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Instructions to Examiners/Sub-Examiners for Practical/Oral Examination :

1. KEYS OF LABORATORIES :-

(a) Science teachers who are to conduct examinations at centre other than their own
should leave instructions with their Laboratory Assistant to give all necessary help
to examiners assigned to their centres.

(b] In case there 1s no Laboratory Assistant they must leave with the Supenntendentor
Head of the Institution, the keys and a list of apparatus and chemicals drawn up
indicating the places where such apparatus and chemicals are kept.

2. TRAVELLING ALLOWANCE:- The travelling allowance to examiners for conducting
Practical Examinations will be paid in accordance with the prevailing Himachal Pradesh
University T.A. Rules.

3 CHART OF EXAMINERS:- The Examiner should ses a day before the examination, the
College Principal/ Superintendent of their examination centre who will deliver to them a chart,
showing Roll Nos. of the various candidates to be examined by the examiners each day.

4. OPENING OF ENVELOPS OF QUESTION PAPERS - The Question papers for each
group of candidate for each examiner have been packed in sealed envelopes and sent to
the Principal of the College/Superintendent where the examination will take place. The
sealed envelope shall opened anly at the time as given on it. Unopened sealed envelope
should be returned intact to the Assistant Registrar/Deputy Registrar (Secrecy) at the end
of the examination, with a covering letter stating the number of packets used and the
number of candidates examined: Question paper may be dictated to the candidates, if the
number of copies received happens to be less than the number of candidates 'n a group.

5. SCRUTINY OF QUESTION PAPERS BEFORE DISTRIBUTION :- When the envelops are
opened, the examiner should, first of all, inspect a copy of the question paper himself to
make sure that it is right Question-Paper. Question papers should not be distributed to the
candidates or anyone else before this has been done’

6. SPECIAL INSTRUCTION FROM THE PAPER-SETTER :- Insiructions for each paper frcm
the Paper-Setter with regard to the conduct of the examination, the method of marking, the
points to be looked, the number marks to be given for individual operations and clear
instructions with regard to the kind of wnitten work he requires from candidates, are containad
in the sealed cover which is to be opened at the time indicated on the envelop.

T CHANGE OF QUESTION :- Only in the most exceptional circumstances the examiners
shall modify in any way or replace any of the questions set by the Paper-setter. In such a
case, a full report be immediately submitted to the Head Examiner and the Controller of
Examinations.

8. IDENTIFICATION SHEETS :- The Examiner concerned is requested to get signatures of
candidates concerned with Roll Nos. on all the days for each batch of Practical Examination
as a proof of attendance in each practical on the prescribed Form supplied to the Principal of
the College/Supdt. where the examination will be held (or on the blank sheets in the absence
of the prescribed forms and the blank' sheets used for the purpose should invariably bear on
the top, the name and the, Centre of Examination, the subject, paper, date and time of practical
examination) such attendance sheets duly attested by the Examiner must be forwarded under
Regd. cover to the Asstt /Deputy Registrar (Examinations) and in no case be retained by the
examiner or sent to the Head Examiner, if there is any, in the subject.
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COMMUNICATION FROM CANDIDATES:-

(=) In order 1o enable the University o take necessary sleps for punishman! of |he
offanders, Examiner is requested to report al once to the coniroller of Exam, If hg
finds any candidale guilly of communicating oratlempling to communicale wilh the
examiner with the object of influenzing him in awarding marks.

(1) All reports regarding use of, o attempt at unfair means by the candidales, should
be addressed 10 Assislant RegistrariDepuly Registrar (U M.C.) by name, and sen|
12 him in a Registered cover. on the ecourence,

TIME LIMIT - Awards must ba submitted to the University or tha Head Examiner, as Ihe case
may be, within cur days of tha last date of the Practical Examination, In case of delay, an
automatic deduction of Rs. 10 per day will be made from the remuneration due ta the Examiner

DEDUCTIONS OF MISTAKES - A automatbz deduction of Re 1/- for gach miglake in
totals, etc . subject 1o @ maximum of Rs. 10 will be made from the remunearation. I the
number of misiake is over ten. tha examiner concerned 15 liable to be removed from tha
List of Examiners
(a) RETURN OF APPARATUS:- The Examiner should see that spparatus, etc. taken
on lean 15 immadately returmned to the institulion/s concemed after lermination of the
Examination
[1=)] EP GARDING EQU -~ Examner shall report
anwriting o the Secton Officer (Evaluabon) abcul any Centre which does nol possess the
necessany minimum of chemicels and apparatus
The Examiner should reach the centre before noon on the day preceding the date of
sommensement of the Practics! Examination in arder 1o make sure thal all the articles
requred for the examaination e aveilable in the Laboralory. Delivery of envetopes containing
‘Instreclions lo the Examiners™ in respect of the question papers may be laken from the
Head of Institution of the Centre of Examination. The “Instructions” may be” opened according
ta-iha following imings.
(3} In the subject of Physlﬁwhid: are Half an hour bafore the commencemeant
packed along with Question Papers cf the Examination in this paper

() Indian Music Al the time of Examination in the
Presence of Examinees.
=] fn other subjects of all the One day belore the commencement of tha

Examinalons Examinztion i the paper concermed
SUPPLEMENTARY ANSWER-BOOKS ICONTINUATION-SHEETS:-

The blank answer-book isuppiemantany answer-books/Continuation-shea!s required
al the Cenlre for use of the candidsles in the Praciical Examination are to ba recaived by
Practical Exarminer from the Head of the Institulion according ‘of their requirements” The surplus
stosk alongwith statement showing disposal of biank answer-books (available in the Practcal
Examiner’s Fiie] shouid be deposited with the Head of the Institution concerned who will send
{2 this office the lotalconsumption of each Kind of answer-boocks in respect of each examination
<eparaiely. Only one answer-book should be supplied 1o each candidates. Supplementary
answer-tooks/Contnuation-sheels may be supplied lo a candidzle aftsr the Examiner has
venfied that the candidale has lnished the answer- book already supplied to him.

2

15.

ANSWER TO BE WRITTEN BYTHE CANDIDATES:- Esch candidale £hall ba required o

record hiswork in 2n answer-book. This shall be senl, when marked (o the Head Examiner concemed,
it any. alongwith lists. The marks indicating the value of the work of each candidate shall be recorded

16.

17.

by lhe examiners an each answer-book,

DEMONSTRATOR :-

(al Il there i= only one Laboratory ata Station. the help of a local Demoenstrator may be
avaled but no communication between the Demaonsirater and the candidates should
bie permilled. Mot more than one Demonstrator should be appointed for each group.

4] in towns where there is mora than one coliege, the Demonsiratars should be Inter-
changead,

ic) Mo candidate should ask the Laberalory Assistant for his requiremants. All such

demands should be made only from the Demonstrator,
REVISION OF ANSWER-BOOKS BY THE D EXAMINER - The Head Examiner should
compigte the work of revision of answer-books and submit the awards (o Assistant/Depuly
Registrar (Evalvalion) , HF University, within 4 days from tha date of receipt of answer-
books trom his Sub- Examinars failing with an sulomatic deduction of Rs. 10 per day of
delay will be made

AWARD LIST
Ay departure from Lhe directions given below, however, insignificant it may be, may entail

automalic deduction according o the approved scale from the Examiner’s remuneration.
All awards must be submitied by Registered Post in Inplicate in =ealed cover,

2

All entries in the Award List must b= made senally in Ink, ball pen by the Examiner in his
own hand. Use of penci is stnclly prohibiled

Mo enfry in the award list shou'd be erased ang all corrections should be made neally by
grawing 2 line across the wrong Ngure or word and noting correct figure or word instead. No
ovenwniting is permissible All corrections must b2 initisted by the Examiner’s concerned.

Name and vear of the Examinaton, Name of Subject and Paper, Nurmber of passes and
lailures elc. must be noted on each page.

Tolal number of marks both in figures and words must be shown egainst the coirect Roll
MNcs

All corrections withoul excaption, must be initiated ooth by the Sub-Examiners and Head
Examiner (if Ihara is any.)

All fractional marks are o be aveded

Each of the award list should be l2gibly signed in full {not initiated) by the Examiners and
head Examiner shere there is any. Use of signature stamps is strictly prohibited and
sulomatically cancels the page.

Rall Nos should be entered serially and different centurial senes should be kept apart. A
rew centurial senes should go on 2 new sheel (not a naw page only)

3
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9, Roll Nos. should be written legibly and neatly, so as to make reading of Roll Nos. easy and

correct,
10. Only one Roll. No. should be entered in one space.
11. Award of Roll Nos. belonging to the same centurial series are to be entered on one answer

sheet (not page) in Serial order 1 to 100, 101 to 200, 201 to 300, 501 to 600, 13001 tc
13100 and the likewise centurial series, Centurial series is a continuous series of numbers
from 1 to 100.

12, In no case and under no circumstances, any Roll Nos. belonging to more than one centurial
' series should be entered on any side of the same award sheet. Thus the examiner must
use separate award sheets (not two sides of the same award sheet) for one or maore Roll.

Nos. belonging to different centurial series.

13. Wherever there is a break in the continuity of Roll. Nos. belenging to the same centurial
series the Examiner, while writing Roll Nos. on the awards sheet should /eave a gap of 2
couple of spaces for clearness and legibility.

14, When an Examirer runs short of award sheets he should at once write to the Section
Officer (Cval.). In no case ordinary paper is to be used for writing wards.

15, Examiner (s) is / are requested to preserve the counterfoil of the award list for at least six
months after the publication of the result.

16. Candidates who are absent in the Practical Examination must be shown as such in the
award list against the Rell Nos. concerned.

17 All answer-books must be signed by the Examiners concerned.

18. In certain subjects there are head Examiners, and in certain subjects there are no Head

Examiners. In both these cases the Head Examiners and Examiners will please send their
award lists to the Assistant! Deputy Registrar (Secrecy), H.P. University, Shimla-171 005.
Where there are Head Examiners, the answer books are tc be sent by the Sub-Examiners
to their Head-Examiners alongwith the award lists and forwarding memos for necessary
checking and submission to the University. The Sub-Examiners may please send all the
Signature sheet duly attested by them to the following officers:

The Assistant/Dy. Registrar (Examinations), H.P. University, Shimla-171 005

18. Award must always be accompanied by 2 forwarding memo on the prescribed form supplied.
No other paper should be sent with the award list. Answer book may be sent to Assistant/
Dy. Registrar (Secrecy), by Rail at Summer Hill Railway Station after the despatch of the

award list,
Minimum Pass Percentage in Practical Papers:
T.D.C. PARTS LIl Il :-35%

(including Map work in the case of Geography)
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HIMACHAL PRADESH UNIVERSITY, SHIMLA

PAYMENT BILL FORM

[To be used only be Examiners in subjects where there is no head Examiner]
In order to avoid delay in payment all the column in this bill should be filled in properly.

A e B IO e = o i s s o S S L PR S SRR e S S B i
Ne. of Examiners L CO-EXaTIETS IO YOUN QITOUID. o i i iiinim b i s s et ey i st 4
N T e e e i B R

S Tt e T Nl o e e B s s s LT s

Subject ....oosninanaan PaPRE s e Taar of e EXaMINAON...csasnunninasasias

Name of Laboratory where Practical Examination was CONUCIET ©........oooviimm it s

Date and lime al which the Practical Examination was conducted ;| ... ..o cnsssssms essmsins

Date onwhich the award lists despalChed. .. ..o e i e e it siea s v s ma e vame e e bbs s sm e b we b s
Was any extension granted by the Controller of Examination 7 If so, quote the letter No. & Date :
I e s i S A R T O R T A RS Ve Date........ccermnnre

Personio whomaespaltehed. oo i i s i i i s e B rion e ks s e

Name of Number of Number of No. of candidates Amount Remarks

examination | Papers Set Answer books tested through a
Practical or Viva

Voce examination

(Signature)
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Award List
To be Prepared in Duplicate
S-102 (7)
To be treated as stvictly combidential
CIEE. cvevireironirensnsronns B UBIEE L aeavs e BXamination, 201.....

Please follow dircetions Strictly. Any omimission or mistnke or delay
in submitting awards 18 linble 10 amtomaltic deduetion from your
remuneration Maximum marks allotted 1o this (per ...

Minimum Marks requiredd (o Pass i iescceiininens
23111 101 FEORPRSPRTIRSIOIE & 11 ] TR e p e
Roll No. Murks in Miirks in words
Fignes
=
#

Passed. ..o aibetiinivisn PAsE i viies P nasdaii

Certified that the above Answer Books have been murked according 1o
the maximum marks allotted and minimum pass marks as indicated on
the guestion paper and in the instructions Book/letier respectively.

Pk'l. A0 BN 5 W T o A W R b s B
| [ PR Full Signature & Address of the Examiner

or Sub-Examiner
Full Signatwre of Head Examiner, il any
Full Slgnature of Checker.......caini
(Please do not forget to sign.)
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Ec - 41 (i)
FORWARDING MEMO FOR PRACTICAL AWARD LIST

The Memo must be filled in by the Examiners in Practical and forwarded alongwith their award
list, otherwise no payment can be made.

Contre of Examinalion. ... crrisimmmee Gl Examinor's Serial Number given with the Centre of

Exam. in the programme char for Practical EXam.........ce.
(In casc the examiner is 10 conducl exam at more
ihan onc Centre, he may prepare and send o IS e e e e e e R e
oflice separale Memos for each Cenlre).

Ao of EXEMINELION i e s ciesassssss
SUBJCEL......... —ecvsisssmnisdsatimsniissiinnsen s racHcal
Date on which resull submitted 1o the Deputy / Assislani Regisirar (Examination.)

Tolal No, of candidales eXamined ... e s sssa s ssanas S e e o S e S

Rall Nas of candidates actually examined by the examiner :

.......................................................................................................................................................................

------------------------------------------------------------------------------------ TP T R T T LT TR T LA LR LR CRL TR LA R R b

..............................................................................................................................................................................................................

..................................................................................................................................................................................................................

| also cerify {hat the sealed packels containing the Question Papers were received by me inlacl and according o Ihe

Frogramme Chart from the Principal of the college / Supdt. where the examination took place and the contents of the packels worn
correct.

Candidates who were absent have been shown as such against their Roll Nos. in the attached award list.

{Full signatures of Examiner or Examiners, as the case may ba)

MName and full address

....................................................................................................

{in capital letters)

----------- N A R R R B B SRR

(121 15 OSSR 207 Examiner's Serial Ne. as shown in the Programme

Charl for Practical Exam
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HIMACHAL PRADESH UNIVERSITY, SHIMLA

Enlered in the Bill Regisler on Pago....

Month. .. gl e e Dale of EXaM.....ccmiimisaneeiccaainns
VOUCHET MO o inresriapran: Time of EXarmi.....cccvemmiisirininmsiion
3l of Chemicals consumed and breakages during I8, e e s
Praclical Examination in the subject of ... e o B e e N R R e 8
Name of he Cenlh........ouie i N, of Candlﬂams examined...
NEYE S L ABOTRIONY I TUME . iitiomessimiimmsinas o s s b Ve ew e o ms e AR ST 4 A 5 e H S a3 sS Se e sA R TR P
_ o Quantity Price
Serial No. Articlos or
Numbaor fs. P
FOR UNIVERSITY OFFICE ONLY Certified ihal the chemicals mentioned in the list above
were consumed and the apparatus broken by candidates appear-
PAY ORDER ing in the Science Practical Examination at -

PayRs.. )
[RUPEES. ..ot | Centre

""""" ) ...Practical Examiner
Budgelhaaumﬂnﬁucl SRR - - & 33113 | [T T L Practical Examiner
Examingd.........iiiviiine Gountarmgnaﬂ
Assistant (ACCOUN)........civmiimiamimmimmin 5.0, Ales, (i) Principal
Chegque NO.......cemrsmerrecrinsians s s sao TR - s i i e S
o - OO AR.IDRIFQ, Payment of this bill may be made to the Principal
o INST S
1L The Examiners are requested lo send lhe Claims of the Laboratory Assistant on the prescribed Form.
2 Bill of such claims should be sent soon after the examination is over duly signed by the Examiner and counter-

signed by the Head of the Institution to avold delay.
3 No bill is to be sent to the University Office unless it is signed by all the examiners and countersigned by the Head
ol Institution concerned,

4. The Praclical Examiners concerned should send the Contingency Bill of the Laboralories and Laboratory Assistant’s

Bill immediately after the Practical Examination Positively.
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Ec - 41 (Vii) Entered in the Bill Register on Page.........cccovvveceas i
Himachal Pradesh University, Shimla
Woucher NG st mi i 1, [»17| | I
Bill of the Laboratory Assistant engaged by tha Examiner during the....-oooevirmnmmens e e S CIBNCE
Praciical EXarmination I s e scermssmmermmsrisrisass srossarsssassssssenssvassesasoas 1 1 fod R R S
INAME OT e CEIIE. ...ov e cresinniveieniaerinsnssnns No. of Candidates examined...... .wnDate of Examination............. S
Name of Laboratory in full ........... S e A
Name and Address Des/gnation No.of Session/|  pagg Amount Remarks
Days Rs. P
TOTAL
FOR UNIVERSITY OFFICE ONLY | | We certify that the man/men named above
Does Budged Provision xitor nok........ccwiimmnins was/were engaged during the Practical Examination
PAY ORDER by mel/us and has not been charged in mylour
PayRS.....oocoeeinns e B e R R contingent bill.
[RUF'&ES e el I N Prﬂﬂﬁml E.xamhﬂr
Eudgm NEBG-CONTUTE.....oovveescrsersseseeessremsrsns examination -.Praclical Examiner
BExamined... ..o canpm s .| S e s S N e T e i
Assistant (Account).......iiin.. . 8.0 Ales, (i) B
Chegue No... . 3 i
Date. i, CARBRIFEG, | seessisiiiiiasiniieil College............. B i
INSTRUCTIONS
1 No invigilator is 1o be charged in this Bill
No Laboratory Assislant or Laboratory Bearer is lo be paid by the Examiner.
3 One session Rs. 1.50, Two session Rs. 2.50, Three Session Rs. 3.50, Four Session Rs. 4.50, day for Laboratory
BeareriLaboratory Assistants.
No preparation day is allowed.
5 No bill is to be sent to the University Office unless it is signed by the Examlner ard countersigned by the Head of
the Institution concermed.
G Bill of such claims should be sent soon after the examination is over duly signed by the Examiner and
gountersigned by the Head of the Institution concerned to avoid delay in payment,
7 Prncipals are requested lo engage a Laboratory Bearer/Laboralory Assislant in connection with the conduct
of... N - ..Practical Examination, f there is a permanent employeealready working as such in

the cullege wher‘e Ihe cenlre Jles The Principal of the College will fake care that no Science teacher or any other
teacher or person is engaged as Laboratory Bearer/Laboratory Assistant.
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