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UR Guidelines for Internal Management of Examinations Papers
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The following is the proposed procedure for handling Examinations. It is a simplified 6 step
process, where the handling of the Qualitative aspects of the exam is controlled by the
Department, while the Administration and Storage / Archiving are managed by the Examination
office of each UR College.

'ACTIVITY = = | RESPONSIBILTY/OFFICE REMARKS

[ e ~ Itis proposed that all these activities be done
sl L sl by the HoD. The HoD shall oversee the :
. 1.Setting Exams, 1. Setting of examinations as early as
; L the 48 5tweek lof October of eachy e
academic year and lock them up =
, untll moderatlon ; j

.| 2.Examination internal 2. Guide the proc'ess ofexam o
- & external moderation, ~ moderation (both mternal and
| i it , j External) ! Ly
3. Discussions  of / i
| External = Examiners 3 Disseminate the key points from the
(BEsh) exam = discussion to the Departmental
. moderation feedback = teachm0 staff :
. at departmental/faculty e
levels.
| 4.Incorporation of
changes suggested by = b ~ i ~ ~
“external examiners in 4. Oversee the taking on board by
their reports, into the _teaching staff, of all suggested
final _examination changes by EES, and ensure these
‘question papers, ~ have been incorporated into the =

, | final examination question papers.
85 S Exam Printine @& ‘ SRl
packaging. : : A o
. 5. Print the final examination question
‘papers & put in SEALABLE =
_envelopes  together  with  the |
requisite answer sheets, CAT Mark
sheets, & other required documents
for lock-up

6. These packages (i. e. 12 envelopes
for 12 exams) will then be
dispatched to External Examiners
who will send back the moderated

~exam papers with full reports via
DHL or other secure means, and : ;
back to the Head of Department.
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