XITE GAMHARIA (AUTONOMOUS)

Accredited by NAAC | Recognised by UGC
Approved by AICTE | A Unit of Xavier Colleges
NEP Implemented | In Collaboration with XLRI

Academic Excellence with Human Values

XITE CAMPUS, ADITYAPUR - KANDRA HIGH WAY,
BEHIND TATA COMPLEX COLONY, GAMHARIA .
JAMSHEDPUR, JHARKHAND 832108

www.xite.ac.in

-




EXAMINATION POLICY
FOR CONDUCTING EXAMINATION
AND
DECLARING RESULTS
AT XITE GAMHARIA (AUTONMOUS)
(Affiliated to Kolhan Univversity)

Implemented from
Academic Session 2024 - 25




XITE, Gamharia
(Autonomous)

Examination Policy of XITE, Gamharia (Autonomous)

AN TENES: - cirmsivmssinit-bres iinnsas msoniupmmsorsosasmeiissres siolhe asinosmsim sssmmasmsamsen s msser s s e Page
1. Aboubilie Collobo.. . crapmmiismmammnmnrsimsinsiskinmmsrsmmsswnmnms s 1
2 The Department of Exaninabions e aentsmsmussssimomeenssanssyadsss s 2
5 - Ea i HiONE SY 0 oimsis s i A S AR SN s B R s 4
IR e Yk R USSP aiats U SR YRR S 4
5. Preparation of the End Semester EXamination. ....cv.cceonscunesunessnnensssinassans 6
6. Conductof BxamUinalioil. .. conmrinenvommnigomimsimsns wosres s swn v v
Zer BualOalion . coiviomoesisnnsssssssnssommensvme sy sans su b soes musio s ons v csas s e s ian 12
8. Highlights of Regulation of FYUGE ... ubsmiseissmspammsmmsnsenisnes 15
9. Examination, Learning Assessment and Grading System........................ 23
10. Eligibility for End Semester Examination............ccccoovviiviiinniniinininnnnnen. 25
kil T ] T ORI B “NURNNRE SCUNESUNAR. AW TN RS - L 26
12, Declaration 6f ResBlS «..c.v v mmumsampss v o muswvissssns swspgasrsmivn 27
13. Serufiny, Relolalling & Ro-BExamitafion: »ensmassrsesmmssriisinmonsisansiss 28

1. ABOUT THE COLLEGE

XITE Gambharia (Autonomous) is one of the units of Xavier Colleges in India and
abroad. These Colleges are founded and managed by the Society of Jesus (Jesuits) who
are pioneers in the field of Education. The main objective of the College is to groom the
youth of Jharkhand and neighbouring States both in knowledge and skill, and make
them capable of understanding their responsibility towards nation building and good
citizenship. The College is NAAC Accredited, secured 2F Certificate from the UGC and

runs AICTE Approved courses. The college has an online UG Students” Journal
“Vimarsh” with ISSN number.

1.1 VISION

Excellence in Academic & Human Qualities Inspired by the Jesuit motto of ‘"MAGIS’
(ever more, greater) XITE College envisions to be an institute of excellence in
academic and human qualities with a firm commitment to improve the quality of
life of people, especially of the State of Jharkhand.

1.2 MISSION

Enabling and strengthening the mental, moral, ethical, social and spiritual aspects
of our students by providing quality and excellence in education and striving for the
total integral development of the whole person.

1.3 GOAL

* To impart quality education with human values.

* To groom the students’ talents to make them true professional leaders.

* To mould the students to be men and women for others.

* To inculcate in the students social and ethical sensitivity with integrity
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2. THE DEPARTMENTOF EXAMINATIONS

It is an important body of the institution which aims at conducting its duties efficiently
throughout the year related to assessment and evaluation process according to the
rules laid by the institutional exam manual in accordance with UGC and the
university norms. This committee is headed by the Principal, coordinated by
Controller of Examinations, Examination Cell comprising of senior faculty members
nominated by the Principal. The Cell deals mainly with assisting Controller of
Examinations (CoE) in conducting all exams and evaluations, appointment of
examiners, evaluators, preparation and publication of exam schedule, conduct of
central evaluation, timely declaration of results, conduct of supplementary exams and
other related works of the department.

2.1 Aims and objectives

The exam department aims to fulfill the vision and mission of the college in totality
by adhering to all rules and regulations of the exam department which are approved
by the college.

2.2 Vision
Transparency and Academic Excellence of the students.
2.3 Mission

* To establish a structure to impart quality education with human values.
* To enhance the students’ intellectual capability
» To offer a policy that is transparent and fair
* To educate the students in ethical and moral values.
24  Examination cell:
In accordance with the guidelines of the UGC to autonomous colleges, the
examination cell is headed by the Principal and the CoE as a coordinator of the
Examination Department who will be ably assisted by nominated faculty members
of the Examination Cell.

Members of Examination Cell XITE, Gamharia (Autonomous)

Sl. No. | Designation

3 Principal

2. Vice-Principal

3. Controller of Examinations

4, Assistant Controller of Examinations
5. IQAC Co-ordinator,

6. HODs

7. Nominated Senior Faculty

The Examination Cell shall be constituted for the smooth functioning of the
examination department The controller of examination will work with a team
comprising of section officer, office assistants, computer programmersﬁta
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operators etc. as per the requirement. The examination cell will have appropriate
infrastructure facilities for generating question papers, conducting evaluation and
publication of results. The Principal will be the centre superintendent of
examinations for all examinations conducted in the college.

The responsibility and functions of the examination cell:

(a) To formulate/review the policies of the examination and evaluation from time-
to-time.

(b) To act as an advisory body for the matters relating to the conduct of
examinations, evaluation and publication of results.

(c) To suggest measures for modification and improvement regarding the
examination and evaluation process.

25 Controller of examination:

The controller of examination will be responsible for the conduct of all the end
semester examinations of the college and it shall be his/her duty to necessary
preparation, scheduling, conducting of examinations and all other contingent
matters connected with examinations. The controller of examinations in the
execution of his/her office shall report to the Principal periodically on the
performance of his/her duties.

The following are some of the duties/ responsibilities of the controller of
examination-

(a) He/she shall be responsible for the safe custody of all papers, documents,
certificates and other confidential files connected with the conduct of
examinations.

(b) He/she shall maintain the record of panels of examiners for all
subjects/departments.

(c) He/she will fix the dates for mid semester examination and prepare the
schedule for end semester examinations with the approval of Principal.

(d) He/she will appoint the question setters for each course from the panel of
examiners approved by the boards of studies from departments with approval
of the Principal.

(¢) He/she with his/her team will arrange the orienting of question papers and
moderation of the papers by the respective heads of the departments.

(f) He/she with his/her team will prepare the timetable of examination and list of
invigilators required.

(g) He/she will conduct the examinations with utmost fairness; and will take
special care to see that secrecy and confidentiality are maintained in the
conduct of the examinations.




XITE. Gamharia
(Autonomous)

Examination Policy of XITE, Gamharia (Autonomous)

(h) He/she will appoint the evaluators of answer books with the approval of the
Principal and conduct the evaluation process.

(i) He/she with his/her team will see to the tabulation, moderation, preparation
and timely publication of results.

(i) The mark-sheet shall be issued by the office of the controller of examinations.

(k) The controller of examination along with the Principal will submit, at the end
of each year, details of the students who have completed successfully to the
Kolhan University.

(I) The university will issue the degree certificate at the end of the degree program
to the successful students on submission of application form with the
prescribed fee.

3. EXAMINATION SYSTEM:

XITE Gamharia shall follow the semester system of examination based on the NEP

(National Education policy) pattern of syllabus for all academic programmes.

Pertaining to the semester system, in every programme a dual level examination

pattern will be adopted -

(1) Continuous Internal Assessment (CIA): For each course, there will be
Continuous Internal Assessment (CIA) which includes one written mid
semester examination and other components such as project, presentations,
assignments, case studies, quiz, etc. The CIA will be conducted as per the
scheme and syllabus of the programmes at the department level. However,
the dates of mid-semester exams will be announced by the examination
department.

(i) End Semester Examination (ESE): The End Semester Examination will be
conducted by the examination department at the end of each semester. The
end semester examination of odd semesters (1/3/5/7) will be conducted in
the month of December and the even semesters (2/4/6/8) in the month of
May every year. The end semester examination shall be conducted for
theory and practical papers (courses) as per the requirement of the
programme. Evaluation of project/ dissertation will be conducted through
viva-voice in one of the final semesters (7 or 8). The guideline set by
academic council shall be followed for the conduct and evaluation of all
examinations.

4. EXAMINATION PROCESS
The examination process at XITE (Autonomous) can be illustrated under three broad
phases of functioning.

4.1 Pre-Examination Process
¢ Allotment of rooms and seating plan

¢ Receiving all stationery items
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Request for application for registration for ESE to all eligible students
Arrangement of Board of Examinations as per the programme and semester

Request for End Semester Question papers - both Internal and External
Faculties

Permission to students for late registration due to various official reasons
including sports and medical cases

Generation of Invigilators’ list

Printing of question paper

4.2 Examination Process

Verification and double checking of seating arrangements (affixing registration
numbers of the students on the desks)

Bell schedule timings to be checked
Briefing of invigilators (before every session)
Distribution of answer booklets to respective student by the Room invigilator

Checking of hall ticket, ID Card and other security measures by the Room
invigilator

Distribution of question paper
Conduct of exams including affixing barcode on the answer script

Surprise Squad visit to the examination room, exam department members visit
to the rooms to check the conduct and the smooth flow of exams

Detection of any malpractices (if so to follow the process as per the norm)

Collection of answer booklets from the students after the examination and
deposition of the same in the office of CoE

Validation and arrangement of answer booklets as per the norms

Grant of extra time to differently abled students including student who met
with accidents etc.

Staking the answer scripts in order for valuation and preparing the valuation
list

4.3 Post-Examination Process

*

Evaluation by the examiners appointed by the CoE

Verifier checking the totaling etc. of each and every answer script of every
course

Review of the answer scripts after the verification is done for each and every
answer script

Collection of evaluated answer scripts
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¢ Entry of marks and generation of mark list

* Verification of mark list

» Gracing and moderation of the results as per the norms of the moderation rule
o Consolidation of results including the grade subjects,
¢ Examination Cell meeting

» Publication of results

e Storage of results

« Notification for scrutiny and retotaling

¢ Scrutiny and retotaling process

e Results of Scrutiny and retotaling

e Rank list generation for each programme

¢ Result analysis and presentation
5. PREPARATION OF THE END SEMESTER EXAMINATION

51  Question paper setting:

Appointment of question paper setters and examiners for each course and each subject
for which examinations are likely to be held shall be made by the controller of
examinations from the panels of examiners. It shall be competent for the controller of
examinations with the approval of the Principal to appoint a new question paper or
examiner outside the existing panel or to cancel the appointment of any question
paper setter or examiner. The pattern of questions to be set with the copies of the
concerned syllabus and previous year’s question paper/model question paper will be
sent to the selected question paper setters. On that basis the question setter will set the
question paper and will send the same in two copies to the controller of examinations
within the given time limit.

5.2 Question Paper Printing;:

The printing of the question papers will be done under supervision of the controller
of examinations maintaining full confidentiality. Each question paper must contain
the name and year of the examination, name of the subject, subject code, total marks
assigned, duration of the examination, etc. The marks assigned to each question shall
also be noted against concerned question on the question papers. All the pages of the
question paper shall be numbered. The sealed packets containing question papers will
be kept in safe custody, only to be taken out one hour before the commencement of
the particular examination.

5.3 Preparation of Answer Books:

Answer books in sufficient numbers will be printed prior to the examinations. There

&)
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examinations. The instructions to the students for answering the examination will be
clearly printed on the cover page of answer book.

5.4 Seating Arrangement:

Prior to the end semester theory examination, the personnel of the department of
examinations under the supervision of controller of examinations shall make all
necessary seating arrangements for the examinees. The Exam roll numbers of the
students will be written on each table/desk and the range of roll numbers of the
students will be written on the black board in the examination hall/room. Seating
arrangements will be in such a manner that each student will be visible and easily
accessible to the invigilator.

5.5 Preparation of the list of Invigilators:

List of invigilators will be prepared in the examination cell for each day of the
examination on the basis of the number of examinees and number of rooms allotted.
The invigilator shall be a teaching staff of the college appointed by the controller of
examinations and approved by principal. The list of invigilators will be circulated
among the teachers for getting signatures during the examination. In the list some
additional names shall also be included as substitute invigilators. In case of
unavoidable absence or unavailability of an invigilator, his/her duty shall be
transferred to a teacher from the substitute invigilators.

5.6  General Assembly for the Students:

Before the end semester examination, a general assembly will be conducted for the
examinees by the principal and the controller of examination. The rules, regulations
and important instructions will be communicated to the students.

6 CONDUCT OF EXAMINATION

6.1 Methods of Examinations:

The end semester examinations shall be conducted as per the scheme prescribed for
the academic programme concerned. All the end semester examinations will be
conducted by one or more of the following methods -

(1) Written

(i)  Practical

(ili)  Viva-voice.
The .written examination will be conducted by the examination cell while the
practical / Viva-voice examination will be conducted by the concerned department,

6.2 Notification of Examination:
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The process of examination will begin with the issue of notification by the controller
of examinations. The time table of end semester examination shall be notified at least
15 days in advance of the commencement of examination along with the notice of
examination form fill up and fee details. The notice will be communicated to all the
departments and administrative offices. The same will be uploaded on the college
website. No student will be allowed to appear for the examination without paying the
prescribed fee.

6.3  Issuing of Admit Cards (Hall Ticket):

All students admitted in a programme (UG /PG) with remittance of prescribed fee and
are eligible to appear in the end semester examinations will be admitted. The eligible
students who secure the prescribed minimum attendance during the span of a
particular semester and possess minimum qualification prescribed in the regulation
for each programme shall be issued the admit card. The e-admit card will be generated
for an eligible student after the payment of the fees and he/she will be able to
download the same.

6.4  Frisking of Students at the Venue:

All the students appearing for the end semester examination will be frisked at the
college entrance before the commencement of examination by the frisking team
appointed by the principal. The students will be strictly prohibited from carrying cell
phones, electronic calculators, smart watches, other electronic gadgets, books,
printed/hand written notes, etc. in the examination hall. Handbags will not be
allowed in the examination hall. The students will be permitted to carry only the admit
card and required stationary items with them.

6.5  Opening of Question Paper Packets:

The sealed packets of question papers will be kept in the safe custody of the
examination cell and will only be taken out on the day of the particular examination.
The CoE will endorse the packets with his/her signature before sending them to the
examination halls/rooms. In the examination halls/ rooms one of the invigilators will
put his/her signature and the packets will be opened just before the commencement
of examination.

6.6  Responsibilities/Duties of the Invigilators:

The role of the invigilator is very important as he/she will be responsible for the
efficient and fair conduct of the examination at the venue. The following guidelines
shall be followed by the invigilators for the smooth and fair conduct of the
examinations:

i. The invigilators will report to the control room of the exarmnanon one h
before the commencement of the examination. :
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The invigilator will reach the hall/room allotted to him/her 30 minutes before
the commencement of examination.

The invigilators will verify the sealed question paper packets and put
signature on all the packets before opening them.

Students will be allowed in the examination hall 15 minutes before the
commencement of the examination. Answer sheets will be distributed to the
students according to their roll number and seating arrangement.

The invigilator will give general instructions to the students and will ensure
that all of them fill the required details on the answer books. He/she will also
ensure that all the students are having their admit cards. In case of any student
found without his/her admit card, the same must be reported to the
examination cell.

The question paper will be distributed 5 minutes before the commencement
of examination and the students will start writing once the bell rings for the
examination to begin.

The invigilator will see that perfect silence is maintained in the hall. Talking,
discussion among the students and exchange of materials will be strictly
forbidden.

The invigilator will put his/her signature on the answer sheets of the students
allotted to him/her; and also take their signature in the attendance sheet
provided by the examination cell.

The invigilator will be vigilant in the hall and will see to the smooth conduct
of examination. He/she will ensure that no unfair means is adopted by any of
the students. In case of any unfair indulgence noticed, the custody of the
answer book of the concerned student will be taken immediately and the case
will be reported to the controller of examination for the further action.

At the completion of the examination the invigilator will collect the answer
books from all the students allotted to him/her, arrange them in order of the
roll numbers and submit the bundle in the control room along with the
attendance sheets.

6.7 Instruction to the Students:

i

ii.

iii.

The students must come to college well before the commencement of
examination.

They will bring their admit cards on all days of the examination and failing
which they will not be admitted to the examination hall. If the admit card is
lost, the student will immediately submit an application for issue of a
duplicate admit card to the controller of examinations.

The student will be strictly prohibited from carrying cell phones, scientific
calculators, smart watches, digital diary, blue tooth ear pods, other electronic
gadgets, books, printed/hand written notes, etc. in the examination hal







