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Examination cell using Oracle Based Software developed by M/S Hari Enterprises, 

Dowleswaram. 

Organisation pattern of Examination cell and Chief superintendent 
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Application window of examination cell software 

 

 

 

 

Process of Examination 
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OMR SHEET WITH CANDIATE PHOTO, ROLL NO, SEAT LOCATION, BARCODE  
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PROCEDURE OF RESULTS DECLARATION  

After Entry of Internals & Externals 

Move to Internal Master 

 

Run before Results Check until no error  

 

Pass Status Correction 

 

Finalize Valuations (AFTER RE-VALUATRION MUST) 

 

Print out of Draft Gally  

 

Grafting 

 

Grafting modifications into Gally 

 

Print out of FINAL Gally (binding) 

 

Print out of Mark lists 

 

Generate Internet Results 

 

DECLARE RESULTS 

 

Move to External Master 

 

All Pass Validation (BINDING) 
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Generate All Pass  

 

Print out of TR’s, CMM & Provisional’s (BINDING) 

 

University Report (BINDING) 

 

FINAL CD BACKUP 

  

TOPPERS LIST (BINDING) 

 

SEMESTER CLOSING 

 

 

TARGET 20-30 DAYS SEMESTER CLOSING  

 

 

Controller of Examinations  
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P R GOVERNMENT COLLEGE (AUTONOMOUS), KAKINADA 
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SOP on internal assessment  

 
• CIA assessment of student’s performance in that course is important. 

• Faculty dealing with that particular course have to take proper measures for 
the evaluation of internal examinations answer scripts. 

• Candidates with above 60% of attendance will be allowed for the internal 
examinations. 

• All the faculty members are requested to evaluate mid exam answer sheets 
with in a week after completion of that mid examination.                  

• Answer sheets shall be given to students, address grievances if any in 

awarding marks and see that the answer script is signed by parents   and 
collect the answer scripts back.                   

• The         grievances with regard to awarding marks or evaluation shall be 
received from students   in writing and it shall be addressed if there is any 
merit. 

• All such grievances should be recorded in the activity register of the concerned 
faculty.                    

• An hour shall be allocated for discussing the performance of each student and 
measures for improving marks shall be discussed with students and 
suggestions shall be given.       

• Such parents - signed answer scripts and award list (CIA Register) shall be 
submitted to the principal by 10 days after completion of the mid 
examinations.    

• The outcome attainment of each student shall be calculated by concerned 
faculty and submitted to the IQAC within 15 days after completion of internal 
examinations.    

• The advanced learners, moderate learners and slow learners shall be identified 
basing on 90%, 60-90% and below 60% marks obtained respectively in the 
internal (CIA) examinations and the lists of such students shall be submitted 
to Academic Cell within 15 days after completion of internal examinations.  

• HOD are requested to monitor the evaluation process and posting and 
updating of marks in the CIA registers of the department. HOD should sign in 
the CIA register, after posting of marks, the same to be counter signed by the 
principal. 

• CIA marks should be submitted to the Examination cell in the lists issued by 
the examination cell with signatures of faculty, HODs and Principal. 

• The HODs are requested to monitor the evaluation process, follow procedure 

prescribed and ensure comply. 

• Care should be taken for the genuine evaluation, avoid giving uniform marks 
to all students. 

• Faculty can design their evaluation process and intimate to the students in 
advance on the same. 
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Instructions to invigilators 

 
• Faculty who has agreed to be on invigilator duty must attend in person. Report 

absence in good time to the Student and Examinations Convener. 

• Invigilators must arrive in good time, at least 30 minutes before the exam starts. 
Each invigilator must immediately report to the chief superintendent, and follow   the 
instructions given. 

• The invigilators ensure that the candidates bring only writing implements and 
permitted exam support material to their seats.  

• Bags and personal belongings, including mobile phones and other electronic aids not 

allowed into the examination halls. 

• The invigilator asks the candidates to present Hall ticket that includes a photo 

• During the exam 

• All unnecessary conversation between the invigilators and everything that disturbs 
the candidates must be avoided.  

• Invigilators are not permitted to use mobile telephones or tablet computers, or to 
read newspapers, etc. 

• Invigilators must be helpful and provide candidates with what they are entitled to as 
quickly as possible. 

• The invigilator should not start a conversation with the candidate. It is up to the 
individual candidate to decide whether he or she would like to talk or prefers 
quietness and concentration.  

• Any conversation about exam questions and exam subjects must be avoided. 
Candidates must not under any circumstances communicate with each other or with 
other external parties.  

SMP Cases  

• If cheating is suspected, it is important that this be handled in a way that does not 
create unnecessary noise and disturbance at the exam venue. 

• If an invigilator becomes aware or is made aware of activity that might cause 
suspicion of cheating, this information must be passed on to the chief 
superintendent.  

• The invigilator removes exam support material that is not permitted and passes this 
on to the chief invigilator.  

• The removed material is marked with the candidate's name or candidate number, as 
well as the course code.  

At the end of the exam 

• When a candidate is ready to hand in his or her answer paper, the invigilator must 
check that all sheets are there consecutively.  

• At the end of the exam, it must be as quiet as possible at the exam venue in 
consideration for other students. 

• Submitted answer papers must be sorted by course and ascending candidate 
number, if applicable in relation to exam committee lists. 

•  Papers for each course are placed separately and handed over to the chief 
superintendent  
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P R GOVERNMENT COLLEGE (A): KAKINADA 

EXAMINATION CELL  

 

Instructions to the Squad Members 
 

Instructions to the Squad Members  

1. It is a responsibility of squad members to ensure the fair conduct of Autonomous 

Examinations.  

2. Squad Members shall visit the examination Halls and follow the following regulations in 

order to ascertain the fair conduct of Examinations.   

INDISCIPLINE AND MALPRACTICE IN THE AUTONOMOUS 

EXAMINATIONS    

R.1: Nature of Indiscipline   The following shall be construed as acts of Indiscipline in 

the context of Autonomous Examinations:  

a) Misbehaviour on the part of the candidate either verbally, physically or by use of lethal 

weapons etc., in the examination hall by way of threatening the invigilator, other staff involved 

in the conduct of examination, squad members, Registrar (Evaluation) or any 

authorized person appointed. 

b)  Making any mark in the answer book with a view to disclose his/her identity to the 

examiner.   

c)  Writing any kind of an appeal or threat or message or enticing statements to 

examiners in the answer books.  

d) Writing anything on the question paper (Except Exam. Reg. No.) or passing such a 

question paper to others with an intention to help him/her, copy.  

e) Intentionally tearing or spoiling the pages of an answer book.  

f) Destroying or attempting to destroy any evidence pertaining to a case of indiscipline 

or   malpractice. 

g) The examiner / staff involved indulging in harassing the student/s during internal assessment 

 (IA), theory and practical examinations.   
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h) Any other unfair incidents, not covered in the above and as decided by the Chief 

Superintendent of the examination centre if, thereby the sanctity of the   Autonomous 

Examination system is affected.   

R.2: Nature of Malpractice  

The following shall be construed as acts of Malpractice in the context of the 

Autonomous Examinations:  

a) Possessing or having access to any book, notes, printed or written materials or   

possessing gadgets of any kind including a mobile, in the examination hall.      

b) Seeking or receiving assistance from either outside or from within the examination 

hall   and giving assistance to fellow examinees for answering in the examination.  

c) Copying or attempting to copy from a book/chit or the answer books of others or 

allowing copying from one's answer book/chit/book.  

d) Attempting to send out / take out answer books or additional sheets from the 

Examination Hall or receive from outside the examination hall, any assistance of this 

kind with the object of inserting them in the candidate’s answer books.   

e) Any other unfair incidents not covered in the above as decided by the Chief Superintendent 

of     the examination centre by which the sanctity of Autonomous Examination system is 

affected.   

 3. Squad members shall verify the following:  

- Seating arrangement in the rooms as per the instructions given to Chief Superintendent. 

- Sufficient light and ventilation in the block. 

-. Invigilation only by Teachers. 

-  Answer Booklet Account and question paper distribution details. 

-  Adhering to the schedule of the examination time table.  

-  Mass copying if any.  

- Indiscipline by the Examiner/ staff involved in conduct of examination if any.  

4. Any other anomalies found in the examination centre, shall report immediately and followed   

by submitting the report at the end of Examinations 



THE END


