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S ; SR - :
A INSTRUCTIONS TO THE INVIGILATORS FOR INTERNAL EXAMINATION

Before Invigilation

.

<+ Note down your date and time of the exam invigilation duty as soon as duty list is received
from exam cell through HOD. - : '

** Set remainders for invigilation duty,

< Report to exam cell at least 10 minutes before commencement of tests.

Test Timings
Centralized Internal Test : 09:20 am to 10.50 am [1 hr 30 Minutes]

Faculty Members availing CL/ OD/ ML/ EL/ Special leave during test/exam period can exchange their
duty (only at emergency works) with other faculty member and the duty exchange form shofild be

submitted earlier to EMC convener through HOD.

During invigilation

< Invigilators who are assigned for reserved duty should remain back in EMC to look after the
reserve duties. : . . . :

<+ Collect all the test/exam material (answer booklets, question papers, attendance formats, books
and other relevant materials (if required) etc) from exam cell and check the count.

** Reach the hall at least 5 minutes before commencement of test/exam.

** Inform the students to wear ID card before entering the hall and to occupy their seats and allow
them to settle down. :

** Late coming of students shall not be encouraged for tests, however it is allowed till
the first 10 minutes under unavoidable circumstances, Exam Invigilators will note
the roll number and branch and year of study of the student coming late and
will allow him/ her to write the test. The details of the student coming late list
should be sent to the EMC convener through department member and the respective

_department HOD for further action.

< Ask:s_tudent to keep their belongings not required for the test/exam in the désignatcd place on the
stage or a separate hall.
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Do mot carry any electronic gadsets like mobile phoneTabs etc. to the hall
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