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UBS Examination POLICY -2018

1.0 Introduction:

1.1 It is universally accepted that, the three most important & basic components of

an Education System are:

(i) Teaching / Learning & Competency Development Processes.

(ii) Mentoring

(iii) Examination Processes for Evaluating Learnings Achieved, Grading and

Record Keeping.

1.2 A weak Examination Systems or lowering Standards of Invigilation / evaluation,

can in fact destroy not only the Institution / University, but also the country. Hence

the importance of establishing a comprehensive Examination System and

progressively enhancing its rigor, on a regular basis.

1.3 This System Note seeks to deal comprehensively with Examination Processes for

Evaluating the learning achieved, Grading and Record Keeping and punitive measures

to be adopted in case of violation of examination rules.

2.0 Examination Objectives:

The key Aim of the examination department is to ensure its policies & procedures

meet the following objectives:

 Smooth Conduction of Examinations in an Ethical Manner

 Maintaining Confidentiality

 Timely Announcement of Results

 Transparency & Consistent Assessment Criteria

 Good feedback system on Student’s Performance

The Examination cell is divided in to three parts based on functional basis namely Pre-

Examination Work, Actual Conductance of Examination and Preparation of Results & Post

Examination Work.



4 | P a g e

3.0 Pre- ExaminationWork -

3.1 Examination Schedule

The commencement and end dates for all Examinations ( Including the Resit) are

incorporated in the ‘Annual Academic Calendar’ for each Program. It is the

responsibility of the Program Director and the Controller of Examinations to ensure

that these dates are adhered to by all concerned. If for very special reasons, these

dates have to be altered, the Program Director and Controller of Examinations must

seek prior approval from the Chairman UBS, before making any changes. The Exam

team will release an annual Exam calendar to the students and faculty so that all

preparatory work is properly scheduled and time lines for each activity is fixed.

The Examination Schedule needs to be circulated 4 (four) weeks in advance to all the

students & faculty members for necessary preparedness.

3.2 Question Paper Management

This is the most confidential activity and hence it is to be ensured that the

permanent faculty of the institute is entrusted with this responsibility. This person is

designated as Faculty in charge. ( FIC)

S/he has to ensure that all Faculty Members, who have to set Examination Papers,

are emailed 4 (four) weeks in advance of the date of the commencement of

Examination Schedule. The Module leader will ensure that the Question Paper is

confidentially transmitted to the examination cell, with 14 clear days prior to the

date of commencement of the Examination Schedule. The FIC will on the same day

confidentially transmit the Question Paper to the Functional head, with the request

that S/he forward the approved / corrected version of the question Paper back to

the FIC within the next 3 days.

Module Leader’s & Functional Head’s Responsibilities (pertaining to examinations):

3.2.1. S/he must ensure that the Syllabus, as mentioned on the Module Descriptor &

Session Plan has been duly covered for each subject.
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3.2.2. The Functional Head will assure himself, that all the Internals namely Quiz,

Presentations etc…, listed in the Module descriptor have been duly completed2(two)

weeks before the end term examinations and the Evaluations have been up- loaded

in the system. These internals have to be shared with the Cohort by the Module

leader directly copying the Program Director, Functional head and Exams

department.

3.2.3. All Examination Question Papers set by the Module leader should ensure the

following points. This will be reviewed and approved by the Functional Head who will

satisfy himself that these points has been adhered.

(a) All the Questions are mapped to all the Course Outcomes mentioned in

the Module descriptor.

(b) Questions cover at least 80 % of Module Descriptor, applicable for the

Examination.

(c) The paper should not be ‘too soft’ or ‘too hard’. It should be such that it

helps to differentiate between below average, average and above

average students, in terms of their evaluations

(d) They should ensure that the module is evenly represented in the question

papers and also encourage incorporation of innovative questions/case

studies from time to time.

(e) Detail Guidelines have been explained in the attachment “Document A”

named “Guidelines for Paper Setters.”

The FIC will arrange for the Printing of the requisite number of Question

Paper copies, seven clear days, before the date of the commencement of the

Examination Schedule.

3.3 Confidentiality of Question papers

There is a specific email id created where all the faculty members send the question papers.

The email id can only be accessed by the Faculty in charge and is password protected and

governed by the UBS firewall systems to make it secure.
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The printing of the Question papers is done personally by the Faculty in charge with the

dedicated printer which is located in the Examination Control Room. The printed question

papers are counted and kept in a sealed package which is taped around securely and signed

across by the FIC. The Question Papers will be kept under lock & key personally by the

Faculty in charge and S/he will have the keys of the same. S/ he ensures that this

Examination Control room has access only to the Examination team

The FIC will hand over sealed packages, containing Question Papers, to the Chief Invigilator,

20 - 30 minutes prior to the time of commencement of the Exam. The number of Copies, will

be equal to the number of students (plus an additional 5 nos*), who are scheduled to take

each Examination. These Sealed Packages will have a noting, affirming the title of the Exam,

the examination Date - Time and the Class taking the Exam. The number of Question Papers

enclosed in the Sealed Package, will also be recorded, on the Cover. The sealed Packages will

be open in front of the module leader of that subject, Chief Invigilator and Director –

Quality. In the event of the absence of the Module leader, the Functional head or Director

Academics need to be available. In the absence of the Director – Quality, the Program

Director / Controller of Examinations/ Director Academics need to be available. At the time

of opening of the question paper, the module leader can also provide any clarification on

any instructions to the Chief Invigilator before the start of the exams.

In the event of Controller of Examinations having a doubt that the question paper is leaked,

he/ She has the full authority to cancel that examination and decide on a suitable date of

holding the same.

Note - * Extra 5 nos of Question papers is for a copy in the library , exam files and 2 nos for

giving along with the answer sheets during corrections and 1 in case of any missing print. On

completion of all the examinations, a copy of all the question papers will be uploaded in the

google drive for access to Students & Faculty.
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4.0 Actual Conductance of Examination -

This is the responsibility of the Assistant Controller of Exams to ensure that the

examinations are conducted in a smooth fashion as per the policies laid down for the

same. The Asst. Controller has to ensure that adequate stationery – Answer Books,

Continuing Sheets etc. are available with him at least 15 days, before the

commencement date for the Examination Schedule. Based on the Exam dates, the

Seating plan and the Invigilation duty schedule is released a week before the exams.

It is to be ensured that the seating plan of the students are done in such a manner to

prevent to discourage any malpractices during the exams.

4.1 Responsibilities of Asst Controller of Examinations (Asst COE):

4.1.1. Asst.COE will assign duties to Faculty Members, who have to play the role of

the Chief Invigilator for each Exam. S/he will also publish a Backup Invigilator

who will take up the role of Chief invigilator in case of any absence / emergency

situations.

4.1.2. S/he will ensure that the all the seats of the examinations are already marked

as per the standard nomenclature. The Examination Hall / Desks will be sanitized i.e.

checked that no ‘support material’ is planted anywhere on the tables, chairs or

elsewhere. The room will be properly cleaned and locked. S/he will also satisfy

themselves, that there is proper lighting and Air Conditioning available in

Examination Center. Wi-Fi will not be available in the Examination Hall. Nobody will

be authorized to open the Examination Hall, till the Chief Invigilator gets it opened in

his presence 15-20 minutes, before the commencement time of the Exam. The above

activities should normally have been completed at least 6 hours, prior to the

commencement time for the Exam or the previous evening.

4.1.3. The Asst.COE will ensure that s/he sends out an e Mail, to ‘All Students’, three

weeks before the commencement of each Examination Schedule, advising them to

carefully read the ‘Examination Cautionary Messages’ (Annexure 1) and ensure that

they do not default, in respect of any of them. In the event of any default, they will
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be advised of the ‘consequences’, which students will have to bear with, in any such

an eventuality. Annexure 1 will also list, the items (like water bottle), which they can

carry with them, into the Examination Hall.

4.1.4. It is the role of the Asst.COE to walk into all the Examination Centers, during

the first 20 - 30 minutes of the Commencement of the Exam and assure himself that,

everything is proceeding in good order and as per plan. If there is any issue, he has to

deal with the same expeditiously. S/he needs to also be present when there is a

change of the Chief Invigilator duty so as to ensure that everything is proceeding as

per plan. S/he also needs to be present in the last 10 minutes before the end of the

exams so as to ensure all are ok.

4.1.5. If a student has a dis-ability, which is duly certified by the Medical Officer of

UBS, at least 7-10 days before the commencement of the Exam, the Examinee has to

submit this Report to the Asst.COE, at least 2 days before the commencement of the

Exam. S/he will hand-over this Report to the Chief Invigilator, who will act on it

compassionately. If a ‘writer’ has to be granted to an Examinee, the Asst.COE, will

take the requisite precautions, whilst nominating the writer.

4.2 Responsibilities of Chief Invigilator:

4.2.1. The Chief Invigilator will be present in the Examination Control Room 30

minutes before the commencement of the Examination to collect the Answer sheets

& Question papers.

S/he will then proceed to the Examination Hall 15-20 Minutes, before the

commencement time of the Examination. The Examination Hall will be opened in his

presence. It has to be ensured that ‘Examination Cautionary Messages’ (Annexure

1), to be displayed on the Screens / LCD Monitors. These Messages, will continue to

be displayed, during the entire time, whilst the Exam is being conducted, on the

Examination Hall. The Start Time and the Closing Time will also be displayed

prominently on the Screens and the TV Monitors.
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4.2.2. Examinees will be allowed into the Examination Hall, any time between 15

minutes before and up to 15 minutes after the commencement time of the

Examination. The Chief Invigilator will ensure that students when they enter the

Examination Hall, sit on their allotted Roll Number Seat.

4.2.3. Five minutes, before the commencement time of the Exam, the Chief

Invigilator, will verbally advise all students to read the ‘Cautionary Messages’

displayed on the Screen / TV Monitors and check-out / ensure that they do not have

any incrimination materials (like Cell Phones / Papers etc) on their body, or on the

Desk / Chair, where they are sitting.

4.2.4. No Examinee will be allowed to enter the Examination Hall, after 15 minutes

have elapsed, from the scheduled commencement time of the Examination.

Examinees will not be allowed to leave the Examination Hall, during the first 30

minutes and the last 15 minutes of the scheduled time for the Examination. Format

as per Annexure 3, will be filled-in by the Chief Invigilator, for students who arrive

after the scheduled commencement time of the Examination and also list Names /

Roll Nos. of students, who were refused entry, since the turned-up, more than 15

minutes, after the scheduled commencement time. In this format, the Invigilator, will

also record the names / roll nos. of Absentees, who did not turn – up, for the

Examination.

4.2.5. S/he will ensure that students have with them only materials which are listed

on the Examination Paper e.g. Calculators, Tables, besides standard materials –

Pencil, Pens, Eraser, Foot Ruler.

4.2.6. The students will be handed over their Answer Sheets 5 minutes, before the

commencement time for the Exam. They will be advised to enter their Exam ID only

on the first sheet of the Answer Book. In the event the student forgets his / her Exam

ID , it will be mentioned in the Attendance sheet.

4.2.7. 3-4 minutes, before the commencement time the Chief Invigilator will open

the Sealed Package containing the Question Papers and start distributing the same,

in such a manner, that the last student receives his Question Paper, a few seconds

before the commencement time Exam.
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4.2.8. The Chief Invigilator will ensure that there is no chatter, cheating or any other

movement in the Examination Hall, during the examination. Section 4.4 below

details, all the various exigencies, they might be required to handle and the actions

to be taken by them, in each situation.

4.2.9. S/he will get all the Examinees present to sign on the attendance Sheet (Pre-

printed with Names & roll Nos. of the Examinees)( Annexure 2). The Chief invigilator

will enter ‘P’ on the Attendance sheet for all students present and write ‘Absent’

against names / Roll Nos., of student who have absented themselves.

4.2.10. The Invigilator will affix his / her signature on the first page of each Answer

Book, handed over to the Examinees. Every time a student seeks an additional

‘Answer Sheet’ the Chief Invigilator will write the number of the Additional Answer

Sheet and affix his signature on the first page, next to the No. of continuing Sheet,

given to the student.

4.2.11. The Chief Invigilator, will make an announcement, for the benefit of the

students, after the first one hour of time has elapsed, then when the second hour

has elapsed and then 15 minutes and 5 minutes, before the closing time. He will

advise students to ensure that they enter their Name, Roll no. and number of

Continuing Sheets, which they have attached, on Page one of the Answer book.

4.2.12. If a student is getting cramps, on his hands or he is shivering due to

nervousness, the Invigilator, will not provide any help, besides giving him (softly)

some motivational talk.

4.2.13. Some students may hand-over their Answer Sheets, at any time before the

closing time for the Exam. They can be allowed to go, after ensuring that they have

written their Name and Roll No. on the front sheet of the Answer Book. During the

last 15 minutes of the exam, students will be ask to remain, in the examination hall

the closing time.

4.2.14. Exactly when the time for the Exam is over, the Chief Invigilator will start

collecting the Answer Books, first from the students, who got the Question Paper
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first. They will try and keep an eye on the front page, towards satisfying themselves,

that the Examinee has written his name and Anonymous Number on the first page.

4.2.15. The Chief Invigilator will fill-in all the Data on the Attendance Sheet, which

will include (Annexure 2):

(a)Total number & names of students Present and number / names of Absent.

(b)Number of Answer Books, being handed over to COE or his staff. Tally this

number, with the Examinees Present for the Examination.

(c)Number of Continuation Sheets, handed over to the students, during the Exam.

(d)Number of Question Papers, which are being returned to the Controller of

Examinations or his staff.

(e)Brief summary of any special Reports Filed by them, whilst dealing with any Un

Ethical practice, which any student(s), may have indulged in.

NOTE: Annexure 3 provides the format for, submitting the above information.

4.2.16. They have to sign the Attendance Sheet and also obtain a ‘small’ (Tear-off)

receipt, with signature / name, from the Asst.COE or his staff, when they handover

the Answer Sheets and related documents listed in Annexure 3. Before the Asst.COE

or his staff sign the ‘Receipt’ that have to make the requisite counts, towards

ensuring that nothing has been lost in transit.

4.2.17. The chief Invigilator can on his/her cell request for the Superintendent of

Examinations to come to the Examination Hall, in case s/he is faced with a situation,

which they are not confident or unable to handle by themselves.

4.2.18. In case a situation arises that the Chief Invigilator has to be relieved from his

duties for a Bio-break or any other urgency, then anyone from the Examinations

team will be specifically allocated this role as a Relief Invigilator. Even a staff can be

given this role provided they are also fully trained on all the potential happenings

that can take place, whilst they are relieving any Chief Invigilator and play the same

role, with great alacrity.
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4.3 Who are Candidates to Play Role of Chief Invigilator.

4.3.1. Individuals with a strong ethical orientation and who have great clarity about

the statement made in Section 1.1 above are only eligible to serve as Chief Invigilator

or Relief Invigilator. The individual should have the confidence to ask a student to

stand-up, ‘empty’ his pockets and look around his chair / desk, to see if there is any

‘incriminating stuff’ lying anywhere.

4.3.2. During Invigilation duty it is unethical to do any other work ( eg Reading,

Correction of Papers ) and should be focused on invigilation by moving around the

class on a regular basis.

4.3.3. It is clearly understood, that all Faculty Members and IT Staff, Functional Heads

and Program Directors will do their share of Chief Invigilator duties. This emphasizes

the importance which UBS Management, have accorded to the conduct of

Examinations. If any Faculty Member has an emergent situation and cannot take-up

these duties, they will need to formally meet the Chairman – UBS and obtain his

concurrence, in writing and present the same to the Examinations Team.

Administration Mangers/ their Supervisory Staff are not eligible to undertake these

duties.

4.4 Exigencies likely to be faced by Invigilators and Response Processes in Each Case

It is worth repeating that an Invigilator, must be a person with a strong ethical

orientation and should treat it as his/her ‘Dharma’ that s/he will not allow any

unauthorized activity to take place, whilst s/he is serving as an Invigilator. His / her

vigil, must be 100%, during their duty, as an Invigilator. All the examinations halls will

also be under video surveillance during the entire duration. The Video Surveillance

will be constantly monitored by the Examinations team.

4.4.1 Examinee seeking to drink water: Offer him a glass of water.
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4.4.2 Examinee wanting to go to the Toilet: Not allowed, unless it is certified by the

UBS Medical Officer, that the Examinees Medical situation can require him, to make

periodic visits to the Toilet.

4.4.3 Examinee needing any stationery : Ask one of the other Examinees, if they have

a spare pen and hand-over the same to the Student.

4.4.4 Examinee talking to neighbor: The Invigilator will record on the front page, a

statement advising the Answer Paper Evaluator to deduct 5 marks from the total

marks secured by the student and the student will have to pay a fine of Rs 1500. If

the student again indulges in this practice, the Invigilator, will seize his answer book

and debar him/her from the exam.

4.4.5 Examinee seeking to copy from Answer Sheet of the student, sitting next to

him: Seize the Answer Book and debar him /her from continuing with his

Examination. File the requisite Report (Annexure 3)

4.4.6 Examinee found copying from a small paper, hidden in his trouser or

somewhere else on his body: Seize the Answer Book and debar him /her from

continuing with his Examination. File the requisite Report (Annexure 3)

4.4.7 Examinee found with neighboring student’s Answer Book with him, and

copying from it: Seize the Answer Book and debar him /her from continuing with his

Examination. File the requisite Report (Annexure 3 )

4.4.8 Examinee found to be using cell phone: The Cell Phone should be seized and

also the Answer Book and debar him / her from continuing with his Examination. File

the requisite Report (Annexure 3 )

4.4.9 Examinee wanting clarification from Paper setter: This can happen, when

there is an ERROR / OMISSION or even otherwise, If the Invigilator feels that there is

a good case for it, s/he can ask the Paper Setter or Head of the Function, who had

approved the Question Paper, to take a decision on the query. S/he can call-up the

Faculty who had set the Paper or the Functional Head, to come to the Examination

Hall and clarify the intent involved.
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4.4.10 Examinee speaking in a language other than English, with Paper Setter: This is

not allowed, and both must communicate only in English, thereby ensuring that no

unfair help is being given to the concerned Examinee.

4.4.11 Examinee feeling sick: The Invigilator, will take a call, in such circumstances. If

a student is throwing-up or has high fever, s/he will allow the student to leave after

collecting his Answer Book and make an appropriate comment on the Answer Book

and affix his /her signature alongside.

4.4.12 Student wanting to leave the examination, after handing over ‘blank’ Answer

Book, within 30 minutes of the commencement of the Examination: He can be

allowed to leave. The Invigilator, will make an appropriate comment on the Answer

Book and affix his /her signature, alongside the same.

4.4.13 In any of the above situations, the Invigilator, will fill-in the format as per

Annexure 3 and submit the same to the Superintendent of Examinations.

4.4.14 If any student is found repeating any of the offences listed in 4.4.5, 4.4.6,

4.4.7, 4.4.8 S/he will be debarred from all the examinations in that term including

the exams that S/he had already written prior to this offence.
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5.0 Preparation of Results & Post Examination Work

5.1 Answer Sheet Management –

5.1.1. All the answer sheets will be handed over to Superintendent of Exams. The

Supd. of Exams will sort all the answer sheets subject wise , cohort wise after

recording the data in the system. The same will be handed over in a sealed envelope

to the respective Module leader for assessments along with the copy of the question

paper. This needs to be handed over within 1 working day excluding the day of the

examination. The Module leader will sign the acceptance of the same in the register.

All the details will be mentioned in the label on the cover of the envelope including

the number of copies.

5.1.2. The Supd. of Exams will track the status of all the answer sheets and will

circulate the status regularly to ensure that the submissions of marks are as per

schedule. The Module leaders will input the marks against each student’s Exam ID

and submit to the Supd. of Exams. This will be validated by the Supd of Exams for

each subject and S/he will create component sheet for each subject which includes

the internal marks as well.

5.1.3. S/he will share the final component sheet to the individual Module leader

along with the names of the students for their final review. Once the Module leader

approves the same , the marks are fed into the summary mark sheet and sent to the

Asst.Controller of Exams for validation.

5.1.4. The Asst. Controller of Exams will check all the component sheets and also do

physical verification of the answer sheets on a sampling basis. The verified papers

will be signed off in the component sheet. S/he will follow the sampling plan of

picking up 5 answer sheets at Random and verify the marks entered are correct. In

case any mistake is found, then the entire lot of answer sheets of that subject will be

checked 100%.

5.1.5. Once the answer sheets have been verified then it is the responsibility of the

Superintendent of Examinations to store it safely in the Record room.
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5.2 Results & Grade sheets –

5.2.1. The Results will be tabulated and presented to the Controller of Examinations,

Director – Academics & the Program Director for their review. In the case of results

of Second year students where specialization is involved, the Functional head will

also be present for their respective specializations. The team will check for any

skewness and will do the necessary moderation in case it is necessary. Border line

cases will also be reviewed and any changes if any will be discussed and agreed as

per the policy.

5.2.2. The Examinations incident report will also be discussed during this result

review process to ensure all related issues if any are taken care of.

5.2.3. The final grade sheets are forwarded to the Examination Board which reviews

the overall performance and may award grace marks/grades in general and not for

any individual.

5.2.4. Once approved by the Exam board the results are announced to the students

and the mark sheets, grade sheets with the CGPA calculations are also handed over

to the students.

5.2.5. The lead-times for submissions of various assessments are as below

5.2.5.1.Submission of Corrected Answer sheets for 50 Marks Exams – 3Weeks

post the completion of the last exam.

5.2.5.2.Submission of Internal Assessments – 1 week before the beginning ofthe

end term Exams.

5.2.5.3.Submission of Corrected Answer sheets for 100 Marks Exams – 5Weeks

post the completion of the last exam.



17 | P a g e

5.3 Norms for Grading

The following table is followed as norms for translating %age marks to Grades

Marks scored by student in individual course/subject which is grade as below

Grade Range:

>95 A+

86-95 A

71-85 A-

60-70 B+

50-59 B

45-49 B-

40-44 C+

< 40 F

CGPA / GPA scored by student which is graded as below:

Grade

Points:
A+=9 A=8 A-=7 B+=6 B=5 B-=4 C+=3 F=0
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6.0 Assessment Guidelines

6.1 AICTE Guidelines

The procedures for evaluations/examinations must be strictly followed as per the standards

laid down by the concerned sanctioning authorities for the respective programs. For

example for the full time AICTE approved PGDM program the minimum weightage given to

for Internal evaluation of 30% & minimum for written exam of 50% has to be adhered.

6.2 Types of Assessments

Module Leaders use both Formative as well as Summative Assessments to ensure overall

spread in assessments thus ensuring fairness through this process.

Formative assessment can be divided into three broad strategic categories:

a. ‘As-you-go’ signifying that a faculty member may change course during a

lesson to administer a surprise quiz or test to assess till-then learnings of the

students.

b. ‘Planned-for assessments’ where the faculty member decides before class

and mentions in the Course Descriptor or announces in previous class how

S/he will appraise students’ comprehension during the course of instruction in

coming session; and

c. ‘Curriculum-embedded’ where assessments are embedded in the curriculum

in the form of mid-term (formative)

Summative Assessments include the End-term assessments.

6.3 Quality Assurance & Audits

6.3.1 The process and results of assessment provide reliable, valid, and useful data to

meet three functions of Quality Assurance:

i. Fairness,

ii. Breadth of coverage, and

iii. Feedback.
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6.3.2. A guideline for Assessments is attached as “Annexure B”

6.3.3. At UBS, the assessment design and administration is focused on continuous

improvement in quality leading to systemic assurances as below:

a. The provision of moderation to monitor, support, and enforce quality
assessment and fair grading in the classroom;

b. School-level leadership to guide and stimulate faculty members in their

effective conduct of continuous assessment and to improve the quality of their

communication and use of the results;

c. The occurrence of student-to-faculty ratios (15:1) which allow for meaningful
interaction and feedback around continuous assessment;

d. The availability of adequate documents and resources for faculty members to

use directly for conducting continuous assessment or to guide them in

designing suitable tools and strategies to use;

e. The provision of adequate material resources to record, store, and

disseminate continuous assessment results to the relevant stakeholders;

f. Valuing soft skills via their meaningful integration into the formal curriculum

and measurement standards as well as by considering them formally in

decisions about students’ career pathways;

g. The designation of sufficient classroom time dedicated purposefully to

conduct the full set of continuous assessment functions; and

h. The official authorization and encouragement of faculty members to take

significant decisions about their lesson planning and instruction based on

continuous assessment results.

6.3.4. Benchmarking and Attainment Analysis

The Assessments data are used by the Module leaders to check the Attainment

levels against the benchmarking in every course. This is a critical element for analysis

leading to continuous improvement for the next cohort.



20 | P a g e

6.3.5. Quality Audits

The Quality Assurance function headed by the Director Quality has the responsibility

to frequently conducting Audits in all areas of the Examination Department. The

Audit report along with the findings will be reported to the Chairman of UBS. If any

deviation is found then the Controller of Examinations has to ensure that a corrective

action is taken and implemented within the agreed timelines.

Standards Committee led by the Quality Director and comprising of the Academic

director & 2 faculty members will apply themselves carefully, before the results of

the End – Term Exam are announced, to satisfy themselves, that the Objectivity of

the Standards being applied at UBS.

They will ensure that the Standards for Evaluation are neither too hard, nor should

they be too soft.
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7.0 Policies & Procedures Grade / Re-Evaluation Appeal

Faculty members are vested with the authority to establish course requirements and

standards of performance. It is the responsibility of faculty to articulate and communicate

course requirements and standards of performance to students at the beginning of each

course and apply all grading criteria uniformly and in a timely manner. Final grades

submitted by faculty to the Controller of Examinations are assumed to be accurate and final.

Grounds for a Grade appeal occasionally, a student disagrees with a grade. The only

circumstances that allow a student to appeal a grade are when one or a combination of the

following occurs:

a. An error in calculating the grade.

b. Failure of the instructor to notify students clearly and promptly of the criteria for

grade determination.

c. Assignment of a grade based on reasons other than the announced criteria and

standards.

d. Assignment of a grade based on factors other than student achievement, e.g.,

prejudice, discrimination or sexual harassment.

e. Inconsistent or inequitably applied standards for evaluation of student academic

performance.

Students are free to make general inquiries about grades, but are required to follow the

published policies and procedures for formal challenges and requests for grade changes.

7.1. The following policies and procedures apply to all challenges to Formative assessment

grades (Assignments, Mid Term etc):

7.1.1. A challenge to an assignment grade must be submitted to the Module Leader

of record for the course within 5 days after the student receives the official

assignment grade notice.
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7.1.2. The instructor shall issue a formal response to the grade challenge within 5

days of receipt. If approved by the Module leader, a grade change will be reflected in

the course record.

7.1.3. Grade challenges denied by the Module leader may be appealed to the

Program Director copying the Controller of Examinations, within 2 days after the

student receives the formal response from the Module leader.

7.1.4. The Program Director shall issue a formal response to the assignment grade

appeal within 5 days of receipt. This response shall be copied to the Module leader.

If approved by the Director- Academics , a grade change will be reflected in the

course record for the specific assignment. The Controller of Examinations shall

always be copied through this entire process.

7.1.5. Students choosing to challenge an assignment grade acknowledge and agree

that the final grade following a grade appeal might be

a. the same grade as prior to the appeal

b. a higher grade or

c. a lower grade than that assigned by the instructor.

7.1.6. The decision of the Director - Academics may be appealed to the Examination

Board for his/her designee only if and when an assignment grade adversely impacts

the course final grade. Otherwise, the decision of the Director – Academics on an

assignment grade challenge is final.

7.2 The following policies and procedures apply to all challenges to Summative and final

course grades:

7.2.1. A grade challenge must be submitted to the Module leader of record for the

course within 7 days after the student receives the official final grade notice.
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7.2.2. TheModule leader shall issue a formal response to the grade challenge within

7 days of receipt.

7.2.3. Grade challenges denied by the Module leader may be appealed to the

Program Director within 7 days after the student receives the formal response from

the Module leader.

7.2.4. The Program Director shall issue a formal response to the grade appeal within

7 days of receipt. This response shall be copied to the Director Academics.

7.2.5. If approved by the Director Academics, a grade change recommendation shall

be submitted to the Exam Board by the Program Director for review and approval.

7.2.6. Upon approval by the Exam Board, the grade change shall be submitted to the

Dy. Controller of Exams to be finalized.

7.2.7. In the event of denial by the Program Director , the student may appeal to the

Exam Board within 3 days.

7.2.8. The appeal to the Exam Board must include the following:

a. A statement clearly identifying the course, the course’s number, the semester

when the course was taken, and the Module leader.

b. The dates, times and places when the student appealed his/her grade to the

Module leader (if applicable) and information regarding the statements

exchanged between the two concerning the grade challenge.

c. The reason for the challenge and all relevant documentation and facts to

allow the Exam Board ( or designee ) to make a decision concerning the

challenge.
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7.2.9. The burden of proof for all grade challenges/appeals rests with the student

who must clearly demonstrate that the grade being challenged or denial of earlier

challenges were the result of error or discrimination, or were otherwise arbitrary or

capricious.

7.2.10. The Exam board (or designee) shall respond to the student, in writing, within

10 days of receipt of the student’s written appeal.

7.2.11. Students choosing to challenge a course grade acknowledge and agree that

the final grade following a grade appeal might be

a. The same grade as prior to the appeal

b. A higher grade or

c. A lower grade than that assigned by the instructor.
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8.0 Re-SIT & AUP (Alleged Unfair Practices) Policy

All students will accept the prevailing examination, evaluation and grading system instituted

by the Program Directors and Controller of Examinations, UBS. The following stipulations

may be noted carefully.

8.1 In case a student fails to take an examination, for any reason whatsoever,( other than

social requirements of “ next of kin”), UBS may allow the students a Re-Sit examination

after he deposits “re-examination fee of RS2500 ( Rupees two thousand five hundred

only) per paper with the accounts department. Next of kin for the purpose will include

father, mother, brother, sister, son or daughter, husband or wife.

8.2 In the event of student being found to be using un-fair means, he will be immediately

barred from the examination, and matter will be reported to the Controller of

Examinations. The students ( if found guilty) will be fined RS2500 (Rupees two thousand

five hundred only). He will also be required to pay the prescribed fee of Rs2500 (Rupees

two thousand five hundred only) towards Re-sit fees.

8.3 Any Student who repeats the offence second time will be required to pay fine of Rs5000

( Rupees five thousand only) and also the re-sit fees. However if the student repeats the

offense thrice, the student may be suspended/expelled from the examination process

for one year.

8.4 If a student fails in a paper(s), he will be given chance to reappear by paying the

prescribed fee of Rs2500 ( Rupees two thousand five hundred only) per paper. However

students who fail a paper for the second time will not be allowed for any more Re-Sit

and will be awarded F grade.

8.5 The final grade sheets are forwarded to the Examination Board which reviews the overall

performance andmay award grace marks/grades in general and not for any individual.

8.6 Any student who gets “F” grade overall, will not be awarded the degree/diploma.
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8.6.1. Students pursuing Foreign degrees/diplomas through UBS will have to

mandatorily clear the UBS assessments/examinations in order to be eligible to

write the final examinations of the foreign degree/diploma. UBS will follow its

own examination rules in addition to the stipulations laid down by the foreign

universities.

8.6.2. In the event of a student disagreeing with the valuations of the examiner may

represent to the grievance cell of Controller of Examinations . In case of errors of

omissions or additions, the same will be corrected and no fees will be charged

from the students. However, if the student seeks re assessments of the paper, he

has to deposit Rs1000 (rupees one thousand only) and the paper will be

forwarded to the functional head to get it reassessed. His decision in the matter

will be final.

8.6.3. If a student clears his back log papers after the convocation through

supplementary examinations, then the Grade sheet s may be issued to him on

completion but the student has to await for the next convocation to receive his

degree/diploma certificate.

9.0 Loss of Degree / Grade sheets

9.1 In unfortunate event of a student loosing his degree/ grade sheet, he will lodge an

FIR, sign an affidavit and submit the same to UBS along with payment of Rs 5000

(Rupees five thousand only) for issuance of duplicate grade sheets/ degrees.
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9.0 Responsibilities of Examination Team

9.1 Controller of Examinations :

S/he is the overall in-charge of all Examinations – Mid Term and End Term (for Trimester

Examinations) and Semester examination and ‘Re-Sit Exams’, held at UBS. As head of the

Examination System in UBS, it is his responsibility that all the Examination Systems &

Processes mentioned here, are rigorously managed with integrity, alacrity and sincerity.

S/he is expected to have a hawk’s eye on the entire systems to ensure proper conduct of the

examination procedures are followed.

It is his/her responsibility to ensure that:

9.1.1. Complete integrity is maintained by the Superintendent of Examinations ,

Asst.C ontroller of Exams, Faculty-in – Charge , all Chief Invigilators, and other

Administrators, who are allocated duties relating to conduct of Examinations. S/he

have to ensure that complete Secrecy is maintained, in respect of all aspects related

to Examinations. No leakage of Question Papers or Results, takes place at any stage

during the Examination Processes. All Question Papers and Answer Sheets are

secured during transmission and storage processes. He will review and ensure from

time to time that no discrepancies are found while computing/processing the

marks/component sheets/grade-sheets.

9.1.2. All data relating Degrees, Diplomas, Academic Certificates and Mark Sheets is

secured both in terms of Paper Copies and ‘Soft Copies’. These should be retrievable,

for up to 40 years after the awards have been issued.

9.1.3. The time Lines for Receipt of Examination Question Papers, Time Lines relating

to commencement and end date of all Examinations and ‘Declaration of Results” are

duly adhered to.

9.1.4. Ensure Examination Systems & Processes are regularly up-graded, as we learn

from Partner Institutions / Universities and any learnings we get during Training

Programmes attended by the Exams team or any Members of the Faculty or

information emerging in the Public.
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9.1.5. It his Role to make a couple of surprise Walk-ins, into any Examination Hall,

where he is a bit concerned, and satisfy himself that, everything is proceeding in

good order and as per plan. If there is any issue, he has to deal with the same

expeditiously. Even if he has no specific concerns, it is mandatory that he makes a

couple of Walk-ins on each Examination Day, so that all his staff, remain alert and

follow their responsibilities with alacrity. If he cannot make these Walk-ins due to

some emergent situation, he will ensure that one of his Faculty colleagues, carry-out

this activity and play his role.

9.1.6. If all the students walk out of the Examination Hal without writing a paper

because of out of syllabus question papers/ uncovered syllabus etc., the matter will

be referred to him who will immediately in consultation with the Program Director,

make his recommendations to the Director- UBS, who ho will take the final decision

in the matter. His decision will be binding on all concerned.

9.1.7. In case of a mass complain by students regarding improper evaluations, the

same procedure has to be followed.

9.2 Responsibilities of the Asst. Controller of Examinations:

9.2.1. Collate actual Marks given for each Examination Subject, from the Component

sheet (processed by the Asst. controller) and prepare the Result for the all the

cohorts of UBS.

9.2.2. Compute CGPA for all Students

9.2.3. Participate in Review of Results, with Academic Council.

9.2.4. Prepare Grade Sheets for each student.

9.2.5. It is his role to visit each Examination Hall, once during the Examination and

assure himself that everything is proceeding in good order and as per plan. . If there

is any issue, he has to deal with the same expeditiously.

9.2.6. S/he shall ensure that for repeat Examinations the specified Fee of Rs: 2,500

has been duly deposited by the student, unless the Program Director has condoned
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the same in writing, in cases where the student has formally submitted evidence that

serious mitigating circumstances, are involved.

9.3 Responsibilities of the Faculty In Charge:

9.3.1. Ensuring that the confidential printer for printing question papers is in

working condition.

9.3.2. Receiving the Question papers fromModule leaders as per schedule.

9.3.3. Necessary approval from HOD’s as per schedule

9.3.4. Verifying that the Question papers are as per standard and mapped with CO’s

9.3.5. Printing of Question papers as per SOP

9.3.6. Ensuring Overall Confidentiality of the Question Papers as per SOP.

9.3.7. Solve the queries raised in the Question Paper during Examinations.

9.3.8. Record any issues related in the Deviation report at the end of every

examination process.

9.4 Responsibilities of the Superintendent of Examinations :

9.4.1. Ensuring that correct no of Answers sheets are issued to the respective Chief

Invigilators.

9.4.2. To Check that the correct number of answer sheets received post

examinations

9.4.3. Record and handover the answer sheets for evaluation to the respective

Module leader.

9.4.4. Monitoring of completion of all Internal & External assessments as per policy

and highlighting the status on a weekly basis.

9.4.5. Preparation of the Component sheet for each course

9.4.6. Announcing of results once cleared by the Exam Board.

9.4.7. Record any issues related in the Deviation report at the end of every

examination process.
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10.0 Record Keeping

This is the responsibility of the Supd. of Exams to ensure that all the Records are kept in a

secured & safe location. There is a separate record room to ensure this. This record room

should be visited in regular frequency by the Asst. Controller of Examinations and Controller

of Examinations to check security & safety.

11.0 Loss of Degree / Grade sheets

In unfortunate event of a student loosing his degree/ grade sheet, he will lodge an FIR,

sign an affidavit and submit the same to UBS along with payment of Rs 5000 (Rupees five

thousand only) for issuance of duplicate grade sheets/ degrees.

12.0 Key Service level Agreements SLA’s

The following are the internal deadlines between stakeholders for various deadlines

1. Submission of Question Papers – 10 days before the date of Examinations.

2. Submission of Corrected Answer sheets for 50 Marks Exams – 3 Weeks post the

completion of the last exam.

3. Submission of Internal Assessments – 1 week before the beginning of the end term

Exams.

4. Submission of Corrected Answer sheets for 100 Marks Exams – 5 Weeks post the

completion of the last exam.

5. Announcement of Term Results - 6 Weeks post completion of the End term exams

6. Announcement of Year End Results – 8 Weeks post completion of last term exams.
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13.0 Exam Support Cell

The Exam department has a support cell to respond to any student queries and can

be contacted by sending an email at support.exams@ubs.org.in

Annexure 1

Notice for Strict Observance by UBS Examinees during Examinations

1.0 Students should Report to the Examination Hall 10 minutes, before the scheduled time

for the Commencement Time for the Examination.

2.0 The Commencement Time & End Time for Morning Examinations will be from 10 AM to

1 PM and for the Afternoon Examinations will be 2.00 to 5.00 PM. On Saturdays the

afternoon examinations will be advanced by 30 minutes and hence will be held

between 1.30 pm to 4.30pm. For 90 minutes examinations , the timings will be 10.00

am to 11.30 am and 2 pm to 3.30 pm.

3.0 Students will not be allowed to enter the Examination, more than 15 Minutes, after the

Scheduled Commencement Time. They cannot leave the Examination Hall within the

first 30 Minutes and the last 15 Minutes of the Scheduled Time.

4.0 Students can carry with them the following items, into the Examination Hall:

a. Water Bottle.

b. Pens, Pencils, Foot Ruler & Eraser.

c. Medicines will be allowed, only if UBS Medical Officer, has given a Certificate,

allowing the same, after listing the Medical Condition involved.

5.0 If the Question Paper specifically permits, then the following items can be carried into

the Examination Hall.

a. Calculator.

b. Programmable Calculator.

c. Tables.

d. Books/laptops

6.0 Students will not be allowed to carry any of the following into the Examination Hall:

a. Cell Phones.

b. Notes,

mailto:support.exams@ubs.org.in
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c. Any Eating Materials and Liquids, other than water.

d. Strict Disciplinary Procedures, which can involve, asking the student to leave the

Examination Hall, will be taken, in the event of any mis-behavior or if the student

is found to be cheating / talking / copying or indulging in any other unfair

Practice.

7.0 Any Examinee found to be indulging in any Un-Fair Practice, will be asked to

acknowledge in writing, the mistaken behavior, indulged by him. The Invigilator, has the

authority to collect your Answer Sheet and expel the Examinee from the Examination

Hall. The Invigilator, will file a report as per Annexure 4.
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Annexure 2

Student Attendance Sheet
Examination 2018 – 2019

Date :- Time to

Cohort :- Term:-

Subject :-

Name of the Invigilators :- Sign:-

Sr. No Student name Student Id Exam Id No. Signature Remarks

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

Total Student Present :-

Total Student Absent :-
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Annexure 3

Critical Incident Report

Sr. No. Student Name Student Id Remark
Report on possible Unfair Practice in an Examination

1
2
3
4
5

Student Late Entry
1
2
3
4
5

Student Medical Issue
1
2
3
4
5

Issues related to Question Paper
1
2
3
4
5

Others
1
2
3
4
5
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GUIDELINES FOR PAPER SETTERS

DOCUMENT A

GUIDELINES FOR PAPER SETTERS

All instructors are required to construct a valid and fair exam Question paper that

measures the achievement of the planned learning outcomes of the course.

1. Both mid-term and end-term question papers should be aligned with course outcomes

and learning outcomes as per NBA guidelines.

2. The mid-term exam question paper should cover all the topics mentioned in the

module descriptor and taught before the mid-term examinations. (mid-term syllabus)

3. The end-term exam question paper should cover all the topics mentioned in the

module descriptor and taught in the end term. (from week1)

4. Critical thinking and application based questions should be included in major course

exams.

5. Questions that were set in the mid-term should not be repeated in the end-term

exam until unless they are very important.

6. Case studies those are fully paid and are allowed for circulation can only be used.

7. All the question papers (mid & end term) should be submitted to the Functional Head

for review and approval.

8. Two versions of question papers per course should be submitted for the mid & end

term exam.

9. A comprehensive marking scheme and answer booklet should be submitted along

with the question paper.

10. Evaluation of papers should be done in accordance to the submitted marking

scheme and answer booklet. (Grading should clearly assess the performance level of

students.)

11. The Functional heads are required to do a detailed question-wise analysis on

question paper and leave their signature of approval.

12. The Functional head has full authority to ask the Module leader to reconstruct the

question paper, if the paper doesn’t offer the right level of challenge. (Once the
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Functional Heads approves and signs the question paper S/he is responsible for any

irregularities/concerns thereafter.)

13. Distribution of marks/marking scheme for each part of the question paper,

weightage to different forms of questions are to be discussed with the Functional

Heads before setting the paper.

14. The entire process of setting the question papers should be done with utmost

confidentiality.

15. The question paper should be clear & accurate with important instructions and

distribution of marks.

16. The Question paper should comprise of different types of questions to test the

student's broader understanding of a subject.

 MCQs to test student’s understanding level of a particular subject matter. (Optional)

 True /False Qs to test the recalling ability of the specific details. (Optional)

 Fill in the blank Qs require the student to know the correct answer. (Optional)

 Open ended Qs-Short answers & Essay format questions to test the

student's broader understanding and overall comprehension of the subject

matter.(mandatory)

*It is mandatory that all exams (mid & end) should comprise of writing Qs.

A) General Guidelines to the Paper Setter(s)

1. Make sure you have the latest version of the syllabus and you are familiar with

the assessment criteria.

2. Work on a Specification Grid. Before and after setting the paper, check that all the

test items (Qs) are based on the respective syllabus and that the items (Qs) are

graded in difficulty.

3. Develop a Marking Scheme along with the Specification Grid.

4. Check that the duration of the examination is entered correctly on the paper and

that the time allotted is sufficient to enable the students complete the paper and

revise their work.
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5. Proof read the text.

6. Pass on the finalized draft of the paper to an external reviser ( Functional

Heads) who must proof read the text again, ensure that no test item is out of

syllabus, check that all set tasks are workable (particularly in mathematics, statistics,

cases and finance management subjects) and that the paper can be completed in

the set time.

7. Make the necessary changes in the examination paper and the marking scheme

as advised by the reviser (Functional Heads). Proof read the text once again and

pass on the paper to the Reviser (Functional Heads) for the final proof reading.

8. Hand in the Marking Scheme together with the Examination Paper for printing.

9. Examine printed papers for printing defects (e.g. unclear diagrams or pictures)

and for any Extra Correction that may be required.

10. Signing the final examined printed paper.

11. Final examined paper should be sent to official UBS examination email id ie.

exams@ubs.org.in

B) Layout

1. The layout of the paper should be as clear as possible to make it as student friendly

as possible.

2. Instructions to candidates should be clear and unambiguous. They should be

presented in bold type.

3. Wherever possible, use a straightforward and consistent format with regular line

lengths.

4. Use typesetting features such as bold, italics, indentation or boxes effectively to help

candidates focus their attention on the task. (Note: Print in italics may present

reading difficulty for young children.)

5. Long complex questions are best split up by the use of subsidiary numbering

systems.

6. Structured questions should follow a graded and logical sequence.

mailto:exams@ubs.org.in
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C) Sentence Construction

1. Use the simplest language and structure possible to convey clearly and

unambiguously the meaning of the question.

2. Split down even relatively short sentences if they contain a lot of condensed

information.

3. Do not use the passive if it can be avoided because it can make a sentence

impersonal and complex. Avoid also using the conditional form (sentences starting

with “if”) and the double negative.

4. Eliminate surplus words and any abstract and figurative language which is not

necessary.

5. Make sure that introductory statements in questions contain only the information

which is required for answering those questions relevantly.

D) Specification Grids

1. The writing of test items should be guided by a carefully prepared set of test

specifications.

2. The specifications describe the achievement domain being measured and provide

guidelines for obtaining a representative sample of test tasks.

3. The specification grid (a two-way table) provides assurance that the test will

measure a representative sample of the learning outcomes and the subject matter

topics to be measured.

4. The specification grid relates outcomes to content and indicates the relative weight

to be given to each of the various areas.

5. A specification grid indicates:

a. The learning outcomes to be tested.

b. The subject matter or content area.

c. The assigned weighting to the learning outcomes and content areas in

terms of their relative importance.

d. Course outcomes to be tested.

e. Program outcomes to be tested.

6. The learning outcomes to be tested include

a. . Recall of knowledge
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b. Intellectual abilities or skills (understanding, application, etc.)

c. General skills (e.g. practical, performance, communication),

d. Attitudes, interests, appreciations.

7. The following factors are to be considered when assigning relative weights to

each learning outcome and each content area.

a. The importance of each area in the total learning experience

b. The time devoted to each area during the learning experience

c. Which outcomes have the greater retention and transfer value

E) Constructing Relevant Test Items

The items used could be either selection-type or supply-type items. The selection-

type items present the students with a set of possible responses from which they are

to select the most appropriate answer. The supply-type item requires students to

create and supply their own answers.

Annexure I:

Selection-type items include:

Multiple Choice, True-False, Matching, Interpretative exercises.

The preparation of good selection-type items is difficult and students can get a

proportion of answers correct by guessing.

Annexure II

Supply-type items include:

Short answers, Essays (restricted responses, unrestricted responses)

Supply-type items are easier to construct but more difficult to score.

1. Use the item types that provide the most direct measures of student

performance specified by the learning outcome.

2. Avoid verbal associations that give away the answer.

3. Avoid grammatical inconsistencies that eliminate wrong answers.

4. Avoid specific determiners that make certain answers probable (e.g.

sometimes) and others impossible (e.g. always).

5. Avoid stereotyped or textbook phrasing of correct answers.

6. Avoid material in an item that aids in answering another item.
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7. Avoid trick questions that might cause a knowledgeable student to focus on the

wrong aspect of the task.

8. Ensure that the difficulty level matches the intent of the learning outcome and

the age group to be tested.

9. Ensure that there is no disagreement concerning the answer. Typically the

answer should be one that experts would agree on the correct or best answer.

10.Write the test items far enough in advance that they can be later reviewed and

modified as needed.

11.Write more test items than called for by the test plan. This will enable you to

discard weak or inappropriate items during the item review and make it easier to

match the final set of items to the test specifications.

12. Give due consideration to the best arrangement of the test items. Where

possible, all items of the same type should be grouped together. The items should

be arranged in terms of increasing difficulty.

13. For True-False items make sure that:

a. Each statement is unequivocally judged true or false

b. The statement is brief and stated in simple, clear language

c. Negative statements are used sparingly and double negatives are avoided

d. The statements are free of clues to the answer (e.g. verbal clues, length)

e. There is approximately an equal number of true and false statements

f. The true and false items are arranged in random order.

14. ForMatching items ensure that:

a. The items are based on homogeneous material

b. The instructions clearly state the basis for matching and that each response

can be used once, more than once, or not at all

c. The items appear on the same page

d. An uneven match is provided by making the list of responses longer or shorter

than the list of premises.

15. ForMultiple-Choice items make certain that:

a. The item of the item present a single, clearly formulated problem

b. The item is stated in simple, clear language
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c. The item is worded so that there is no repetition of material in the alternatives

d. The item is stated in positive form wherever possible

e. If negative wording is used in the item, it is emphasized in bold or by

underlining

f. The intended answer is correct or clearly best

g. All alternatives are grammatically consistent with the item and parallel in form

h. The alternatives are free from verbal clues to the correct answer

i. The distracters are plausible and attractive to the uninformed

j. To eliminate length as a clue, the relative length of the correct answer is varied

k. The alternative “all of the above” or “none of the above” are used only when

appropriate

16. For Short-Answer items ensure that:

a. The item calls for a single, brief answer

b. The item has been written as a direct question or a well-stated

incomplete sentence

c. The desired response is related to the main point of the item

d. Clues to the answer have been avoided (e.g. “a” or “an”, length of the blank)

e. The units and degree of precision is indicated for numerical answers.

17. For Essay questions make sure that:

a. Questions starting with “who”, “what”, “when”, “where”, “name”, “list” are

avoided as these terms limit the response

b. The information contained on a page should be well structured through the

appropriate use of headings and sub-headings. This would help candidates

organise text in advance of reading.

c. Check that the diagrams, pictures or photographs used are necessary, helpful

and of high quality.

d. Place the text close to the relevant diagrams or pictures to enable the

candidates relate the two effectively. Comprehension text and questions

should be set on the same page or on adjacent pages.

e. Ensure that marks assigned for each item / exercise / section are clearly

indicated on the paper.
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Brainstorm different kinds of questions and Bloom's Taxonomy

Different types and forms of questions cater for different learning styles, multiple

intelligences, different cognitive levels and different levels of difficulty.

Different types and forms of questions allow learners to demonstrate different

competencies and skills.

A lack of variation may advantage some learners and disadvantage others.

TYPES OF QUESTIONS

1. Data response / Factual recall

– expect simple, straight-forward answers based on obvious facts or awareness

2. Convergent questions – expect answers within a range of acceptable accuracy –

may be at different levels of cognition

3. Open-ended / Divergent questions – allow exploration of different avenues and

generate many different variations and alternative answers. These are often

more accessible to the modern learner

4. Problem solving / Creative / Real-life scenarios / Provocative questions /

Thoughtful questions/ Values and ethics - challenge learners to think and to

apply concepts learnt

5. Evaluative – require sophisticated levels of judgement

6. Probing questions – probe logic or structure and require clarification,

challenges assumptions, reasons and evidence, implications, consequences,

viewpoints or perspectives

Bloom's Taxonomy was created under the leadership of educational psychologist Dr

Benjamin Bloom in order to promote higher forms of thinking in education, such as

analyzing and evaluating concepts, processes, procedures, and principles, rather than just

remembering facts

Steps to be taken for setting examination papers

Step 1: Create a framework

Step 2: Learning outcomes

Step 3: Consider the Assessment Standards
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Step 4: Resources

Step 5: Determine the marks allocated for each outcome

Step 6: Brainstorm different kinds of questions (see Chapter

Step 7: Consider cognitive levels and taxonomies

Step 8: Consider appropriate weighting from easy to difficult

Step 9: Set the questions and the marking memorandum at the same time

Step 10: Test time allocations and clarity of instructions.

Checklist

Ask yourself the following:

 Do questions contain both variations in cognitive levels AND different degrees of

difficulty (not always the same thing), i.e. is there differentiation within each

question?

 Are questions accessible and relevant?

 Do the questions use knowledge as a barrier to skills, values and attitudes?

 Do the questions focus on significant content (are topics avoided that are

insignificant, irrelevant or unimportant)?

 Are the questions at various cognitive levels of difficulty or not?

 Do they incorporate real-life situations or problems?

 Are they provocative?

 Are they formatted to be user-friendly?

 Are they posed in language that is user-friendly (unnecessary verbiage is

reduced)?

 Are optional questions clearly indicated?

 Are questions free from bias (gender, racial, political, social and cultural)?

 Were the spelling and grammar corrected?

 Are marks allocated accurately?

 Are question papers properly formatted and easy to use?
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UNIVERSAL BUSINESS SCHOOL

MID TERM EXAMINATION (Course: _ (ex.PGDM3)

Date: __ / /__

_ _

Time: From: _ __ to

Duration: 90 Mins Subject Name: (ex. Financial Management)

Subject Code :

Term: I/II/III/IV/V/VI

Max Marks: 50

 10 marks - MCQ, TRUE/FALSE with reasons, fill in the blanks…etc.(Annexure I)

 10 marks - short note, answer in brief….etc.(Annexure I)

 30 marks - long questions (Short answers, Essays (restricted responses, unrestricted

responses)(Annexure II)
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UNIVERSAL BUSINESS SCHOOL

END TERM EXAMINATION (Course: __ _ (ex.PGDM3)

Date: __ / /__

_ _

Time: From: _ __ to

Subject Name: _ (ex. Financial Management) Subject Code :

Duration: 3 hrs Max Marks: 100

Term: I/II/III/IV/V/VI

 Section – 1

o 20 marks - Short Answers

 Section – 2

o 40 marks ( Long answers ) (Annexure I)

 Section – 3

o 40 marks( Application based Case study or Similar )
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GUIDELINES FOR ASSESSMENT

ANNEXURE B
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GUIDELINES FOR ASSESSMENT

Marking schemes should:

1. Be clear and designed to be easily and consistently applied.

2. Allocate marks in proportion with the demands of questions.

3. Include the mark allocation for each question and parts of a question, with a more

detailed breakdown where necessary.

4. Include an indication of the nature and range of responses likely to be worthy of

credit and likely responses which would be unacceptable.

5. State the acceptable responses to each question, or parts thereof, in sufficient

detail to enable marking to be undertaken in a standardized manner.

6. Provide guidance to help markers make judgments on alternative answers.

7. Allow credit to be allocated for what candidates know, understand and can do.

8. Include marking instructions for assessing quality of written communication,

where applicable.

Some important principles with respect to marking schemes:

1. The total number of marks available for each question and each part of a question should

be shown in the mark scheme and must tally with the marks shown on the question paper.

2. Each mark should reflect equal demand.

3. All marking should be positive, and as far as possible candidates should gain credit for valid

answers and not lose credit for incorrect or irrelevant answers.

Marking schemes must encourage the examiner to use the full range of marks available. Full

marks should be available for a level of achievement appropriate to able candidates of the

relevant age rather than for a theoretical perfect answer.
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Question No. 1 2 3 4 5 6 7 8 9
Total

Marks

Examiner’s

Sign

Marks

Marks after

Moderation

Checklist for Reviser for Evaluating the Test Items in the Assembled Paper

YES NO

Balance
The items measure a representative sample of the
learning Outcomes. The allocation of marks to
each item reflects the item Difficulty.

Relevance The items present relevant tasks which reflect
the current syllabus

Conciseness The items and tasks are stated in simple, clear
language

Soundness The items are of the proper difficulty, free of
defects and have answers that are defensible.
Questions do not contain gender, cultural or
religious bias.

Independence The items are free from overlapping, so that one
item does not aid in answering another

Arrangement The items measuring the same outcome are
grouped together and are in order of increasing
difficulty

Numbering The items are numbered in order throughout
the test paper

Instructions There are clear, concise instructions for each part in
the whole test paper. There are directions for how
to record answers. The time limit is specified

Spacing The spacing on the page contributes to ease of
reading and Responding

Typing The final copy is free of typographical errors.
The marks for the whole paper add up to the total
number of marks specified in the syllabus
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