STRUCTURE AND FUNCTIONAL ORGANISATION OF

THE EXAMINATION BRANCH


Vice  Chancellor





Registrar





Controller of  Examination


	     (CEO)





Guidance,coordination and monitoring the different section activities.  						





Additional CEO I


Policy and Logistics 


Development(NC)





Additional CEO II


Confidential Section(C)





Dy.Registrar*


 Certification &


Convocation(NC)





Dy.Registrar*


Finance & Administration(NC)





    Asst.Registrar


     Review &


     Redressal(NC)





Planning and


      Developing   


      the policy, and        


      approach  of


1.Assessment &


    Evoluation


2.Exam conduct & Confidential


3.Management of question papers, answer scripts & certification.


4.Convocation


5.Accounts


6.Exam grievances (Process Enquiry)


7.Exam evaluation related enquiries.








Action plan for the


      Logistics of     


      Examinations.


Administrative 


      Arrangements for 


      The conduct of   


      Examinations.


Examination rules 


     & Regulations.


Planning the 


      Examinations and 


      The evaluation 


      Process  


Professional 


     Development (PD) 


      in all areas 


      Regarding 


      Assessment and 


      Evaluation. 


Feedback, review


     And reconciliation


    of process.








	





Pre-Examination


Enforcing the conduct


      And confidentiality 


      Code.


Preparation and 


      Printing of the subject                 


      Question papers and


      Marking 


      Schedule /guidance 


     For evaluation.


Logistic of delivery of 


     question papers and    


      receipt  of answer 


      scripts.


Post-Examination


Logistics of evaluation 


      Of the answer scripts.


Digital database of 


      Learner subject marks 


      &  Certification of the 


      Same.


Publication of the 


      Result & Award of 


      Degree.


Availability of the 


      Results in the website.


Printing of the marks 


      Memos certificates 


      And degrees.


The logistics of the 


      Issue of the marks   


      Memos certificates 


      And degrees


Revaluation of answer 


      Scripts.


*Conduct of online 


      Exams & Results for 


      The same.


Review and the 


      Reconciliation of the 


      Processes in the 


      Confidential section.





     


   





 Certification


Preparation and 


      maintenances of 


      the examination    


     database.





Preparation of the


      Convocation 


      Database.


Issue of provisional 


      Certificates, 


      Consolidated  


      Memorandum of 


      Marks, Migration 


     Certificates, Degrees


Convocation


Action plan for the 


      Conduct of 


      Convocation.


Printing and 


      Distribution of 


      Invitations and 


      Brochures for the 


      Convocation.


Detailing the 


      Logistics of the   


      Conduct f the 


      Convocation.


Review and 


      Reconciliation of the 


      Certification and 


      Convocation 


      Outcomes.








Preparing the annual 


     Budget and the action 


     Plan for the allocation of 


     the  required  funds.


Printing of notification for exam dates


Attending to the remuneration of


   1.Examiners (Answer 


      Script evaluators)


   2. The chief       


        Superintendents


   3.The chief Examiners.


   4.Observers.


   5.Question papers setters.


   6.coding officers.


Attending to the 


      Infrastructure and 


      Equipment for:


    1.Digital storage


    2. *IVRS


    3.Teleconferencing and 


        Website ads.   


Attending to the 


      Maintenance of the


      University website.


Printing of degrees 


      Diplomas and all related 


      Certificates and memos.


Printing of invitations for


      The Convocation.


Conducting The 


                      Convocation.


Review and 


      Reconciliation of the 


      Performance of personal 


      And procedures wrt 


      Departments.


























Policy related to the 


     Objectives and 


      Logistics of operations


      Of the ‘Redressal’    


      Section.


Conduct of Examination.


Attending to the 


       grievances of the:


Chief Superintendents


Observers


paper setters


Examiners (Answer script Markers)


Students wrt:


Exam dates


Question papers


Exam venue.


Marking & accounting criteria


Certificates / degrees


Convocation time and venue


Certificates and 


   Degrees via post.


    6.convocation organizers.


    7.General issues.





Survey of the 


     Examination and 


     Certification process.


Feedback 


      Analysis, review, and 


      Reconciliation.























 








