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Guideline for Students

1.
2.
3.
4.
5.

Tlre examination will be conducted purely by ONLINE MODE fram 2?"d October,
2021 onwards.
The duration of examination is 3 hour from 10.30 am to 01.30 pm.
The student has to use A4 size paper with proper margin space and write the answer
in one side oniy.
They have to write their Exam Roll No, Sutrject and Paper in each page on the left
upper corner and page no at the right upper corner.
anywhere in the answer
The students are advised not to men
sheet.

examination time, the answer sheet has to be
submitted/uploaded within 30 minutes in the Email ID provided to them by their

6. After completion of
7.

respective HOD.
Procedure for uploading of Answer Sheet: After the end of examination the student has to scan all pages of ttre answer
i.
sheet serially, it has to be saved in PDF format file; and name the file with
their Exam. Roll no, Subiect and Paper.
For example :ROOl2OENGOO 1-ENG.CC.I

ll.

Then submit the PDF file to the email-id supplied and another copy to
the whatsapp no, of their respective HOD.

In case of any technical error/internet problem, in receiving the question
paper and uploading the answer sheet by any student within the prescribed time
limit, the authorities shall not be held responsible'
Assignment of Mentor:-

1- A group of students [preferably 20 or iess) should be assigned to a

Z.

3.

mentor
[RegularlAd-hoc/Guest FacultyJ and the list of students with the name of tire mentor
should be submitted to the Controller of Examinations'
The mentor will contact and collect the information [Name, Exam. Roli No, email ID,
WhatsApp Mobile No.J from the students and will guide them for the online mode of
examination.
They have to collect the WhatsApp No from the students and create separate groups
and the HOD will remain only admin in such groups.

4.
5.

6.
7.
B.

After creation of the group, tire HODs are requested to conduct a Demo session to
test the operation of the process two to three days prior to the date of examination.
During the examination day, the question paper will be provided One Hour earlier of
the commencemerrt of the examination and the HOD will upioad the question in
respective WhatsApp Group 5 minutes before the commencement of the
examination.
Before uploading the question paper, the HOD will provide the Email-id for submitting
the answer sheet and keep a watch for first 15 minutes for any sort of help required
by students and then lock the WhatsApp Group.
After the end of the examination the HOD are requested to provide the attendance
position of the students to the Centre Superintendent of the College.
The Centre Superintendent has to create separate folder for each subjects and papers
and submit the same with the attendance sheet of the students to the Controller of
Exams. within two days of completion of the theory paper examination.
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