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DIBRUGARH HANUMANBAX SURAJMALL KANOI
COLLEGE (AUTONOMOUS) EXAMINATION
ORDINANCE, 2025

Preamble

Whereas Dibrugarh Hanumanbax Surajmall Kanoi College, hereinafter shall be called
D.H.S K. College (Autonomous) has been declared an Autonomous College under the
provisions of clause 7.5 of the UGC (Conferment of Autonomous Status Upon Colleges
and Measures for Maintenance of Standards in Autonomous Colleges) Regulations,
2023, dated 17" April, 2025 as notified by the University Grants Commission (UGC)
vide letter No. F. 2-10/2023 (AC-Policy).

Now therefore, in exercise of powers conferred by Clause 11.1 of the 2023 UGC
guidelines for autonomous colleges, D.H.S.K. College (Autonomous) shall constitute
an Examination Regulations for managing and maintaining all examination-related

matters nf D.H.S.K. College (Autonomous).
The Rules Governing the Examination Policy of the College are given as follows:

1. Short Title, application, and commencement

1.1 The regulations shall be called the D.H.S.K. College (Autonomous) Examination
Ordinance-2025.

1.2 These rules shall be applicable for Undergraduate, Postgraduate and Examinations
of all programmes of the D.H.S.K. College (Autonomous) beginning from the
academic session 2025-2026.

1.3 Rules framed by the Academic Council of D.H.S.K. College (Autonomous) and
approved by the Governing Body of the D.H.S.K. College (Autonomous) for
efficiently conducting the Examination process and effective management of the

evaluation system to maintain the academic standards.

1.4 The rules shall come into force with effect from academic session 2025-2026.

4
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2. Definitions
2.1. ‘Absentee Candidate’ is a student who has not appeared in the examination.

2.2. ‘Academic Year’ means a year commencing on such date in June/July and ending
with such date in May/ June of the following year as may be decided by the Academic
Council. The duration of two consecutive (one odd and one even) semesters constitutes

one Academic Year.

2.3. ‘Admit Card’ means a valid proof of eligibility of a candidate to appear in the

examination.

2.4. ‘Answer Booklet’ means a stitched booklet of fixed pages issued by the College to
the students in the Examination Hall to write answers for the questions listed in the

Question Paper of a subject under examination.

2.5. ‘Answer Script’ means the Answer Booklet in which the examinee has attempted/
written his/her answer in response to the questions listed in the Question Paper on the

examination day.

2.6. ‘Application Form’ means a prescribed format for applying to appear in an

examination.

2.7. ‘Applicant’ means a student who has submitted an application in the prescribed form

for appearing in the examination.

2.8. ‘Arrear/ Backlog Candidate’ is a student who, having once been admitted to/ appeared
in an examination of the College, is again allowed to appear for the same examination

because of his failure or absence in the previous examination.

2.9.° Assistant Officer In-Charge’ (AOC) is the academic staff appointed by the OC to

conduct the end-semester examination of a particular semester.

2.10. ‘Betterment’ means appearing for an examination again to improve marks in certain

papers.

.
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2.11. CGPA is ‘Cumulative Grade Point Average’. It's a standardised system used to assess
a student's overall academic performance over their entire course of study. CGPA

reflects the average grade points earned across all subjects taken.

2.12. ‘Candidate’ means a student who has been admitted to an examination by the

College Authority.

2.13. ‘Choice-Based Credit System’ (CBCS) is an educational system in which each
student is allowed to select a particular course from the prescribed courses (core
courses, discipline-specific electives, generic elective, ability enhancement

compulsory courses, skill enhancement courses, mandatory non-credit courses, etc).

2.14. ‘Comprehensive Attendance Register’ is a subject-wise and course-wise record of

attendance of the students maintained by the Examination Cell.

2.15. ‘Corresponding Reference Number’(CRN) is a serial number assigned to the answer

scripts to suppress the identity of candidates.

2.16. ‘Course’ means the segment of a subject or a unit of instruction under any
programme to be covered in a semester (traditionally referred to as a paper). A course
covers an individual subject and has a fixed programme of sessions during the term,

called lessons or classes.

2.17. ‘Daily Attendance Sheet’ is a record of the daily attendance of the students in an

examination.

2.18. ‘Duration of Examination’ is a specific period during which an examination is

conducted for a particular programme.

2.19. ‘Duration of Programme’ means the period required for completing an academic
programme. The duration of the undergraduate programme shall be- 6 Semester (3-
Year UG Programme) /8 Semesters (4-Years UG Programmes). The duration of the

post-graduate programme shall be 4 Semesters.

2.20. ‘Eligible candidate’ means the student who has completed the required credits in a

particular semester to appear in the end-semester examination.

2.21. ‘End Term Examination’ means Examinations conducted at the end of each

Semester. ‘Evaluation In Charge’ (EIC) is the academic staff appointed by the CO to

¢«
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conduct the evaluation process of an end-semester examination of a particular

semester.

2.22. ‘Examination’ means a process to assess the progress or evaluate a candidate’s
knowledge or ability in a particular subject or course, comprising written examinations
of Theory Papers, Practical Examination involving Laboratory Experiments,
fieldwork, internship and community engagement programme, dissertation, group
discussion, seminar, home assignment and any other mode of assessment for

continuous and end-semester evaluation of students for them to obtain a degree.

2.23. ‘Examination Fee’ means the fee for registering and securing admission to an

examination. It is inclusive of the fee payable for the statement of marks as may be

prescribed by the College Authority.

2.24. ‘Examiners’ mean teachers appointed by the Controller of Examinations from
among the panel of Examiners approved by the Board of Studies, for the evaluation of

answer scripts of theory/practical examination of any academic programme.

2.25. ‘Expelled Student’ means a student who is caught using unfair means and is expelled
from the examination for that particular paper/all the remaining papers as per the

decision of the Examination Committee.

2.26. ‘External Examiner’ of a practical examination is an experienced faculty member
from another affiliated or recognised institution or university appointed to conduct or

supervise practical, viva voce or project evaluation,

2.27. ‘First Rank Holder’ of a programme is the student who secures the highest CGPA
in that particular programme. However, the Overall Weighted Percentage of Marks

(OWPM) of a candidate shall be considered in case of a tie in CGPA.

2.28. ‘Grade Sheet’ is a report that communicates a student's performance in an

examination.

2.29. ‘Head Examiner’ means teachers appointed by the Controller of Examinations from
among the panel of teachers approved by the Board of Studies for finalising the marks

of the theory examination of any academic programme.

4 4

(3 scanned with OKEN Scanner



2.30. ‘Identity Card’ means an official document issued by the College to a Student for a

specified duration with his/her Name, Photograph and other personal details as proof

of his/her enrolment in the College.

2.31. ‘Internal Assessment’ means an assessment based on the Session Tests, assignments

given to the students and attendance, during a particular academic period.

2.32. ‘Internal Examiner’ of a practical examination is an experienced faculty member of
a particular department of the college appointed to conduct or supervise practical, viva

voce or project evaluation of a course of that particular department.

2.33. ‘Internal/ Session Test’ means continuous academic evaluation of a Student

conducted periodically by the respective Department.

2.34. ‘Invigilator’ means a teacher who implements the Examination Rules and remains
vigilant to detect and prevent unfair means and any malpractices that may occur during
the conduct of any Examination of a particular course where he/she is appointed as an

invigilator.

2.35. ‘Late Fine’ means a stipulated sum of money paid to the college as a fine for failure

to meet the deadlines as laid down by the authority time to time, by cash or a valid

bank instrument.

2.36. ‘Marks' means a numerical expression assigned to judge the level of academic

achievements of a student.

2.37. ‘Marks Foil’ means a statement recording the Marks obtained by a Student.

2.38. ‘Malpractice’ means any one or more of the acts prescribed by the College Authority

as unfair means, detected during examinations.

2.39. ‘Moderator’ means teachers appointed by the Controller of Examinations from
among the panel of teachers approved by the Board of Studies for finalising the

Question Papers of the theory examination of any Undergraduate and Postgraduate

Programme.

2.40. ‘Paper Setter’ means teachers appointed by the CoE from among the panel of
teachers approved by the Board of Studies for setting the Question Papers of the

- theory/practical examination of any Undergraduate and Postgraduate Programme.

¢ 5
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2.41. ‘Programme’ means the entire academic course of study and Examinations.

2.42. ‘Question Paper’ means a paper consisting of a set of questions or exercises framed
for evaluating the knowledge or ability of a student in a particular subject, or a course

of Undergraduate and Postgraduate programmes.

2.43. ‘Registration Number’ is a number issued by the parent University to a Candidate

for registering in the University.

2.44. ‘Re-scrutiny’ means checking and correcting of marks, if any, in the Answer Script

of a particular student after the first evaluation.

2.45. ‘Roll Number’ is a number assigned to a valid Candidate applying for an

Examination.

2.46. ‘Roll Sheet’ is a statement in which Roll Numbers of the Candidates are arranged

serially specifying their subject combination.

2.47. ‘Rusticated Student’ means a student who is caught using unfair means in an

examination and is debarred from pursuing studies in the college for a specified period.

2.48. SGPA 1s ‘Semester Grade Point Average’. It's a metric used to assess a student's
academic performance over a single semester. SGPA reflects a student's performance

in a specific semester.

2.49. ‘Scrutinizer’ means a person appointed by the CoE from among the panel of
Examiners approved by the Board of Studies for confirming the marks allotted or
checking for any mistake in an examined answer script of the theory examination of

any programme.

2.50. ‘Semester’ means a term consisting of a minimum of 90 working days of an
academic year, including internal examination days. There shall be two semesters in

each academic year.

2.51. ‘Session Test’ is an examination conducted before the End Semester Examination

for assigning marks in the Internal Assessment of a specific course.

2.52. ‘Supervisor of Examinations’ is the HoD of the respective departments responsible

for conducting the Session Tests/Practical Examinations/Group Discussion/Seminar

4 s
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2.53. ‘Supervisor of Evaluations’ is the HoD of the respective departments responsible
for pursuing the Evaluation of the Answer Scripts of the Session Tests and end-

semester examinations specially Practical Examinations/Group Discussion/Seminar

Presentation/Viva/Dissertation, etc.

2.54.‘Tabulation’ means the official process by which marks secured by a candidate in

each component of an examination (theory, practical, internal assessment, etc) are

entered into a structured format, usually a tabulation sheet or a software system.

2.55. ‘The Principal (CCoE) is the ‘Officer In-Charge’ (OC) of all in-semester and end-
semester examinations except in exceptional cases. In the absence of the OC, the Vice-

Principal of the College will officiate as the OC.
2.56. ‘Time table’ means the time schedule of Examinations.

2.57. “Top Sheet’ means a statement in which Roll Numbers of all the Candidates taking
the Examination of a particular Course are arranged serially to specify the total number

of Candidates appearing in the Examination of the respective Courses.

3. EXAMINATION COMMITTEE:

In compliance with the existing provision in the Rules and Regulations of the UGC and the

Government of Assam, the Examination Committee of D. H. S. K. College (Autonomous) 1s

structured for effective and smooth conduct of academic functions by means of taking necessary

decisions and actions for conducting examinations, evaluation, and declaration of results, etc.

L 2

The Examination Committee is meant for strategic planning and decision-making for the

effective conduct of examinations of the College, subject to the approval of the Governing

Body.

3.1. Functions and Responsibilities: The Examination Committee shall be responsible for the

following activities:

v 7
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3.1.1. In compliance with the existing provisions in the Rules and Regulations of the UGC
and the Government of Assam, the committee may take the urgent decision to alter
the date of the Examination/declaration of result, cancel the

examination/declaration of result, postpone the examination/declaration of result,

or re-conduct the examination if necessary.

3.1.2. It shall monitor the functions of the Examination Cell formed under the autonomous

system.

3.1.3. It shall discuss and recommend the policies framed by the Examination Cell related

to Examination and Evaluation.

3.1.4. It shall discuss and formally approve all the formats of letters and instruction sheets

formulated by the Examination Cell for Examinations.

3.1.5. It shall discuss and suggest appropriate measures regarding the Examination and
Evaluation mechanism, financial assistance, appointment of office staff,
procurement of equipment, as well as settle any anomaly or dispute that may arise

during the entire examination process.

3.1.6. In case of any discrepancy of the submitted marks by the departments, a Verification

Committee shall be formed to look into the matter and coordinate to the respective

department to resolve the issue, subject to the approval of CCoE.

3.1.7. It shall adopt resolutions for restructuring the policy and system related to

Examinations.

3.1.8. It shall formulate innovative ideas to improve the examination system

comprehensively.

7. |
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3.2. Formation: The Examination Committee shall be constituted with the following

functionaries:

3.2.1. The Principal (Chairperson).

3.2.2. The Vice-Principal (Vice-Chairperson)

3.2.3. The Controller of Examinations (Member Convenor)
3.2.4. The Member Secretary of the Academic Council
3.2.5. The Coordinator, Internal Quality Assurance Cell

3.2.6. Four HoDs (two from Arts and two from Science Streams)

3.2.7. Two Deputy Controllers of Examinations
3.3. Term: The term of the nominated members of the Examination Committee shall be three

(03) years or till he/she assume the respective post, whichever is earlier.

3.4. Meetings: Meetings of the Examination Committee shall be held at least once in every

three (03j months.

3.4.1. Quorum: 50% of the total members of the Examination Committee will be the

necessary quorum for holding a meeting.

3.4.2. Budget: The budget for holding Examination Committee meetings and any other
related activities shall be prepared by the Budget Committee in consfderation with
the rates for different heads and remunerations as fixed by the Finance Committee

with the approval of the Governing Body.

4. The Examination Cell: There shall be an Examination Cell for the smooth running of all
pre-, during, and post-examination activities of the College. The Examination Cell shall be a

non-statutory committee that shall be constituted by the Principal, subject to approval of the

,.'-
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Governing Body. The Controller of Examinations shall be the Head of the Examination Cell of

- e College and shall function as per the Examination Ordinance of the College.

4.1. Functions and Responsibilities: In compliance with the existing provisions in the Rules

and Regulations of the UGC and the Government of Assam, the Examination Cell shall

function as follows:

4.1.1. Conduct of In-Semester Examinations (Session Tests) - preparation of

schedule/routine, fixing maximum marks as per Regulations/Curricula and their

notification, etc.

4.1.2. Helping and coordinating with Departments in conducting In-semester
examinations —setting and printing of question papers, providing answer scripts,

providing support staff and logistics, etc.

4.1.3. Conduct of End-Semester examinations — recommending AOCs, recommending

staff for marks entry (IA and End-Semester), and declaration of results, etc.

4.1.4. To appoint the paper setters, moderators, examiners, scrutinizers, and tabulators

from the panels recommended by the BoS of the respective departments.

4.1.5. To make necessary infrastructural arrangements for confidential examination

works.

4.1.6. To supervise the overall fair conduct of the examination and address any kind of

grievances or misconduct during the examination.

10
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4.1.7. To arrange a pre-examination motivational session for the students.

4.1.8. To arrange the necessary briefing session for the faculty invigilators before the

commencement of any examination.

4.1.9. To discuss and resolve all examination-related RTI queries in consultation with the
examination Committee. A Proper mechanism of receiving and processing RTI

queries shall be maintained by the cell and committee.

4.1.10. To deal with any other matter related or connected with the examination as

required.

4.2. Formation: The Examination Cell shall be constituted with the following functionaries:
4.2.1. The Principal (Chief Controller of Examinations, CCoE).
4.2.2. The Controller of Examinations

4.2.3. Two (02) Deputy Controllers of Examinations (Preferably one from Arts and

one from Science)
4.2.4. Two (02) members from non-teaching staff.

4.2.5. Any other person engaged in the Cell by the Principal from time to time as per

requirement.

4.3. Term: The term of the nominated members of the Examination Cell shall be three (03)

years or till he/she assume the respective post, whichever is earlier.

4.4. Meetings: Meetings of the Examination Cell shall be held as and when required and as

deemed fit.

11
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4 3. Budget: The budget for holding meetings and any other related activities shall be prepared
by the Budget Committee in consideration with the rates for different heads and

remunerations as fixed by the Finance Committee in approval of the Governing Body.

2. Structure of Examination Committee and Examination Cell

Principal,
Chief Controller of Examinations

|

Examination Committee

1

Controller of Examinations

L

Deputy Controllers of Examinations

I

Assistant Controllers of Examinations
(If any)

]

Office Assistants and other Supporting Staff

6. Responsibilities of the Principal, Chief Controller of Examinations (CCoE):

6.1. It shall be the duty of the Principal to confirm that the provisions of the Act, and the
Statutes, Ordinances, Regulations and Rules are strictly adhered to and shall have all

powers to ensure the same.

6.2. The Principal of the College, Chief Controller of Examinations, shall be the Chairman

of the Examination Committee and shall have the power to nominate and appoint

?/ 12
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members in the committee and the cell as may be required for the efficient

functioning of the Examination System.

6.3. The Principal shall have the power to convene meetings of the Examination Committee

or any other authority of the college to discuss matters related to the conducting of

examinations and the publication of results.

6.4. The Principal shall be responsible for issuing and declaring notices and announcements

related to examinations, as well as conducting all examinations of the college.

6.5. The Principal shall have the responsibility and power to provide human resources,
financial assistance, infrastructure, equipment, stationery materials and other
requirements necessary for the preparation, arrangement and conduction of

examinations, publication of results, and maintenance of the Examination Cell.

6.6. The Principal shall undertake the responsibility to arrange payment of remuneration to

all those engaged in examination work, like paper setting, moderation,

external/internal examiners, efc.

7. Responsibilities of the Controller of Examinations:

7.1. The Controller of Examinations, in consultation with the Chief Controller of
Examinations, shall prepare the schedule and arrange the End Semester
Examinations as well as Supplementary Examinations of the College and take care
of other incidental matters connected to the entire examination and evaluation

Process.

7.2. The Controller of Examinations shall engage Paper Setters, Moderators, Examiners,

Scrutinizers and Head Examiners from the panel approved by the respective Board

of Studies, and issue appointment letters to assign specific duties to them.

7.3. It shall be the discretion of the CoE to ensure that at least 30% of the question papers
of all the Programmes (UG, PG and Certificate Programme) are set and moderated

by external examiners.

7.4. The Controller of Examinations shall appoint the external examiners for

practical/dissertation/project-related works as recommended by the course teacher

of the particular course.

13

(3 scanned with OKEN Scanner



7.5. The Controller of Examinations shall take measures to print all the examination

materials such as Answer Scripts, Additional Sheets, Question Papers, Marks Foils,

Appointment Letters, Instruction Sheets, Remuneration Bills, Envelopes, Students’

Attendance sheets, Top Sheets, etc.

7 6. The Controller of Examinations shall issue the Question Papers to the AOC one hour
(1 hour) before the examination is scheduled, and receive the unused Question

Papers just after the examination is over, for preservation.

7.7. The Controller of Examinations shall be responsible for organising all evaluation
work, including the distribution of answer script packets to internal and external
examiners, recommending the appointment of an Evaluation In-Charge to the
Principal (CCoE) from among the academic staff of the College on a rotation basis
who shall conduct all evaluation-related activities as per his/her assignment. They
shall accordingly submit a requisition of Grade-III and Grade-IV staff as well as

stationery to the Examination Cell.

7.8. The Examination and Evaluation-related activities of the Postgraduate Programmes

shall be handled by the respective department under the aegis of the Examination
Cell.

7.9. It shall be the discretion of the CoE to send at least 30% of the answer scripts from
all the Programmes (UG, PG and Certificate Programme) to external examiners for

evaluation.

7.10. The Controller of Examinations shall convene meetings of the Examination Cell in
consultation with the Chief Controller of Examinations and issue instructions to the

Deputy Controllers, Assistant Controllers and Other Office Staff of the Cell.

7.11. The Controller of Examinations shall be the custodian of the Proceedings Books of

the meetings of the Examination Committee and Examination Cell.

712. The Controller of Examinations shall be responsible for making necessary
arrangements for the safe custody of Question Papers, Answer Booklets, evaluated
Answer Scripts, Marks Foils, office files containing documents connected with

examinations and evaluation.
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7.13. The Controller of Examinations shall exercise control over the space allotted for the
examination wing and take initiative to keep the secrecy and confidentiality in

connection with examinations.

7.14. The Controller of Examinations shall have the right to allocate/reallocate different
duties among the Deputy Controllers and Assistant Controllers of Examinations

with due approval from the Chief Controller of Examinations.

7.15. The Controller of Examinations shall be responsible for taking the necessary

measures to procure software for examination-related confidential work.

5. Responsibilities of the Deputy Controllers of Examinations:

8.1. The Deputy Controllers of Examinations shall extend all kinds of cooperation to the
Controller of Examinations in planning, preparation and execution of
examinations and evaluation system, including selection of Question Paper
Setters, Moderators, Examiners, Scrutinizers, Head Examiners, preparation of
Answer Booklets, Question Papers, Application Forms, Admit Cards, Marks Foils

Sheets, Grade Sheet and arrangement of evaluation and result declaration.

8.2. The Deputy Controllers of Examinations shall formulate examination schedules and

examination calendar, in consultation with the Controller of Examinations.

8.3. The Deputy Controllers of Examinations shall issue Application Forms and Admit
Cards. |

8.4. The Deputy Controllers of Examinations shall issue Answer Booklets to the AOC

and receive used and unused Answer scripts from the AOC. They shall be in

charge of Answer Booklets before the examination and Answer Scripts after the
examination. The answer script will be handed over to the Evaluation-In-Charge
for the arrangement of the necessary evaluation for the same. The evaluated

Answer Scripts shall also be in the custody of the Deputy Controllers.

8.5. The Deputy Controllers of Examinations shall make sure that the Question Papers

are ready before the Examinations are scheduled to be held.

15
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8.6. Deputy Controllers of Examinations shall prepare subject-wise Daily Attendance

Sheets and Comprehensive Attendance Sheets of Examinations.

8.7. The Deputy Controllers of Examinations shall keep records of Session Tests and

Internal Assessment and shall take measures for computer entry of Marks of

Internal Assessment after proper scrutiny of every single Department.

8.8. The Deputy Controllers of Examinations shall keep records of expelled/rusticated

candidates, 1f any.

8.9. The Deputy Controllers of Examinations shall be responsible for computer entry of
Marks of Theory Papers as well as Practical Papers/Dissertation/Project Works
etc. of all Examinations, including Backlog Examinations, Tabulation and
preparation of Marks Foils and Grade Sheets. They shall be in charge of all such

records related to Evaluation, Tabulation and Result declaration.

8.10. The Deputy Controller(s) of Examinations shall issue and receive the Grievance-
related applications Forms for Re-Scrutiny and take necessary measures to rectify

the same, if any.

8.11. The Deputy Controllers of Examinations shall take measures to conduct Backlog

Examinations.

8.12. The Deputy Controllers of Examination shall prepare a list of remuneration for all

examination-related activities in consultation with the Controller of Examinations.

8.13. The Deputy Controllers of Examinations shall record the minutes of the meetings

of the Examination Committee and Examination Cell.

8.14. The Deputy Controllers of Examinations shall be in charge of the registers for
keeping records of all official letters and communication dispatched and received

by the Office of the Controller of Examinations.

8.15. Any other duty regarding Examination and Evaluation as assigned by the Controller

of the Examinations in consultation with the Chief Controller of Examinations.

9. The Assistant Controllers of Examinations, if any, shall assist in all Examination-related

activities as per the directive of CoE.
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