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ENQUIRIES

L Enqguiries in regard to interpretation of rules for conduct of
examinations should be addressed to the Assistant Registrar (Conduct),
Himachal Pradesh University, Shimla-171005. Any urgent enquiry regarding
conduct of examinations may be made from the Assistant Registrar (Conduct)
on office telephone No. 2830635 extension 5253, 2633474 or from the Section
Officer (Conduct) on telephone No. 2830635 extension 5254,

2. Any infringement of rules should immediately be reported on
telephone to the Controller of Examinations, Himachal Pradesh University,
Shimla 171005 (Office telephone No. 2830911)

3 Enquiries on telephone, il any, in regard to Roll Nos_, admission of
the candidates, subjects offered by them and centre at which they are 1o appear

or late arrival cases and discrepancies found in confidential list (cut list) or an
enquiry regarding unfair means cases may be addressed to the;

a) Assistant/Deputy Registrar (Exam-I) : For B.A., B Sc.,B.Com -I,
11, I years, B.A., B.Sc., B.Com (Hons) 1, IL, 11l years,

b) Assistant/ Deputy Registrar (Exam-ll): For M.A., MSc.,
M.Ed.,, MCA. DCA, BITMIT, LLM,LLB, MBA, MTOM,
MFC, MTA, B.Ed, M.Com., DAT, BBA. BCA, DPM & LW, MIL,
MIMC, DGC, DAE, D. e-Com. Asst. Registrar (Exam-Ill) : OT/
8.Tech, MDYMS, PG. Dips in Medical Sciences, MBRS, BDS,
BAMS, MD/MS (Ayurveda).

¢) Assistant / Deputy Registrar UMC  (secrecy); Unfair means
cases of all examinations and regarding non-receipt or sh-:rrl supply
of question papers.

4. The Superintendent of a centre should communicate to the Assistant
Registrar (Conduct) by name his/her residential address during the

examinations; and also his/her telephone No., il any, on which he/she can be
coniacted in case of an emergency.

. Enquiry on telephone may be made only when it is unavoidable.

b. Telegrams during examinations when absolutely necessary should
be addressed 1o “HIMVARSITY SHIMLA™.

Controller of Examinations
Himachal Pradesh University,
Shimla- 171005,



HIMACHAL PFRADESH UNIVERSITY

L. FUNCTIONS OF THE SENIOR SUPERINTENDENT
(CONTROLLER OF EXAMINATION CENTRE)

a) The Senior Superintendent (Controller of Examination Centre) will be
overall incharge of the conduct of examinations according to the rules/
regulations of the University and also nccording 10 the inm'umnns issued
in this respect from time to time,

b) He/She shall ensure proper maintenance of the stock nf blank answer-
books and supply the required number daily to the Centre Superintendent

c) He/She shall kecp the question papers received from the University in his/
her safe custody and ensure security of the place where these are stored

d) He/She shall open packets of the question papers and hand them over
cach day/session of examination to the Centre Superintendent(s). One of
the witnesses at the time of opening of the question papers shall invariably
be the Centre Superintendent (s) on duty for that session.

¢) HelShe shall start examination of every session according to the time given
by the University in the date-shect.

f) He/She shall be present at the College/Campus during the conduct of the
examination each day/session.

g) He/she should provide all facilities 1o the centre Superintendent(s)

h) He/She shall make suitable arrangements ot the centre in place of
supervisory and other supporting stafl who do not report for duty subject
io approval of the Controller of Examinations/Additionzl Coniroller of
Examinations.

i) He/She may appoint Assistant Superintendent for outside duty, if need be.

1} The Sr. Superintendent may replace any member of the staff except the
Centre Superintendent, if histher conduct is found unsatisfactory. Repon
thereof shall be sent to the Controller of Examinations.

k) He/She will have a liaison with the District/Local administration and Police
authorities 1o ensure smooth conduct of examinations.

1} The Sr. Superintendent may appoint a clerk o assist him/her in case the
work load 15 heavy with reference o number of examinees and mamtenance
of Question Papers, etc., by him,

m) He/She shall prepare a chant in advance for merger of Centers on days
when number of candidates is less.

n) The Sr. Superintendent may allow one of the clerks of the merged centers
to work with the clerk of the centre where more than five question papers

have 1o be opened simultaneously.

4

0) He/She should make rounds of examination centre (s) 10 see if the
examination is being conducted smoothly.

p) In case of emergency he should inform the University ln‘mwdm'lnljr on
phone.

q) He/She shall ensure proper storage of scripts after the examination and
their safe delivery to the Evaluation Section of the University,

r) He/She shall keep record of dates of inspections by the Flying Squads’
Inspectors and forward the same (o the Assistant Registear (Conduct),

s) He/She will send a confidential report about the work of each
Superintendent after the expiry of examinations.

IL. Functions of Centre Superintendent : The following summary of what
the Superintendents have to do each day is merely a sort of ready reference
to enable them to remember their important duties. This does not absolve
them from going through the rules given in the main body of the Book of
Instructions.

(1) What & Superinterdent has to do a day before the commencement

of examination?

I. Procure the list of Question-Papers from the Sr. Superintendent if such a
list with packets of question-papers is lying with him/her, otherwise he/
she shall do the exercise himselffherself if he/she has himselfherself
received the consignment direct from the University, and compare the
question -paper envelopes received with the Centre Statement and cut-
lists supplied by the office. In case question-papers in any subject are not
received or the number of question-papers received 15 insulficient as
required in the Centre Statement he/she shall contact the Controller of
Examinations or the Assistant/Deputy Registrar (Secrecy) on telephone
or telegraphically. In case there is sufficient time then wrile a registered
letter addressed to either of the above officers by name (Rule 2).

1L Write carefully the date, time and session of examination on each envelope
containing question-papers and arrange these in order of the dates and
session to avoid opening of a wrong envelope. Instructions issued separately
in this regard be gone through carefully and acted upon.

IIl. Make proper seating arrangements {(Rule 12), .

IV. Notify the directions for candidates (Appendix 111, date-sheet, seating
plan, etc, outside the Examination Hall) (Rule 13)

V. Prepare duty chart of Supervisors according 1o the schedule and number
of candidates for cach date and session.

V1. Send the sample of the impression of seal of Superintendent or Assistant

Superintendent 1o be used to the Assistant/Deputy Registrar (Evaluation)
for verification and record on the first day of the examination,



(2) What a Superintendent has to do on the first day of the examination?

I Announce 1o candidates on every day of examination the subjects/papers/
options in which no guestion-papers have been received with a view
to verify that no candidate is appearing in any of these subjects at your
centre (Rules 3),

1. Compare the names of the candidates written on the Roll No- slips with
those in the confidentinl/cut list supplied by the office.

111 Apply in triplicate, on Form S.F. 6 for sanction of substitute(s) in place of
Assistant Superintendents who do not report for duty and for casual Asstt.
Superintendent, if ahsolutely necessary. :

IV. Apply for special sanction, in duplicate, if absolutely necessary on Form
S.F 13 (Rule 63).

(3) {a) What the Superintendent has to do on each day of the

examination 7

(i) Reach the centre at least 30 minutes before the start of examination
and ensure that the question-paper envelopes brought by vou are
in accordance with the date-sheet.

(i) See that at least 5 minutes before the start of exams the candidates are
seated properly at their respective seats and the distribution of the
answer-books has been completed.

(i) Post Assistant  Superintendents in various rows according lo
Rule No. 49,

(iv) Open the Question-Paper envelope in the subjects according to date-
sheet and obtain an opening certificate as provided in Rule 4(a)

(v) Make sure that the paper meant for evening group is not opened in the
morning session, when there are moming and evening sessions.

(vi) Before distribution of question-papers, check up and satisfy whether
the Seral/ Code No. and the subject on the outer and inner covers tally
with that on the question-paper, and in case of discrepancy in Serial/
Code No. and subject, take necessary precautions.

(vit) Compare the number of copies of question-paper and the subject
with the number and subject mentioned on the envelope containing
question-papers.

(viii) Compare the Roll Nos. of the candidates written in words and figures
on the answer-books with those supplied by the office.

(ix) Prepare attendance Chart (memo), for the Controller of Examinations/
Additional Controller of Examinations daily for each paper,
examination-wise and send the same to the Assistant/Deputy Registrar
(Examinations) concerned after the termination of the examination in
the last packet. The Superintendents are supplicd blank absentee
memos- for different examinations. The centre superintendent shall
instruct the student 1o cross the blank pages of Answer Books and the
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invalidator while taking over the A/Bs from the student shall ensure
that the student has crossed the blank pages.

It has been often observed that a candidate is neither shown
present nor absent. It should be fully satisfied that “presence” or
“absence” of a candidates is marked properly. This is very important
and essential o avoid “Result Later™ and “Marks Later” cases.

(x) Maintain daily proper account of blank answer-books, and send a
statement of stock of answer-books indicating the balance thereof on
termination of the examinations.

(xi} Despatch answer-books after applying proper check (Rule 36)

(b) The following items should be reported on the day of occurrence:

(i) Opening of wrong question-paper (Rule 5).

(if) Provisional admission of a candidate (Rule 17

(1i) Late arrival cases (Rule 17{e)

(iv) Any untoward happening (Rule 21)

(v) Unfair means cases (Rules 22, 23, 24, and 25)

{vi}) Impersonation cases (Rule 26).

(vii} Infringement of rules (Rule 44}

(viii) Inform the Dy \Asstt. Reg. (Eval) if there is no Answer Book in the

subject(s)'course(s) —{Rule 35 (b)].
(3) What a Superintendent must NOT do?

{i) Postponc an examination (Rule 2)

(i) Open a wrong envelope of question-papers (Rule 5)

(iii}) Appoint an amanucnsis without the previous permission of the
Caontroller of Examinations (Rule 20},

(iv) Permit a candidate to leave the examination hall without handing
over the answer-book, or ask the candidate to leave the answor-
book on the wble.

{v) Keep a bundle of answer-books unsealed

(4) What a Superintendent has to do immediately on the termination
of the examination? _

(i) See that the centre is wound up as 500N as cxamination is-over.

(i) Re-deposit the stationary-box and the furniture with the institution from
which it was procured.

(iii) Despaich 1o the Section Officer  (Conduct) / Assistant Registrar
(Conduct), Assistant/ Deputy Registrar  (Evaluation),  Assistant/
Deputy Registrar (Exams) packets as mentioned in - Appendix 1L

(iv) Despatch 1o the Section Officer (Accounts-1l) one packet by
Registered Post as mentioned in Appendix 11 '

(v) Despatch the documents collected from the candidates as roequired by
the Examination Branch to the Assistant /Deputy Registrar (Exams)
as the case may be by name as given on the title page.

T



From the i m:hsiupumm i

: e lime reaches hi inati
center and up to the end of the examination, h:f:“;e mmiﬁm
herself as an agent of the University and must not leave the station without
the previous permission of the Controller of Examinations. In the case of
unavoidable circumstances, even on University work, he/she must apply
on the prescribed Form No. 5.F. 14 (Superintendent’s File) for permission

when the T.A. and DA has been sanctioned to him hy the University

- The Centre Supdt/Dy. Supdi. shall make is ‘her own armangements for

board and lodging there and not at any other place. In no case the

supervisory staff should avail hospitality of the local institutions or any

ﬁﬂn thereof while acting as such.

- The Senior Superintendent shall ask the SUpervi i
_ sory staff to read th

d_“““_ a day before the commencement of the examination and ;;:cr

directions for the candidates on the first day of the examination or shall

read them out and explain the varidus points.

: m&nhw“umﬂmwwurm member

under registered cover, ]

. The En_mmr Superintendent shall see that the duties assigned to the
supervisory staff are properly attended 10,

- The Senior Superintendent shall prepare a consolidated statement based
on thr..- centre staternent giving the number of candidates appearing in the
nmrnm;md:vmhgmknu,nuqrdm and the number of Assistant
Superintendents required there for 1o facilitate checking by the Inspector

entirely 1o the Assistant Superintendents,

. ‘;“hesupmimﬂmﬂullmmumhmdumrwm,ﬁ. Exam ination
that they lhnrn!ﬂ make an indication regarding the question they have
mﬂnmmdhyhdﬂn;mwhlﬂu,nfﬂuqtﬂthnhmﬁuhulufm
printed on the title page of the answer- book.

10. At the centres where any deaf candidate is appearing, the Superintendent
shall give all the necessary instructions in writing.

I 1. The Assistant Superiniendents should keep a record of the candidates who
aftended the urinal and should certify that the urinal was searched before
and afler use by the candidate and the candidaie did not dispose of any
unauthorized paper there or brought anything there from.

12. Before allowing entry into the Examination Hall, all the examinees should
invarinbly be checked daily (each session) by the Superimendent and the
Aassistant Superintendent. The candidates should be asked to place their
Wooks and papers outside, so that incriminating papers and books in their
possession are not brought inside the Examination Hall and they do not
commit the offence of “possession”.

13. The Centre Superintendents are requested to see that no dak is to be allowed
tar be received by any candidate during the course of examination, either
through a mess: nger or Postman who be directed to deliver the same after
the examinations

14.If any person sppointed as Senior Superiniendent or member of the
Supervisory stff does not turn up for duty ot the place alloted by the
Controller of Examinations or he/she willfully, withow proper and good
cause shown, neglects the duty assigned to him, he/she shall be debarred
from any University work, in future.

15, Examinees shall not uge / carry mobile phones during the course of the
examination. No drink other than water shall be suppliedto the examineces

nside the examination hall / room.



RULES

CHAPTER 1

QUESTION PAPERS
L]

Safe Custody of Question papers : The University shall send the Question
I‘np_m. by post under insured cover or through special messengers. The
Senior Superintendent shall be responsible for the safe cusiody thercol
He/She should keep them at hisher residence /office under lock and key,
H:Isl?t_ sh_mdd take special care that the keys of the box and the room
containing question-papers are always kept in his/her personil custody
and no ane else possesses duplicate keys of the same. He shall deliver the
:w sealed packets daily to the Centre Superintendent, Where Centre
Superintendent receives delivery of Question Papers direct from the
Uﬂwlf. he shall be given full co-operation by the Sr. Superintendent in
kttpll:lg the packets under lock and key,

Opening of the parcel(s) : The parcel(s) contamning the bundle of question-
papers shall be opencd by the Senior Superintendent a day before the
commencement of the examinution in the presence of Centre
Superintendent. The Centre Superintendent and the witnesses shall examine
carefully all the joints of the outer cover(s) as well as of the envelope
contained therein

Ifany parcel or envelope containing question-papers appears 1o have
been tampered with, the contents thereof should be removed without
breaking the seal and the empty covers returned immediately (o the
Controller of Examinations/Additional Controller of Examinations by name
with a detailed report of the case. Examination in the papers should not in
any case be postponed without the permission of the: Controller of
Examinations.

The tampered envelope should be sealed again in the presence of
the above mentioned officers. For this purpose, the Sr. Superintendent
;hn“-lmvu the packing material with himMer at the time of opening the
msured scaled parcels. The name of the examination, subject and paper
should be clearly memioned on the new cover 1o avold confusion later on

In the case of hreach of trust or infringement of rules, the Sr

Superintendent will make himselfhersell liable for legal or departmental
action or both,

1]

Number of copies of question-paper as specified on the sealed
envelope should be compared with the Centre Statement. The Sr.

Superintendent and witnesses shall then check the total number of
envelopes and compare the number of copies of question papers shown
on the envelopes with the Centre Stmtement and the cut-lists in order 1o
make sure that no subject mentioned therein has been omitted and that a
sufficient number of copies of question-papers has been supplied. Any
discrepancy should be reported immediately by express telegram and also
by phone, il necessary, to the Controller of Examinations/Additional
Controller of Examinations/Deputy Registrar (Secrecy) the same day. The
certificate No. S.F. 1 in the Superintendent’s File should be submitted 1o
the Controller of Examinations/Additional Controller of Examinations duty
filled in by registered post if there is any discrepancy, otherwise by ordinary
post.

N.B. : Mere signing and forwarding the certificate is not enough; if
there are discrepancies in items (b), (c) and (d) of the certificate, action
suggested in this rule must also be taken,

(3) Subject not provided for : On days of the examinations, the

Superintendent shall announce to the candidates the subjects given in the
date-sheet, but in which question-papers have not been received by him/
her or which have not been provided in the Centre Statement to verify that
no candidate s appearing in any of these subjects at his'her centre

(4) (a) Opening of guestion paper-envelopes : Each envelope containing

question-papers shall be opened in the examination hall by the Sr.,

Superiniendent on the date and time fixed for the examination in that subject

ut the presence of Superintendent and Assistant Superintendents, and Clerk

on duty, after carefully examining the condition and joints of the envelope

and the scals and verifying the subject by a reference 10 the date-sheer.

The joints both of outer and inner envelopes should be examined most
carelully. The Sr. Superintendent shall open it leaving the seal iptact, after
signing the opening cenificate printed on the envelope (both outer and
inner) together with the witnesses- The inner sealed cover should also be
carefully examined 1o see the condition of seal(s) and the figures written
on the cover. If the Serial/ Code No. given on the inner cover is different
from that on the outer cover, carg should be exercised to see that the
question-paper taken out is the right one; this precaution is necessary even
otherwise,

(h)  Assoonas the senled envelope contaming guestion-papers has been
opened the St Superintendgnt shall see betore distributing them that it is
the right question-paper as given in the date sheet. In case of its being



different, the question-paper should be sealed without reading the questions
and outer envelope carefully be checked 1o see thar wrong envelope has
not been opened. If there has been no such mistake, further instructions
should be y obtained from the Controller of Examinations/
Additional ller of Examinations.

Cautions (i) Care should be taken that the same person does not sign the
certificate of opening every day. The Assistant Superintendent, however,
when on duty, must be one of the witnesses. When there is only one
member of supervisory staff other than the Superintendent on duly his/her
witness alone will do.

(i)  Ifany envelope is found to be tampered with While in possession of
the Superintendent, the Assistant Superintendent or in his/her absence the
other witness shall not sign the centificale, They must inform the Controller
of Examinations/Additional Controller of Examinations telephonically but
the examination should continue

5. Penalty for opening a wrong envelope : If a question-paper meant for a
different day or time is wrongly opened, the Controller of Examinations/
Additional Controller of Examinations must immedimely be informed if
necessary mentioning clearly if any one has read it or not, No honorarium
will be paid to the Superintendent whao, through an oversight, opens a
wrongenvelope and 1o the Assistant Superintendents, who have acied as
witness for the opening of the packet. The person(s) thus at fault is‘are
also liable to be disqualified for future appointment for & period 10 be
determined by the Pro-Vice-Chancellor/Vice-Chancellor,

6. Envelopes not to be opened if mo candidate is present : No envelope

containing question paper should be opened unless the Sr. Superintendent
has made certain that there is at least one candidate taking the examination
in that paper. If no candidate is present for a particular paper, the envelope
should be returned un-opened to the Assistant/Deputy Registrar (Secrecy)
along with other papers on the termination of the examination (Appendix
1T} with an advice to the Controller of Examinations/ Additional Controller
of Examinations by name, the same day, i.e. the day of the paper to avoid
correspondence.

7. Incase all the candidates in a particular Science subject are absent in the
written paper, the Senior Superintendent shall inform the examiner and
alsa the Additional Controller of Examinations/Controller of Fxaminations
by registered letter or telegraphically, so that arrangements for Practical
Examinations of such candidates are cancelled in time,

8. Insufficient copies of question-papers : If per chance, the number of
copies of a question-paper is found less than the number of candidates,
the Sr. Superintendent should dictate the paper 1o the candidates without
disturbing other candidates or get the required copies Photostat and give
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them time equal to that spent in dictation/Photostat. Report niust be made
of it to the Controlier of Examinations/Additional Controller of

Examinations.

9. Destroying opencd cloth-lined gquestion paper envelopes: | he empty

envelopes containing surplus copies of the question papers should be
cnrtf":li: prts:rvcdmﬁ"ﬁ the end of examination and then destroyed on the
termination of examination (), .

10. Medium for trunslation into English : In minmln:}nmlm cundidates
have option of offering Hindi as the medium for translation into Er!gluh.
If by chance no copv of the question-paper in the particular medium is
received by the Superintendent, he/she should arrange 10 get the passage
translated if possible or dictate it as it is; so that the candidmes writes it
out in the script he/she knows.

1T. Misprint in question-papers : :

(2) 1Ehc Sr. Eﬂp:rimmdnmp shail imnwdimmhr mrhtﬁfhélm ?:;cc :r ;:;

ler of Examinations/Additional Controll xaminations

iﬁ'mimwmlﬁm or ambiguity ﬁ:uml by him/her in the
guestion paper that necessary action is taken by the University Office
() Representations regarding out-of-course question /stiffoness of
question papers : The Senior Superintendent should ensure as fnrrns
possible that the subjéet teacher must be available on the e:r::n_:mmun
days so that in the event of examinees preferring any representation with
regard to the stiffness of the Question-paper or its being uut‘nf course he
gives his detailed comments thereon. The Centre Sup:rmmndl:n.tr’ﬁl.
m:pcruuﬁndunt should forward the same to the Controller of Examinations/
Additional Controller of Examinations without any delay so that the
complaint is decided well in time.
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CHAPTER I
ADMISSION OF CANDIDATES AND ARRANGEMENTS, ETC.

12, Snl:!qgu Arrangements: A day before the commencement of the
examinations, the Superintendent shall make satisfactory arrangement of
seats umqing to the Confidential/cut-list in such a manner as to render
ali communication between the candidates impaossible. In a combined centre
women candidates should not be seated in betweeg the men candidates

L3. Plan of the examination hall and date sheets: The Superintendent !.hu.H
get plans of the seating arrangement typed showing the order of seats
allotted to the candidates and the direction they face. A copy of the plan is
10 be sent to the Assistant Registrar (Conduet). A copy of each plan and
date-sheets should be pasted at the conspicuous place outside the
Ex an‘_unn_ﬁnnq _i Inlila’ruum a day before the commencement of the
examination. Similar procedure | I ]

v s nfi::. iy ure is to be adopted in case of any subsequent
If there are any almirahs in the sidewall of a hall or room used as

examination centre, the Superintenderit
locked shall see that ihese admirals are

14. Roll No. and Photographs
(i) Th:: Roll No. of each candidate shall be written on each table a1 a
conspicuous place so that the candidate may readily find his/her place
(ii) '.l:fh-:r_l there are two sessions a day, the photographs of the candidate
appearing in the morning session should be collected after the session is

over to make room for photographs of the afternoon candidates, Similarly .

: tographs of the afternoon candidates be collecred a
termi - ected
ination of the session. fier the

IS, Arrangements of urinals, ete:

(i) Thtlsuprrim:ndcm should carefully see that arra '
and lutrines to be used by the m;dldmﬂrm available ;F;IT:IE :Ji:;:“::::
centre. In cise Ihelrf: s no pucca urinal or latrine near the centre, the Head
u{ the lr&sg:mlim where the centre is located should be requested to provide
this I"n!mhly by making temporary arrangement 1o the satisfaction of the
Superintendent without any cost to the University
(i) Superintendent shall see that one of the Assistant Superintendents
always accompanics the candidate wishing to make use of the urimal or
latrine while the Examination is going on. To prevent any p:.isﬂbilhy of
use of unfair means the urinals and latrine must be inspected each time
before and after n candidate uses i
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16. Admission on production of Roll Ne. Slips individeally and not

collectively:

(i) Each candidate is supplied by the University with a Roll No. slip as an
authority for admission 1o the examination centre, The candidates arc 1o
be sdmitied on production of the slips, which should be collected from
the candidates on the day of last paper of concerncd candidates and
forwarded to the Assisant/Deputy Registrar (Examinations) concerned
along with other papers on the termination of the exzmination.

(ii) - Each candidate (regular or private) must be directed to present the
Roll No. slip o the Superin:=ndent of the Examination Centre individually
and under no circumstances the Roll No. slips be accepted by the
Superintendent of the Examination Centre collectively. The private and
the correspondence course candidates must possess identity cards for their
entry to examination hall.

(iii) incase any enguiry is to be made from a candidate under the direction
of the University office, it should be done after the expiry of the time

17, Provisional Admission :

* (a) The Superintendent of a centre may admit a candidate provisionally
entwely sl candidate's own risk and responsibility, under the following
circumstances, All cascs of such admission are subject 1o the final orders
of the Controller of Examinations.

(i) When candidate has not been issued a Roll No. by the University,
but he/she satisfies the Superintendent by production of original
documentary proof that he/she had duly submitted his/her admission form
and fee to the University within the prescribed date (copy of schedule
supplied scparately), in such a case the Superintendent must collect two
copies of the Photagraph of the male-candidate only with his name, father's
name and examination written on the back by the candidate and aticsted
by the Superintendent
(it) 1fon the first day of the examination a candidate by mistake presents
himselifhersell al a centre other than the one allotted to him/her by the
University unless, of course, there is time enough for the candidate to
reach his/her normal centre still in time.
(i) In all cases of provisional admission the Superintendent must also
obtain a written statement from the candidate explaining the circumstances
under which provisional admission 1o the centre has been sought This
staternent must be accompanied with & declaration (specimen form printed
below) and submitted to Assistant/Depury Registrar (Examinations)
concerned by registered post immediately.
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DECLARATION FORM

(The Superintendent should get this proforma tyvped for use by the candhdate)

Examination .......... - i & Roll No.

| son/daughter of  Sh. declare
that | am taking the above examination provisiomally with the permission
of the Superintendent of the Centre entirely at my own risk and
responsibility and that my admission form/request for contre has not
previously been rejected by the University.
I frther declare that | shall have no claim to the evaluation of my answer
books in case the Controller of Examinations/Additional Controller of
Examinations does not approve of my admission 10 the Examination
The subjects taken by me are

. I'have already remitted the prescribed admission fee of Rs.
I the University, vide University fee Receipt No. Bie

dated NOP’s No the registored pos
"F g Receipt No, _ dated s e
Ii; Signature of the candidate
Address
Dated -
Assistant Superimtendent Superintendent
Dated Centre
Countersigned
Sr. Supdt

(iv) When a candidate has not produced his/her Roll No. slip on demand
but his/her name exists in the cut list of the eandidates, in such a case also
the Superintendent should admit the candidate provisionally.

(v) When a candidate is in possession of Roll No. slip, but his name
does not figure in the Confidential/cut list, the Superintendent should admit
such a candidate also provisionally,

Note : In cases (i) and (ii), a fee of Rs. 50/« shall be realized from the
candidate(s) concerned and their answer books should be sent is a stray
case 1o the Assistant Registrar/Deputy Registrar (Examiriutions) concerned.

(vi)  Inother cases, the answer books be sent along with the other packets
to the Assistant Registrar/Deputy Registrar (Evaluation). If no Roll No.
has been allotted to a candidate by the University, the Superintendent should
attach a scparate slip to the answer-book mentioning the name of the
candidate, o the Assistant/Deputy Registrar (Examinations) concerned,
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who will pass it on 1o the Assistant/Deputy Registrar (Evaluation) for
evaluation after making necessary entries in his office records and allomning
a Roll No.

(b) All documents collected from the candidates where so instructed by the
University must be sent to the Assistant/Deputy Registrar (Examinations)
concerned and a record should be maintained for future reference.

(¢) All dues collected by Superintendent from the candidates on behnlfl of the
University must be remitted to the Finance Officer, H P. University, n
time, on the proforma given as Appendix V. A copy of the proforma
should be sent to Assistant’Depuly Registrar { Examinations) as well as 1o
the Assistant Registrar (Conduct) for his information 1o avoid complication
in the payment of the Superintendent’s bill. The proforma should be
submitted even il 8 nil information i3 (o be gent,

{d} Discrepancy in the subjects offered : Mo gandidate can appear in &
subject not originally offered in his'her admission form unless an
application for change of subject along with & fee of Bs. 25/- had been

received in the University office one month before the date of

i et of the examination duly sanctioned by the Controller of

the candidate insists that he/she had offered o subject which is not shown
in the cut list of candidates supplicd 1o the Superintendent, the latter should
allow the candidate to appear in that subject provisionally, on submission
of a declaration 10 the effect that he/she is appearing in this subject entirely
at hisdwer own nizk and responsibility, and shall have no clum 10 the
evalumt'on of the answer-books i question unless it is found that the
candidate ies acally offered the subject in hisher admission form in
caccordunse with the instructions

The Superintendent should send n declaration obtained from the
condidate(s) to the Assistant/Deputy Registrar ( Examinations) concerned
on the same day along with his report. The answer-books of such candidaies
must be sent 1o the Assistant/Deputy Regisiar (Evaluation) in the main
packel.

(e} Late arrival of eandidates : (1) The doors shall be open cach day halfan
hour before the time specified for the distribution of the guestion paper.
All the candidates must be in the examination hall before the time fined
for the commencement of the examination
(i) The Superintendent shall permit a candidate to take the examination
provisionally if the candidate is not more than 15 minutes late.

(i) Under very exceptional circumstances when the Superintendent iy
satisfied that the candidale is late owing to eircumstances beyond histher
control, he/she may provisionally admit the candidate upto half’ an hour
from the commencement of the examination after which no candidate shall

ke



be admitted 1o the examination hall for any reason whatsoever Durin
this time NO PER i i .
indiminday e hleH including service staf shall be allowed 10 lesve

(iv} The Superintendent shall send 1o the Assistant/De Registrar
fﬁmhﬂinm}Mdbrm: a detailed ncl:mmtrepi:it:g ﬂln::m.lsﬂ
of dr.'i_ly on the pan of the candidate in the case of (1} and (i) on the
prescribed Form No. S.F, 2.

(v) Each such candidate must sign a declaration to the effect that histher
admission o the examination is provisional and that he/she will have no
claim to have hisher script evaluated in case the Pro-Vice-Chancellor/
Viee-Chancellor does not approve of histher admission 10 the examination.
(vi) . Examinces so admitted (late arrival) 10 take the examination shall
have no claim for extra time in licu of fate wrrival,

NB.  The superintendens shall also submit a list of candidares not admitted

| to the examination hall with reasons for refusal of admession,
f 5 I18. Identification Sheets : Candidates present in each session shall be asked
| 10 give their full signature s against their Roll Nos. in the blank Identi fNcation
sheets sent by the office and the same shall then be compared with the
Roll No. slips of the candidates. Discrepancies, if any, should be settled
) before the candidates are allowed to leave the examination hall. In case
the signatures of the candidate in the above mentioned two documents do
nid wmmﬂmlh immediately reported to the Assistany Deputy

Histher answer-books should be trested s stray mﬁur-hmh nndl
despatched separately under registered cover 1o the Assistant/Deputy
Registrar (Examinations) concerned. Sepurate sheet should be used ff.'r.r
each examination.

19, lliness of o candidate : In case a candidate falls ill in the examination
hall, the Superintendent may send for a qualified doctor for histher
treatment, if the candidate so desires. Doctor's fee in all such cases shall
be paid by the candidate concerned and not by the University. This should
be made known to the candidate before sending for the doctor,

20. Appointment of Amanuensis:

(I}  An amanuensis shall only be allowed in case of-

(i} Blind candidates, or

(i) Candidates who are permanently disabled from writing with their
owt hands, or .

(iil) Temporary disablement in which a person is unable to write, like

fracture of the right or left arm, fore arm or dislocation of shoulder, elbow

" or Wr'rs_l etc. The candidate must produce a certificate from the Professor

. ol speciality concerned of a Medical College, and when there is no Medical

- College, from the Chief Medical Officer of the District concerned to the
}.)

effect that the temporary disablement will not permit him 1o write the
answer-books.

(2) The Controller of Examinations will armange for the appointment of an
amanuensis and inform the Superintendent of the centre concerned.

{3) The amanuensis must be of a lower grade of education than the candidate
and may be from the same institution 1o which the candidate belongs but
he must not have secured more than 30 per cenr marks in the last house
examination. The eondition of having obtained 50 percent marks may be
relaxed if the qualification of writer is more than one grade lower than
that of the examinee.

(4) The Superintendent shall arrange for a suitable room for the disabled
cundidate and appoint an Assistant Superintendent for him/her out of the
list supplied by the office. The Assistamt Superintendent should be daily
changed. .

{(5) The candidate other than a blind of permanently handicapped shall pay in
ndvance Rs. 100/~ per paper. The agswer books of the blind candidates

- should be sent to the Assistant/Deputy Registrar (Examinations) separately,
‘with the report of the Centre Superintendent,

(6) In cases where a superintendent has been authorized to make armangement
of an amanuensis, hall an hour extra time may be given to such
candidates and the answer-books be collected afier the Superimendent
ond the Assistant Superintendent have collected the scripts from other
candidates and arranged them. The claim for the writer and the Assistant
Superimendent will be included in the bill of supervisory stafl by the
Supermitendent

21. Indiscipline by candidates or Interference by outsiders : The
Superintendents should immediately contact the Principal or the person
deputed by him to help the Superintendent, or If necessary, the Deputy
Commissioner of the District and the police authorities in case of any
incident connected with the safc cusiody of question-papers or any other
urntoward happening beyond his/her control, which may disturb the smooth
functioning of the examination centre. He/she should also inform the
Controller of Examinations on phone, if possible, otherwise by telegram.

t.ﬂ'.h
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CHAFPTER Il1
UNFAIR MEANS

11, Important Instructions;

A Superintendent while reporting a case ol use of unfair means by a
candidate during the course of the University examination must comply
with the instructions given below, Allthe columns of the prescnibed UM.C.
proforma must be properly filled in and the report of the Superintendent
and other members of the supervisory stalf about the use of unfair means
by an examines must be accurate and specific. Please see that no column
in the U.M.C. form is left blank.

Any incriminating paper or book or other material like foot-rule, setsquares,
Card Board, eic_, etc., must be got signed by the candidate; the
Superintendent and Assistant Superintendents must also append their
signatures with date on them. Total number of papers/books so seirad/
recovered be invariably mentioned in the form at the relevant place. The
incriminating portion should invarmbly be marked/side-lined by the
vigilation staff in the said matenal as well as in the Answer Book.

The irrelevant material may not be attached with the UM C, However,
while forwarding the card-boards, ete: it should be ensured that writing
thereon is legible.

In case any such material is found in possession of o candidate during the
search conducted before the distribution of Question-papers, it should not
be sent 10 the Univ ersity s that does not constitute “Unfair Means”.

A candidate found 1o be of suspected 1o be guilty of using unfair means
shall be permited 1o answer the remaining part of his‘her question-paper
on & sepaicate answer-book 10 be marked as 2nd Answer Book™. The ritle
page of the first answer-book be marked as 1st Answer Book/UMC" Both
be sent to the Assistunt/Deputy Registrar (LUMC), under registered cover.
When a case of misbehaviour or serious misconduct is reported against an
exnpininee, the Superintendent must clearly state the details of incident
His report must be nccompanied by necessary evidence in the shape of
stateinents from the Supervisory staff,

JAS s00n 25 a case of serfous misconduct or misbehaviour oecurs at a centre

and the Superintendent sends his‘her case to the University, he should
send n telegram on that very day 1o the Coniroller of Examinations
Additional Controller of Examinations by name.

The Superintendent shall forward to the Controller of Examinations on
the termination of the examinations the declaration attached at the end of
the Memos Book for the Controller of Examinations signed by him and
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(2) Evur}.- day before the examination begins

witnessed by Assistant Superintendent to the effect that hefshe did, in actual
fact, resd out the instructions to the candidates and called upon them o
surrender all papers, books, notes or purses in their possession.

. In case thkse instructions are not complied with, the Superintendent and

other members of the supervisory staff would be held responsible and
suitable action would be taken against them,

23 Directions for candidates - (1) A copy of the directions for candidates in

poster form and a list of candidates disqualified in the previous year as
supplied shall be pasted outside the examination hall/room at a conspicuous

‘and also to the candidates who
~arrive late, the Superintendent shall read out the following rules 1o warn
the candidates about the use of unfair means, etc.

a. Candidaies should scarch their pockets, desks and benches every
day before starting to answer their paper of éxamination and hand
over to the Superiniendent if there is uny tneriminating papers, which
‘are either in the possession of an examinee or are lying in hisher
desk under histher seat or nearby hivher seat.

b, Candidates must not attempt 1o give or get help to or from other
candidates. Assistant Superintendent or outsiders, efc.

¢ Candidates should not give any indication of their religion or
nationality through invocation 1o God by writing ‘Om™ etc. on title
page and in their Answer-books or disclose their identify or make
any kind of peculiar marks.

d. A candidate should not write his/her name, the name of the centre,
college or district. The private candidates should not write that they
are appearing as such.

e. A candidate who writes either on blotting paper or any other paper
some questions set in the paper during the examination shall be
disqualified.

.  Candidates should use fictitious names like ABC or XYZ, if they
have been asked 10 write o letterfapplication.

g ltshould be announced to all the candidates as usual that they should
not use any ink Other than Blue Black or Royal Blue Ink.
Candidates including women candidates should not bring their
purses in the examination centre.

. Ifduring a University examination the candidate is found talking 1o
another candidate or any person inside or outside the examination
hall, during the examination hours without the permission of &
member of the supervisory staff, before he/she has handed ove
her answer-book for that particular paper shall be
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24,

Explanation of the Candidates using Unfair Means:

(a) When the Superintendent takes action against candidate(s) using or

(b)

(€)

(d)

(e)

(1)

attempting to use unfair means, he'she should invariably demand a
writien explanation or statement of the candidate(s) concerned. If
Any candidate refuses 10 give hisiher statement, the fact should be
noted in the report to be submitied along with his answer-book on
the day of ocourrence to the Assistant/Deputy Registrar (LIMC) duly
witnessed by two members of the supervisory staff-

The incriminating papers must be signed by the Superintendent
and Assistant Superintendent concerned ang also by the candidate
from whom these were recovered,

A candidate who refuses 1o obey the Superintendent of the
examination cenire or changes his'her seat with another candidate
or changes his/her Roll No. card or deliberately writes wrang Roll
No. on his/her answer-book or creates disturbance of any kind during
the examinations or otherwise misbehaves in or around the
examination hall, shall be lisble to expulsion by the Superintendent
in addition to disqualification provided under the First Ordinances
of the University,

The Superintendent of the examination centre shall report ench case
in detail with evidence and statements of the supervisory staff
concemed and explanation of the candidate concerned on the day
of occumence.

No unfair means case be sent to the Ass Registrar
(Evaluation) under any circumstances in the main bundle of answer-
books, otherwise the responsibility for the loss of answer-book or
any document or any part thereof, will be that of the Superintendent
of the Examination centre concerned which may lead to
disqualification or anv other disciplinary action as deemed fit by the
office. This will not affect the candidate's right to appear in the rest
of the examination in subsequent papers.

Procedure:

When a candidate is detected using unfair means the Superintendent
shall take care that hisher report is always full and complete in every
respect and includes all the known facis and relevant circumstances
of the case and other evidence specifically mentioning the exact
location of the recovery of the incriminating maserial, 1.c., whether
recovered from hand, from the desk, from purse, from under/ingide
the answer book/question paper, ete. Such report should be sent 1o
the Assistant/Deputy Registrar (UMC),
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(b} A copy of the seating plan showing the particular seat of the candidite
therein must be sent along with the report and other relevant material
as required in the UM.C. Form

(e} A copy of the question-paper in which the candidate was taking the
examination on the day of the detectior of the case should also be
sent along with the other relevant documents.

(d) Superintendent shall not forward more than one case in the same
report. Each case must be submitted with separate report (not
necessary in scparate cover), unless it is interrelated with another
case

(¢} The Superintendent should invariably sign all such documents which
are recovered from the candidate caught using unfair means in the
exmmination,

() When a case of unfair means is detected by the Inspector of the
Exmmination Centres, the report of the Inspector concerned should
invariably be obtnined by the Superintendent of the examination
centre and sent to the University along with the concerned unfiir
Means cose, 3 "

() When a candidate is detected during the course of the University
examination having written some material on his or her palm/paw
or any other part of the body, the Superintendent must take immediate
steps 1o get that palm or the relevant part of the body containing
handwritten material photographed or he should make the candidate
or a member of the Supervisory staff to reproduce the said material
on a piece of paper and certify that it is true copy/transcription of
the material that was found written on the palm or some part of the

- body of the candidate. This must slso be ot signed by the candidate.

(h)  Where a candidate is found drunk during the course of the University

anvination, immedinte steps should be taken 1o send for Registered

tedica Practitioner and his centificate to the effect may be obtained
o Iikm ke getting the candidate medically examined by him

Tm i cnse of use of unfair means is detected by the 1nspecior of

e Lxambation Centre on his visit 1o the Centre, the Superintendent

shonild request the Inspector to attach his detailed report along with.

the report of the Superintendent and other member of Supervisory

Stall.

Impersonation Cases: ;
H'{i} The Assistant Superintendent must compare the phﬂw '
the person taking examination. In case he/she suspects the identity «

/s erson, he/she should report it to the Superintendent, who shall,

elp of the Sr. Superintendent, immediately contact the
' b2 ’




(i) The answer book if demanded in oripi ]
- if dema original by the Police, shall be
mnmmmwmmmqummmw
same sent 1o the Assistant/Deputy  Registrar (UMC)  along

ﬂ;ﬂh detailed upﬂthhmlph: intimation must at once be
given to the Controller of Examinations/Additional Controller of

CHAPTER IV
ANSWER-BOOKS

28. (1) BLANK ANSWER BOOKS will be supplied by the University
Office through the Head of the Institution where the examination is held/
the Sr. Superintendent,

(2) The Senior Superintendent should take charge of the same and
should make payment against receipt, out of the contingent money
advanced to himMer by the University on account of the cost of cartage,
e1c., incurred thereon, if sny, after receiving the relevant vouchers duly
attested.

29, (1)(a) The Superintendent should take charge of blank answer-books
properly, He/she is responsible for the safe castody of blank answer-
books and for maintaining a very accurate record thercof.

(b) He/She should also make sure that he/she has received intact all the
- bundles sent by the University.
(¢} Answer-books should be counted and arranged in packets of
hundred cach before the examination begins.
(d) In the case of loss of any blank Answer-Book, the Superintendent
concerned will be liable to pay a penalty of Rs, 100/- per blank answer-
book subject to a maximum of Rs. 500/-.
(2) Only one answer-book to be supplied:
(@7 e Superintendents are strictly I'mbu_.ﬂun o give |
( 3) o Fnﬁmhuk to a candidate in one paper except in the
wates where separate answer-books are indicated in the question paper
i where UM.C*s. e nvolved ~
ate: .-'.',I_E._.h* nvariably be told that they  per session shall
i e answeers to the answer-book and that no continuation/
etsladditional Answer-Book will be supplied
ghould be given 1o the candidates on demand and
ald * make sure that 1t 15 not misused
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(5) Thc Supn‘inlmdn]t should keep a regular record of blank answer-books
utilised every d{ay ' every paper and should strike balances afier eve
session for the ml’nnn_nﬁnn of Inspector of centres who may check IIE
:ﬁ:::pt any moment. This :wi I also facilitate the University office in
o h:ng the same, Four copies of prescribed Form S.F. 4 for the purpose
= p:rc.pumd as per Superintendent’s file which should be disposed of
(i)  One '

:?”} = :i-;ﬂ:: ;jngl:;u- hl:;f Assistant Registrar (Conduct)
iii) One copy be sent 1o the Section Officer (Conduct) in
(v} One copy be deposited with the Head off Im-titut:run LEELF:::T::
1) Ot
: € retai the Superint i
(6) (a) Blank answer-hooks infnu rmﬁhr h::::gvﬁ:!::g:;ﬁ;fnndr:;rf :
the Practical Examiners, Practical Examiners may be directed 1o :
collect their requirements from the head of the institution from where
the Iﬂupﬁlﬂlmdﬂnl takes his/her requirements,
(b} ":i-'hmsz thFad, durable and soft, will be supplicd by the Superimendent
o :_T:: st [;t;_;lllllng.klhc maps, graph papers and drawing sheets, etc,
mhibiudel;:;Th;;T:: foc official or private use is strictly
s purchased out of stationary grant for
(d) Spoiled or damaged answer-books should be sent back to 1
Diled he
fﬂr::::mﬂ} office, i.e. the Sm:inn_ Officer (Conduct), under regisiered

Jﬂ.l Writing of Roll Nos. on Answer Books:

(1) Flt':;ﬁrlr:;:udm:‘mmlq warn the candidates daily that they are 1o write
iy M. o :.rhun the portion specified for this purpose on the title cover
= 1_rsw|r:r= ook and nowhere else, as otherwise they are liable io be

isqqual IEFT. The Eﬂﬂlfﬂlhlﬂ may, however, be asked to write their Roll
Nos., on llglhl*]lﬂ-ﬂd side wp comer of graph papers, maps and drawin
shﬂltﬁ. etc. The same will be torn off in the Controller of E.xmn'rnatinn'::"
Additional Controller of Examination’s office as usual. They should al
be vfrurncd not to write the answers on the backside ol the tilth: page ;:
portion of the cover will be torn away in the Controller of E:uumr'-mjg :
Addimonal Controller of Examinations office, B3

(2)  Asafurther safeguard in this conneciion the supervisory staff be advised
:: kmﬂﬁ:n eye Fm! nof 1;-! any candidate write the Roll No. anvywhere other
nan the specified portion. The Superintendent should sec that these
nstructions have been complied with by the examinees.

31. Wrong I:lnll No. on an Answer-book : Candidates sometimes cither
through inadvertence or deliberate mischief, omit or wrongly write their
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Roll No. on the answer books. ICDEOL candidates in many cases write
their correspondence course Roll No./Enrolment No. in place of
Examination Roll No. through ignorance. Such mistakes when escape the
notice of the Superintendent results into serious complications. The
Superintendent must take special care to compare the Roll No. written on
' the answer book with that given in the list of candidates supplicd by the
University, When an answer-book with a wrong Roll No. is discovered. n
must be sent separately in a registered sealed cover (o the Assistant/Deputy
Registrar (Evaluation), with a note by the Superintendent. A fine of
Rs. 5/- per mistake will be imposed in case of discrepancy/default
32, Answer Book to be Stamped :

(1) The Superintendent should see that the Controller o1 examination's
office rubber supplied by the office is affixed on three different pages
of the answer-book in all the examinations and all stamps must be kept
i his'her custody.

_(2) Answer books should IN NO CASE BE stamped before issue. They

~ must be stamped while the candidates are writing.

(3) The Controlier of Examination's office rubber stamps must be returncd
i 10 the Section Officer (Conduct) by name under a registered cover
along with a forwarding letter immediately after the termination of the
examination. Name of examination center and place should myariably

be mentioned on the cover, while returning the stamps.
(4) Opened and unopened stamp impression envelopes should also be

sent back to the Section Officer (Conduct).

(5) A fine of Rs. 50/- per stamp will be imposed for the loss of the signature

stamps.
33, Different ink used :

If any candidate has used ink other than that permitted in the directions
for the candidates; he/she should be asked 1o explain why he/she has used
that ink. Such answer- books should be labelled separatcly as stray answer-
books and sent to the Assistant/Deputy Registrar (Evaluation) separately
under registered cover, The Supervisory staff should also be asked to
explain why he/she did not stop the candidate and report the matter 1o the
Superintendent. :

M, (1) Absertee Book and Identification Charts should be sent under registered

cover direet 10 the Assistant/Deputy Registrar (Examinations) concermed
 indicating the words “Book and Identification Charts” on the envelope.

(2) The memo for the Evaluation branch should be carefully filled up. The

~ name of the building. name of the station and number of the centre should

be ably given in the memo at the appropriate place. The memo
sild remain intact and the upper and lower portion should, in no cas

separated. The mémo be placed in between the Sutli and the packet knd

7




in no case be placed inside the paper cover i.c., along with the answer-

books. A-fine of Rs. 51- per mistake will be imposed in case of discrepancy
in Roll Nos,

IMPORTANT:

Note: It has been noticed that certain Superintendents do not send
memo along with the answer-books. They should NOTE that the memo
sent separately creates a lot of trouble for the Secrecy Workers. Rs. 5/-per
memo -will be recovered from the remuneration of the Superintendent
who sends the memo separately,

(4) The Roll Nos. of candidates whose answer-books are dispatched to the
Assistant/Deputy Registrar (Evaluation) must tally with those given on
the answer-books as well as in the list of candidates supplied by the
University. The Roll Nos. should be serially entered in the memo and
green memo be prepared from the Answer books and nol from the
attendance chart

(5) Where a paper is spilt up in two pans and the candidates are required 1o
answer on the separate mutrahmksfnparulﬂ memos, showing the Roll
Nos. of answer books in each part, should be prepared by the
Superintendent instead of one,

(6) IT a candidate has offered subjectsubjects but he/she is absemt in any
paper it shall be the duty of the Superintendent to mark him/her absent in
the attendance chart/identification sheet The absentee memo should be
prepared in reference to identification sheet, serially. ‘

35, Callection of Answer-Books:

(1) As oon as the time allotted has expired the answer-books should be
carcfully collected by the Assistant Superintendents in charge of the rows.
Linder no circumstances should the candidates be asked by the
Superintendent 10 leave their answer-books on the tables.

(2} Care should be taken to insert shsentee slips in lieu of the answer-books
of the absentees. The Assistant Superintendents should see that a candidate
wha does not attempt any part of the question-papers, does submit an
answer-book bearing histher Roll No. and other particulars required on
the title page. Such answer-books should be superscribed “No question
stempted™ in the handwriting of the Superintendent without initials.

{3) After the termination of the examination, the Superintendent should collect
all answer-hooks and if the same are in order. the candidates may be
permitied to leave the examination hall. All the exits should be closed for
this purpose $ minutes before the termination of time fixed for the paper.

(4) One Assistant Superintendent should always stand at the main entrance 1o
check that no candidate takes sway any answer-book or any paper from
the examination hall or room. No paper except the question-paper shall
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be removed from the hall and no candidate should be allowed lo write

| irati I
Al mimﬂumhmtuupmmlhﬂ : -

(5) A::nmmjcfm of Rs. 250/~ will be levied for the loss of written answer
book by the Superintendent of the centre,

(6)1f o r.:uhnja;idnau leaves the examination hall without delivering the mv.:lw;
book and takes away the same with him, the Centre Superintendent o
immediately report the matter to police and amﬁnr:punm the Control
of Examinations/Additional Controller of Examination of the same.

36. Pac and Despateh of Answer-Books: :

(1Al ::'mm-hmh received each day shall be arranged in ﬂ:umd :
and five copies of question papers added. They shall be securely 1
eraft paper, tied crosswise with Sutli and relevant label pasted proper yt;
The packet then be packed in cloth, sealed and despatched 1o the Assistan
Deputy Regisirar (Evaluation) the same day, or the next working day (in

ening seéssion). : e

ﬂ}.m n::::}“fn afternoon paper when the answer-books cannot possibly

: *; w dispaiched the same day, it shall be ensured that the packet/s ulir:i

' Mooks is/are kept in the custody of Centre Supdt./Supdi /Dy, Supdt. w
lpl.l has not been used for sealing the packet/s the seal of ﬁi!:tstunl
Euﬁirim-:m,‘.:nl.-. should be used. In casc one of thc_ Aisustgm
Superintendent, has no seal of his'her own, the packet may be sealed with
ihe seal of the Superintendent but the seal must remain in the custody of
i i if he/she o duty.
the Assistant Superintendent even il he/she 15 not on duty :

(1) Before despatch, the Superintendents should compare ﬂwanﬁuﬂﬁ

with the identification chart and satisfy themselves that the answer
| d.
of all the present candidates have been :nllz«f:!: | ‘

(4)  1f the number of answer-books in a paper is upto 5 these should not be
wrapped merely in a craft paper but must be put in a cloth-lined envelope,
‘which should be properly labeled even if these answer-books have not 10

. H |

& h"ﬂuhﬁ:eﬂpultln; tEr sub-packets in one parcel, the slip (as sample h:luwj
duly filled in and signed should be placed a1 the top of the bundle inside
the cloth 1o avoid misplacement of any small sub-packet.

{upmy W



Specimen of Slips single cloth cover, scriptwise, as directed in rule 39(2), appearing hereafier.
All bundles shall bear the labels EC. 15(iiyEc- 17 (i) Ec-17(ii¥Ec 21
Sr No. Name of examination "khr&mh&abjm: Paper/Option No, of sub-packets EC- 26, 27 (iii), (ii) on the outer cover. A statement showing the detail of
Morming/Evening the sub-packets must be placed inside the cloth-cover to avoid
misplacement of any small packet

oy (2) Answer-books being sent through Rail be booked for Summer Hill

Emi: sae Total No, of sub-packets . (Shimla) Railway station with code No- SHZ.
ing Signature of Superintendeny (3)  Answer-books inthe subjects where candidates are allowed 1o answer
Station Date B i S their papers in different scripts, i.e. English, Hindi, shall be sorted out
& v : script-wise and packed in sub- packets and relevant slip on Form No. Fe-
Please tick the relevant session. S(HVEc-15(iv)VEc-17 (iv) Ec-21 (iv) pasted on each cover and then the
F - e sub-packets for various seripty grouped us advised by the Assistant/Deputy
' If any Superintendent fails 1o supply the desired slip, responsibility Registrar (Evaluation) in the circular letter concerning the examination(s).

All these packets with their respective memoranda, shall then be put in
one outer cloth-cover on which Ec-19/Ec-3(ii)Ee-15 (iiVEc-17 (ii)Ec-
VEc-27 (i) shall be pasted.

- eandidates shall be requited and also be directed to write the

pl they haye used on the title page of their answer-books.

Steay Answer-book

(a) Sty anpwer-books and the answer-books of blind candidates be sent
separalely under Registered cover and not in the main packet. The following
categories of answer-books, however, should not be sent as “Stray™ but
may be sent in the main packet along with other answer-books.

() A candidime whose name is present in the confidential cut-list but is
nol in possession of Roll No. slip, and is admitted by the Superintendent
provisionally on payment of Rs. 50/-

(1) Ifthere is a discrepancy in the subject claimed by the candidates and
the ane given in the confidential list and the candidate is admitted by the
Superintendent.

(hi1) Candidates who reach the examination hall within half an hour of
commencement of the paper.

(i¥) The answet-books of those candidates who have been allowed by
the Liniversity to appear in the examination provisionally unless the
Superintendent is specifically asked to send the answer-books as *Stray.
(¥) Candidates from whom any amount or document is due unless there
are any specific instructions from the University to send  the answer-
books as “Stray™.

() The Superintendent should send a detailed report on the proforma
(specimen of which s given below) regarding answer-books of the above
mentioned categories of candidates, who are not permitted 1o :
provisionally but whose answer-books are not treated as Stray. _

‘I ]

| for the loss of any sub-packet will entirely lie on him.
(6) The -ﬂ:nmunt Superintendent or the ¢lerk who-so-ever is deputed by the
b . i:ip]ﬂmnmnu shall book the packets of answer-books ai the Post-Office

Superintendent shoyld apply for sanction on Form S.F. 13. The
Supmm.ﬂmum that total expenditure by rail in no case excéeds
the charges, if the packets were sent by Registered post
37. Collection of Answer-books by the University through special
B ' m.:-:en : h_'a case the University advises 10 keep the scripts in for
collection through University vehiclc, then the Sr Superintendent shall
ensure their safety to avoid any Emtrpuhtiﬂn-"rmnpcring
38,  Intimation of Despatch : . ]

[I}ﬂ:lihuy Receipt for the despatch of answer-books shall be forwarded (o

(1) The answer-books for all the examinations despa
. shall be tched 1o
the Assistant/Deputy Registrar (Evaluation), by name, properly packed in
30

: Al



be semt immediately afier the termination of the examination to the
Assistant/Deputy ﬂa:hmmuhtml under Registered cover,

PROFORMA

EETEREESEE R S

Lﬁtﬂlﬂﬂuﬁflhnmcﬁﬁuﬂmhwmmww
i‘!ﬁhmm provisionally but whose answer-books have been

w in the main packet:
; ' w
Centre
Roll No. Subject and Paper Reason for Remarks
provisional admission
Dated Signature of Superintendent

NOTE: As regard the hl‘liﬂlﬂﬂ. hml‘mﬁm meant/or

such cases should
usual,

invariably be sent to the University offic; - -ncerned as

CHAPTER V
MISCELLANEOUS

40, Use of I.mg-ﬂtl-it tables and reference maps in University
. Examination : Candidates are not allowed to bring their own Logarithmic
' tables etc., in the examination centre. The Superintendent should get the
Logarithmic tables and reference maps from the Principal/Head of the
1 Institution in which the examination is being held after giving him a receipt
| ard feturn the same to him/her after examination 1s over. In case the number
of coples required is less, the candidates be supplied Logarithmic tables
etc. turn by tum- These be supplied in that paper only for which such
Ainstruction is either printed in the question paper or has been received
. from the University office. The Superintendent should see that the
garithmic tables and reference maps lent to the candidates in the
exnmination hall/room arc returned by them intact.
(Superintendents are required to provide their own seals for use at »
e imurun centre if the University office is not supplying the same. They
i submit a sample of the impression of the seal used to the Assistany
¥ Registrar (Evaluation) and the Section Officer (Conduct) for record.
perintendent not to leave the examination hall:
E'I-lperhﬂm:hm shall remzinin the examination hall during the time
'EH' each paper.
lh:llt on no sccount speak to a candidate on any subject pertaining
_ 5 during the hours of examination except for the purpose of
h’ mu-pnru.t or other errors likely 1o mislead the candidates.
i ﬁl’ visitors to the hall: No visitor shall be allowed 10 enter
§ examination for any purpose whal-so-ever without the
' [ identit}r:ﬂdhmmdhyrl:-: University bearing the signature
i _ e of Examinations
t!rululul:-rrﬂm'ud : Where circumstances necessitate
i any rule, the Superintendent shall report histher sction
, , 1 ﬁn&mh‘u[lu*nfEunmhmhﬂbynm
Keport regarding conduct of examinations : Immediately after the
o w‘ o hmﬂmﬁm the Sr. Superintendent and Superintendent
J 1¢_;'ﬂ. by express delivery a report about the conduét of the
.-:. ””'ﬂwm HJ centre pointing out therein h&mmufmh.i‘
' s:;' ke 47 i e A
mﬂm Ehml-mh, fany, has als to
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she should submit with hisher bills, the questionnaire duly signed, as
otherwise the payments/adjustment of accounts are likely to be held up,

46. Return of furniture by the Superintendent and apparatus by the

examiners : The Superintendent should be particularly careful in returning
the furniture taken from various institutions immediately after the
termination of the written examination. Receipt for return of furniture
should invariably be obtained and a cenificate in Form No. S.F. § for
breakage or damage 10 the furniture, if any, should be sentto the Assistant
Registrar (Conduct) and a copy be given to the institution concerned,

47. (1) Articles purchased for the examination : Unless otherwise instructed

in para (2) below, articles purchased for thg examination, if any, as
sanctioned by the Controller of Examinations from time 1o time, should
be deposited info the box and put in the charge of the Head of the Institution
from where the box was originally received. At least three lists of such
articles deposited should be prepared: one should be sent to the Section
Officer (Conduct) for record, the second attached to the contingent bill
and the third kept in the box (Form No. 5.F. 5).

(2) Purchase of trunks and locks disallowed: The purchases or hire ol
trunks and locks for question-papers is not permissible, unless specifically
permitted by the Controller of Examinations

(3) Where there are no stationery boxes belonging to the University, the
Superintendent may, with the sanction of the Controller of Examinations,
purchase one lock, price not exceeding Rs. 25/, This lock with keys shall
be returned to the Section Officer (Conduct) in the packet to be sent to
him, vide Appendix I1.

48. Fees realised from candidates: All types of fees realised from the

candidates should be remitted to the Finance Officer of the University
within twenty four hours of realisation, with details This should net in
any case be considered as part of advunce made by the University for
contingsni éxpenses, "

CHAPTER V1
SUPERVISORY STAFF

49, (1) The streagth of supervisory stafl under a Superintendent will

be as under:
a. One Assistant Superintendent be appointed for every 40 candidates
appearing at a centre where examination is being conducted in a hall. In
* the case of Entrance tests, one Assistant Superintendent for every 30
candidates or part thereof be appointed.
b.  Ata centre where the examinces are seated in separate rooms, each
room will have one Assistant Superintendent, notwithstanding the ratio of
I :4071: 30, .
€. The Assistant Superintendents 1o check outside interference will be
from the institution concerned. He/they will be appoimed by the Sr.
Superintendent if the number of candidates is above 40 and will be directly
under him. The Sr. Superintendent will post him/them wherever he deems
fit. The Superintendents shall, therefore, not appoint any Assistant
Superintendent for outside duty. His claim for remuneration should be
mcluded in the bill of supervisory siaff by the Centre Superintendent
d  Where the number of candidates is less than 40, no clerk shall be
appainied. Only one person can be appointed either as Assistani
Superintendent or Clerk. In case the Clerk is appointed to act as Assistant
Superintendent he will be paid the remuneration admissible to a Clerk.
N.B. Where women candidate(s) is/are appearing, one woman Assistant
Superintendent be appointed if none of the Superintendent/Deputy
Superintendent/Clerk is a women irrespective of the number of girl
candidates appearing ot the centre
€, The Strength of the supervisory staff for the first day of the
examination will be sccording to the figures given in the Centre Statement/
cut-list but on subsequent days the strength will be governed by the number
of candidates who actually appear in the first paper of the subject and not
by the number shown in the Centre Statement/cut list. The strength will be
increased or decreased daily according to the actual number of candidates
the examination in the first paper of a subject.
~ Omly thase Assistant Superintendent should be appointed an sing; ;
Sension day who cannot be accommodated on the double session days
~awlng to det in the number of candidates,
;.a ._: mm.l rnmrt:}i::uﬂm used, each room must have o
; Mant superintendent for every 40/30 candidates or pant thereol.
number of seats should be so arranged in each room that minimum
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number of Assistant Superintendents are on duty in each session. This
will be 5o if the number of candidates seated in each room is in the mu Itiple
of 40/30, as (ar as practicable.

h.  In sessions where the number of Assistant Superintendents required
is greater than that even in the list supplied by the University Office on

6(vi) obtained immediately. This sanction must be attached 10 the
contingent bill to avoid unnecessary delay in payment. The appoiniment
of casual Assistant Superintendents is only for the session in which necessity
arises. In no case should be casual Assistant Superintendent appointed be
inchaded in the regular number of Assistant Superintendents already alloted
to the centre for distribution of the duties. Also he/she should not be a
nearest relative of the Sr Superintendent or the Superintendeni.
L An additional clerk will be allowed when two or more different
examinations are being held simultaneously and the number of candidates
exceeds 800,
J.  Sanction for extra Assistant Superintendent may be obtained in wriling
in triplicate, in case of an extreme emiergency, from an Inspector of Centre:
One copy should be pended to the Assistant Superintendents' bill, the
secomd be sent to the Assistant registrar (Condisct) and the third re tained
for Superintendent's own record. This action is subject 1o the approval of
the Controller of Examinations and must contain the following data
Name and address of the Assistant Superintendent, date of
examination, number of candidates (room-wise). Specific reasons which
necessitated the appointment and number of days/sessions for which
approval was given by the Inspector (mere ground of eficient supervisor
will not be considered),
K. Appointment and removal of Assistant Superintendent : Powers
o appoint and removal of Assistant Superintendent shall vest with the
Controller of examinations/Additional Co ntroller of Examinations of the
University. In case the inspector finds that supervision at o centre s
defective, he may appoint o replace an assistant Superintendents and repor
the same to the Controller of Examinations with enquired details for
approval and record.
L. Number of turns allotted to the Supervisory Stafl : Superintendent
should note that the allotment of tums to the various approved Assistant
Superintendents etc. leaves litile room for legitimate grievances. A duty
chart of the supervisory and the service staff engaged at the centre has
been provided in the Superintendent's File, Form No. S.F |7 This form
should be filled in on the first day of the examination after the turns have
been allotted 1o all concerned for nspection by the Inspector of Centres,

36
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m. Posting of Assistant Superintendents: In case the Superintendent
has been asked to arrange for an Assistant Superimtendent locally he/she
should appoint someone not elated 10 any candidate in any way and
communicate the name 10 the University for approval and record, The
Assistant Superintendents should, if possible, change their places of duty
every day,

n.  The members of the supervisory staff shall be appoinied only from
colleges, No person shall be appointed member of the supervisory staff
from outside the educational cadee.

0. The rows to be allotted to various Assistant Superintendents should
be kept a secret and revealed to the persons concerned only a short while
before the commencement of the examination.

p. Sanction for a substitute for Assistant Superintendent must be
abtained from the Controller of Examinations ielegraphically if time is
short. The Assistant Superintendents are dircctly under order of the
Controller of Examinations in matters of appointment and removal.

?‘ﬁl For medical, dental, Ayurveda and Engineering practical examinations.

the number of supervisory staff shall be determined on the
recommendations of the Head of the DepanmentPrincipal.

(2} Appointment of Supervisory stalf for OT/MIL Examinations:
No person who is a student or under-metric, or related to the Supermtendent
or below 20 years of age or nbove 62 years of age should be permitied 10
ACT as Assistant Superintendent- However, teacher of recognized schools
and associated institutions with the qualification such as Prabhakar, Giani,
Shashtri are eligible for appointment as Assistant Superintendents in theOT/
MIL examinations provided that the applicant submits & solemn declaration
th the Head of his/her institutions that he/she possesses working
knowledge of English. Specimen of the form of declaration is given below.
The educational qualifications of the persons recommended should
invariably be mentioned in the form, In case any appointment has been
made on the wrong declaration of the person concerned, he/she may be
removed from the Supervisory staff and information with regard to this be
sent to the Assistant Registrar (Conduct) immediately. Any one whe is
m working in any other centre should not be recommended ns
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- FORM OF DECLARATION

Li;ﬂ_._ Iy e, 5 e | e A
acher/teachers ... AL — e (Place) solemnly
declare that | possess working knowledge of English.

o | : (Signature of applicant)
Attestation by the Head of the institution. i
Signature ... ~

(Seal of the institution)

LT

1) Thu-ﬁup:rinter!dtnt. shall keep and preserve at least for 6 months detailed
account regarding list of duties allotted by him/her to each person and the
Assistant Superintendent. He/she shall have a signed statement for every
M:in;n‘t Superintendent showing the Roll Nos. which the latter was
supervising on each day.

2) Thl:LSup:ﬁnmdml should also give a certificate 10 each member of
sessions he/she has worked.

3) The Superintendent should also obtain a cemificate from the Assistant
Superintendent, Clerk, and service staff that they had not been disqualified
or warned by the University and that there was no relation of his/her or
-wfnﬁt!mpl:ivmtynnmhudhyhim’huhlppmﬁmuﬂﬂm no relation
of his/her is acting as member of the supervisory staff'class IV servant at
that very centre,

4) No person appointed to act as Centre Superintendent/Deputy
Superintendent/Clerk should simultaneously be a candidate for any
examination of the University,

52. Duties of the Supervisary Staff:
(1) Deputy Superintendent:
(i) The Deputy Superintendent shall assist the Superintendent in the opening
. of the question papers properly, maintaining discipline in the centre
specially in the supervision of side- rooms, Il necessary, he/she shall have
L] p:lfmn any of the duties of the Superimtendent temporarily under hiy/
her instructions. He/she will be under the Superintendent and will take
_ charge of the examination centre in case of any emergency,
(ii) He/she shall read entire Book of Instructions carefully, for he'she may
have to act as Superintendent during latter’s absence.
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(i) He/she will not leave the sttion without the permizsion of the Controller
- of Examinations/Additional Controller of Examinations for which
~application shall have to be made through the Superintendent
() He/she myst equip himselfhersef with a name seal at his/her own cost. If
helshe does not possess the same, the Superintendent should report the
' same to the Controller of Examinations and in that case Deputy
- Superimntendent may use the seal of the Superintendent with his approval.
(¥) He/she will report to the Controller of Examinations cases of gross
irregularitics in the conduct of examinations, i any
(vi) He/she will stamp all the answer books of the examinces with the stamp
of Controlier of Examinations.
(vil) And additional Deputy Superintendent will be appointed in case number
of candidates exceeds 800 (400 in the case of entrance test) )
L Assisiani Superintendent :
() () The duties of Assistant Superintendents are to assist the Superimtendent
In the opening of question papers properly, in the general control and
- miintaining discipline,
() On the days of examination they should reach the centre, when on duty, at
~ loast half an hour before the commencement of the examination.
) The senior most Assistant Superintendent must keep himselffherself
- equipped by going through the book of Instructions carefull, as he/she
may be required to act as deputy Superintendent in emergency
(W) He/She may be required to do clerical wark under the direction work
under the directions of the superintendent on the days the clerk in absent
- (bl Each Assistant Superintendent is expected to supervise abowun 40
; candidates, except in the case of Entrance Tests whereat one Assistant
; Superintendent/Invigilator shall be engaged for every 30 candidates or
i thereof, subject however, to that for each room there shall be one
Asutt, Supdt. at lust 4
) He/she must see that every candidate takes his’her proper seat and writes
“hiwher correct Roll No. on the specified portion only of the title page and

e else. R
himselthersell should not allow any
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TN €an supervise at o centre where a relative or

a candidate privately coached by him/her is taking the examination. Ifan

Assistant S happens to be appointed &t such a centre he/she

i nt about this fact a day before the examination
starts to make the necessary replacement.

(viii) The Assistant Superintendent shal| distribute blank answer-books to
candidates after they had taken their seats. No candidates should be allowed
1o leave his'her seat after he/she had received the answer-book until the
‘expiry of half the time after the distribution of the question paper Only
one answer-book will be issued 10 a candidate.

(ix) Before distributing the question-papers 1o the candidmes the Assistant
Superintendent should see that the correct paper according 1o the date
sheet is given out. Should he/she find a wrong question-paper, it should be
returned to the Superintendent immediately without reading it further.

(x) No question-paper is 1o be taken from any candidate for reading it. As
seron as the Assistant Superintendent has finished distributing the question-
paper, he'she should return the remaming, if any, 10 the Superintenden
without reading them. No question- paper is to be givell 1o any outsider
under any circumstances,

(xi} The Assistant Superintendents are responsible for the safe delivery of
the answer-books of the candidates supervised by them 1o the
Superintendent. They shall see that the answer-books of each candidate
are property stitched together, that the answer-books delivered by the
Superintendent are serially arranged andthat no candidate leaves the room
without delivering his/her answer-book even if no question is attempled
and that an Absentee Slip ix inserted in place of the answer-book of an
Absentee.

(%31} In no case shall a member of the supervisory siafl make a changge in the
Roll No. of a candidate. Answer-books with doubtful Roll Nos. shall be
sent 1o the Assisunt/Deputy Registrar (Evaluation) by the Superintendent.

(xiv) The Assistant Superintendents shall see that no candidate makes use of
notes; attempts to copy from another candidate: or has in hisher possession
or in his‘her desk any book or paper not issued in the examination hall, If
he/she finds a candidate using unfiir means, he/she shall take possession
ofany book or article so used and reports the matter to the Superintendent
direct,

(xv) The copics of the photographs of the candidares sent by the University to
the Centre Superintendent must invariably be checked by the Assistant
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Superintendents In charge of the particular row(s)/room(s) in order to check
any impersonation by the unscrupulous persons at the Centres,

V1) It is generally believed that in case the Assistant Superintendents are

~ affectively vigilant there cannot be single case of copving- The Assistant

Superintendents, therefore, are expected 1o give their full co-operation to

eradicate this evil,

Aavli) No candidate suffering from any infectious disease e.g. smallpox or
' gue, is allowed 1o 5it for the examination. 1f an Assistant Superintendent
~ happens 10 suspect any such case, he/she shall make a report 1o the

 Superintendent. _ R

~{aviil) Absence of an Assistant Superintendent without the written permission

" 0l the Superintendent or change of centre by an Assistant Superintendent
! by absenting from where he/she is appointed by the Controlier of

Examinations and getting himself herse!f appainted at another without

written permission of the Controller of Examination will be treuted as

seripus breach of discipline for which he/she will-be disqualified and no

Bipuneration will be paid for the work done by him/her.

AN Assistant Superintendent shall obtain a certificate from the

Wuperintendent showing the numbier of sessions he/she has worked in the

nation

1':" the case of any difficulty or emergency not covered by the above

o 1t tions, the Superintendent may be conuited and histher dicision

W ,'-J,- ‘Will be required to do all the clerical work under the direct
"':"'-M".:ﬂ? idon of the Superintendent.
() Hle/she will reach the Centre at least half an hour before the
] imencement of the Examination,
| Ho/she shall not leave the examination hall or do any other work not
Igned to himher by the Superintendent

' .-L-I-r. !
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shall help the Superintendent in dispatch of answer-baoks.

| " p & record of the attendance of the supervisory staffand
futies assigned 1o him/her by the Superintendent from
* L ed 1o ac umwhm
(1); he/she shall discharge the dutics as such,
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