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Examination Policy Manual 

Introduction:
The contemporary education system does not rely only on the delivery of information from the source to the 

stakeholder. Rather. it incorporates the impact of the information on the overall performance of the 

stakeholder, that is, student. It is imperative to observe and evaluate whether the information has been 

delivered effectively and any barriers or obstacles in the process are removed. For this purpose, there is a 

need for continuous internal evaluation in order to keep a periodic check on the performance of the students 

and ensure that there is overall development throughout the year.

Policy 
The Examination Committee (Internal and External) conducts and evaluates examination in accordance with 

the rules and regulations implemented by the University of Mumbai and declares the results within the 

stipulated time. 

As and when the policy is amended, it is implemented in the college. In 2019-20, the University of Mumbai
circular dated June, 2019 mentioned introduction of cluster system for smooth conduct of first year and 

second year examinations, where a lead college was selected, and all nearby colleges were to follow the 

instructions of the lead college for conduct of examination. 

Orientation regarding Examination 
Students and parents are informed about the examination process through the following initiatives 

1) The prospectus of the college given at the time of admission mentions about the exteEHalas well as 

internal evaluation ION 
2) Students are informed about the same during first day orientation
3) Students are provided with the academic calendar which includes exam and assignr dates
4) Notice is circulated one month prior regarding date of commencement of exam 

5) Exam dates are displayed on the college and department notice board 
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Internal Examination Procedure:

Academic Calendar
Students are provided with an academie calendar for he entire term. which consists of the date : for 

submission of assignments and conduct of internal exams. This calendar is provided to them during

the start of the term as it would help them prepare accordingly. 

Time Table 
A proper time table is framed for each course and class, in such a way that tests are conducted and 

simultaneously lectures are also taken.



Test 
Class tests are conducted periodically to help students prepare topics in smaller bulks,. rather than trying to learm everything at the end. 

Assignments 
ASSignments are given to students for each subject to enable students to have periodic practice for topics that are difticult or hard to understand. Sometimes. certain topies are also given to increaseexposure for research. 

Additional Examination (lnternal and External) 
Additional tests are conducted in both the terms for students who are unable to sit for the first test aue to medical reasons, sports representation as per the University rules and regulations. These 
papers are also evaluated by the teachers in the same manner. A proper letter stating the justified reason for absenee is collected from such students

Other Details
In addition to above mentioned activities, there are certain activities that are done on regular basis in 
the college as part of the internal evaluation. These are mentioned below 

o Result analysis and Review Meeting:
The results are compared course-wise and comparison is also done with past performance of 
the student to mark any observed progress across semester. Overall number of students
passing in the course is recorded and reported to the principal. Efforts are taken to improve
performance of weak students, if required. 

o Maintenance of documents: 

Answer sheets of all internal exam are maintained till the completion of one year, Block-wise 

Supervisor report and attendance sheet of students is als0 maintained for record purpose.

Notices. timetables., supervision chart and block arrangenent display ed on notice board 
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and maintained in file. ION 

External Examination Procedures: 
0 

Pre-Examination: 
Timetable mentioning schedule of examination is prepared and shared with students 

o Candidate examination application forms are serutinized, examination seat nunbers are 
generated for all students

o Seating arrangement, block arrangement, and supervision chart is prepared and shared with 
teachers 

o Candidate list for attendance is prepared and shared with students as well as supervisors
o Inventory related to examination materials (answer sheets. printer, copier. etc) are monitored. 

and any changes are incorporated with the consent of principal 
Question papers are printed and kept ready on the day of examination with all relevant

information related to course, subject, paper, semester, marks, time and so on 
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Conduct of Examination:
o The chairperson of the examination committee takes up the responsibility for smooth conduct 

of examination, along with junior supervisors o The chairperson, along with the senior supervisor ensure that all students are imsiae n 

examination hall in time and examination is initiated peacefully and smoothly without any 
hassle

O Ihe junior supervisors are in-charge of their respective blocks, and monitor the conduct or 

xamination. Ih case of any foul play, they are responsible to notify the chairperson, who can 
take necessary action related to unfair means or any other problem 

O Any kind of lapses or irregularities are reported by the Chair person to the principal 
immediately, and appropriate action is taken timely

O he junior supervisors remain in the allotted ha9911 for the entire time of examination. and 

are allowed to leave the hall only after completion of exanmination and collection of answer

sheets from all students. The chairperson and senior supervisor take rounds of the campus to 

keep a check regarding the same.

Post Examination: 
Post-examination work done by the committee is divided into 5 main stages:

o Evaluation: The answer sheets are evaluated by the subject teacher under CAS system. 
which is strictly adhered to. Teachers are expected to correct papers within the college only.
The marks are processed and the results are generated along with the required documents 

such as flowsheet, grade wise result.
o Verification: Marks entered by the subject teacher are verified by the examination committee 

members in the presence of the teacher. Any changes or errors are rectified and then the 

marksheet is submitted to the examination committee. 
o Moderation: Evaluators are brought in from other colleges for revaluation and results are 

processed after incorporating updates. 
Processing and Declaration of Results: After completing verification and moderation. the 
results are uploaded on e-sanchalan and results are finalized. Eligibility list is prepared at the 
end of even semester examination to promote students to the next year. Marksheets are 
distributed to the students within 40 working days of the completion of examination. Answer 
sheets are preserved for one year post completion of exam, after which they are disposed-ott 

safely.
o Grievance: The students are given an opportunity to apply for photo-copy/revaluation if they 

are not satisfied with the marks they have attained. Grievance committee is formed to attend
to any kind of grievances faced during the examination.
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