
 

M.O.P VAISHNAV COLLEGE FOR WOMEN 

(AUTONOMOUS)  
(Affiliated to University of Madras) 

CHENNAI – 600 034 
 

 

 

 

COE MANUAL 
 

 



          M.O.P. VAISHNAV COLLEGE FOR WOMEN (AUTONOMOUS), 

CHENNAI – 600 034.  

Affiliated to University of Madras 

2 

 

 

Introduction 

The Office of the Controller of Examinations was established in accordance to the UGC 

Regulations for Autonomous Institutions in the year 2004 after the college was conferred the 

autonomy status. The institution is affiliated to the University of Madras and adheres to the 

norms prescribed by the University relating to Choice Based Credit System (CBCS), the 

computation of Grade Point Average (GPA),Cumulative Grade Point Average (CGPA), and the 

ten point Grading Scale. The CBCS was adopted in 2004 since autonomy.  

The ‘autonomous’ status grants the institution a considerable degree of flexibility with regard to 

the introduction of new courses, Value added courses, Diploma courses, revision of existing 

courses through enrichment of the curriculum, methodology of evaluation which are exercised 

after being approved by the Board of Studies and the Academic council. 

 

Conduct of Board of Studies, Academic Council, Finance Committee and 

Governing Body Meetings 

Each department constitutes the Board of Studies as per the UGC regulations for Autonomous 

Institutions. Regular Meetings of the Academic Council, Finance Committee and Governing 

Body are held. 

 

MISSION: 

To ensure quality sustenance in the evaluation process imbibing the principles of 

transparency, validity, accountability, timeliness, efficiency and effectiveness 

contributing to the attainment of the mission and vision of the College. 

 

The college offers 15 UG and 8 PG academic programmes. The prime responsibility of planning 

and conducting both Continuous Assessment Examinations and End Semester Examinations for 

all UG and PG academic programmes is executed by the COE office in a centralised, systematic 

and transparent manner. Examinations are planned as per the academic calendar released in the 

beginning of the academic year. The COE reports to Principal and is assisted by the Additional 
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Controller of Examinations and Support staff. The COE office is fully automated and is provided 

with the necessary infrastructure for its effective functioning. The COE prepares the schedule of 

Examination related activities from time to time which are communicated to the Heads of the 

Department and students through display on Notice Boards, circulars, mail sent to Institutional 

email ids and messages through What’s app groups and website. The annual report provides 

acomprehensive overview of the activities of the COE office. 

 

Examination Committee 

The Examination Committee shall have the final authority in matters relating to examinations. 
 

Composition of the Examination Committee 

The Examination committee consists of  

 Principal the Chief Controller of Examinations 

 Controller of Examinations 

 Assistant Controller of Examinations 

 One senior faculty as Chief superintendent of Examinations 

 Three Senior faculty as members. 

 

Definitions of Key Words: 

1. Academic Year: Two Consecutive (one odd+ one even) semesters constitute one 

academic year. 

 

2. Choice Based Credit System (CBCS): The CBCS provides choice for students to select 

from the prescribed courses (core, elective or minor or soft skill courses). 

 

3. Academic Programme : An Academic Programme is a combination of courses and 

related activities organised for the achievement of  specific learning outcomes as defined 

by the University. 

 

4. Course: Usually referred to as ‘subjects and is a component of an academic programme. 

The courses should define learning objectives and learning outcomes. A course may be 

designed to comprise lecture/laboratory work/ field work/ outreach activities/ project 

work/ viva/seminars/ assignments/ presentations/ self-study etc. or a combination of some 

of these. 
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5. Credit Based Semester System (CBSS): Under the CBSS, the requirement for awarding 

a degree or diploma or certificate is prescribed in terms of the number of credits to be 

completed by the students. 

 

6. Credit: A unit by which the course work is measured. It determines the number of hours 

of instructions required per week. One credit is equivalent to one hour of teaching              

or two hours of practical work/ field work per week. 

 

7. Credit Point: It is the product of grade point and the number of credits for a course.  

 

8. Grade Point Average: It is a measure of performance of work done in a semester. It is 

the ratio of total credit points secured by a student in various courses registered in a 

semester and the total course credits taken during that semester. It shall be expressed up 

to two decimal places. 

 

9. CGPA is the ratio of credit points secured by a student in various courses in all semesters 

and sum of total credits of all courses in all semesters. It is expressed up to two decimal 

places. 

Functions of Examination Committee 
 

 The Examination Committee shall lay guidelines and is responsible for the conduct of all 

examinations both Continuous Internal Assessment and End semester examinations 

according to the norms of the College and University. 

 

 The Committee shall review the pass percentage of the students who had appeared for 

examinations.  

 

 The Committee may propose reforms in the examination system of the college for 

improving quality. 

 

 The Committee shall take decisions relating to examination malpractice and other related 

matters after proper enquiry to ensure honesty and fairness during examinations. 
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Functions of  COE Office  

 

The COE office plays a key role and is responsible for all activities relating to  examinations, 

publication of results, award of grade sheets and other educational documents. The Office of the 

COE has a vibrant team committed to extend relentlessly quality service to the students in all 

spheres of examination matters. The COE staff maintains the soft copies of student data, right 

from entry level until completion of the course. This office works along with an external 

partnering software agency, (outsourced since 2017), for all software applications and 

automation. 
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Programme Code : 

 Programme code is given by the University of Madras to which the College is affiliated. 
  

DEPARTMENT PROGRAMME CODE 

BCOM ACCOUNTING AND FINANCE  034 

BCOM CORPORATE SECRETARYSHIP 042 

BBA  096 

BSC COMPUTER SCIENCE 058 

BCA 033 

BSC MATHEMATICS 075 

BSC VISUAL COMMUNICATION 090 

BSC ELECTRONIC MEDIA 060 

BA JOURNALISM 024 

BSC FOOD SCIENCE MANAGEMENT 063 

BA SOCIOLOGY 031 

BCOM  MARKETING MANAGEMENT 045 

BCOM HONOURS 043 

BSC PSYCHOLOGY 086 

BA ECONOMICS 018 

BSC DATA SCIENCE 102 

MSC INFORMATION TECHNOLOGY 080 

MA COMMUNICATION 017 

MA MEDIA MANAGEMENT 027 

MBA 036 

MSC FOOD TECHNOLOGY MANAGEMENT 055 

MCOM 083 

MA HUMAN RESOURCE MANAGEMENT 022 

MA PUBLIC POLICY 102 
 

 

Register Number Generation: 

 To procure the Final Admission list for UG and PG Programme from the Head of the 

Departments.  

 Generation of Register Number : 

 2113711034001 – Thirteen Digit Register Number in compliance with  

   the notification of University of Madras.  

 First two digits represents the year i.e. –21 

 Next four digits represents the center code which is 1371 for Shift I and  

 1372 for Shift II 
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 Next one digit represents for UG or PG. For UG 1 and for PG 2 

 Next three digits represents the branch code given by University of  Madras 

 Last three digits represents the student running number. 

 

Preparation of Course Master: 

 To obtain the list of courses with correct nomenclature / Marks segregation and type of 

examination (theory or practical / theory and practical) with syllabus and relevant credits 

allotted to each course acknowledged by Heads of the Programmes from Dean 

Academics. 

 To check the number of core, elective, supportive, skill (General & Special) Internship, 

projects with maximum marks and credits including the Interdisciplinary elective 

acknowledged by the Heads of various Programmes. 

 

Generation of Course Codes: 

To Group the courses as core, elective, supportive, skill (General and Special) and check 

whether it is theory or practical / theory and practical and generate the code accordingly. 

 

Inputs for Software Customizing for filling up of examination application form: 

 List of Courses and list of students who are to appear for regular examinations. 

 List of students who have arrears with course names. 

 Photographs of all 1 year students with Name / Register Number. 

 

Pattern of Examinations 

Examination System in the College has two assessment mechanism , the Continuous Internal 

Assessment accounting for 50% and End Semester Examinations 50%.  

 

Continuous Internal Assessment 

Two continuous internal assessment examinations are held, the first after a period of 45days 

from the commencement of classes and the second is held after a period of 30 days from the 

completion of first continuous assessment.  The Continuous Assessment is conducted by Internal 

Assessment Committee.  The student must attend all internal assessment examinations and must  
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secure a minimum of 40% marks to pass. The duration of examination is for 1½ hours and 

maximum marks 50. 

 

The following functions are performed by the Internal Assessment Committee under the 

supervision of COE. 
 

i. Preparation of Time table and its display on the notice board. 

ii. Preparation of Invigilation Schedule and its display on notice board. 

iii. Preparation of seating arrangement and its display on notice board and on each  

 floor. 

iv. Despatch of written answer scripts bundles to the valuation camp for central  

 valuation. 

v. Updating the valuation register periodically and reporting to COE. 

vi. Valuation completed answer scripts to be taken by the course faculty evaluator for  

 distribution to students after making an entry in the valuation register. 

vii. Winding up the valuation within the stipulated time and submitting the valuation  

 register COE office. 

viii. Entry of marks of Internal Assessment through intranet within a particular date by  

  course faculty evaluator. 

 

The consolidated continuous internal assessment report is generated by COE office after the 

close of the attendance of the students.  The attendance marks is added and CIA final marks are  

declared. The CIA report is given to the HOD’s of various departments for checking of marks 

and is submitted back to COE office. 

                                                                                 

                                   Continuous Internal Assessment 

 

        Programmes       Maximum Marks    Minimum Pass Marks 

UG  Programmes                 50               20 ( 40% ) 

B.Com. Honours                 50               25  (50% ) 

PG Programmes                 50               25  (50% ) 
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                     The Continuous Internal Assessment shall comprise the following: 

 

 

 Assessment Type  Nature of Test Maximum 

Marks 

Internal 

Assessment 

Internal  Written Test I  

 

50  

30 

Internal  Written Test II 

 

50 

Other Components  Project 

 Seminar 

 Assignment 

 Article Review 

 Book Review 

 Paper Presentation 

 Practice School 

 Quiz 

 Online Exam 

 Online hunt  

  

10 10 

Surprise Test  Written / Oral  5 5 

 

Attendance                  - 5 5 

 

Total    50 
 

 

Attendance Split up 

 

Attendance  Marks (5) 

  90 – 100% 5 

  80 –  89% 4 

              70  –  79% 3 

 60  –  69% 2 

 50  –  59% 1 

       < 50%  0 

 

 

End Semester Examination is held twice a year the odd semester ( I/III/V)Examinations in the 

month of October/November and the Even semester ( II/IV/VI)Examinations in the month of  

March/April and it is a comprehensive written exam including practical testing wherever 

applicable. The student must secure separate pass in Internal (40%) and External (40%)  
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evaluations. A student must secure a minimum of 40% in the aggregate (sum total of internal and 

external assessment) to be declared pass in a course. A PG student must secure a minimum of 

50% in the aggregate (sum total of internal and external assessment) to be declared pass in a  

course. All programmes follow Choice based Credit System. Additional credits to a maximum of 

15 can be attained by the student during the UG course of study.Examination Calendar is 

prepared to communicate the schedule of examinations for an academic year. 

 

                                                  End Semester Examinations 

        Programmes       Maximum Marks    Minimum Pass Marks 

UG  Programmes                 100               40 ( 40% ) 

B.Com. Honours                 100               50  (50% ) 

PG Programmes                 100               50  (50% ) 

 

Evaluation Policy 

Student evaluation is based on her performance in both Continuous Internal Assessment and End 

Semester Examinations. It is mandatory for the students to pass in both the examinations. 

Minimum credits required for the completion of the course is  

 

Minimum Credits Required to Qualify  
 

Degree Credits 

Under Graduate  140 

Under Graduate – B.Com Honours 167 

Post Graduate   91 

Post Graduate – MBA  94 
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 The Table below lists the Course Components and Credit Distribution of UG  

Course 

Component 

Name of the  

Course 

Credits allotted for 

B.A.Journalism, 

B.A.Sociology, 

B.A.Economics, 

B.Sc.Mathematics, 

B.Sc.Computerscience, 

B.Sc.Psychology 

Credits allotted 

for B.Com, 

B.B.A., B.Sc. 

(Viscom), 

B.Sc.(E.M.) 

B.Sc.(F.S.M.,) 

B.C.A. 

Credits 

allotted for  

B.Com 

(Honours ) 

Part I  Tamil or Other 

Languages 

12 06 06 

Part II English  12 06 06 

Part III Core Courses 60 72 124 

Allied Courses  20 20 8 

Project / Elective 

Courses  

15 15  14 

Part IV  Basic Tamil/ 

Advanced Tamil/ 

NME 

04  04  04 

Soft Skill Courses  12 12 - 

Environmental 

Studies 

02 02 02 

Value Education 02 02 02 

Part V  Extension Activities  01 01 01 

Total Credits   140 140 167 

 

                   The Table below lists the Course Components and Credit Distribution of PG 
 

Course 

Component 

Name of the  

Course 

MBA Other PG 

Part  I Core Course  52 52 

 Elective Course  18 21 

 Major Project 8 8 

 Extra Disciplinary Course  6 - 

Part II Soft Skills  8 8 

 Internship  2 2 

Total Credits   94 91 
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Updation of Database of QP Setters: 

The database of QP Setters are updated annually that a wide range of choice of subject 

experts are  made available and effective question paper setting is ensured. 

 

Selecting QP setters for Theory Examinations and Examiners for Practical Examinations: 

 

 A list is prepared for the requirement of QP setters course wise and  

 examiners for conducting practical examinations. 

 From the data base twice the required number of examiners are selected.  

 An offer letter is sent to the QP setters and the External Examiners for  

 Practical examinations. 

 Offer letters are given to Internal Examiners for Practical examinations. 

 A reminder call is made to remind the Examiners of the dates and timings of 

Examinations. 

Filling up of E-Application for Examinations: 
 

 Sending circular to the HOD’s and the students informing the dates and sessions for 

filling up the Examination application form. 

 Student fills the e-form through intranet login. 

 Any student having enquiries relating to filling e-form can make an entry in the student 

register maintained at the COE office. These enquiries will be attended to within 24 

hours. 

 The student will be allowed to fill in the E-form after the last date stipulated only after 

getting a formal permission from the Principal. 

 

Examination Fee Collection: 
 

 To send Circular to all HOD’s and students regarding the examination fee for End 

Semester Examinations.  

 Student to pay the examination fee displayed in the intranet login through online exam 

fee portal. 

 To confirm that all the students have paid the Semester Examination fee. 

 A permission letter signed by the Principal should be submitted along with the Fee 

challan for any payment made after the last date stipulated. 
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 Older students with arrears refer to the website for the dates relating to filling up of Exam 

Application Form, Fee payment and fee payment link.   

 

Time Table for Examinations: 
 

 Arriving at the number of courses, number of sessions, number of students both regular 

and arrear for both UG & PG. 

 Deciding on the dates for Examinations – Part I to Part IV courses. 

 Preparation of Time Table in consultation with the Principal. 

 Final Time Table to be displayed on the notice board and website after it is signed by the 

Principal and the Controller of Examinations. 

 

Attendance status of students: 
 

 Deciding on the last date of classes for UG and PG Programmes 

 Circular to be sent to all HODs with condonation form. Condonation may be permitted if 

a student has 70% to 80% attendance. In case of medical emergencies supported by 

evidence, condonation may be permitted for a student who has 65% attendance. 

 Condonation form duly signed by the Principal along with specified fees challan has to 

be collected from HODs. 

 The HODs have to submit a nil report duly signed by the Principal if there are no students 

to be condoned. 

 

Preparation of Nominal Roll: 

 Designing the Layout for Nominal Roll 

 After filling up of the Examination Application forms,  the Nominal Roll is generated for 

all the Programmes. 

 

Hall Ticket Generation : 

After filling up of the Examination Application form, Hall tickets are generated for all the 

Programmes for students who have 80% attendance in the semester at the first instance 

and later for the students who are permitted under condonation. It contains the date 

timing, subjects that students have to appear and instructions for the candidates.The 

faculty checks the Hall ticket of student before every exam. 
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Attendance Sheet and Foil Sheet generation : 

The attendance and foil sheets are generated for all the courses of varied academic 

programmes. 

 

Question Paper Review : 

 Two sets of Question Papers are received from QP setters through email with files 

password protected. 

 These are scrutinized by external subject experts and Head of the Department and they 

submit a report after scrutiny of QP relating to unit wise distribution of questions, matrix 

as syllabus, compliance of course outcomes as per the syllabus, difficulty level of 

questions etc. 

 They may suggest any corrections or change of questions if required. 
 

Question Banks : 

            Question banks are maintained which helps to store and analyse the questions in  

            depth with regard to difficulty level and mapping to course outcomes. 

 

Encoding, QP Multiplying and Packing: 

 Question paper encoding is done for various courses to maintain the confidentiality of the 

question papers. 

 List of question papers to be multiplied along with number of copies required is arrived at 

 Printed Question papers are packed in sealed covers and are stored in the strong room of 

the COE office and are handed over to Chief Superintendent one hour before the start of 

Examination.  

 

Handing over examination related papers to the Chief Superintendent for the conduct of 

End Semester Examinations: 
  

 A senior faculty is appointed as Chief superintendent for a period of 3 years by the 

Principal.           
 

 Senior faculty from various Departments who are members of the examination committee 

assists the Chief Superintendent in the conduct the End semester examinations.   
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 A Squad consists of senior faculty from various Departments and is appointed by the 

Principal. They go on rounds during examinations to monitor malpractice. In addition the 

College has installed closed circuit TV surveillance in the examination halls for effective 

monitoring of the internal and external examinations.          

 Time Table Schedule  

 UG, PG Theory  Examination 

 UG, PG Practical Examination 

 Number of students who have applied for each course in Regular and Arrear 

Examination. 

 Hall tickets & dates of issues to students 

 Main, Additional Answer sheets, Graph  Sheets, Main and Additional Accounts Sheets 

 Attendance sheets for theory examination. 

 Answer script covers 

 Examination stationery 

 Question Papers for theory examinations on the day of the examinations. 

 

Regulating the preparation for and conduct of End Semester Examinations by the 

Examination committee with regard to 
 

 

 Preparation of Invigilation schedule and its display on the notice board. 

 Planning the seating arrangement and its display on the notice board and on each floor. 

 Informing the squad committee about the commencement of examinations. 

 Arranging the number of blank answer scripts required along with attendance sheets Hall 

wise on a daily basis. 

 Circulating the rules relating to invigilation to all the invigilators. 

 Collecting Question papers of all courses one hour before the commencement of 

examinations on a daily basis. 

 Arranging the question papers of all courses as per number required for each Hall on a 

daily basis. 

 Giving Instructions relating to checking of Hall Tickets in the Hall ,vigilant monitoring 

by invigilators so as to prevent examination malpractice. 

 Issue of Duplicate Hall Ticket in case the student has lost or has not brought the Hall 

Ticket. A requisition is made by the student which is signed by the HOD and on payment 

of the prescribed fees duplicate Hall Ticket is issued. 
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 Collecting the written answer scripts and attendance sheets after checking by the 

examination committee members on a daily basis. 

 Packing the written answer scripts course wise, programme wise and submitting to COE 

Office along with attendance sheets on a daily basis. 

 Submitting of all accounts relating invigilation, scribe, squad and returning of all the 

unused stationery relating to examinations to COE Office on the close of the 

Examinations. 

 

Dummy number Generation:  

Written answer scripts bundles course wise, programme wise and attendance sheets 

received from the examination committee members are checked and dummy numbers are 

generated using barcode to answer scripts. 

Disciplinary action on malpractice in examinations: 

The student shall not indulge in any form of malpractice during Continuous Internal 

Assessments, Tests or End Semester Examinations. No mobile phones are allowed during 

Examinations. The student involving in any kind of malpractice shall be disqualified from 

examinations after proper enquiry. 
 

Regulating Central Valuation: 
 

There is central valuation of answer scripts of the students. Transparency and accountability is 

practiced in terms of answer scripts evaluation. One Senior faculty as Valuation Camp Head and 

five other faculty members are appointed by the Principal in the Central Valuation Camp. 

Evaluation scrutiny committee consisting of Five senior faculty members are appointed by the 

Principal to check the evaluation of answer scripts with regard to totaling of the marks, 

maximum marks for a question, omission to evaluate a question etc., so as to eliminate the 

student grievances relating to evaluation. External examiners shall be appointed by the office of 

the Controller of Examinations from the panel of examiners. The valuation work will be held 

from 10.00 a.m to 5.00 p.m. on all the days excluding Public Holidays and Sundays. The 

maximum number of answer scripts that can be valued per day shall be 100 scripts.  
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Pre activities of the Central Valuation Camp: 
 

 To Prepare the Rules relating to Valuation. 

 To arrange a separate Hall neatly furnished for central valuation with the required 

stationery. 

 A list to be prepared indicating the requirement of External Examiners for various 

courses for valuation. 

 To inform the Valuation Committee 

 To inform the answer script scrutiny committee 

 To generate Foil sheets for Internal and External examiners 

 To generate separate front sheets for third evaluation. 

 To generate Remuneration Form. 
 

Conduct of the Central Valuation Camp: 

 The valuation committee takes charge from the first day of the camp. 

 Answer scripts Bundles and Attendance sheets are received from the Chief 

Superintendent on a daily session wise basis after checking by the COE office.  The COE 

office despatches them on a daily session wise basis to the valuation camp in the presence 

of the valuation officer after dummy number entry. 

 External Examiners report to COE on a daily basis and proceed towards central valuation 

of answer scripts in the valuation camp. 

 The Examiners have to award marks against the answer for each question and record 

them only on the front page and not inside the answer scripts. 

 Answer key for Accountancy and Mathematics question papers are provided immediately 

after the examination on a daily basis. 

 Scrutiny of answer scripts evaluated by external faculty is done by scrutiny faculty 

committee.  Scrutiny relates to checking the totalling and whether score is allotted for all 

questions answered. 

 Mark Entry is done in the COE office in utmost secrecy in the presence of the external 

examiner. Foil is generated and signed by the external examiner and handed over to the 

valuation camp along with the filled up remuneration form stating the name, bank details 

and amount of remuneration. 
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 Report on the status of the valuation camp on a daily basis to be sent by the Valuation 

Camp Head to the Principal and COE. 

 

Post activities of the Central Valuation Camp 

 On completion of valuation for all the courses of a particular academic programme, the 

foil cards relating to it are collected from the valuation camp by the mark entry 

committee of the  COE office. 

 Evaluated answer scripts are handed over and preserved in the COE office for six 

months. 

 Vouchers and other examination related documents are handed over to COE Office for 

payment of remuneration online. 

 List of third valuation in the case of PG  Programmes to be done is sorted. 

 

Inputs for customizing the software for mark generation: 

 Internal Assessment marks both theory and practical. 

 External Examination Marks both theory and practical. 

 Theory + practical Ratio. 

 Maximum mark for each course. 

 Special Skill Marks. 

 General Skill Marks. 

 Minimum pass mark details. 

 Credits for each course. 

 

Pre activity of Result Passing Board of Examinations: 

 End semester marks along with result analysis statistics to be made available to the Board 

consisting of the Chairperson and the External Member for the course. 

 Chairperson and External members of various boards to be informed about the Board of 

Examination meeting. 

 Call letters for external member has to be sent. 

 Confirmation over phone regarding the date and time. 

 Minutes format has to be ready. 
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    BOARD - EXAMINATION POLICY AND ACTION: 

 Result analysis of the examinations held are prepared and presented to the Board of 

examinations.  

 If the students fall short of the passing minimum (40% for UG Programmes & 50% for 

B.Com Honours and PG Programmes) by five or less marks, moderation technique is 

used to award a minimum pass on approval by the passing Board. 

 Results are then published. 

 Results are made available in the website for all academic UG and PG Programmes after 

the conduct of Passing Board of Examinations, verification of marks generated, checking 

of GPA and CGPA of Part I to IV and Additional Credit. COE Office focusses on timely 

publication of results. 

 
 

CALCULATION OF GPA AND CGPA: 

 

 GPA FOR A SEMESTER: 

GRADE POINT AVERAGE [GPA] = ∑i   Ci   Gi  / ∑i   Ci   

GPA = Sum of multiplication of grade points by the credits of the courses 

          Sum of the credits of the courses (passed) in a semester 

 

Ci = Credits earned for course i in any semester. 

Gi = Grade Points obtained for course i in any semester. 

n refers to the semester in which such courses were credited. 

 

 CGPA FOR THE ENTIRE PROGRAMME: 

CUMULATIVE GRADE POINT AVERAGE [CGPA] = ∑n   ∑i   Cni   Gni  / ∑n   ∑i   Cni    

CGPA = Sum of multiplication of grade points by the credits of the entire programme 

      Sum of the credits of the courses of the entire programme 
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Revaluation: 

 Student desirous of applying for revaluation should fill the details relating to the 

programme and course within a period of 15 days from date of publication of results, pay 

the prescribed fees online and submit to HOD. The HOD should send the consolidated 

report to the COE office before the stipulated last date.   

 Examiners other than the previous assessors are communicated for Revaluation. 

 Revaluation results to be intimated to the students. 

 

 

Instant Examination: 

Instant examination is held for UG final year students who have an arrear in one course in the 

final semester. The students refer to the website for the fee details and date of instant 

examination and makes the payment online before the stipulated date and appear for 

examinations. 

 

Inputs for customizing the software for Generation of Mark Sheet: 

Soft Copy  

 Respective tables for each class with all the details for that particular semester  

(Course, course code, part, marks & result details) 

 Report design for each class 

Hard Copy 

 Result Sheet 

 Course List for each class which has the following details 

Course Code 

Course Name  

Marks Break up 

Part Number of the course 

 A hard copy of the report with the data for a particular programme gives the 

following details which can be verified by the COE office. 

Name of the Degree 

Month and Year of Examination 
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Date of Publication of result 

Branch 

Semester 

Part 

                    Course Code 

                    Course Name 

                    Marks 

                    Credits  

                    Credit calculation  

                    Weightage (marks) break up 

                    Alignment  

After all verification and checking of the rough mark sheet, the original mark sheets are 

generated in a specific type of paper. 

Support services for Special Needs Children 

The College extends support services for special needs students. The Special needs students have 

to contact the College office for applying for exempted certificates from the University of 

Madras. The documents required for the purpose will include  

 A requisition letter from the student. 

 10th &12th Mark sheets of the student. 

 Medical Certificate from Regional Medical Board 

 

Special care during Internal Assessment and End Semester Examinations 

 Part I – Foundation Course –Language exempted 

 Allocation of a Scribe 

 Extra one Hour 

 Leniency in overlooking spelling mistakes 

 Strategic learning / testing patterns for Basic Tamil. 

Scribe Facility 

The facility of scribe is provided to students with special needs by the College who writes 

the responses dictated by the student. Remuneration is paid for the scribe services. 
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Other Functions 

Certificates issued by the Examination Office: 

Mark statements are issued to students after the completion of every semester with grade point 

average, cumulative grade point average, grade and credits. Consolidated Mark Statements are 

issued after the completion of the programme with Grade point average, Cumulative grade point 

average for Language, English, Core and allied courses separately, grade, total credits and 

classification. Transcripts are issued based on student request. 
 

Permanent Pass Register: 

The relevant data of the outgoing batches is forwarded to the University of Madras as a Hard 

copy and entered in the UNOM Online Portal PPR (Permanent Pass Register) within the 

stipulated time. Centre Code is printed on all pages of the PPR. The graduate list and the Rank 

list for UG and PG is prepared by the COE office every year. The Provisional Certificate is 

issued by the University of Madras and the soft copies are uploaded on their portal. The Degree 

Certificates are verified and collected from University of Madras to be issued to candidates on 

Annual Graduation Day.  

 

Record Maintenance and Verification:  

Student academic records since 2004 are maintained in the form of hard bound registers. 

Applications relating to student verification are attended to by the staff by physically verifying 

the student data with the records.   

Procedure for Academic Transcript: 

Candidates apply for Transcript for their higher education abroad or for seeking permanent 

residency. Students are requested to fill the transcript application form and submit the filled-up 

application form along with a copy of consolidated grade sheet and pay the prescribed fees for 

the same.  The preparation of Transcripts can take a maximum up to two weeks from request and 

an e-mail or phone message is sent to the candidate once ready. 

 

WES: (World Education Service) 

WES Academic record request form can be used by the candidate in order to send the Transcript 

to WES.  Candidate can fill the top half of the form which will be completed by the Controller of 

Examinations.  The candidate has to submit a copy of the Degree Certificate.  The Institution will  
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send the academic documents after verification directly to WES in a sealed cover. The Track Id 

will be sent to the candidate once the sealed cover is dispatched. 

Finance Section:  

Proper records are maintained for the Honorarium and remuneration paid for all examination 

related services. 
 

Student Grievance and Enquiry Section:  

Student not satisfied with their examination score can apply for revaluation within a period of 15 

days from the date of declaration of results. Current and prior batches students submit their 

request/application/queries at the COE office which would be addressed by the COE office 

within a reasonable time.  During the COVID-19 and resultant lockdown all queries relating to 

grade sheets, transcripts, duplicate grade sheet etc. were sent by mail to COE office which were 

addressed online. 

 

Storage and Disposal (e-waste – ITC):   

Answer scripts of students are preserved for six months and later disposed to ITC along with 

other used papers under Wellbeing Out of Waste (WOW), a National Recycling initiative taking 

into account eco-friendly practices. 

Online Examinations due to the Pandemic Covid -19 and consequent Lockdown: 

Several initiatives were launched from April 2020 to face the risks and challenges stemming 

from the pandemic Covid-19. Examinations were held online through G-Suite platform with 

Video Monitoring. All existing guidelines relating to examinations were revised and new 

guidelines were framed to conduct examinations online. April 2020, November 2020 and April 

2021 examinations were conducted online. Valuations of answer scripts, Scrutiny of the 

evaluated answer scripts were also completed online. All communications relating to 

examinations were sent to Heads of the Departments and Students through Institutional E-Mail 

IDs, Whats app Groups and Website. 

 

Revised guidelines for online Examinations: 

Several initiatives were taken during Covid-19 pandemic when examination system went 

through a radical change from offline to online mode. 
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 As per the UGC notification of holding examinations for the final year students, 

guidelines relating to holding examination on online mode was formulated.  

 Online Examination committee was established as an extension of already existing 

examination committee. 

 Online examination through G-suite link with video monitoring was initiated to 

ensure academic assessment credibility. 

 Question Papers were prepared in multiple sets and students of each programme 

consisting of strength above 70 were divided into three links and strength below 70 

were divided into two links. 

 To make online examinations more flexible, more choice were added to question 

paper and adequate time was given to students to upload their answer scripts. 

 Turn in duty was allotted to faculty on a daily basis to ensure proper uploading of 

written answer scripts after the examinations. 

 All payments relating to examinations were made online. 

 Mock sessions for faculty Invigilators were conducted when examinations were 

switched over from offline mode to online mode. 

 Mail relating to invigilation duty was sent to faculty invigilators to their individual 

Institutional Email-id. 

 Mail relating to valuation was sent to External faculty and Inter departmental faculty 

informing them about academic programme, course title, number of answer scripts to 

be evaluated and the foil excel sheet. 

 Mock sessions for students was conducted to enable the students to take up online 

examinations confidently. 

 All queries of students were addressed online. 

 All necessary educational documents required by students and other verification of 

documents of students were addressed online. 

 Office of COE functioned on rotation basis considering social distancing and other 

safety measures. 

 

 

****** 
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UG Question Paper Pattern 

END SEMESTER EXAMINATIONS 

Programme :  Batch : Semester :  

Course Title :  Course Code :  

Duration : 3 Hrs  Maximum Marks : 100  
 

Question No Question Mark K  Level 

(K1 – K6) 

( CO ) 

 

SECTION – A (10 X 3 = 30 Marks) Answer All Questions 

1  3   

2  3   

3  3   

4  3   

5  3   

6  3   

7  3   

8  3   

9  3   

10  3   

SECTION – B (5 X 8 = 40 Marks) Answer any Five Questions 

11  8   

12  8   

13  8   

14  8   

15  8   

16  8   

17  8   

18  8   

SECTION – C (2 X 15 = 30 Marks) Answer any Two Questions 

19  15   

20  15   

21  15   
 

Knowledge Level as per Bloom Taxonomy 

K1 – Remember; K2 – Understand; K3- Apply; K4 –Analyse, K5-Evaluate; K6-Create 
 

 

                                                          

         Signature of the External Examiner 
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PG Question Paper Pattern 

END SEMESTER EXAMINATIONS 

Programme :  Batch : Semester :  

Course Title :  Course Code :  

Duration : 3 Hrs  Maximum Marks : 100  
 

Question No Question Mark K  Level 

(K1 – K6) 

( CO ) 

 

SECTION – A (10 X 3 = 30 Marks) Answer All Questions 

1  3   

2  3   

3  3   

4  3   

5  3   

6  3   

7  3   

8  3   

9  3   

10  3   

SECTION – B (5 X 10 = 50 Marks) Answer any Five Questions 

11  10   

12  10   

13  10   

14  10   

15  10   

16  10   

17  10   

18  10   

SECTION – C (1 X 20 = 20 Marks) Compulsory Question 

19  20   
 

Knowledge Level as per Bloom Taxonomy 

K1 – Remember; K2 – Understand; K3- Apply; K4 –Analyse, K5-Evaluate; K6-Create 
 

 

                                                                       Signature of the External Examiner 
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SECURITY FEATURES IN THE CERTIFICATES 

 

1. HOT FOIL STAMPING  

2. MICRO LINE PRINTING 

3. INVISIBLE INK PRINTING  

4. VOID PANTOGRAPH 

5. COPY MARK 

6. NANO PRINTING 

7. VISIBLE FLUORESCENT PRINTING 

8. WATER MARK 

9. SECURITY BORDER DESIGN 
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UG & PG GRADE SHEET – FRONT PAGE 
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UG & PG GRADE SHEET – BACK PAGE 
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UG CONSOLIDATED GRADE SHEET – FRONT  PAGE 
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UG CONSOLIDATED GRADE SHEET –BACK PAGE 
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PG CONSOLIDATED GRADE SHEET

 



 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

IT Integration in Examination 

Procedures and Processes 

 

Vaishnav Examination Management 

System (VEMS) 

 

 

 

 
 

 

 

 

 

 

 

 

  



 

 

 

  

 

STUDENT INTERFACE 

Intranet Login Page for Students 
 

Landing Page with Student Personal details 
 



 

 

 

  

 
 

Student Attendance View 

 

Online fees payment portal through the intranet 
 



 

 

 

  

 

 

E - Form filling page for Hall Ticket Generation for End Semester 

Examinations 
 



 

 

 

  

 

Mark Sheet Viewing Page 
 

 
 



 

 

 

  

 

Answer Scripts Revaluation Portal 
 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

  

COE INTERFACE 

Admin Login Page 

 

 

COE User Login 
 

  



 

 

 

  

 

Masters Creation 
 



 

 

 

  

 

Creation of Courses for Programmes 
 

 

Courses Entry  

 

 

  



 

 

 

  

 

 
 

Examiners Data 

 
 

 

Examiners Question Paper Setting 



 

 

 

  

 

 

New Student Entry 

 
  



 

 

 

  

 

 
 

Student Photo Edit  

 

Student Classwise Edit

 



 

 

 

  

 

 

Examination Time Table Entry 

 

Examination Time Table Report 

  



 

 

 

  

 

Cover Sticker Report 

 

Student Exam Attendance Report 

 

 

 



 

 

 

  

 

 

Dummy Number Entry 

 

 

  



 

 

 

  

 

 

 

Report generation for IA Consolidation 
 

Hall ticket generation 

 



 

 

 

  

 

 

Mark entry for End Semester Examinations 
 

Course wise Foil Sheet generation 
 



 

 

 

  

 

Foil Sheet Report Generation 

 

 

Third Valuation Report 

 
 

 

 

 



 

 

 

  

 
 

Passing Board Report 

 
 

Programme Wise Result Analysis 
 

  



 

 

 

  

 

 
 

 

Grade Details Entry 

 

 
 

Credit Details Entry 
 

  



 

 

 

  

 
 

Mark Register for results checking 
 

 

Student wise Mark Sheet Generation 
 



 

 

 

  

 
 

 

Student wise Mark Sheet 

 

Consolidated Marksheet 

 



 

 

 

  

 

 

Revaluation Entry 

 
 

Arrear Report 

  



 

 

 

  

 

Transcript 

 

Graduate List 

 

 



 

 

 

  

 

 

University reports Generation 
 

 

University Report 

 
  



 

 

 

  

 

 
 

Rank List Generation 
 



 

 

 

  

 

TEACHER INTERFACE 

Login Page 

 

Attendance Entry 
 



 

 

 

  

 

Attendance Entry  

 

Attendance Report 

 

 

 

 



 

 

 

  

 

 

Internal Assessment Mark Entry 

Internal Assessment Subjectwise Report 

 
 



 

 

 

  

 

 

 

IA Consolidation Result Analysis  

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

  

 

ADMINISTRATIVE STAFF  INTERFACE 

Login Page for Administrative Staff  

Report generations 
 



 

 

 

  

 
 

Issue and generation of Transfer Certificates 
 

 

 

TC Report 



 

 

 

  

 
 

Google Workspace for Education for conduct of online  examinations             

GSuite Admin Login Page 

 

Examination  G - Classroom Creation Page 



 

 

 

  

 
 

 Question Paper Posting 

 

Online Proctoring through Google Meet 

 

 

 

 

 



 

 

 

  

 

Answer Script Evaluation with Rubric 
 



 

 

 

  

 
 

G - Classroom Dashboard of all the Answer Scripts 
 

 

d 

Downloadable Grade Sheet Of Test And Exams Conducted 

 


