based Departments  



Submission of question papers via Email of Examination Sub-Committee

 by the Departments



Duty Chart for Invigilation at Internal Assessment 

of Non-Laboratory Based Departments arranged centrally  



Sample question papers of Internal Assessment 

of Non-Laboratory Based Departments



Sample Answer Scripts of Internal Assessments 

of Non-Laboratory Based Departments



Award List of of Internal Assessment of Non-Laboratory Based Departments



Award List of of Internal Assessment of Non-Laboratory Based Departments



Internal Assessment Marks Uploading Portal of University



All grievances of external examination related to issues such as delay in issuance of 

admit cards, absence and/or information error in admit cards and anomaly in marking 

score are forwarded to University redressal cell which are addressed as per University 

rules. Right to Information Act (RTI) enables the students to demand for the scrutiny 

and full information on their marking pattern within the stipulated time frame as stated 

in the University website after the declaration of results.

 At the institutional level, usually the departmental faculty responds to 

students' legitimate complaints about grades received and internal evaluations. 

Students discuss the assessed papers from internal exams, which include class exams, 

assignments, and projects, and recommendations for improvement are made.

Examination Related Grievance Redressal system at the Institution



Students’ Feedback regarding Current Examination System

Obtained from Course Attainment Survey (Arranged by IQAC)
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