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EXAMI NATION   MANUA L 
 

 

of Examinations can substitute an eligible Chairperson subject to ratification of 

the Pro-Vice Chancellor who is the Chairperson of the examination committee. 

 

3. The Chairperson, Custodian (if any), Evaluators, Camp officer, Co-ordinators (if 

any), Data-entry operators, Assistants, Clerical Assistants and Office Attendant 

will act in harmony to carry out the process of conduct of centralized valuation 

camps. 

 

4. Evaluators shall be appointed by the Controller of Examinations from the 

panel approved by Board of Examinations. The process of appointment of 

Examiners applies, mutatis mutandis, to the appointment of Evaluators also. 

Evaluation of Answer Books of Post Graduate examination may be done at the 

practical examination centres or other centres identified by the University. For 

Super Speciality courses, evaluation of theory examination is done at the 

concerned practical centres. 
 

5. There shall be double valuation for examinations of all under-graduate courses 

conducted by the University.  If the difference between the marks awarded in two 

valuations is 15% or less of maximum marks (of the QP) the average of the two 

marks will be considered as final mark.  If the difference between the marks 

awarded in the two valuations is more than 15% of maximum marks (of the QP), 

a third valuation will be arranged subject to the condition that the candidate has 

secured at least 35% of the total marks in any of the valuations.  In such an event, 

the average of the best two sets of marks will be taken as the final mark. 

 

6. There can be two/three/four evaluations for all Post graduate examinations as per 

the course regulations. For Post Graduate courses where only double 

evaluation is applicable, the evaluation strategy shall be the same as that of Under 

Graduate courses mentioned in the previous paragraph. For Post Graduate/Super 

specialty courses, where there are three/four evaluations, the average of marks in 

all the evaluations taken together shall be considered as the final mark. 

 

B. Instructions to the Evaluators: - 
 

a) Valuation shall be done for a minimum time of six hours a day. The maximum 

number of answer books of Under Graduate examinations to be valued per day 

per evaluator is: 
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� Papers of 2 hours and above durations- 45 books per day  

� Papers of less than 2 hours durations- 60 books per day 

The maximum number of answer books of Post Graduate/Super Speciality Examinations to 

be valued per day per evaluator is 
 

� 30 (in the case of papers having duration of 2 hours and more)  

� 45 (in the case of papers of less than 2 hours duration). 

b. Evaluators should not write/underline or put tick mark/cross mark or any other 

mark anywhere in the answer book. 

 

c. Evaluator of the First Valuation should enter the marks awarded to each answer in 

the space provided at Part IV portion of the answer book. 

 

d. Evaluator of the Second Valuation should enter the marks awarded to each answer 

in the space provided at the Part V portion of the answer book. 

 

e. Evaluators of the third and fourth valuation should enter the marks at the Part VI and 

Part VII respectively. 

f. Evaluators shall: 

i. Verify carefully that the marks have been allotted to all the answers. 
 

ii. After clear verification and on finding that a question remains unanswered, 

mark 'NA' in the space provided for writing marks, against the question 

number where answer to such question is not found. 
 

iii. The evaluator shall see that no column against question number is left blank if 

a particular question is attempted by the candidate. In case the answer does 

not deserve any mark, the evaluator shall write "Zero" in the box (numeric '0' 

is not acceptable). 

 

iv. Write marks with two digit and one decimal point. (Eg.02.50 is correct, 2 

½ is incorrect, 01.25 is correct, 1 ¼ is incorrect). 

v. The Grand total shall be shaded in the Optical Mark Reading (OMR) 

space provided and same marks shall be written in the box below. 
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VI. Write the name of Evaluator in block letters and affix signature with 

date compulsorily in the space provided for the same. 
 

g) Evaluator shall not write anything on the bar-coded area. 

 
h) He should round off the grand total of the marks to the next higher whole number 

in case the decimal portion is equal to or greater than 0.50 and to the nearest lower 

whole number if the decimal portion is less than 0.50 (Eg.25.50 shall be rounded 

off to 26 and 25.25 shall be rounded off to 25.00). No rounding of marks shall be 

permitted for subtotals if any in the score sheet. 

 

i) The Evaluator is solely held responsible for any wrong entry in the score sheet. 

 
j) Corrections made in the score sheet shall be authenticated by the concerned 

Evaluator only. 
 

k) Evaluator has to affix his signature with date, write his name, tear the Part IV/V and 

VI/VII of the answer book (wherever applicable), arrange answer books serially, 

keep it in the colour coded cover designed for the purpose and handed over to 

the Camp officer through the Chairman of the camp. 
 

1) Itis the duty of the Institution concerned to see that the required number of 

Evaluators appointed by KUHS actually attends the CV Camps of KUHS. The 

non-participation of the appointed evaluator in the CV Camp shall invite action 

for imposition of such fine on the institution as may be fixed by KUHS from 

time to time or such other actions including withdrawal/ suspension of 

affiliation as may be decided by KUHS from time to time. (Ref: Section 84 and 

Section 50(vii) of the Act) 
 
C. Instructions to Camp officer at Valuation centres: - 

 
Each Valuation Centre will be under the control and supervision of a Camp 

Officer who is appointed by the Controller of Examinations from among the staff of the 

University, preferably not below the rank of a Section Officer. They are required to carry 

out the following tasks with due care and diligence and ensure that the Evaluators read the 

instructions given to them carefully and strictly adhere to it before starting the valuation 

work. 

The Camp Officer shall ensure that the required columns in the answer book are 

filled up properly before distributing the same to the evaluators as per the instructions given 

below: 
 

1. Ensure that QP Code, Exam Date, Packet No & Serial Number are properly 

entered in the boxes provided in the Answer Book. 
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9 When a question is not answered, Evaluator shall write 'NA' (meaning 'Not 

attended') in the space provided in the score sheet. Giving dash mark (-) or 

supply of any other mark or leaving blank space are not acceptable. 
 

10 The evaluator shall, without fail, affix his signature with date in the space provided 

for in the score sheet. 

11 The evaluator shall make sure that nothing is written or marked in the bar-coded 

area. 
 

12 The evaluator shall check whether: 
  

� All answered questions have been valued. 

� Marks have been awarded and recorded on the score sheet. 

� There is arithmetical accuracy in totalling the marks (subtotal and grand total) 
 

13 Discrepancy if any, found between the number of answer books in the cover and 

that in the label should be brought to the notice of the Chairperson. 

14 The marks awarded shall not be exchanged I disclosed with other Evaluators. 
 

15 The evaluator shall not value the answer books in a hurry. 
 

16 Due care shall be taken to value each answer book and to award the deserving 

marks. 
 

17 If any evaluator, during valuation of the answer books, suspects any case of 

malpractice, she / he shall immediately report it to the Chairperson.  

Chairperson shall send the suspected answer books after getting it valued fully 

along with his report to the Controller of Examinations by name, in separate 

cover. 

18 In addition to the entry of individual marks in the score sheet (PART IV/ PART 

V/ PART VI/ PART VII), the evaluator has to enter the total marks in the space 

provided for entering Grand Total. 

19 Round off the grand total only as per the rounding instructions; that is to the next 

higher whole number in case the decimal portion is equal to or greater than 0.50 

and to the nearest lower whole number if the decimal portion is less than 0.50 

(Eg.25.50 shall be rounded off to 26 and 25.25 shall be rounded off to 25.00). 

No rounding off of marks shall be permitted for subtotals if any in the score 

sheet. 

20 The Evaluator shall be solely held responsible for any wrong entry. 
 
Special instructions in the case of PG Evaluation 
 

All the Evaluators shall ensure that the marks are entered in the Score-sheets 

by themselves in their own hand. 
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