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e Dept. of Exam (CIE)
(SOP) for Continuous Internal Exams:
Purpose

The purpose of this SOP is 10 outline the procedures for conducting continuous internal exams in an
educational instition.

Soope
This SOP applies to all faculty members, students, and staff involved in the conduct of internal exams.

Responsibilities

| *Controller of Examinations (COE)*: Responsible for oversesing the entire exam process,

2. *Faculty Members*: Responsible for setting question papers, conducting exams, and evaluating
answer scripts.

3. *Students*; Responsible for adhering to exam rules and regulations.

4. *Exam Invigilators®: Responsible for maintaining exam discipline and ensuring fair conduct.

Procedure

*Pre-Exam®

1. *Exam Schedule*: COE prepares and publishes the exam schedule at least two weeks prior to the
exam.

2. #¥Question Paper Setting*: Faculty members set question papers according to the exam schedule.
1, *Exam Material Preparation®: COE ensures that all necessary exam materials (question papers,
answer sheets, cte.) are prepared and distnibuted (o the exam centers.

“Conduct of Exam*

I *Exam Invigilation*: Exam invigilators report o the exam center at least 30 minutes prior to the
exan,

2, #Student Verification®: Invigilators verify the identity of students before allowing them o enter the
exam hall,

3. *Exam Conduct®: Faculty members conduct the exam according to the exam schedule.

4. *Exam Discipline®: Invigilators maintain exam discipline and ensure fair conduct.




*Post-Exam®

l. *Answer Script Evaluation®: Faculty members evaluate answer scripts according to the evaluation
criteria,

2. *Result Compilation®: COE compiles the results and prepares the mark sheets.

3. *Result Declaration®: COE declares the results and distributes mark sheets to the students.

Evaluation Criteria

1. *Knowledge®: 40%

. *Understanding®: 30%
. EApplication®: 204%

. "Analysis®*: 10%
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Exam Rules and Regulations

1. *Late Arrival®: Students armiving late will not be allowed to enter the exam hall.

2, *Unauthorized Materials*: Stadents found with unauthorized materials will be disqualified.
3. *Cheating*: Students found cheating will be dizgualified.

The college-level internal exam grievance mechanism typically includes the following steps:
Informal Resolution

1. *Student-Teacher Meetmg®: Students can discuss their concerns with the teacher or examiner.
2. *Departmental Review®: The department head or concemned authority reviews the issue.

Formal Resolution

1. *Grievance Cell*: Students submit a written complaint to the college's grievance cell.

2. *Grievance Committee®: A commitice reviews the complaint, mvestigates, and takes necessary
actions.

3. *Appeal Mechanism®: Students can appeal against the committes's decision to a higher authority,

Key Components

1. *Clear Guidelines*: Colleges should have well-defined guidelines for the grievance mechanizm.
2. *Transparent Process*: The process should be transparent, and students should be informed about
the status of their complaints.

3. *Time-Bound Resolution®: Colleges should ensure timely resolution of grievances.

4. *Confidentiality*: Colleges should maintain confidentiafity throughout the process.




Step of a Grievance Mechanism
Here's an example of how a college can structure its grievance mechanism:

L. *Level 1*: Student-Teacher Meeting

2. *Level 2*: Departmental Review

3, *Level 3*; Grievance Cell

4. *Level 4*: Grievance Commitiee

5. *Level 5*: Appeal Mechanism (c.g., to the Principal or Vige-Chancellor)

Colleges can customize this structure to suit (heir specific needs.

Importance of a Grievance Mechanism

A well-functioning grievance mechanism is essential for

1. *Ensuring faimess*: In the examination process

2. *Maintaining transparency®: Thronghout the examination and evaluation process
3. *Building trust*; Between students, teachers, and the college administration

4. *Providing a platform®: For students to voice their concems and seek redressal

By having a clear and effective grievance mechanism, colleges can promote a positive and supportive
leaming environment.
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Academic Calendar

2023 - 2024

Month Title of the Activity Date Allotted o
Unit Test | Third Week All Departments and Commerce
September I o
023 Evaluation Last Weck All Departments and Commerce
Cirievance First Week All Departments and Commerce

Clctober
123 Grievance Report Second Week | P

| Assignment work Last Week All Departments and Commerce

| Evaluation

January | University Examination and | Jan. / Feb. All faculty as per university schedule
2024 Evaluation 2023
February | Unit Test 11 Third Week | All Departments and Commerce
2024 (-
Evaluation Fourth Week | All Departments and Commerce
Giricvances First Week All Departments and Commerce
March ==
024 Ciricvance Repornt Second Week | All Departments and Commerce
March | Assignment work Third Week | All Departments and Commeree
20
April/ May | University Examination and | July / August | All f'mu'lt'}r as per university schedule |
2024
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