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2.0

3.0

4.0
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PART-I
CONDUCT OF EXAMINATION
CONTEXT

Board conducts examinations through various Institutes affiliated to Board. Board has issued Norms,
procedures and Instructions from time to time for smooth conduct of examination. They have been
compiled herein in the form of instruction manual, for ready availability to those managing the
examinations. Board shall widely circulate the manual among all Institutes. Principals and heads of
Institutes would insist on and internalize the provisions laid down in the manual by routinely referring to
and adopting the same. The importance of accuracy, quality and reliability in the conduct of examination
work shall be often repeated and inculcated in the staff.

OBJECTIVES
The main objectives of instructional manual are to:
2.1 Educate all those who are conducting and managing the examinations.

2.2 Help to achieve desirable accuracy, enhance quality and increase reliability in the conduct of
the examinations.

2.3 Maintain consistency and uniformity in examination work.

24 Minimize the chances of lapses in the examination work.

2.5 Monitor the process of conduct of examinations at various examination centers.

2.6 Establish credibility of procedure by spreading awareness amongst all concerned.

2.7 Define the accountability of the officers and supporting staff of the Board / Institutes in the

conduct of examinations.
CONCEPTUAL FRAMEWORKS

Regional offices of the Board would hold meetings of the officers-in-charge in the region to discuss the
quality parameters of examination work and make them aware about their role and responsibilities.

PROCEDURE FOR CONDUCT OF EXAMINATIONS

4.1 The Principal / Head of institution shall act as the Chief Officer-in-charge of distribution /
examination / inquiry centers.

4.2 The chief officer-in-charge, in turn, shall appoint necessary officer-in-charge for distribution
and examination work. He shall also appoint supervisors and supporting staff as per the norms
of Board.

4.3 Qualified and experienced officers and supporting staff shall be appointed for the conduct of

the examinations.

4.4 The officers and staff engaged in examination work shall be made aware of the rules,
regulations, norms and guidelines for the conduct of examination and importance of accuracy,
quality, confidentiality and reliability in examination work.
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5.0 EXAMINATION PROCESS DIAGRAM
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DEFINITIONS

6.1

6.2

6.3

6.4

Distribution Centre (DC)

The Institute selected for keeping custody of sealed question paper bundles during the period of
examination and distribute the sealed question paper bundles as per inventory to examination
centers attached to it as per the procedure laid down by the Board. Distribution Centre also
keeps the custody of sealed answer book bundles received from the examination center after
the examination and convey the same to the allocated regional assessment centers as per the
procedure laid down by the Board.

Examination Centre (EC)

The affiliated institute selected by the concerned RBTE for the conduct of written theory
examination of the Board. The examination center may cater for examinees from own institute
along with examinees of institutes connected to it by the concerned RBTE.

Connected Institute (Cl)

The affiliated institute which conducts the non-theory examinations and online theory
examinations of the examinees belonging to it. However, the written theory examinations for
the examinees of Cl shall be conducted in the EC allocated to them.

Enquiry Center

The affiliated institute designated by Board to conduct enquiry of students reported to have
involved in malpractice during examination conducted by the Board. Principal/Head of the

institute acts as Chairman of the Enquiry Committee. The Chairman is assisted by senior
faculty of the institute in the capacity of members of the enquiry committee.

PROCEDURE FOR DESIGNATING AN INSTITUTE AS DC/EC/CI/ENQUIRY CENTRE

71

7.2

7.3

7.4

7.5

7.6

The RBTE shall recommend the Institutes in their respective regions, to be designated as
DC — Selection as DC is decided based on the logistic requirements to cater to the attached
ECs along with availability of safe and secured infrastructure.

The RBTE shall recommend the Institutes in their respective regions, to be designated as
EC — Selection as EC is decided based on the availability of the infrastructure and supporting
amenities for the safe, secured and smooth conduct of examination.

Cl to concerned EC is decided based on the availability of the infrastructure at EC to
accommodate examinees of Cl and the logistic convenience for the examinees of Cl.

Enquiry Center shall be properly isolated from the area for which students are reporting for
enquiry but at the same time logistically convenient to the students to report.

Chief officer-in-charge is authorized to make appointments of Officer-in-charge Distribution
center, Officer-in-charge Examination center and other supporting staff as per the norms of
Board.

RBTE shall authorize Chief officer-in-charge to appoint vigilance squad/ sitting squad to inspect
and ensure that the examinations are conducted according to the prescribed procedures, in
conducive environment which would discourage the tendency of misbehavior and malpractice.

MODES OF DISTRIBUTION OF CONFIDENTIAL MATERIAL FOR EXAMINATION
Confidential material of examination may be distributed by one of the following modes:

8.1

Daily Distribution Mode

In this mode, the controller of examination has to perform daily journey from DC to EC with
sealed question paper bundles before examination and return back with sealed answer book
bundles after the examination from EC to DC. The daily distribution mode is adopted only
when the journey on each side is less than two hours at the prevailing traffic conditions.
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9.0

8.2

9.1

Residential Mode

This mode is adopted when the daily distribution mode is not feasible.
PROCEDURE FOR APPOINTING CONTROLLER OF EXAMINATIONS
Daily Distribution Mode

The Deputy Secretary RBTE / Chief officer-in-charge of DC shall duly issue orders appointing
suitable persons not below the rank of lecturer, as controllers of examinations at ECs
attached to the DC. The Chief officer-in-charge of DC shall send a copy of the appointment
orders issued from his side to the concerned RBTE.

9.11

9.1.5

9.1.7

9.1.9

9.1.10

Each day of examination, the controller of examination shall collect the session
wise bundles containing sealed packets of question papers for the EC for the day.
The controller shall report at the DC as per the timing mentioned in the appointment
order so as to reach the concerned EC at least one hour before the commencement
of examination.

The controller of examinations shall give receipt to the officer-in-charge, DC in the
prescribed format as a proof of receiving the sealed question paper bundles from the
DC.

The EC shall arrange for a closed four wheeler vehicle with responsible escort person
for the safe conveyance of sealed question paper bundles from DC to EC and sealed
answer book bundles from EC to DC.

The EC shall also arrange for safe storage at the examination control room for the
controller to keep confidential materials pertaining to examination.

The controller of examination shall hand over the session wise question paper bundles
to the officer-in-charge, EC and take a receipt for the same on the prescribed format.
Thirty minutes prior to the commencement of the examination for the session, the
controller of examination hands over the bundle of question paper for the session
to the officer-in-charge, EC for opening. After opening of the bundle and inspection
of the sealed question paper packets, the officer-in-charge, EC should hand over a
receipt to the controller of examination a report of question paper bundle opening in the
prescribed format.

The controller of examination shall supervise the conduction of the examination as per
norms of the Board.

After the completion of written examination for the session, the controller of examination
shall scrupulously monitor the collection, tallying and sealing of the answer book bundles.
At the end of the day’s examination, the controller shall collect the sealed answer book
bundles from the officer-in-charge, EC and give receipt for the same in the prescribed
format.

The controller of examination shall also collect all the related documents pertaining
to malpractice cases reported during the examination sessions separately in sealed
packets. The same shall be handed over to the officer-in-charge, DC.

If necessary, the Deputy Secretary RBTE would appoint additional controller/s of
examination, for orderly and smooth conduct of examination.

The controller of examination shall convey the sealed bundles of answer paper
belonging to the day’s examination from EC to DC and hand over the same to the
officer-in-charge, DC and collect receipt for the same in the prescribed format along
with the receipt and reports received from officer-in-charge, EC. The receipt for answer
paper bundles received from officer-in-charge, DC shall be conveyed to the officer-in-
charge, EC through the controller for the next day.
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Residential Mode

9.21

9.2.2

9.2.3

9.24

9.2.5

9.2.6

9.2.7

9.2.8

9.2.9

9.2.10

The ECs where daily distribution mode is not feasible, Deputy Secretary of the
concerned RBTE shall appoint officer not below the rank of lecturer as the residential
controller of the examination.

The residential controller of examination shall receive the sealed bundles containing
question paper packets for the designated period from the officer-in-charge, DC. The
residential controller shall give receipt for the same in the prescribed format to the
officer-in-charge, DC.

The residential controller of examination shall carry all bundles containing question
paper packets to the examination center and store them in safe custody provided
there. The EC shall make logistic arrangements and also safe & secured storage
arrangement for the question paper bundles and the sealed answer paper bundles for
the designated period. In case the infrastructure of EC does not provide for the safe
storage of confidential documents, the arrangement may be made in the local police
station under the jurisdiction of which the EC is located.

On each day of examination, the residential controller of examination shall collect the
question paper bundles for the day from the custody where they are stored and reach
the EC. A responsible escort person from the EC shall accompany the residential
controller during the transit from custody place to EC. In case the custody place is
outside the campus of EC, the responsibility of arranging safe and secured closed four
wheeler vehicle for the movement of question paper bundles lies with EC.

The residential controller of examination shall hand over the session wise question
paper bundles to the officer-in-charge, EC and take a receipt for the same on the
prescribed format. Thirty minutes prior to the commencement of the examination for
the session, the residential controller of examination hands over the bundle of question
paper for the session to the officer-in-charge, EC for opening. After opening of the
bundle and inspection of the sealed question paper packets, the officer-in-charge,
EC should hand over a receipt to the residential controller of examination a report of
question paper bundle opening in the prescribed format.

The residential controller of examination shall supervise the conduction of the
examination as per norms of the Board.

The residential controller of examination shall also collect all the related documents
pertaining to malpractice cases reported during the examination sessions separately
in sealed packets. The same shall be handed over to the officer-in-charge, DC.

If necessary, the Deputy Secretary RBTE would appoint additional controller/s of
examination, for orderly and smooth conduct of examination.

The residential controller of examination shall convey the sealed bundles of answer
paper belonging to the day’s examination from EC to the place of custody and hold it
in the custody till the end of the designated period for residential controllership.

At the end of designated period for controllership, the residential controller of
examination shall collect all the sealed bundles of answer books from the safe
custody at EC and convey them to the DC through safe and secured mode of transport
arrangement. The residential controller of examination will hand over the session wise
and day wise answer paper bundles to the officer-in-charge, DC along with the receipt
and reports received from officer-in-charge, DC and take a receipt for the same in the
prescribed format. The receipt shall be conveyed to the officer-in-charge of the EC
through the next residential controller of examination.
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9.3 In the event of an emergency, the controller/residential controller of examination shall take
logical and judicious decision/s in consultation with officials of concerned RBTE. These
decision shall be binding on the EC.

10.0 APPOINTMENT OF OFFICERS AND SUPPORTING STAFF FOR DISTRIBUTION CENTERS AND
CONDUCT OF THEORY EXAMINATIONS

10.1 Chief Officer-in-Charge

The head of the institute / Principal shall act as the Chief officer-in-charge of EC and DC (in
case the institute is working as DC)

10.1.1 Chief officer-in-charge shall appoint officer in-charge, DC, supervisor, DC and attendant, DC.
The persons appointed for DC shall be of reliable integrity and maintain the confidentiality of
the work they are assigned with.

10.1.2 Chief officer-in-charge shall appoint the officer-in-charge, EC, Sealing Supervisor, EC, Record
& Billing Clerk, EC, Block Supervisors and Relieving Supervisors for the examination, attendant
for examination blocks, attendants for examination control room, waterman and sweepers.

10.1.2.1 The norms for appointment of EC staff shall be as under-

Additional officer-in-charge, EC as per the instructions from Board from time to
time when the number of connected institutes are more.

Additional Sealing Supervisor as per the instructions from Board from time to time
when the number of connected institutes are more.

Block Supervisor- 1 per block

Relieving Block Supervisor-1 for every 5 blocks or part thereof

Ratio of teaching faculty & non-teaching staff in supervision shall be 2:1.
Examination hall attendant — 1 for every 2 blocks

Examination Control room attendant — 2 for every session

Waterman — 1 per session

Sweeper — 2 per session

11.0 RESPONSIBILITIES OF DC, EC & CI
1.1 Responsibilities of DC

11.1.1 Arrange a custody with adequate space, storage arrangement, safety features, CCTV
surveillance, fire extinguisher and round the clock police security arrangement to
function as DC during the examination.

11.1.2 Get conversant with MSBTE portal, login details for the parent institute and DC on the
MSBTE portal.

11.1.3 Collect relevant circulars, instructions and timetable of examination from Board and
concerned RBTE from the MSBTE portal and DC login.

11.1.4 Contact the attached ECs, arrange for pre examination meeting to review the
requirements for the upcoming examination.

11.1.5 Download the question paper inventory from the parent institute login. Communicate
the question paper inventory to the concerned attached ECs. Call meeting of ECs
to review the question paper inventory and compile any modification needed in the
same.

11.1.6 Receive the question paper bundles designated for the DC from the concerned
RBTE as per the schedule.

11.1.7 Arrange EC wise, day wise, session wise bundles for each of attached EC in the DC
and confirm whether it is matching with the requirement for the examination.
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11.1.8 On each examination day, send controllers of examination to the EC with the
required question paper bundles for the days examination. After the examination,
receive the sealed answer book bundles from EC and store them separately in safe
storage.

11.1.9 Download the dispatch inventory of answer books to RAC from the DC login.

11.1.10 According to the dispatch inventory schedule, pack the EC wise answer book
bundles to corresponding RACs and convey them to the RACs safely, confidentially
through closed vehicles accompanied by responsible staff.

11.1.11 Maintain record of all the activities carried out at the DC in respective format.

11.1.12 After the conclusion of examination, convey the consignment of malpractice cases
received from all the attached ECs to the concerned malpractice enquiry center
along with responsible staff. In case there are no malpractice cases from any of the
attached EC, receive NIL report from such ECs and communicate the same to the
enquiry center.

Responsibilities of EC

11.2.1 Arrange for infrastructure needed for safe, smooth conduct of examination at the
EC. Arrange for internet connected computing system along with printing facility,
reprographic facility at the examination control room. Also arrange for CCTV
surveillance, fire extinguisher at the examination control room.

11.2.2 Get conversant with MSBTE portal, login details for the parent institute and EC on the
MSBTE portal.

11.2.3 Collect relevant circulars, instructions and timetable of examination from Board and
concerned RBTE from the MSBTE portal and EC login.

11.2.4 Contact the Cls to the EC, arrange for pre examination meeting to review the
requirements for the upcoming examination.

11.2.5 Review the question paper inventory received on EC login and check its sufficiency for
the upcoming examination. Communicate the needs and any discrepancy in question
paper inventory or any other important issues of EC and Cls to the concerned DC by
attending pre-examination meets at the DC.

11.2.6 On each examination day arrange for safe and secured logistic for the movement of
controller of examination from the DC to EC and back.

11.2.7 On each examination day receive the question paper bundles from the controller of
examination and arrange to store them in the safe storage arrangement made at the
examination control room.

11.2.8 Conduct fair and smooth examination by maintaining conducive environment in the
EC. After getting the attendance details for the session of examination, make special
code entry for absent candidates on the e-marksheet available in the EC login. At the
end of each session, if there are any reported malpractice cases, the special code
for malpractice shall be marked on the corresponding e-marksheet without fail. If any
problem arises in connection with the examination, the same shall be communicated
to the DC through the controller of examination to get clarifications.

11.2.9 At the end of each examination session, accurately collect, tally and seal the answer
books for dispatch to DC. Malpractice cases along with answer books and all the
concerned documents shall be packed separately and kept ready for dispatch to DC
through the controller.

11.2.10 At the end of the day’s examination, convey the sealed answer book bundles to the
DC through the controller of examination.
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1.3

12.0

11.2.11 Afterthe conclusion of the examination, a complete report of malpractice cases reported
during the examination along with the enquiry center details shall be communicated to
the DC. If there are no reported malpractice cases, NIL report shall be sent to the DC
without fail.

Responsibilities of CI

11.3.1

11.3.2
11.3.3

11.3.4

11.3.5

11.3.6

Arrange for infrastructure needed for safe, smooth conduct of non-theory and online theory
examinations at the CI.

Get conversant with MSBTE portal, login details for the institute on the MSBTE portal.

Collect relevant circulars, instructions and timetable of examination from Board and concerned
RBTE from the MSBTE portal and institute login.

Contact the EC to which ClI is connected to update about the students appearing for written
theory examination.

Update the students about the examination center shown on the hall ticket and apprise them
about reporting for the written theory examination.

Appoint necessary officers and supporting staff to report along with records and data at EC and
extend all necessary cooperation for smooth conduct of theory examination.

ROLES & RESPONSIBILITIES OF THE CHIEF OFFICER-IN-CHARGE

121

12.2

12.3

12.4

12.5
12.6

12.7

12.8

The Principal / head of Institute shall work as Chief Officer-in-charge for all the examination
activities of the institute (online theory and non-theory examinations, written theory examinations
(i.e. for EC and DC (if the institute is assigned with responsibility of DC))).

The Chief officer-in-charge shall:

Be conversant with MSBTE portal, institute login and special logins, if any. Shall also be
conversant with the examination regulations and Manual for Conduct of Examination,
Assessment Process & Post Result Activities. Hold meeting of all officers, faculty and staff
involved in examination work and update them about their roles & responsibilities.

Appoint (as per the provisions of clause 10 of this manual) officer-in-charge, DC (in case the
institute is designated as DC), EC along with the necessary supervisors, sealing supervisors,
billing clerk, block supervisors, attendants, waterman, sweepers etc. Appoint controller of
examination in case of non-reporting of RBTE appointed controller (such appointments shall
be communicated in writing to the concerned RBTE).

The chief officer-in-charge shall also establish internal vigilance squad comprising of senior
faculty which includes one lady faculty/staff for fair and smooth conduct of examination at the
EC.

Arrange for infrastructure as highlighted in clause 11 of this manual.

Monitor and coordinate on daily basis, the activities of DC (in case the institute is designated
as DC), EC by remaining present in the institute. In case the chief officer-in-charge has to
leave the institute during examination due to unavoidable situation, the charge of chief officer-
in-charge shall be handed over to next senior most officer in the institute (such action shall be
communicated in writing to the concerned RBTE).

Work as the Chairman of enquiry committee for reported malpractice cases in case of institutes
designated as malpractice enquiry centers.

Ensure that barring chief officer-in-charge, controller of examination and officer-in-charge
for the EC, all other personnel involved in examination work will keep their mobile phone in
switched off mode before the question paper packets are opened. Also ensured that the mobile
phones remain switched off till the completion of examination.
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Ensure that none of the examinee possesses mobile phone or any other electronic
communication gadget in the examination hall.

DUTIES & RESPONSIBILITIES OF OFFICER-IN-CHARGE, DC

13.1

13.2

13.3

13.4

13.5

13.6

13.7

13.8
13.9

13.10
13.11

Get conversant with MSBTE portal, login details for the parent institute and DC on the MSBTE
portal.

Collect relevant circulars, instructions and timetable of examination from Board and concerned
RBTE from the MSBTE portal and DC login.

Contact the attached ECs, arrange for pre examination meeting to review the requirements for
the upcoming examination.

Download the question paper inventory from the parent institute login. Communicate the
question paper inventory to the concerned attached ECs. Call meeting of ECs to review the
question paper inventory and compile any modification needed in the same.

Receive the question paper bundles designated for the DC from the concerned RBTE as per
the schedule.

Arrange EC wise, day wise, session wise bundles for each of attached EC in the DC and
confirm whether it is matching with the requirement for the examination.

On each examination day, send controllers of examination to the EC with the required question
paper bundles for the days examination. After the examination, receive the sealed answer
book bundles from EC and store them separately in safe storage.

Download the dispatch inventory of answer books to RAC from the DC login.

According to the dispatch inventory schedule, pack the EC wise answer book bundles to
corresponding RACs and convey them to the RACs safely, confidentially through closed
vehicles accompanied by responsible staff.

Maintain record of all the activities carried out at the DC in respective format.

After the conclusion of examination, convey the consignment of malpractice cases received
from all the attached ECs to the concerned malpractice enquiry center along with responsible

staff. In case there are no malpractice cases from any of the attached EC, receive NIL report
from such ECs and communicate the same to the enquiry center.

ROLES & RESPONSIBILITIES OF SUPERVISOR AT DC

14.1
14.2
14.3

14.4

14.5

14.6

14.7

Assist officer-in-charge, DC in all matters related with distribution work.
Maintain the master file holding relevant circulars, instructions and timetable of examination.

Maintain correspondence file holding records of all minutes of meeting and correspondence
made with attached EC, concerned RBTE, enquiry center and RAC.

Maintain confidential file holding dispatch details of answer books to RAC and the receipts
received from RAC’s for each lot. The file shall also contain any further confidential
correspondence with RAC.

EC wise file holding all receipts from controller of examination, receipts from officer in-charge,
EC. The file shall also hold details of vehicle and the escort staff for each day of examination.
Register recording entries of all persons entering and leaving DC during the working duration
of DC.

Ensure that the storage cupboards are properly locked and sealed after each issue and receipt
activities conclude. Also ensure that the lock and seal are intact each time the DC is opened.
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14.8

14.9

14.10

Provide necessary information for furnishing in the external vigilance formats during the visit of
external vigilance squads.

Arrange to prepare the remuneration and expenditure bills of officers and staff working in DC
activity.

Prepare and issue the duty certificates of controllers of examination.

ROLES & RESPONSIBILITIES OF CONTROLLER OF EXAMINATION CENTER

15.1

15.2

The controller of examination shall be conversant with MSBTE portal, time table for the current
examination. Shall also be conversant with the examination regulations and Manual for
Conduct of Examination, Assessment Process & Post Result Activities.

The controller of examination shall perform the duties highlighted in clause 9.1 of this manual
(in case of appointment as daily mode) and clause 9.2 (in case of appointment as residential
mode).

ROLES & RESPONSIBILITIES OF OFFICER-IN-CHARGE, EC

16.1

16.2

16.3

16.4

16.5

16.6

16.7

16.8

16.9

16.10

Officer-in-charge, EC shall be conversant with MSBTE portal, institute login and EC logins.
Shall also be conversant with the Examination Regulations and Manual for Conduct of
Examination, Assessment Process & Post Result Activities. Officer-in-charge, EC shall also
be conversant with the time table for the EC, latest circulars, notices related to examination.
Officer-in-charge, EC shall hold meeting of all staff involved in examination work and block
supervisors and update them about their roles & responsibilities.

The officer-in-charge, EC shall take possession of the infrastructure of EC and make all
necessary arrangements to use it for the upcoming examination.

The officer-in-charge, EC shall establish examination control room strategically along
with basic facilities like safe storage of blank answer books, records, stationery, furniture,
computing system with internet facility, printer, reprographic facility, fire safety equipments,
CCTV surveillance, sealing arrangements, arrangement for time keeping and warning bell.

The officer-in-charge, EC shall display the time table for the EC and all the circulars and
notices related to the current examination on all important notice boards of the EC.

The officer-in-charge, EC shall prepare the supervisor requirement for each session of
examination and prepare allocation of staff and faculty for supervisory duty for each session.
The officer-in-charge, EC shall get the office orders for supervisor appointment order from the
chief officer-in-charge and circulate them to the concerned faculty & staff well in advance.

The officer-in-charge, EC shall coordinate with the deputed personnel from CI to furnish all
necessary details of the candidates from the CI.

For each session of examination, the officer-in-charge, EC shall download the seating
arrangement for the EC and decide upon the blocks needed for that seating arrangement.
Ensure police bandobasta at his EC through the chief officer-in-charge

The officer-in-charge shall display the block wise seating arrangement for each session of
examination at least half an hour prior to the commencement of examination on each block
and a consolidated block wise arrangement at prominent entry points to the EC.

The officer-in-charge shall procure EC login username and default password from the chief
officer-in-charge and update the necessary information in the login and be ready for all online
activities in connection with conduction of examination.
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On each day of examination, the officer-in-charge shall receive the session wise sealed
question paper bundles from the controller of examination and give receipt for the same in the
prescribed format.

Half an hour before the commencement of examination for the session, the officer-in-charge,
EC shall collect the question paper bundles for the session from the custody of controller of
examination and open & verify as per the inventory and time table for the session. The officer-
in-charge, EC shall complete the bundle opening report for the session and then proceed for
opening question paper packets.

The officer-in-charge, EC shall open the outer envelopes of question paper packets actually
needed for the examination session. The necessary entries on the inner envelope shall be
duly completed before opening the question paper packets. On opening of the question paper
packet, officer-in-charge, EC shall count the question papers and distribute them to be placed
in block wise envelopes.

The officer-in-charge, EC shall ensure that question papers are distributed properly for each
block.

The officer-in-charge, EC shall go round the examination blocks to ensure that the examination
is proceeding as per the norms of the Board. During the duration of examination session,
officer-in-charge, EC shall coordinate with the controller of examination to ensure smooth
conduction of examination.

On receipt of unused question paper and answer books in the examination blocks from the
sealing supervisor after first half hour of examination, the officer-in-charge, EC tallies the
absentees with the unused question paper and answer books. After tallying absentee record
and unused question papers, the officer-in-charge completes the question paper account,
special code marking on e-mark sheet.

Along with controller of examination monitors smooth conduction of examination till the end of
the examination session. In case of any reported malpractice cases, the formalities as per the
procedures shall be completed by the officer-in-charge, EC.

On the conclusion of examination session, block supervisor bring back the written answer books
from each block. The officer-in-charge, EC along with the assistance of sealing supervisor
and billing supervisor counts the block wise answer papers and matches with the attendance
sheet. While counting the officer-in-charge also ensure the correctness of the entries on the
facing page of answer book like examination seat number, course/programme code, paper
code, date of examination, supplement account and in block supervisors signature on main
answer book as well as supplements.

The officer-in-charge along with sealing supervisor and billing supervisor shall segregate the
answer books to institute wise, course/programme wise and paper code wise bundles. Final
counting of answer books is done before packing the answer book bundles.

The officer-in-charge, EC with the assistance of sealing supervisor and attendants get the
answer books of all years of pharmacy programme and final year (5" & 6" semester) answer
books of AICTE approved diploma programmes in engineering & technology shall be masked
within the examination control room of EC before packing them in the bundles.

After sealing of the answer book bundles, officer-in-charge and controller of examination shall
verify the complete entries on the packing slip and endorse the same by signing on the packing
slip.
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16.22

16.23

The officer-in-charge shall prepare a receipt of sealed answer books for the session as per the
prescribed format and hand over it to the controller of examination and take the receipt for the
handing over. If any malpractice cases are reported, the sealed envelope of all the documents
pertaining to the case along with covering letter shall be handed over to the controller of
examination.

Special codes to be entered in the theory e-mark sheet at the EC

Status of the Examinee |Special Code |Entering Authority

Absent 401 Exam center (EC)
Copying or Malpractice
Case (CPS) 403 Exam center (EC) or RAC

Passed in the previous EC incase the institute has not completed the
o 404 . .
Examination entry but provides all the supporting documents

EC incase the institute has not completed the
entry but provides all the supporting documents

Optional/Elective subject |407

ROLES & RESPONSIBILITIES OF EXAMINATION (SEALING) SUPERVISOR
The Examination (Sealing) Supervisor shall:

171

17.2

17.3
17.4

17.5
17.6

17.7

17.8

17.9

17.10

Be conversant with MSBTE portal. Shall also be conversant with the examination regulations
and Manual for Conduct of Examination, Assessment Centers & Post Result Activities. Shall
also be conversant with the time table for the EC, latest circulars, notices related to examination.

Assist the officer-in-charge, EC in all matters related to examination including display of
circulars and notices related to examination.

Receive the pre-examination documents and take actions in relation to examination.

Assist officer-in-charge, EC in preparing seating chart, seating arrangement, block preparation
and display of seating arrangement.

Prepare block wise attendance sheets for each session of examination.

During each session of examination, note down the seat numbers of absent examinees from
each block in prescribed format and update the absentee report to the officer-in-charge, EC for
entry of special code on e-mark sheet.

On the conclusion of examination session, block supervisor bring back the written answer
books from each block. The sealing supervisor along with Billing supervisor under the guidance
of officer-in-charge, EC counts the block wise answer papers and matches with the attendance
sheet. While counting the sealing supervisor also ensure the correctness of the entries on the
facing page of answer book like examination seat number, course/programme code, paper
code, date of examination, supplement account and in block supervisors signature on main
answer book as well as supplements.

The sealing supervisor along with billing supervisor shall segregate the answer books to
institute wise, course/programme wise and paper code wise bundles. Final counting of answer
books is done before packing the answer book bundles.

The sealing supervisor with the assistance of attendants get the answer books of all years of
pharmacy programme and final year (5" & 6" semester) answer books of AICTE approved
diploma programmes in engineering & technology shall be masked within the examination
control room of EC before packing them in the bundles.

After sealing of the answer book bundles, the sealing supervisor assists the officer-in-charge
and controller of examination to verify the complete entries on the packing slip and endorse the
same by signing on the packing slip.



18.0

19.0

17.11

17.12

17.13

Maharashtra State Board of Technical Education

If any malpractice cases are reported, the sealing supervisor ensures that all the documents
pertaining to copy cases shall be sealed independently and a covering letter reporting the
details of copying cases for the day is prepared.

The sealing supervisor shall maintain the records pertaining to attendance, copy cases,
receipt & dispatch of question papers and answer paper bundles and all other important
correspondences in respective files. During external vigilance squad visits, the sealing
supervisor provides all the necessary information to the vigilance squad.

Keep the time for examination and make announcements for the benefit of examinees, by
ringing the bell as given below:

17.13.1 First bell: 10 minutes before the start of examination

17.13.2 Second bell: at the scheduled start of examination time.

17.13.3 Intermediate bells: at every one-hour of the time lapsed.

17.13.4 Warning bell: 10 minutes before the scheduled end of the examination
17.13.5 Last bell: at the scheduled end of the examination.

ROLES & RESPONSIBILITIES OF RECORD & BILLING SUPERVISOR
The Record & Billing Supervisor shall:

18.1

18.2
18.3
18.4

18.5

18.6

18.7

Be conversant with MSBTE portal. Shall also be conversant with the examination regulations
and Manual for Conduct of Examination, Assessment Process & Post Result Activities. Shall
also be conversant with the time table for the EC, latest circulars, notices related to examination.
Assist the officer-in-charge, EC in all matters related to examination.

Receive the stationery required for examination and updates the stock register.

Collect the information about the number of examinees appearing in each session of
examination at the center.

For each session of examination, issue the block wise answer books and maintain the block
wise record of main answer books and supplements.

Maintain the attendance record of the officers and staff actually present for examination work.
Also maintain attendance record of block wise supervisor and reliever.

Prepare claims for individuals and the Institute, for the charges admissible as per prevailing
norms of Board and submit all bills of the institute in one lot to the Regional office, with
necessary supporting documents, within the prescribed time limit.

ROLES & RESPONSIBILITIES OF BLOCK SUPERVISOR / INVIGILATOR AND RELIEVING
SUPERVISOR

The block supervisor shall:

19.1

19.2

19.3

19.4

Report at the examination control room 30 minutes prior to the start of examination and mark
his attendance.

Collect the envelope containing blank answer books, seating arrangement and attendance
sheet from the record & billing supervisor and the count of answer books as per the seating
arrangement and also verifies if there are any damaged or unsuitable answer books and
replace them with correct answer books in consultation with record & billing supervisor.

Reports at the allocated examination block 15 minutes prior to the commencement of
examination and ensures that the block is ready for conduction of examination.

Permits the examinees into the examination hall 10 minutes prior to the examination by making
them to leave their belongings outside the examination hall except for those which are needed
for attending the examination. Ensures that the examinees occupied their allocated seats. Also
gives all necessary warnings to the examinees.
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19.5

19.6

19.7

19.8

19.9

19.10

19.11

19.12

19.13

19.14

19.15

Issue blank answer books only for the examinees present in the examination hall and ask them
to complete the entries on the answer book and also ask them to read the instructions to the
examinee on the answer book.

Receives the question papers for the block from the officer-in-charge and check whether
it matches with requirement of block. In case of any discrepancy found, the same shall be
reported to the officer-in-charge and get it rectified before the commencement of examination.

At the commencement bell, distribute correct question papers to the examinees and ask
them to confirm by matching the question paper code with that on the hall ticket. Ask all the
examinees to write their examination seat number on the question paper.

Visits each examinee, check hall ticket and photo ID followed by verification of entries on the
facing sheet of main answer book, put dated signature in the designated block on the main
answer book and then ask the examinee to sign the attendance sheet and put printed serial
number of answer book on the attendance sheet.

As and when the photo attendance sheet comes to the block, verify and ensures that correct
candidate is appeared for examination and ask the examinee to sign the photo attendance
sheet.

Permit late reporting candidates only up to 30 minutes after commencement of examination.
Do not permit any examinee to leave the examination block within the first 30 minutes of
the examination and last 10 minutes of the paper duration. Retain the question paper of the
examinee along with answer book for examinees leaving the examination hall before the end
of examination.

In case examinee needs supplement answer book prior to the end warning bell, ensure that
the examinee really needs supplement before issuing the same. Ask the examinee to complete
the entries on supplement and put dated signature in the designated box on the supplement
and enter the issue details on the attendance sheet. Keep record of the issue of supplements.

Supervise the conduct of examination by keeping strict vigil on all the examinees in the
block. Attend to any difficulties reported by the examinees by reporting to officer-in-charge
and controller of examination and try to resolve them. In case any malpractice is noticed in
the block immediately report the same as per the procedure of handling the malpractices. In
case malpractice case is detected by others like internal vigilance squad, controller, external
vigilance squad or any other special squad, assist in reporting of the case by extending all
necessary cooperation.

At the end of examination warning bell, instruct the examinees in the block to tie up their main
answer book and supplement and ask them to complete the answer book account on the main
answer book. Also instruct examinee that they will not get supplement after warning bell.

At the end of examination, collect the written answer books from examinees in the block,
count and match with the attendance for the Block. Only after perfect matching of collected of
answer books and the record of answer books on attendance, permit the examinee to leave
the examination hall.

Report at the examination control room and submit the written answer books, unused
supplements and attendance record to the receiving personnel. Wait till the same is verified
and confirmed then leave the examination control room with the permission of officer-in-charge,
EC.

20.0 PROCEDURE OF STORING UNUSED QUESTION PAPERS, AFTER EXAMINATION IS OVER

20.1

20.2

14 <«

The opened and later sealed question paper packets, containing unused question papers at
the end of the examination and the unopened packets shall be kept at the examination center.
The Principal/officer-in-charge shall keep all above-mentioned question paper packets in his
safe custody.
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20.3  After the end of examination, question papers and the packets shall be disposed as per Board
norms.

STORAGE AND SAFETY OF BLANK ANSWER BOOKS

The ECs shall collect necessary quantity of blank answer books, supplements and other examination
stationery from respective RBTE/ DC and shall meticulously store them in safe custody in locked steel
cup boards. The stock record of blank answer books shall be accurately maintain in the stock register
by immediate updating after each receipt and issue.

CONDUCTION OF NON THEORY EXAMINATION
221 Appointment of External Examiners

22.1.1 The Regional offices shall initiate the process for appointment of examiners as per the
Academic calendar.

22.1.2 Appropriately well ahead of commencement of examination, the Regional offices shall
procure the latest data of staff members in soft copies from each institute. Principals
shall verify the eligibility of the staff members for appointment of examiners before
submitting the information to the regional office of the Board. The field experts,
experienced and well-known professionals and retired teachers may be recommended
and appointed.

22.1.3 The Regional offices shall make the appointments of eligible examiners. They shall
handover to each institute the copies of consolidated appointments of incoming and
outgoing examiners pertaining to that institute.

22.1.4 The Chief officer-in-charge of each institute shall confidentially communicate the
appointments of the examiners to the concerned staff members and procure their
dated signatures on the consolidated statements as acknowledgement. No individual
appointment orders of examiners shall be issued.

22.2 Instructions to External Examiners, Internal Examiners, Principals, Heads of Institutes
and Chief Officers-In-Charge

22.2.1 The Principal of appointee examiner’s Institute shall verify the eligibility of the appointee
examiner and if eligible, permit and relieve him for the related examination work. The
absence of such staff, for the assigned examination work, shall be treated as duty
period.

22.2.2 Once the appointment is communicated, the examiner and the institute concerned
shall mutually finalize suitable dates for conducting the examination, in case the Board
has not already fixed the schedule. The Principal shall suitably communicate the
schedule of such examinations to the students and examiners.

22.2.3 In case an examiner is unable to work, he shall inform so and the reasons therefor, to
the regional office/Board and the Principals of the Institute at which the appointment
was proposed and his own Institute.

22.2.4 If an examiner attracts the provisions for disqualification and his consequent inability
to work as examiner, he shall inform so to the regional office.

22.2.5 Incase of the appointee examiner’s non-availability, for any reason, the principal of the
institute at which the appointment was made, shall immediately contact the Regional
Office for appointment of a substitute examiner. In case, the principal is unable to
access the Regional office, he shall approach the Principal of the nearest Government
or Government Aided Polytechnic for the same. The Principal of Government /
Government aided Polytechnic shall duly appoint under intimation to Regional office,
substitute examiner preferably from his Institute or choosing suitable person/s from
other nearby institutions. If he is unable to make the substitute arrangement, he
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shall report the matter to the regional office, which shall then make the alternative
arrangement.

22.2.6 Institutes are prohibited from making any direct appointments of external examiners.
The Board shall neither accept directly appointed external examiners nor the marks
allotted by them.

22.2.7 The internal examiner shall keep ready the duly completed formats related to the
continuous assessment as contained in the prevailing version of the Curriculum
Implementation and Assessment Norms (CIAAN) Manual or any other prescribed
format. He shall present the same to the external examiner who shall verify and
ascertain that the process of continuous assessment as prescribed in CIAAN has
been duly followed and validate the formats by signing them.

22.2.8 The external examiner shall be competent to verify the record of attendance and
continuous assessment for validating the formats presented by the internal examiner.

22.2.9 The external examiner shall furnish the certificate in prescribed format with his
impressions about performance of students, adequacy of laboratory facilities and
extent of its use made in the conduct of laboratory practical.

In case, the formats related to the continuous assessment, are not furnished or
performance of the student in oral / term-work / practical is held unsatisfactory, the
external examiner shall directly report the matter to the Regional office and Board.

22.2.10 The assessment of practical, oral, and term-work shall be strictly on the basis of
prevailing CIAAN and instructions issued by the Board in this behalf.

22.2.11 The examiners shall carefully note the maximum marks and minimum passing
marks prescribed in the Teaching & Examination scheme for subject before the
commencement of the practical examination and also before filling the e-mark sheets.

22.2.12 The formats related to the continuous assessment shall be signed by both the

examiners and handed over in sealed envelope to the Principal for preserving the
same for future reference, if and when required.

Officers and Supporting Staff for Conduct of Practical Examinations

22.3.1

223.2

Officers: Principal shall arrange to conduct the practical examinations, as provided in teaching
and examination schemes of the courses run at his Institute and appoint necessary examiners
and supporting staff.

22.3.1.1 Internal examiners: The principal shall appoint internal examiners from eligible
teachers who have taught the related subjects in the current session, as far as
possible.

22.3.1.2 Record & Billing Supervisor: Principal shall appoint a Record & Billing

Supervisor for the practical examinations at the Institute.
Supporting staff: Principal shall appoint following supporting staff.

22.3.2.1 Expert assistant: expert assistant shall be a teacher to be appointed one per
subject where the performance of the examinee in the practical examination
is to be monitored to aid the assessment by the examiners.

22322 Laboratory Assistant: The appointment shall be made for the conduct of
Practical, Oral, Term work or Project examinations one for each examination

Additionally, proper technical person, such as Curator for surveying, Pump
attendant for hydraulics, Technician/s for work shop and other subjects, shall
be appointed, as necessary, to ensure proper functioning of the equipment /
instruments during practical examination
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22.3.2.3 Lab attendant / Hamal : Normally one per practical examination be appointed.
Appointment of additional person may be done with proper justification and
approval from Regional office/Board.

CONDUCTION OF ONLINE EXAMINATION

Online / Quasi Online examination is conducted for the subjects / courses identified by MSBTE. Class
Test 1l of some subjects is conducted in online mode to acquaint students to the platform / nature of
performing the examination on computer.

2241

2242
2243

2244
2245

2246

Schedule for online / quasi examination is declared well before the commencement of
examination by MSBTE.

Each institute shall prepare the schedule of examination and communicate to RBTE

Infrastructure required: Computers in Network. Computer centre with internet facility as per
AICTE Norms. ,Back-up supply / UPS during the period of examination, sufficient Computer
must be in Network, Printer etc.

One Observer / Controller for online examination will be appointed by RBTE for one institute.
Observer Duties:

22451 Observe the conduction of examination, shall be smooth in nature.

22452  Any reportable incidence / query should be communicated to RBTE.

Online Examination Coordinator Duties:

22461 Head of Institute shall appoint online examination coordinator and supporting staff
for conducting online examination.

22.46.2  Coordinator shall download the folder and install the Software on local server
created in computer centre to conduct the examination in quasi online mode.
Operating instructions are given in the folder

22.4.6.3 Conduct the examination in batches as per institute time table.

22.4.6.4  After completion of exam, verify the data regarding number of students absent,
present, exam completion/end of exam, resetting of exam.

22.4.6.5 Take printout of examination report after completion of examination. Verify, Sign
and upload on link specified.

22.4.6.6 Name of file shall be constructed in a manner to identify institute and subject for
e.g. Institute Code + Sub code Winter or Summer — 20XX or as specified from time
to time.

22.4.6.7 Resetting of examination or Rescheduling of examination of any of the candidates
can be permissible only in valid reasons with the written permission of Chief Officer
in charge examination.

22.4.6.8 If situation arise like computer hang / power failure, then use ‘Allow” option, so that
exam will start from the point where it got stopped and student will continue the
exam for remaining time.

22.46.9  Anychangein procedures/process/requirements will be communicated to institutes
from time to time.

NORMS FOR HANDILING/FILLING NON THEORY EXAMINER’S E-MARK SHEET

23.1

23.2

23.3

Inventory of e-mark sheets of institute shall be provided Course wise, Subject wise in respective
institute login.

Department head shall enter the details of detained candidates in detention module provided
online. No changes are permitted after confirmation in the detention module.

Only after confirmation of detention module department head shall Create internal and external
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Examiner by filling necessary information for them in his Department head login.
23.4  Department head will allocate E-mark sheets to respective Internal examiner.

23.5  After completion of non-theory examination fill the marks in the prescribed proforma as per
CIAAN and duly signed with name on each page by concerned examiner(s).

23.6 E-mark sheet for Internal/External assessment, internal examiner shall fill the marks in the
e-mark sheet in presence of external examiner ( if applicable), verify, confirms and print the
e-mark sheet.

23.7  E-mark sheet shall be duly signed by internal and external examiner (if applicable). Internal
examiner shall handover e-mark sheet along with required proforma to Department Head in a
sealed envelope by writing full details on envelope.

23.8 Before HOD confirmation, it is the responsibility of the Department head to ensure that
all e-mark sheets available in HOD login are allocated, filled and confirmed by concerned
examiner as per schedule declared by Board.

23.9  The examiner shall take following precautions:

23.9.1 Internal examiner shall print the hard copy of e-mark sheet entered and verify the
marks against each seat number of candidate on proforma and e- mark sheet carefully.

23.9.2 Each e-mark sheet allocated is confirmed, printed and duly signed by internal/ external
examiner.

23.9.3 Marks are correctly transferred from original proforma as per CIAAN on to e-mark
sheet for each seat number

GUIDELINES FOR HANDLING COPYING, MISCONDUCT, MALPRACTICE AND IMPERSONATION
CASES

24 .1 The examinations held or proposed to be held by the Board come under the specified
examinations for the purpose of the Maharashtra Prevention of Malpractices at University,
Board and Other Specified Examinations Act, 1982.

242  The Principals, Officers-in-charge and controllers of examinations shall bring the provisions of
the above act to the notice of all persons connected with the examination work; each time an
examination is planned / held.

24.3  Procedure of handling cases of malpractice or use of unfair means in the examination.
24.3.1 The block Supervisor shall immediately report to the Officer-in-charge and Controller
of examination about any event of misconduct /copying/malpractice/impersonation.

24.3.2 Officer-in- charge and Controller of exam shall visit the spot and get acquainted with
the facts of the event.

24.3.3 Officer-in- charge and Controller of exam shall seize answer book/s and copying
material if any of alleged examinee and shall take the examinee and block supervisor/
invigilator reporting officer to the control room.

24.3.4 Name, seat number and dated signature of the alleged examinee shall be taken on all
such seized material and it should be attested by officer-in-charge.

24.3.5 Written statements from the alleged examinee and block supervisor/reporting
officer shall be obtained. The statements shall include details of situation / event of
malpractice, regardless whether confessed or denied.

24.3.6 The alleged examinee shall not be excluded from the current paper or the remaining
examination.

24.3.7 The alleged examinee shall be allowed to write further examination after issuing
additional answer book/s. The examinee is expected to continue to write the answers
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without repeating those already written in the seized answer book. Officer-in-charge/
supervisor shall record the date and time of issuing the additional blank answer book
on it as “Additional answer book”, as well as a remark to the effect that the additional
answer book is issued due to the allegations of the examinee’s involvement in
malpractice or use of unfair means or misconduct by writing CPS case on the original
answer book.

24.3.8 Ifthe alleged examinee does not wish to continue the examination, a written statement
shall be taken from him by the Officer-in-charge.

24.3.9 No extra time shall be granted for writing the additional answer book.

24.3.10 If needed, statements of one or two examinees seated adjacent to the alleged examinee
shall be recorded, regardless of confession or denial of the alleged misconduct. If
requested, adequate additional time be given to these examinees to make up for the
lost time in giving the statement.

24.3.11 The statements of the examinees and other persons shall be taken either in English
or Marathi or Hindi language only in the formats provided.

24.3.12 A sketch showing the seating arrangement with the seat numbers around the alleged
examinee and certified by the invigilator/supervisor/officer-in-charge/controller of
examination, shall be prepared by the Officer —in- charge.

24.3.13 The seized material shall be attached /enclosed with the original answer book and all
statements and sketches be kept in the custody of the officer-in-charge.

24.3.14 In case of impersonation, the impersonator shall be handed over to the police after
seizing the answer books.

24.3.15 Officer-in-charge shall report the offence to the police in the prescribed form.

24.3.16 Answer book, along with supplements, if any, of the alleged impersonating examinee,
signed, with date and time, by the supervisor and officer-in-charge shall also be
handed over to the police (if demanded) after retaining the photocopy of all documents
including answer books.

24.3.17 Due care shall be taken to ascertain that the reported cases do fall under the mentioned
clauses of the act, before handing over the cases to the police.

24.3.18 A show cause notice, in the prescribed form, shall be issued by the officer-in-charge
to the examinee alleged to be involved in malpractice or use of unfair means or
misconduct. The notice shall inform the place, date and time for the examinee to
remain present for further enquiry and to give his statement in the matter. Receipt of
the show cause notice from the examinee shall be obtained and copy of the same
shall be sent to the enquiry officer along with other evidence and documents through
distribution center.

24.3.19 The show cause notice shall be served on the alleged examinee immediately, in any
case before he / she is allowed to leave the examination center on that day. In case
the alleged examinee leaves the center without accepting the show cause notice, it
shall be sent to him by registered post.

24.3.20 At the end of the examination session on that day :
24.3.20.1 All original and subsequently issued additional answer books, along with

supplements, if any issued to the alleged examinee, shall be collected

separately by the officer-in-charge and the information of the case shall
be filled in online module.

24.3.20.2 The answer book/s and other seized evidence, if any, shall be separately
packed and duly sealed.
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25.0

26.0
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24.3.20.3 The above sealed packet shall be handed over to the Officer-in-charge,
distribution center for further action on same day along with necessary
proofs, statements and documents through special messenger only.

24.3.20.4 In no case, these answer books shall be sent to RAC.

Forwarding malpractice / copying cases: All cases of malpractice and use of unfair means shall
be forwarded by the officer-in-charge of distribution center to the enquiry officer, as per the
instructions of the Board.

2441 Important: The documents of each case of malpractice / copying shall include
statement(s) of the alleged examinee(s), statements of neighboring examinees if
required and block supervisor/reporting officer along with their names, signatures and
the copying material. A chart showing seating arrangement of the alleged examinee
and the surrounding seats should also accompany the documents. The officer-in-
charge shall submit his specific report about the event. The report shall contain only
facts. Ambiguous or vague statements shall not be made in the report.

24.4.2 On the detection of a case of malpractice, the officer-in-charge shall take immediate
action as per the laid down procedure and prevailing instructions of the Board.

It should be specifically noted that every statement in above case including copying
material must be attested by the officer-in-charge of the examination center. For
instance, if the copying material is a small chit, the photocopy of it, duly signed by the
alleged examinee with his seat no. and date, shall be attested by the officer-in-charge
with his stamp and date. In no case, printed formats be used for taking the statement
of the alleged examinee.

DISCREPANCIES IN THE QUESTION PAPERS

25.1

25.2

253

Where the discrepancies are due to printing or typographical errors or due to question or
its part being out of syllabus and where all examinees encounter similar degree of difficulty
because of aforesaid discrepancies, the matter shall be duly reported to Board by the chief
officer-in-charge. No corrections shall be announced on their own by the Supervisor/Officer-in-
charge/Chief officer-in-charge at an examination center.

A detailed representation regarding the discrepancies along with unambiguous remarks of
the subject teacher from the Institute and Head of the Institute or the Office-in-charge shall
accompany the report of discrepancies in a question paper. Two copies of the concerned
question paper shall also be sent with the report.

Such report should reach the Board within five days from the date of examination of the above
question paper. Reports received after above time limit shall not be valid for any consideration.

VIGILANCE

26.1

26.2

During theory examination: Vigilance committees shall monitor all aspects of the conduct of
examinations and ensure that examinations are conducted punctiliously, thus enhancing the
general credibility of the system and discouraging any tendencies on the part of the examinees
orany other person to indulge in malpractice or misbehavior in examinations. These committees
shall be adequately empowered to verify entire examination process at the distribution and
examination centers.

Regional Level Vigilance Committees: Board, as well as Regional Joint Director of Technical
Education shall appoint these committees.
26.2.1 Regional Level Vigilance Committees appointed by Board

26.2.1.1  Board shall appoint as many committees in each region, as though
necessary, considering number of centers/Institutes to be inspected,
expanse to be traveled, period of examination etc. Officer, not below
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the rank of HOD, shall be appointed as the Chairman of the Vigilance
Committee, who shall, in turn, be authorized to form as many squads as
required. Principal shall appoint officers from his Institute. Officers from
attached Institutes may also be drawn if needed for effective purpose of
vigilance. The Principal of the attached centers shall accordingly relieve
his staff for the vigilance.

The Principal, who is the Chief officer-in-charge at his Institute, shall
not leave his Institute for vigilance of other institute, but only guide and
supervise the working of the squads formed at his Institute.

A vigilance squad shall consist of:

An officer, not below the rank of Head of the department / lecturer selection
grade as Chairman

« Two officers, not below the rank of lecturer as Members

26.2.1.4

The vigilance squads shall prepare individual confidential schedule of visits
under guidance and with consent of the Chairman. Each vigilance squad
shall inspect the allotted centers as per its confidential schedule. The
squad shall peruse the letter of instructions issued by Deputy Secretary
and verify the corrective measures taken by the institute. The vigilance
squads shall submit its reports in the prescribed format, to the Chairman,
Vigilance Committee, latest by next working day. Matters of grave concern
shall be reported to the Chairman, Vigilance committee, immediately. He
shall submit all such reports of the vigilance squads to the Regional office
within five days after the end of the examination.

26.2.1.5 Instructions:

26.2.1.5.1

26.21.5.2

26.2.1.5.3

26.21.54

26.2.1.5.5

267.2.1.6

26.21.7

Distribution centers and exam centres shall maintain a vigilance
register in the prescribed format.

Every vigilance squad (internal or external) inspecting the distribution
center, examination center shall duly make relevant entries in the
vigilance register maintained in the center.

The vigilance officers making the entries, shall exercise due care
not to write vague observations, such as satisfactory, O.K, up to the
mark, excellent, poor etc. The observations shall be specific for a
proper follow up by the center and verification by the subsequent
squads / authorities.

Each vigilance squad (internal or external) shall present the vigilance
register after the inspection is over, to the chief officer-in-charge for
his perusal and dated signature.

The Chairman, Vigilance Committee, shall immediately report the
matters of grave concern directly to the Secretary and the Regional
Deputy Secretary.

The Deputy Secretary, regional office, shall issue necessary corrective
instructions to rectify the adverse observations at the earliest, before
the declaration of result.

The copying cases / misconduct detected by the vigilance squads
shall be handed over to the concerned officer-in-charge along with
evidence duly signed and summarized report of the incidence. Copy
of this report in prescribed format shall be submitted to RBTE.
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27.2.

27.3

26.2.2

26.21.8

26.2.1.9

26.2.1.10

26.2.1.11

26.2.1.12

The vigilance squads may use government or hired vehicle for
vigilance duty, under intimation to regional office/Board.

The officers working on vigilance duty shall be entitled to remuneration
as per the norms of the Board, in addition to TA/DA, which shall be
payable by the regional office / Board.

In case the vigilance squads travel by a common hired vehicle, it's
charges / expenditure shall be claimable by the secretary of the
vigilance squad from regional office.

In case the vigilance squad uses a government vehicle, the actual
expenditure incurred on fuel, lubricants toll charges, etc., if any, shall
be reimbursable from the regional office.

In case the vigilance squad travels by a common vehicle, it's members
shall be entitled for daily allowance (DA) only.

Regional Level Vigilance Committee appointed by the regional Joint Director of
Technical Education shall conduct vigilance independently and submit its report to the
Joint Director and Secretary of the Board. The Directorate of Technical Education and
Board shall take due action on such reports, as may deem necessary.

MISCELLANEOUS

Requirements for an Examination Block

2711

27.1.2

27.1.3
2714

The examination block shall be clean, well ventilated, well Lighted, and adequately
furnished with suitable furniture.

Separate toilet blocks for gents and ladies shall be available in the near vicinity of the
examination block.

Each examination block shall accommodate 30 to 40 examinees.

The size of an examination block shall be enough to provide a minimum of 1.0 m? per

examinee.

Following shall not be permitted in examination block.

27.21
27.2.2
27.2.3
2724
27.2.5
27.2.6

Any material (print or non-print) relevant with any subject.

Programmable Calculator.

Electronic communication device, e-gadgets (Smart watch, mobile phone etc.)

Smoking, consumption of alcoholic beverages or any narcotic drugs is prohibited.

Arms and ammunition.

Possession of any item likely to cause disturbance in peaceful and orderly conduct of

examination.

Change of Examination Center

Normally, no examinee shall be permitted to change his allotted examination center. However,
permission for change of examination center may be granted under following circumstances

27.3.1
27.3.2
27.3.3
27.34
27.3.5
27.3.6
27.3.7

Natural calamities.

Institute where the course has been discontinued.

Closed down Institutes.

Distance learning / Part-time Diploma student.
Police case or Court case.

Examinee who is medically advised to avoid travel.
Any other case at the discretion of the Board.
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Granting Change of Examination Center and Related Subsequent Activities

27.4.1 Examinee seeking change of examination center shall apply in writing to the Secretary through
Principal of the Institute where he is studying, along with necessary supporting documents.

27.4.2 Ifthe Institute where the examinee was studying is closed down, he shall submit the application
at the related regional office.

27.4.3 The Secretary (or Deputy Secretary Regional office under delegated powers) shall scrutinize
the application and on getting convinced, issue order for change of examination center granting
a center requested by the examinee or suitable center where the examinations of the course to
which examinee is appearing are conducted.

27.4.4 Information to the examination center subsequent to grant of change of examination center.

27.4.4.1 The Board shall communicate to the examination center the name, course,
semester/year, master code and the subjects the examinee has to appear in.

27442 The examinee who has been granted the change of examination center shall
fill and confirm the examination through his parent institute only and contact to
the newly allotted examination center well in advance and inform the center the
subject/s in which he has to appear.

27.4.4.3 Result of the examinee granted change of center is declared in his parent Institute.
Concessions to the Examinee
27.5.1 Concessions to “Divyang” students

27511 Concession of extra time as per exam regulation for writing examination shall be
granted to a Divyang examinee, on his producing an appropriate permission letter
from Board / Regional Office in this behalf.

27.5.1.2 For availing such concession the examinee shall apply to the Secretary along
with a medical certificate mentioning the nature and degree of the handicap,
from the competent Medical Authority. Such permission shall be available for the
related examination only and the examinee shall have to apply afresh for each
examination.

27.5.1.3  The order granting concession shall be issued by the Board/Regional Office, after
due scrutiny of the application and as per prevailing instructions of the government
in this regard.

Facility of Writer

27.6.1 Permission for writer would be granted to an examinee only if he is physically unable to write
the answers and has been medically so certified, at the time of examination.

27.6.2 The writer so permitted shall be less qualified than the examinee. Further, the writer shall
neither be a relative of the examinee nor an employee at the center of examination. The
Principal or Head of the Institute shall ascertain this.

27.6.3 Change of writer: Changing the permitted writer is not allowed. If a change is necessary in
extra-ordinary circumstances, the officer-in-charge, examination, may permit the change,
after ascertaining that the new writer also satisfies the conditions applicable for a writer as
mentioned in 2 above and inform the regional office. Regional office shall inform the related
RAC such change, to account for any possible confusion regarding change in hand writing in
concerned answer books.

27.6.4 For obtaining permission for writer, the examinee or his parents shall apply to Board in writing
along with medical certificate issued by a registered medical practitioner.

27.6.5 The Institute would make separate seating arrangement for such disabled examinee and the
writer. The examinee and the writer, both shall be present together, during the sessions of the
examination.
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27.6.6 Use of writer shall be limited to writing answers of theory papers only, and shall exclude
drawing/graphics, and subjects wherein the motor skill of the examinee has to be tested.
27.6.7 Further, the examinee permitted to use writer shall not be allowed to write or draw anything.

Occurrence of any such event shall be considered as misconduct on the part of the examinee
and he shall be liable for disciplinary action.

27.7  Certificate of Eligibility
Student need to procure the eligibility certificate with the consent before filling the examination form in
accordance with examination regulation and as elaborated further below.
Type of Eligibility o
S.N. Certificate Description Documents
A |Admission level » Direct 2" year candidates those who have Allotment letter
confirmed their admission at Institute. Admission confirmation
» ltwillgeneratethe MSBTE id e.g. DS170004001 letter
» For enrollment of direct 2 year candidate this SSC mark sheet
MSBTE id will be used.
B |Institute level
1 Readmission » Applicable for Fail/ ATKT/ FT candidates Previous Exam Mark
eligibility certificate | > The previous result of candidate will be deleted. sheets
Undertaking of
candidate
2 |Improvement Eligibility Certificate
2a |For Engineering & | > Applicable only for final year candidates who Mark sheets
Technology courses has passed final year exam Undertaking of candidate
(Class Improvement) | » Candidate shall apply within a period of one year.
» No provision for post diploma courses/
advanced diploma/ post graduate diploma.
2b |For Pharmacy » Candidate may improve sessional marks as Candidate Mark sheet.
courses per provision made in ER-91 by PCI.
» Candidate can improve sessional marks by
appearing two additional sessional exams
during next academic year.
» This is applicable only for fail result status of
candidate.
3 |Reappearing Eligibility Certificate
3a |Reappearance in > Eligible only for a candidate who has already | » Candidate Mark sheet.
passed examination passed Final/ pre-final semester / Final year
examination leading to award of diploma.
» No provision for Architecture and pharmacy courses.
3b |Reappearing in » A candidate declared as Fail/l ATKT/ FT in a|>» Candidate Mark sheet.
passed subject examination of board. » Candidate undertaking.
» If candidate desires not to claim exemption
in the passed subject shall be eligible for this
eligibility certificate.

24
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distribution centres, connected centers, examination
centres, appointment of chief officers-in-charge,
authorization for appointment of controllers, charging
of examination centre fees, etc.

4  |Double diploma Candidate shall be declared to have passed in Candidate all semester
final examination of award of diploma shall be / Year mark sheet
eligible for double diploma. Board certificate.
Award of double diploma shall not be permitted
in case the candidate has passed same
diploma in the same or different scheme.

5 |Change of scheme When the scheme during the admission Candidate Mark sheet.
of candidate is discontinued and Board
implemented new scheme and candidate is
eligible in the new scheme.

As per eligibility the missing subject in the new
scheme may be given.
6 |Change of course / As per conditions laid down by competent Permission from Jt.
Programme admission authority. DTE / Director DTE.
As per eligibility the missing subject in the new Candidate Mark sheet.
scheme may be given.
Admission within sanctioned intake capacity
Eligibility to appear for exam as per Examination
Regulations

7 | Change of Institute As per conditions laid down by competent Permission from Jt.
admission authority. DTE / Director DTE.
Admission within sanctioned intake capacity. Candidate Mark sheet.
Eligibility to appear for exam as per Examination
Regulations.

8 |Change of scheme Candidate Mark sheet.

with course / program

9 | Change of Institute Permission from Jt.

with scheme. DTE / Director DTE.
» Candidate Mark sheet.

10 |Change of Institute » Permission from Jt.

with scheme and DTE / Director DTE.
course / program. Candidate Mark sheet.
28.0 CHECKLIST OF ACTIVITIES FOR CONDUCT OF EXAMINATIONS
Sr. No. | Activities Responsible officer/s
1 Submission of information regarding number of|Principal of connected institute
examinees appearing, subject wise, master wise, | Principal of concerned examination center
course wise to related examination center
2 Appointment orders for selected institutes to work as |+ Secretary, MSBTE

» Deputy Secretary, Regional Office
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Submission of requirement of question papers,
quantity of blank answer books and other stationery
to related regional office

Principal of connected institute
Principal of concerned examination center

Arrangement of safe and secure transportation of
question papers from board to regional office or
regional office to distribution centre.

Secretary, MSBTE
Deputy Secretary of concerned regional office
Principal of concerned distribution centre.

Arrangement of safe and secure transportation of
question papers and controller of examination from
distribution centre to examination centre.

Principal of concerned examination centre.

Appointment orders for alternate chief officer-in-
charge, officer-in-charge of distribution officer,
controller/s of examination, examination supervisors,
billing supervisor, block supervisors and other
supporting staff for conduct of examination

Principal of concerned institute and chief
officer-in-charge of its examination centre

Collection of required quantity of answer books,
stationery, question paper packets, pre-examination
documents, circulars, notices, institute time table,
general time table, inventories etc. from related
regional office

Principals of all connected institutes.
Principal of concerned examination centre.
Principal of concerned distribution centre.

Collection of list showing connected examination
centres, their addresses, phone / fax nos., name
of principal, contact phone nos. (for use in case of
emergency) from concerned regional office

Chief Officer-In-Charge

Officer-In-Charge, Distribution Center.
Controller Of Examination, Concerned
Examination Centre.

Collecting information regarding requirement of
question papers course-, year- and master-wise,
for connected examination centers from regional
office and arranging storage and custody of question
papers

Chief Officer-In-Charge.
Officer-In-Charge Of Distribution Centre.
Controller Of Examination.

10

Collecting information regarding requirement of
answer books and other stationery and arranging
their proper storage

Chief Officer-In-Charge.
Officer-In-Charge of Distribution Centre.
Controller Of Examination

1

Deciding mode of question paper distribution.
Whether

+ daily distribution

» residential controller

Deputy Secretary, Regional Office.

12

Arranging for proper safety and security of question
papers, blank and written answer books; and other
examination stationery

Chief Officer-In-Charge
Officer-In-Charge, Examination Centre.
Officer-In-Charge, Distribution Centre.

13

Making seating arrangement of examinees, checking
and approving seating arrangement and making
changes, if necessary.

Officer-In-Charge, Examination.
Controller Of Examination Center

26
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14 | Conducting examinations as per norms of board » Chief Officer-In-Charge
« Officer-In-Charge Examination.
» Controller Of Examination
* Members Of Internal Vigilance Squad.
15 | Displaying various notices such as time table, seating|+ Chief Officer-In-Charge
chart, changes in time table, any other important|+ Officer-In-Charge, Examination.
notices issued by Board, Maharashtra prevention of|+ Controller Of Examination
malpractices act, 1982,etc.
16 | Discouraging use of malpractice during examination |« Chief Officer-In-Charge
and reporting the cases of malpractice occurring |+ Officer-In-Charge, Examination.
before, during and after the examination. » Controller Of Examination
» External Vigilance Squad.
» Block Supervisor
* Examination(Sealing) Supervisor
 Internal Vigilance Squad
17 |Maintaining record of answer books used,|* Chief Officer-In-Charge
supervisors’ orders and their attendance, examinees’ |+ Officer-In-Charge Examination.
attendance reports, question paper account, cases|* Block Supervisor.
of malpractice, packing details of subject wise and |+ Examination (Sealing) Supervisor
code wise examinations conducted, masking of|¢ Billing Supervisor.
answer books, where necessary, filling appropriate
information in e-mark sheets using due codes,
preparing additional manual e-mark sheets where
necessary, preparing bills of officers and staff
engaged in examination, etc.
18 |Reporting the disparity in the printed and actually |+ Chief Officer-In-Charge
found number of question papers in packets » Officer-In-Charge Examination.
* Controller Of Examination
19 |Handing over of written answer books along with |+ Officer-In-Charge, Examination.
necessary reports and theory marksheets to officer- |+ Controller Of Examination
in-charge, distribution center
20 |Issuance of schedule for dispatching answer books |* Secretary, MSBTE
by distribution centers to R.A.C.’s. » Deputy Secretaries, Regional Offices
21 Issuance of schedule to R.A.C.’s. for receiving|* Secretary, MSBTE
answer books from distribution centers » Deputy Secretaries, Regional Offices
22 |Dispatch and handing over of answer books along|e Chief Officer-In-Charge

with necessary reports and theory marksheets by
distribution centers to R.A.C.’s.

Officer-In-Charge, Distribution Center
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PRESCRIBED SUGGESTIVE FORMATS

FORMAT NO. 1

Instructions to Examinees

A. General Instructions:

28

1.

The examinee is expected to be present at the examination centre 10 minutes before the commencement
of examination.

No examinee shall be admitted to the examination hall after 30 minutes of commencement of the
examination.

The examinee shall have the proper hall ticket duly signed by Principal / Head of Institute. The valid
institutional identity card for producing when demanded, without which he/she shall not be eligible to
appear for the examination.

Examinees are not permitted to leave examination hall in the initial 30 minutes and last 10 minutes of
the paper duration.

A bell will be sounded 10 minutes before the commencement of the examination after which the
examinees are allowed to enter the examination hall/s.

Next ringing of the bell shall announce the commencement of the examination.

A warning bell will be sounded 10 minutes before the close of the examination Examinees shall tie the

supplements and enclosures to the main answer book and be ready to hand over it to the invigilator at
the ringing of the final bell announcing the end of the examination.

Exchange of answer books, supplements, calculators and drawing instruments etc. among the
examinees is strictly prohibited.

Possession of any arms, weapons, etc. in the examination hall or at the examination center by the
examinee is strictly prohibited.

Instructions regarding writing answer books:

1.

The examinee shall check the answer book issued to him for loose sheets or improper printing etc. and
if found so he shall get it changed before commencing to write the answers.

The examinee shall enter the requisite information on the face sheet of the answer book properly
before commencing to write the answers.

Start each answer on a fresh page and write question number at the beginning of each answer. Do not
write anything in the margin of answer book.

Use only blue or black ink pen to write answers. If there is change in ink, it shall be got attested by the
supervisor/invigilator.

Do not leave blank page/s between the answers. If a page is left blank inadvertently, write “Please Turn
Over (PTO).” Answers written beyond a blank page may not be assessed.

The examinee shall use separate answer book for each section, where there are sections in question paper.

Do not write your name or examination seat no. or any objectionable matter anywhere inside the
answer book. If any answer requires name or signature, write “XYZ".

Do not tear off any page from the answer book.
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Before submitting, tie securely additional answer book (supplements) and other enclosures, if any to
main answer book. Write total no. of enclosures (main answer book + graph sheet + drawing sheet +
supplement if any) attached in the column provided on the cover page of the answer book.

C. Special instructions:

1.

The examinee is prohibited from keeping in his possession in the examination hall any blank paper,
notes, scribbles, chits, book/s, mobile phone, pager, programmable calculator, electronic communication
devices etc. The violation of this instruction shall attract suitable punitive action.

The examinee shall behave properly before, during or after the examination to maintain the conducive
environment at the examination center.

The examinee found guilty of misbehavior or using or attempting to use unfair means shall be liable for
suitable punitive action.

Discloser of identity on the part of examinee by way of communicating name/seat number/signature or
any request to the examiner in the answer book is a punishable offence.

The examinee is prohibited from taking away the answer book/s or any enclosure/s issued to him out
of examination hall. Violation shall attract punitive action under the extant rules.

Important : The instructions to examinee shall be displayed on the notice board of the institute and/

or at entry places of the examination center, so as to make the examinee fully aware about
these instructions and their implications.
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FORMAT NO. 2

(Sample data filled)
Receipt to be given by the Controller of Examination to the officer in charge DC

DC: Day of Examination: Date:

Received form Name :...........coooeviiiiiinnn. the Officer in charge Distribution Centre .......... The question
paper bundle as per details below;

Examination Day of Date of Session Bundle details | Total bundles
Centre Code examination | Examination (subject codes) | received
and Name
Morning One bundle
abcd 01 R e L for morning One / Two
session

Afternoon One bundle
for afternoon
session

(Name & Designation and Inst. code)
Controller of Examination

Contact Cell No.
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FORMAT NO. 3

(Sample data filled)
Receipt to be given by the Officer in Charge of examination centre on receipt of question paper
bundle from Controller of Examination

EC: Day of Examination: Date:

The question paper bundle as per details below;

Examination Day of Date of Session Bundle details (QP/ Total bundles
Centre Code examination Examination Subject code) received

Morning | One bundle with total
abcd 01 e[ of xx question paper Two
packets

Afternoon | One bundle with total
of yy question paper
packets

(Name & Designation)
Officer in charge EC :

Contact Cell No.
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FORMAT NO. 3A

Receipt to be given by the Officer in Charge of examination centre to the officer in charge, DC
Receipt of question paper packets

The question paper bundles received form Name : .....................ooee the Controller of examination from the
Distribution Centre.......... were opened in the examination control room and the contents were as below;

Sr.No | Date | Session | Time of |Content as per label|Actual content in the| Remark

Opening |on bundle bundle
Q.P. Code |Number |Q.P. Code | Number
1 Morning  [9.10 am | XXXXxX 02 XXXXXX 02 Matched
yyyyyy 05 |yyyyyy 05
pPPPPPP 01 pPPPPP 01
qqqqqq 01 gqqqqq 01
2 Afternoon [1.40 pm |aaaaaa 03 aaaaaa 03 One packet of
bbbbb 01 bbbbb 01 “eeeee” was found in
cceece 01 eeeee 01 place of one packet
of “ccccec” Hence
ddddd 01 ddddd 01 Panchnama report is
Enclosed
Seal of the Institute. (Name & Designation)

Officer in charge EC :

Contact Cell No.
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FORMAT NO. 4

Printed on Question paper Packet.

Name of the Institute Code of the Institute

THE PACKET IS INTACT AND FOUND N SEALED CONDITIONS. OM DATE : AT TIME :
Officer-In-Charge (Name) Signature Controller of Exam (Name) Signature
Supervisor - 1 (Name) Signature Supervisor - 2 (Name) Signature
Police - 1 (Name) Signature Police - 2 (Name) Signature
Student - 1 Signature Student - 2 Signature
(Seat No) (Seat No)

QUESTION PAPER ACCOUNT

Question Papers received in packet Date :
Question Papers used Total Question Papers Used
Question Papers kept in packet for RAC Balance Question Papers
Name & Signature of Officer-In-Charge Name & Signature of Officer-in-Charge
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FORMAT NO. §

Format for Examinees Attendance Report

Examination: Summer / Winter 20____
Exam Center Code:
Date of Exam:

Course / Sem / Year | Master:

Subject Code:
Examination Block No.:

Name of the block Supervisor:

Institute Code:
Session : Morning / Afternoon

Subject Name:

Subject Abbreviation:

S.N.

Examination Seat
number

Sr. number of main answer
book (Machine printed)

Sr. number /s of Supplements
issued (Machine printed)

Signature of the
Examinee

01

02

03

04

05

06

07

08

09

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

Total Candidates :

Signature of Supervisor
Two copies to be used as under

1. Copy forwarded with answer book bundle.
2. Copy for office record

34

«

Total Present :

Total Absent :

Signature of Officer-In-charge
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FORMAT NO. 6

Attendance Report “A”

Exam: Summer/Winter 20 ____

Name of Institute : Institute Code:

Course/Year/Semester Master (eg. EE3I) :

Course Name : Course Code:

Subject :

Theory / Oral / Practical / Term work / Sessional / Project :

Date: Time: AM / PM
Additional examinees by Examinees absent (as per
Total seat the institute computerized seat numbers and
numbers on additional seat numbers) Total number of
examinees
computerized Total Seat numbers
Seat Total number of present
mark sheet/s number of of absent .
numbers . . examinees absent | 6
1 2 examinees examinees 5
3 4
Sealing Supervisor Officer-in-charge (Examination)
Notes:

1. Report to be prepared in duplicate.

2. One copy should be attached with answer books bundle.

3. One copy should be retained at the Institute.

4. Total of columns 1 & 3 should be equal to the total of columns 5 & 6.

5. Figure in column 6 must tally with the total number of answer books in the bundle.

6. Strike off whichever is not applicable
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FORMAT NO. 7

PACKING SLIP

Examination: Summer / Winter 20___
Exam Center Code:

Date of Exam:

Course / Sem / Year /| Master:

Subject Code:

Number of Answer books in this packet:

Date & Time of Sealing : Date:

Signature of Signature of
Sealing Supervisor Officer-In-Charge

36

Seal of

Exam center

Institute Code:

Session : Morning / Afternoon
Subject Name:

Subject Abbreviation:

Mark sheet Number/s:

Time:

Signature of
Controller
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FORMAT NO. 8

Format of Receipt for sealed answer book bundles to be given by the Controller of examination to the
Officer-in-charge, examination center
Examination: Summer/ Winter 20

Name of the Institute (EC): EC code :
RECEIPT

Received below mentioned sealed packets of written answer books in good and intact condition, from the

Officer-in-charge, examination center, Institute Code

Number of | Number of Answer
packets Books in each
(if sections) bundle

Subject
Code

Sr. Course/Sem/

No. | Year/Master Subject Title

—_—

Ol I Nl ||l |DN

—_
o

—_
-_—

—_
N

—_
w

—
N

15

Total number of answer book bundles

Name of Controller:

Signature of Controller:

Date: Time: AM / PM
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FORMAT NO. 9

Format of Receipt for sealed answer book bundles to be given by the Officer in charge Distribution
center to the Controller of examination

Examination: Summer/ Winter 20
Name of the Institute (EC): EC code :
RECEIPT

Received below mentioned sealed packets of written answer books in good and intact condition, from the
Officer-in-charge, examination center, Institute Code

Sr Course/Sem/ Subiect Number of | Number of Answer
’ Subject Title : packets Books in each
No. Year/ Master Code . .
(if sections) bundle

-_—

O || N o |bd|lw|DN

—_
o

—_
-_—

—_
N

—_
w

—
N

15

Total number of answer book bundles

Name of Officer In-charge (DC):

Signature of Officer In-charge (DC):

Date: Time: AM / PM
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FORMAT NO. 10

Format of Inventory and receipt for submitting written answer book bundles to R.A.C.

Examination Summer/Winter 20

Name of the Inst (Distribution Centre):
Name of the Inst (RAC):
Date of despatch from DC:

Inst. Code no:

Inst. Code no:

Date of receipt at RAC:

Bundle
No.

Inst
Code
No.

Course/
Sem/ Year/
Master

. Nos. of Mark . Dated
Subject answer books | Sheet Signature of
Code No. Receiving

in the bundle No. officer of RAC

SIGNATURE OF SUPERVISOR
DISTRIBUTION CENTRE

SIGNATURE OF OFFICER-IN-CHARGE
DISTRIBUTION CENTRE

1. Copy for Officer-in-charge, R.A.C

2. Copy for Distribution center.



Maharashtra State Board of Technical Education

1aded Jo s}@ays 9S00| UO jJou pue Ja)sibBal / Y0Og-punog e ul paulejuiew aq P|NOYs Junodde ayl :J1ON

"ON |ejoL ol wo.4
19)Se| +
pasn uoissos syoog 1eaks ‘ON
obieyd s)yooq| SsIy} ul pasnun ‘'suy pasnun snoiAald | UOISSas SIY] Ul SeaUILIEXD 0) swil| 9jeq| .
-Ul-139140 : : : ; ; ; : was+ 1S
o uB1s pote Jamsuy | Buiuiewsau syoog wo.y panssi §l ‘syoog| panssi syoog ‘suy JO ‘ON 'IS 8s1n09
3 IS pajeq |[ejol| "suy jo ‘ON "IS Jamsuy JO ‘SON ‘IS
“ON 3d02

‘J1NLILSNI FHL 40 JNVN
0Z Y3LNIM / FNNNS -INVXE

panss| s)oo0g Jamsuy jue|g J0 Junoady

Il "ON 1LVINHOA

40



Maharashtra State Board of Technical Education

FORMAT NO.12

Format of certificate to be given by External examiner

EXTERNAL EXAMINER’S CERTIFICATE

Name of Institute

Name of the subject: (practical / oral / term-work)
Course: Year/Semester
| have examined Nos. of examinees on (date)

| have prepared and checked the marks as per CIAAN format and verified that marks correctly entered in the
e-marks sheet by examiner. Internal examiner and | have put full signature/s on printout of e-mark sheet.

| offer my specific comments about laboratory facility, equipment etc. available in this Institute as under: (Specific
and objective remarks are expected.)

Date: Signature and full name
of the External Examiner

Designation

Institute:
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FORMAT NO. 13

Format for reporting Malpractice cases

REPORT OF MALPRACTICE CASES

Name of examination center
Code No of examination center
Date of incidence

Sr. Examination Subject of Timing of Course-Year- Nature of
No. Seat r_\lumber of Examination examination Maste:r Of. malpractice
examinee examination
*  Whether the necessary statements are recorded and
other documents supporting the alleged incidence of
malpractice are collected, as required under Board’s
Regulations and sent to the Enquiry Officer?
*  Whether the notice informing the date and time of
enquiry is issued to the examinee? If yes, when?
* Name of Chief officer-in-charge
* Name of Officer-in-charge, examination
* Name of controller of examination center
* Name of block supervisor / staff concerned with the
incidence
* Name of the leader of the external vigilance committee,
if present at the time of incidence
Signature of chief officer-in-charge Signature of officer-in-charge

42

Signature of controller of exam Center
Place:
Date:

Seal of examination center




Maharashtra State Board of Technical Education

FORMAT NO. 14

Format of POLICE COMPLAINT to be registered by the Officer-in-charge,
Examination center for the act of malpractice by an examinee

Complainant:
Shri / Smt.
Officer-in-charge / Controller of Examination center
To
Police Inspector / Sub-inspector / S.H.O.
Police Station

Name of the Examination Center / Institute
Code number of the Center / Institute
District

Subject: Report of the criminal act during the summer / winter examination of Diploma / Post-Diploma / Post-
Graduate Diploma in
(Course) of Maharashtra State Board of Technical Education, Mumbai.

Sir,

Maharashtra State Board of Technical Education (Board), Mumbai routinely holds Diploma / Post-Diploma /
Post-Graduate Diploma examinations in the state. These examinations this time have commenced from
(Date) (Month) (Year). The Board has duly appointed this Institute as examination
center and me as the Officer-in-charge of the examination center.

Following examinee in this examination has committed a crime. The related information is as under:

1. Alleged examinee’s name
2. Alleged examinee’s examination seat number
3. Alleged examinee’s Institute name
4. Alleged examinee’s examination Block number
5. Nature of the crime committed

6. Name of the subject Date Time
7. Name and Designation of the person detecting the crime

8. Material found at the time of crime detection

9. Additional information regarding the crime

Shri/Smt. (examinee’s name) has committed a crime as per section
(7) of The Maharashtra Prevention of Malpractices at University, Board and other specified Examinations Act,
1982 and this is the legal complaint for the same.

Yours truly,

(Officer-in-charge / controller of examination)

Name of Officer-in-charge / controller of examination

Name of the examination center
Date:
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FORMAT NO. 15

TERTE T a7 e vees, gag ug
HI TREET A

for : werry Ty e dee, qug A wlenfowes FrmEe JER oty foetean formeff / fommefif

44

EICH weehg sh.

S HATH

IEACE] TeRtoft <eheft. |, T, o feur Hees, gas A ugfasht e

SRl / Tearett

sqareff ey TSy 99 e Heew ey EUdoled] Ugidehl qhEd  qrdl

sft. [ ofmd Sk HATH Ity dieuft SR

I8 I GO ehglel Yfas STl 8.

aArfor

snareff HENTY TS d fequr gees, Gois A1 Sl Skl qegdiean 3T qrel Tiiad srdefeeiean

Tt geReoft Ht @ref Tanert o oft. /sfim SATHIER 37 =TSt AT AT AT

AT ST T ATIShul <ieh3fl STRIHI-AT=ATad I ROl RET TG sTTad 3ATR. ATI0T Tl HH0l SRgel

A I A ST ATSTATETS! AT SeRefl ShgTdial =TeRell HTURIIThS

faep _  TSiEREl 1. |eE 3ufed g e 8.

et wfas smetes wherdie T ITATEHATSAT 77 forsrr=ht

TR TSH=T ITLATAHT & T ITRATARAT SR HATEHS TTEedTat WIei TS HoT

Freshe 39 a1,

A, g w9 fafed/eme/asq=a e-gadget/communication  device  TEUTAIA
/ (=) it geleret ThefTere el STestel / ATde

Saes d IS 9 cATaed STUtehd St fafgeiia /3w fafguamn et Jae Jidr.

. g vfon sgraTen favandiel werd Ta: Iufeid T Tgar gE=a diaa Sfed Iaaten fafguams
RICIE

. qre1 g1 SRRl /graviiutiehe steeTeas 1 SATHTHHTRIEAT
1 fereneaiated shef.

T, IOIRIhT /Gt /FafehT /3T YT TG STe% V[ STRUGhd d SISl a1 SevaTel Joe
heT. T AT Akl /qRaviiafren=t e T8 shefl a1 T8 H0Am=T J9c hall.

3. qhen heata 3= qherneffar dun wiamehgeat Seeel IR I Ikl -sHarl I
€Tehl /g0 /GO hedl o q@T Jac shadl.

3. 1 TN AT hed YOETIESH T STE SATOOATET Jc shedl /STE STT0Tel.
3 TEd/e-gadget/3R ANER TAUGERdd T STaT 1301 /2R 3 fhesfamt.
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(‘o0 @ 3 AT GErHeA ATFRTATHIIG Wieh e WRITHEN TTa HeH e Wiigd! Aigara.
SAfafeh / srTavaeR WTfgt AigfavaTd I 93.)

¥, el et wliad STt TRATTET Td: STaeis <holl fohdl a1 Shivard Wed sholl 3|1 ST&T qHATE 3177,
oRT FIATHTON TR FHeeifeicar=l qrefo%es feg fieams ey Use a3 e wees, gorg At iz
SHheted e 7 e TSR Tl Heesr=a famiy afidige aret shvamd I3 fosiy aftrdi=an
Ferprefismmer smoune e ffa heft SEa 9 < fafgq degd= Teemmda stuvng gied sheft ST,

arfor 7 forama
=T SRR el ShRTEUHT SR JUaT FeU[ THTes hivdTd J5d.
. quet fms TSt FATATAHT

.k T IS U Taw HIUSHT! d STH ShUATd ATelet hidiT Hlfeed
3. THieT ohgrer AT ITed TcI&T TS debl HUATd ATiel! e

A, qdaerhr free.
o, STRIE o =TS o e,
%, qhen fRmwe fee.
B (37)
3. THET ISl YehgedHal 30T qier shgtar T TSft SR
T Hield HTGT hetel Feqfedigr fHeed.
3 A /TR W Uk /a3 Wl yueh I fae.
Trel afiel ¢ d 3 WEd AHE He TeuHE qrguht 27 =reRsft hgTer fg.
Uil HehTesl AT TSIl e IhdT YT dral K CRIC I R I B CANEI E Ll gl-sic'il

FIE AT /ATE TR AT STECITE TS el ehel shgr=at ($)

q TG YA AT TR
Iehdl. FE I3l TEl qHAT SETETETS! STHeAl JUdT d HI&ER ATet ot Iehdl. JUHT! a2 S=mare! hrTeus
TR /UTRI STECAT TeTed faaR 81 Wehdl. HTH G Tkl JH= SITo AISUATETS! U= 317 ATtk fehdl
THIATE FoR TEUATH! STTHT TET At g e,

Geft g foeft STom Ar, an q|n A e UTer AT AR AT ST AT AT Taes heATeRTul
STIUITE hTel TS TR /TS HUSAT AT 378 THSUAT I5al, I JHAT Tl 3Ty He GEauasias
THAB! HUR BUATd ASA I e ORI SATIUTE FhReh .

() SRTUIT ETEET THIVTEAT TEEUTA AT o AUINATRIVT THE HATS.
(§) TTeRIT hgTaT Ui UT TG THIUT 3Ted HATAIIH .
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el rferspr=r=an adiv e -
gfd - (fermet=n weam=n fFHamam=n qui uw)

Tiguf sHHTR ATTHHH
foneaii wRul qrEar A @A WieRd!/FEeRvaE AeR fJeaH i uie /Hier/
ITER T FATac!. (farmeaia Tda 7 TeienieaT™ a1 Wieit Tnelt Hivamd T6r

feeama ThIeR 3 aTe I T
Y g . )

Toremeat=ht warerd TR T =Tare Tanerdt

T - fems -

gfeaferdt -

.  wreRIil STTrERRT

TEAT SHAT (TRl Shg SHHTH)

ferereaia Thigmed TRURR T feeATIRuil Aot
T SUXHYHTO HRUT SREAET TETE TATIuaTd SATeiett A weX foeneat=it sttt a @
YRS iUt HOA I AT SEAUS TIawuT ShgHTthd UTSTIuaTd 34 31TE.

. wfua, n.a.d enmige, g3 - an afama wefavara T 6, we freneata wigmed gewrrn
HATAT HEATIHIVT HEAT TETH HUATA ATATAT TR ATIR HET HI TEIEAATH ATHEA hIRO0
TREET A TSI AT, et TehUT T3l shgtes fafgd UegdiH ATeX ia /T & ud
AqIfE TS AR,
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FORMAT NO. 16

Format for Vigilance Register to be maintained at Distribution Center, Examination Center

FORMAT NO. 16A SUMMER/WINTER 20

INTERNAL VIGILANCE

Sr. Date |Time |Name of Observations |In case of malpractice |Sign of Sign of
No. of vigilance casel/cases booked. vigilance Chief
Visit | officer Give clear details of officer officer in
the case. charge
FORMAT NO. 16B SUMMER/WINTER 20
EXTERNAL VIGILANCE
Sr. Date [Time |Name of |Inst. |Observations |In case of Sign of Sign of
No. of Visit | vigilance |code malpractice vigilance |Chief officer
officer case/cases officer in charge

booked. Give

clear details of

the case.
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FORMAT NO. 17

TERTY T o foreqon vees —ug
TR T SFTEATATAT THAT (9T 2)
et
W YRt GHer her@ We faeft radt EWrefle arel auraTsaT.

Tdter : STt /fREtedt - -
TEIT /TR G T o o o o o o e e e e e e e e e
FHEATBATD o e e e e e e -
L1121 1
L i B B o - )
T ereh qhven <hgra We feeaman fede o L ___ AB oo

. o fawaes srftrea
Tigrft FEfid e TR ST AT I B 7
TRregehar eI TeiaeTeh TR Rl uaTa STTeft it s ?
TRreFehat A== WIdeTh TEUT hTH HUAT WheT Y70l fohet B ?
Tad GedTehTa 01 T 3T 3 3w oy fafgd Fg=amd weq o uifeRerd
Hietag e cITal TaTid sTel TReTehie Tanerl 318 9 Het forsrs
M= HEEiqe 30 AR TR, I7 T wTet TeTel
ST aufl g U, (AN THeAH)
2. T 3 saaeAfet
e e T heled B 7
. T HeEATd AT SATA Bi-=r Fenefi=an sHuarard! dise 31e 1 ?
3. wieTT el 9 TR ey Tt AoledTe Bid Wl ?
T faawor 9 qdten g garn

Y. olien werrd ahemeffeh seuarh smar fedt gt ?

(weht wiemeffertiar TTemomET Uk =, il Skl ST ITE0 TS TR,
T HHT HH 20 I AT JEd 30 AT SO AR 3R )
3. glieneffaad aremeaaT hieus

2. Toreneata STl 9 T SFafeyq IS gia fdfhe 318 &1 ?

2. Y B fafere e faeneal= Mew wefavamsiar ay MeEds
(IS, AR U, STUR T, foeneata edq oot netifra ot
HIFET A )

3. g foeneata giafafheat WIel @ Tel Jehial BT G&&d sholel HIETTThA

X W N



¥.

¥.
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JMesEwd faenetf Sae a8 H 7
3TSft GEEdl ITEA R STk ATETE 9 B AT
T T U died e,

HIYIT HEH

T qhTE HIAIT hEE TG e HATed i 7

YT HEH TehgUaTd TEITAT TeTehel TEWN Bl S ?

U} werehTeAT WATHd HEAT AT HE Ao

BT S 7 THAE fopdl ? W 9Uh TN STEshATh igdrad.

TieT hgadial e, JH1eH TR, TE SraTdie higt, SR Wil :
1] 3T foehToft Shidim HEhTe 3MEest & ? A1 foshrur=h Tawadr gidt e ?
GEITAT AT W TRl G HEH YhSedT Bcdl H1F ¢ A fohdl T
e fgasht ? (WA qerehTen feiesn Jusmgar et sholean shidt ey

T STHER 37 =1 ArAehs g TI=dTadt w2, )

THYTES T HATeUS | SEdauast

2.

R.

ggmeffT TR REE = sTavas Yo A fenmft ghed shean gen & ?
(AT digter Uisen 3 el faeneafataren gom)

AT T it AT FGEId el Eedl B 7

qheneffardl aTRuaTd STicdT d8= @ sholodl SAUUEehi=al el sTafed

ST BT S 7

LAt ITITRTAT G STSHHTHTHE Hedl Bl B 7

Sheft BT H 7

gerafeht fetee T wrevamge! cmat wlia e, e yq@, widas,
ot guarrer it g g wdeneff Jreen e g e gen &1 ?
I 9 f¥Tges IHdtehTeaT Aid SHafeyd shean giean S ? :

uﬁéwm

e TEATATIA Al TIY, 3THh d WSS FHAeT BIedl B ? :
Iufeya 9 STqufedr formet=an Aid e dY Taerdt oA ATeiel! Bt ™ ?
faeneafe wId ST e ufeyq /srufedi=h Aig #e wHaersn

= Tnerl shelell gt w1 ?

Sufedrdt usrenter Td 3ufed fommedi=an STHshHTRTIHTI TaTer=T HuaTd
AT BT hF 7 AR qT QA STIshuTh AT e
fetguara smetan gar s ?

T eI ITes] Soeh saaAfs=fi=n awh esifavand e giar s ?
T&TTehe] I3 Bgcied foeneatsh i davarq et grdt % ?
et Shotean STGHT a It Fuiaradered a1 o gardr Jvara
IATAT Bt 1 ?
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3. TSR 7 AT ITWMADT 9 TR TheT & Seardrgd fohdt
IS THT AT AT ?
¥. ferenmemft werafirehat STEsHAT Aigidcie gidT S ?
¢. HE RS CICH 2 o R 1 [ |
9. <hguH@ TRV WTER I 98T BId A 7 ITAAT IV S hell Bl B 7
SHU ohefl AT T YU heSH@ET 114,
2. T gerehT=AT HATIA IR I U 31 whivn Aferkr=Te fehl <heft
Bl 1 7 ATeTed A fau srEfeRm STEdt gderel gt e ?
3. wteqT srarraeta wen frRmemrn fReh wvar et gt ® T ?
JFITE T FRI=ehel A1E 9 ST TG o AT Ted 1 HEA 1 07
e TR (W= feaamenei=a ud wen frmeht a9 Tgg Hd. )
¥. Tt WO ueh fIeh UuATd 3Tt Bld S 7 e Higel
FfrenTl /o=l e THEY BT 1 7
u. THETT sheTal T sereed aidT i ?
g.  fovrw i
0.  erfrum
ST ShgTat JeT T | STHHT RN Yeadd gTdlese! Sd 318 / T8l
(ST UL ETdTeset SITd AT ATaTed AHeh! IEqfeerdt Tqg e, )

WA GUhTd Il AaeTet ferertagia Tanerd strfor A -

sreaeT 2] = e

T GehT=A1 /I3 TRI=AT JTEaTeIa® TUE helal ATeescied Jeid! idl Hludr=al gqd fawri
HATAA TEAT heledT YT T HRATEET STgAT S Hal.

TETE |fd, 39 gi¥a
i s, fawmfia e,
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WY T a Teror Hew —u ¢
T UL FEATATST THAT (HIT R)

e : STt /fearet

W Y YHen shed We feearn T Er)

T /e Sher A1

g HEAT HHTH

feeneat=n Sa% HHH

SITHHH /G5 [ ATET

fEneaicaes gMedd Sl 7eTd 9 I ATSHITd IR

WA QUhTd Il AaeTet fererragia Tamerdt sArfor A -

sreeT 2] = e
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FORMAT NO. 18

(Sample data filled)
(To be submitted by the DC after meeting of EC regarding question paper inventory)

DC: Date:
Sr.No. |EC Day and Date |Q.P.Code Number of Additional Reason for
of Examination packets as per |number of additional
Inventory Packets needed |demand
1 ABCD 02 XXXXX 03 01 165 students
efeef appearing for the
examination
2 PQRS |7 aaaa Nil 01 One student is
-/--/-- appearing due to
RHR Clearance

Officer in Charge DC Chief Officer in Charge DC
Name Name
Contact cell No. Contact cell No.

Note : If the number of question papers provided in the inventory is more than the number of appearing
students, additional inventory demand shall not be filed.
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FORMAT NO. 19

On the spot inventory Demand
(Sample data filled)
(To be submitted by the DC after on the spot demand is noticed at the time of issue)
(Scanned copy to be mailed to desk42@msbte.com )

(Contact / Send “sms” to the effect that “on the spot inventory demand is mailed from DC: abcd” to
mobile number of any one of Deputy Secretary D-42/Asst Secretary D-42)

DC: EC: Day of Examination: Date:

Sr.No. EC Q.P. Code needed urgently Additional number of | Reason for additional demand
Packets needed

1 XXXX XXXX 01 Seating arrangement shows
one student for this code but
inventory does not have any

Q.P.Packets
Officer in Charge DC Controller of Examination
Name Name
Contact Cell No: Contact Cell No:
E_Mail ID:
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FORMAT NO. 20

Inventory Receipt

DC No : Date:

Received the EC-wise boxes for the DC on ---/---/----. The boxes containing question paper bundles were
opened and the bundles were arranged EC-wise / Day-wise manner and compared with the EC-wise time table
for the EC. The bundles for all examination sessions for each EC are received.

Officer in charge DC Chief Officer in Charge DC
Name Name
Contact Cell No: Contact Cell No:
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FORMAT NO. 21

Inventory Discrepancy Report

DC Date:

Received the EC-wise question paper boxes for the DC ---- on ---/---/----. The boxes were opened and the
question paper bundles were arranged EC-wise / Day-wise manner and compared with the EC-wise time table
for the EC. Following discrepancies were noticed after the verification;

Sr.No. |EC Day |Session EC Time ECQ.P. Q.P. bundle
table demand
indication

1 XXXXXX 2 M Exam for|[EC has Q.P.|Not present
session demand

(Sample data filled)

Officer in charge DC Chief Officer in Charge DC
Name Name
Contact Cell No: Contact Cell No:

Note : Time table may show exam for the session but EC may not have Q.P. demand. In such cases
inventory discrepancy need not be filed.
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FORMAT NO. 22

Panchnama Report
EC: Day of Examination: Session: M/ A Date:

The question paper bundle for the examination session was opened at the examination control room in the
presence of the undersigned officers. Following discrepancies were noticed after the opening of bundle;

Sr.No. |Question paper details as per the label on | Question paper details actually present | Remark
the bundle. in the bundle opened.
1 17101 - 02 Pkts / Bundle No. 0000 17101 - 2 Pkts / Bundle No. 0000 OK
2 12219 - 04 Pkts / Bundle No. 0000 12219 - Nil / Bundle No. 0000 discrepancy
12220 - 4 Pkts / Bundle No. 0000 discrepancy

(Sample data filled)

Officer in charge EC

Name

Contact Cell. No.

Chief Officer in Charge EC

Name

Contact Cell No.
Controller of Examination
Name
Contact Cell No.

Note:

1. In case of D Pharmacy institute working as EC, Principal of the institute works as the officer in
charge of examination. In such cases the report will bear the signatures of Officer in charge and
Controller of examination.

2. In case of double shift Polytechnics having two ECs in the same premises, Principal of
Polytechnic will act as the Chief Officer in charge of EC in regular shift polytechnic as well as
the EC in second shift polytechnic.
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ACTS RELATED TO THE CONDUCT OF STUDENTS

Following two Acts are of special significance with respect to the student behavior during examination in
particular and on the Institution campus in general.

1. The Maharashtra Prevention of Malpractices at University, Board and other specified Examinations Act,
1982. (English version)

2. The Maharashtra Prohibition of Ragging Act, 1999. (English version)
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1982 : Mah. XXXI] 10231

THE MAHARASHTRA ACT No. XXXI OF 1982!

[ THE MAHARASHTRA PREVENTION OF MALPRACTICES AT UNIVERSITY, BoaRD
aND OTHER SPECIFIED ExaMINaTIONS AcT, 1982 |.

[ This Act received assent of the President on the 11th October, 1982; assent was first
published in the Maharashtra Government Gazette, Part IV, Extraordinary, on the
14th October, 1982 ).

Amended by Mah. 22 of 1991

An Act to provide for preventing malpractices at University, Board
and other specified examinations.

WHEREAS both Houses of the State Legislature were not in session;

AND WHEREAS the Governor of Maharashtra was satisfied that circumstances
existed which rendered it necessary for him to take immediate action to have a special law
in this State to provide for preventing malpractices at examinations held or proposed to
be held by any University or the Board or any other authority specified by the State
Government in this behalf, including leakages of question papers or copying at such
examinations, and for matters connected therewith, and, therefore, promulgated the
Maharashtra Prevention of Malpractices at University, Board or other specified

Mah. Examinations Ordinance, 1982, on the 25th May 1982;
IV of
1982,

AND WHEREAS it is expedient to replace the said Ordinance by an Act of the State

Legislawre; It is hereby enacted in the Thirty-third Year of the Republic of India as

follows :—
1. (i) This Act may be called the Maharashtra Prevention of Malpractices at Short title and
University, Board and other specified Examinations Act, 1982, : commence-
(2} It shall be deemed to have come into force on the 25th May 1982, et
2. Inthis Act, unless the context otherwise requires,— ! Definitions.

(@) “Board " means the Maharashtra State Board of Secondary and Higher
Secondary Education established under the Maharashtra Secondary and Higher

xf[ﬂhi Secondary Education Boards Act, 1965 or any of its Divisional Boards;
o

i (b) ** Examination " means any examination held or proposed to be held by any

University or the Board and includes such other examination held or proposed to be
held by such other authority as may be specified in this behalf, from time to time, by
the State Government by notification in the Official Gazerte ;

(e) * University " means any University established by law in the State of
Maharashtra.

3. (1) Any person who is appointed as a paper setter at any examination shall not Duties of
supply or cause to be supplied the question paper drawn by him or a copy thereof or Paper setters
communicate the contents of such paper to any person or give publicity thereto in any ﬁnﬂ:r“h'
manner, except in accordance with the instructions given to him in writing by his o yavention.
appointing authority in this behalf.

(2) Any person who contravenes the provisions of sub-section (/) shall, onconviction,
be punished with imprisonment for a term which may extend to one year, or with fine
which may extend to one thousand rupees, or with both.

! For Statemacnt of Ubgects and Reasons, see Malarashera Govermment Gazetie, Pari V, dated 14th October
1982, at page 282, i
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Dutesof 4, (]} Any person who is entrusted with the work of printing., cyclostyling, typing
mmt':‘;’;‘}j“; or Dﬂl'mﬂf'ist producing copies of any qucstiur} paper set for the purposes of any
printing. ete, CXamination shall not supply or cause to be supplied a copy thereof or communicate the
of question contents thereof to any person or give publicity thereto in any manner, except in
papers and  accordance with the instructions given to him in writing by the authority which entrusted

punishment the work to him.
for contraven-

tion. (2) Any person who contravenes the provisions of sub-section (1) shall, on conviction,
be punished with imprisonment for a term which may extend 1o one year, or with fine
which may extend to one thousand rupees, or with both.

Duticsof 5, (J) Any person who is entrusted with the custody, or is otherwise in possession,
Enw&m”"‘:‘iﬂ; of any question paper set up for the purposes of any examination shall not supply or
custody of distribute or cause to be supplied or distributed any copy thereof or communicate the
question contents thereof to any person or give publicity thereto in any manner, except in
papers and  accordance with the instructions given to him in writing by the authority which entrusted

punishment the custody or gave possession thereof to him.
for contraven- i . o
tion, (2) Any personwhacontravenes the pravisions of sub-section (/yshall, on conviction,

be punished with imprisonment for a term which may extend 0 one year, or with fine
which may extend to one thousand rupees, or with hoth.

Prohibitionof 6. Whoeverhasin his possession any question paper setor purported 1o be set for any
supply or  examination and supplies or causes to be supplied or offers to supply a copy thereof, or
F:EIIHL,L::;S: communicates or offers to communicate the contents thereof, to any person, whether for
paypc?“b:fort any consideration or otherwise, or gives publicity thereto in any manner, except in
cxamination is accordance with the mstructions issued in writing by an authonsed officer of the
held. University, Board or other authority concerned with the examination, at any ime before
the examination is held, shall, on conviction, be punished with imprisonment for a term
which may extend to one year, or with fine which may extend w one thousand rupees. or

with both.

Prohibitionof 7. Whoever is found in or near an examination hall by the invigilator or any other
; m‘“ﬂﬁ person appointed to supervise the conduct of the examination, copying answers to the
altﬂa"_u-n';‘f question paper set at the examination, from any book, notes or answer papers of other
iions. candidates, or appearing at the examination for any other candidate or using any other

unfair means, shall, on conviction, be pumished with imprisonment for a term which may

extend to six months, or with fine which may extend to five hundred rupees, or with both.

Punishment 8 Whoever abets any offence punishable under this Act shall be punishable with the
for aberment 5 y
Vfof] offences. PUNishment provided for the offence.
Offencestobe 9,  Notwithstanding anything contained in the Code of Criminal Procedure, 1973, all 1 of

“E’dﬂ" offences under this Act shall be cognizable offences and shall be non-bailable. Lo

bailable.

Offencestobe 10, Notwithstanding anything contained in the Code of Criminal Procedure, 1973, all 1 of
uied offences under this Act shall be tried in a summary way by any Metropolitan Magistrate 1974
summarily. any Judicial Magistrate of the First Class and the provisions of sections 262 to 265 (both
inclusive) of the said Code shall, as far as may be, apply to such trial :
Provided that in the case of conviction for any offence in a summary trial under this
section, it shall be lawful for the Magistrate to pass a sentence of imprisonment for any
term for which such offence is punishable under this Act.

""This word was substituted for the word © or ™ by Mah. 22 of 1991, Second Schedule.




Maharashtra State Board of Technical Education

1982 : Mah. XXXI1]1 Maharashira Prevention of Malpractices 10233
ar University, Board and other specified
Examinations Act, 1982

Mah. 11. (/) The Maharashtra Prevention of Malpractices at University, Board and other Repeal of

ord. . i : : Mah. Ord. IV
WV of specified Examinations Ordinance, 1982, is hereby repealed. S0 it
1982. : saving.

(2) Notwithstanding such repeal, anything done or any action taken (including any
notification issued) under the said Ordinance shall be deemed to have been done, taken
or issued, as the case may be, under the corresponding provisions of this Act,
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MAHARASHTRA PROHIBITION OF
RAGGING ACT, 1999

MAHARASHTRA ACT NO, XXXHI OF 19399
{First published, after having received the assent of the Gouvernor in the
“Maharashtra Government Gazette™. on the 15th May, 1999.

An Act to prohibit ragging in educational institutions in the State of
Maharashira.

WHEREAS it is expedient to enact a special law to prohibit ragging in
educational institutions in the State of Maharashtra: It is hereby enacted in the
Fiftieth Year of the Republic of India as follows :-

1. Short title and commencement.- (1) This Act may be called the
Maharashtra Prohibition of Ragging Act, 1999,

(2) 1t shall come into force on such date as the State Government may. by
notification in the Official Gazette, appoint.

2. Definitions.- In this Act, unless the context otherwise requires, -

{a] “educational institution” means and includes a college. or other
institution by whatever name called, carrying on the activity or
imparting education therein (either exclusively or among other activi-
ties): and includes an orphanage or a boarding home or hostel or a
tutorial institution or any other premises attached thereto;

(b) “head of the educational institution™ means the Vice-Chancellor of the
University, Dean of Medical Faculty, Director of the Institution or the
Principal, Headmasler or the person responsible for the management of
the educational institution;

[c] “ragging” means display of disorderly conduct, doing of any act which
causes or is likely to cause physical or psychological harm or raise
apprehension or fear or shame or embarrassment to a student in any
educational institution and includes -

{i} teasing, abusing, threatening or playing practical jokes on. or
causing hurt to, such student; or

(if) askingastudenttodoany actor perform something which such
student will not, in the ordinary course, willingly, do.

3. Prohibition of ragging.- Ragging within or ocutside of any  educational
institution is prohibited.

4. Penalty for ragging.- Whoever directly or indirectlv commits, participates
in. abets or propagates ragging within or outside any educational institution.
shall, on canviction. be punished with imprisonment for a term which may extend
to two years and shall also be liable to a fine which may extend to ten thousand
rupees, "

10 MG Godared 155189880 VI p. BEE,
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212 Maharastitra Universities Act, 1994

5. Dismissai of student.- Any student convicted of an offence under section
4 shall bo dismissed from the educational institution and such student shali
not be admitled in any other educational institution for a period of {ive years
from the date of order of such dismissal.

6. Suspension of student.- {1} Whenever any student or. as the case may
be. the parent or guardian. orateacher of an educational institution complaints,
in writing, of ragging to the head of the educational institution. the head of that
educational institution shall, without prejudice (o the foregoing provisions,
within seven days of the receipt of the complaint. enquire into the matter
mentioned in the complaint and if, prima facie, itis found true. suspend the
student who is accused of the offence, and shall, immediately forward the
complaint to the police station having jurisdiction over the area in which the
educational institution is situated. for further action.

{2) Where, on enquiry by the head of the educational institution, it is proved
that there s no substance, prima facie, in the complaint received under sub-
section (1). he shall intimate the fact, in writling, to the complainant.

{3] The decision of the head of the educational institution that the student has
indulged in ragging under sub-section (1), shall be final.

7. Deemed abatment.- If the head of the educational institution fails or
neglects to {ake action in the manner specified in section 5 when 2 complaint
of ragging - is made. such person shall be deemed to have abettied the offence
of ragging and shall, on conviction, be punished as provided for In section 4.

8. Power to make rules.- (1) The State Government may, by notification in
the Official Gazette, make rules for carrying out all or any of the purposes of this
Act.

(2) Every rule made under this Act shall be laid, as soon as may be, after it
is made. before each House of the State Legislature, while it is in session for a (otal
period of thirty days. which may be comprised in one session or in iwo or more
successive sessions, and if. before the expiry of the session in which it is so laid
or the session immediately following, both Houses agree in making any
modification in the rules or both Houses dgree that the rule should not be made,
and notify such decision in the Official Gazette, the rule shall. from the date of
publication of such notification, have effect only in such meoeditied form or be
of no effect, as the case may be: so however, that any such modification or
annulment shall be without prejudice to the validity of anything previously
done or omitted to be done under that rule.
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PART - I
REGIONAL ASSESSMENT CENTER

CONTEXT

Assessment is an integral part of curriculum implementation and therefore the board takes utmost care
for the quality assessment of answer books. Considering the geographical spread of institutes and
volume of written answer books generated throughout the state, the Board identifies specified institutes
as regional assessment centres. In order to ensure consistency, uniformity and quality in the process
of answer book assessment, the guidelines are being issued in this manual to examiners, moderators
and all related staff to acquaint them with the assessment process.

DEFINITIONS

21 Regional Assessment Center (RAC) — Institutes identified by the Board for assessment of
answer books.

2.2 Quality Control (QC) — Mechanism to ensure correctness of assessed answer books.

2.3 Moderation — Mechanism to ensure consistency, uniformity and quality of assessment of

answer books.

RAC SELECTION PROCESS

The selection process of RAC’s shall be done by respective RBTE’s considering the following criteria’s-

3.1 Infrastructure of the institute with adequate safe environment

3.2 Qualified & experienced faculty

3.3 Number of surrounding institutes to support assessment process

34 Geographical accessibility

APPOINTMENT OF STAFF FOR RAC

4.1 The Chief officer-in-charge shall appoint officer-in-charge (RAC), additional officer-in-charge
(QC) and additional officer-in-charge (Moderation), Supervisors, Quality Supervisors and

necessary supporting staff as per the prevailing norms of the Board. The officer-in-charge(RAC)
shall be of the rank of head of the department.

4.2 The Chief officer-in-charge shall ensure that the officers and staff engaged in RAC work are
aware of the rules, regulations, norms and guidelines for assessment, moderation work and
the scheme of quality assurance in assessment. Where necessary, he shall hold meetings to
discuss the quality parameters of assessment and moderation work and clarify their roles and
responsibilities in it.

4.3 The Chief officer-in-charge shall appoint qualified and experienced examiners for assessment/
moderation of answer books. Examiner shall have minimum 3 years of experience and
Moderator with minimum 5 years experience.

RESPONSIBILITIES OF RAC

5.1 Work as RAC for assessment of written answer books.

5.2 Appoint necessary officers, assessors, moderators and supporting staff required for smooth
conduct of RAC.

5.3 Provide necessary infrastructure, furniture, drinking water, storage facility, and conducive

environment for assessment.

5.4 Obtain relevant circulars, instructions and schedule of RAC from Board web portal.
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5.5 Verify Inventory of answer book bundles to be received from concerned Distribution Centers.
5.6 Provide security for safety of assessors, moderator and RAC staff during RAC period.
5.7 Maintain following types of records as per retention norms of the Board.

5.7.1  Printed theory e-mark sheets duly signed by Examiner / Moderator.

5.7.2 Lot wise Inventory of answer book bundles received from DC.

5.7.3  Attendance record of staff of RAC (Format No Il )

5.7.4  Attendance record of Assessor/Moderator (Format No Il )

5.7.5 Movement of answer books (Format No VIl )

5.7.6  Answer book issue register (Format No IV )

5.7.7 QC register (Format No VI )

5.7.8  Moderation register (Format No V)

5.7.9 Bit wise template record.
5.8 Provide safety & security of answer books.

ROLES & RESPONSIBILITIES OF THE CHIEF OFFICER-IN-CHARGE RAC
6.1 The Principal/Head of Institute shall act as Chief Officer-in-charge RAC.
6.2 The RAC Chief officer-in-charge shall :

6.2.1

6.2.2

6.2.3

6.2.4

6.2.5
6.2.6

6.2.7

6.2.8

Be overall responsible for smooth execution of assessment of answer books at RAC
as per the norms of the Board.

Provide required Infrastructural facilities to assess answer books in conducive
environment.

Appoint necessary officers such as officer-in-charge RAC not below the rank of HOD
or In-charge HOD, Additional officer-in-charge (Moderation), Additional officer-in-
charge (Quality control), supervisor, and other necessary supporting staff, as per the
norms of the Board.

Handover the username and password received from MSBTE to officer in-charge
RAC

Provide necessary guidance and support to the officers-in-charge.

Appoint qualified and experienced examiners identified by Officer In-charge RAC
for assessment of answer books and issue orders to work as assessors/ moderator.
(Format No. I)

Keep constant liaison with all concerned RAC officers and staff to ensure smooth and
flawless conduct of the assessment work by keeping vigil on all aspects of the RAC
and its assessment.

Verify that following RAC records are maintained as per the formats recommended by
Board

6.2.8.1 Lot wise Inventory of answer book bundles received from DC.
6.2.8.2 Attendance record of staff of RAC (Format No: I1')

6.2.8.3 Attendance record of Assessor/Moderator (Format No: ')
6.2.8.4 Movement of answer books (Format No :VII )

6.2.8.5 Answer book issue register (Format No: IV )
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6.2.9

6.2.10

6.2.11
6.2.12

6.2.13
6.2.14
6.2.15

Maharashtra State Board of Technical Education

6.2.8.6 QC register (Format No: VI )
6.2.8.7 Moderator register (Format No: V)
6.2.8.8 Bit wise template record.

Make adequate arrangements for safety and security of written answer books for
storage before, after and during assessment.

Monitor daily progress of RAC and take suitable measures to complete RAC as per
schedule given by the Board.

Maintain desired secrecy and confidentiality in entire assessment process.

Hold meetings as and when necessary of all officers, staff, assessors, moderators
appointed for RAC work and apprise them about their roles and responsibilities.

Issue Duty certificates to assessors / moderators (Format No. IX)
Keep the records of the RAC as per retention norms of the Board.

Form three members committee to handle malpractice case(s), if any, reported by
assessor for further action as per the directives of the board.

Appoint Officer In charge, Supervisor and supporting staff as per the norms of Board to carry
out the ordinary/urgent Verification, Photocopy verification after declaration of result as per the
schedule declared by the Board.

7.0 ROLES & RESPONSIBILITIES OF THE OFFICER-IN-CHARGE RAC

The Principal / Head of Institute shall appoint Officer-in-charge RAC. The RAC officer-in-charge

shall:
7.1.1

7.1.2

713
7.1.4

7.7

Be solely responsible for smooth execution of assessment work at RAC as per the
norms of the Board.

Arrange required Infrastructural facilities and furniture to assess answer books in
conducive environment.

Receive the username and password from Principal / chief officer In charge RAC.

Take the review of answer books received for assessment from inventory available in
RAC login and accordingly plan for assessors and moderators.

Provide necessary guidance and support to the officers-in-charge (QC), officer In
charge (Moderation), supervisor and all supporting staff appointed for RAC.

Keep constant liaison with the chief officer-in-charge RAC, and other officers and staff
at RAC to ensure smooth and flawless conduct of the assessment work by keeping
vigil on all aspects of the RAC and its assessment.

Maintain the following RAC records as per the formats recommended by Board
7.1.7.1 Lot wise Inventory of answer book bundles received from DC

7.1.7.2 Attendance record of staff of RAC (Format No: Il )

7.1.7.3 Attendance record of Assessor/Moderator and staff of RAC (Format No Il )
7.1.7.4 Movement of answer books (Format No :VII ')

7.1.7.5 Answer book issue register (Format No: 1V)

7.1.7.6 QC register (Format No: VI)

7.1.7.7 Moderator register (Format No: V)

7.1.7.8 Bit wise template record.
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7.1.8 Arrange to receive answer books at RAC from concerned DC strictly as per the
inventory available in RAC login. In case any discrepancy contact to RBTE/MSBTE.

7.1.9 Create user such as quality officer In charge, Assessor/Moderators in online e-mark
sheet module.

7.1.10 Allocate answer book bundles and e-mark sheet to assessors.

7.1.11 Collect assessed answer book bundles and hard copy of e-mark sheet duly signed by
Assessor/Moderator after clearance from additional officer in-charge moderation and
additional officer in-charge QC.

7.1.12 Make adequate arrangements for safety and security of written answer books for
storage before, after and during assessment.

7.1.13 Monitor and ensure the moderation and quality control work as per the norms of the
Board.

7.1.14 Monitor and report daily progress of RAC to Chief officer In-charge RAC and take
suitable measures to complete RAC as per schedule given by the Board.

7.1.15 Handle all RAC related work from RAC online module only.
7.1.16 Make all correspondence related to RAC work.
7.1.17 Maintain desired secrecy and confidentiality in entire assessment work.

7.1.18 Give necessary guidelines to all officers, staff, assessors, moderators appointed for
RAC work and apprise them about their roles and responsibilities.

7.1.19 Prepare / verify duty certificates to assessors / moderators in Format No.

7.1.20 SendRAC completion reportas performatNo. Xl along with Honorarium/ Remuneration
report downloaded from RAC login to respective RBTE.

7.1.21 Keep the records of the RAC as per retention norms of the Board.

ROLES & RESPONSIBILITIES OF ADDITIONAL OFFICER-IN-CHARGE (MODERATION)

8.1
8.2

The Principal/Head of Institute shall appoint additional Officer-in-charge (Moderation).
The additional officer-in-charge (Moderation) shall:
8.2.1 Be solely responsible for moderation of answer books as per the norms of the Board.

8.2.2 Identify the eligible moderators as per the Board norms for each question paper code
received at RAC.

8.2.3  Separate out well written answer books for moderation from each bundle as per the
norm of the Board and identify them by marking alphabets A, B, C, etc.

8.2.4  Get these identified answer books assessed from the selected assessor by following
the procedure of moderation laid down by the Board.

8.2.5 Get these identified assessed answer books moderated from the selected moderators
by following the procedure of moderation laid down by the Board.

8.2.6  Ensure that assessors and moderators assess the answer books independently.

8.2.7 Analyze Bit wise template filled by assessors and moderators and maintain records in
the Format No. V

8.2.8  Arrange the meeting of assessor and moderator to sit together for finalization of marks
on assessors bit wise template as per the moderation norms.

8.2.9 Ensure that all critical cases are moderated from each bundle as per the Board norms.
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8.2.10 Ensure that marks are transferred accurately from finalized bitwise template to the
respective answer books.

8.2.11 Ensure that the assessors and moderator confirm the finalized bitwise templates, final
marks on original answer books and hard copy of e-mark sheet by their signatures.

8.2.12 Adopt moderation procedure strictly as per norms of the Board.

ROLES & RESPONSIBILITIES OF ADDITIONAL OFFICER-IN-CHARGE

(QUALITY CONTROL)

9.1 The Principal/Head of Institute shall appoint additional Officer-in-charge (QC).

9.2 The additional officer-in-charge (QC) shall be solely responsible for quality of assessment of
answer books as per the Board norms.

9.3 Prepare QC register as per Format No. VI and ensure that all formats are maintained, filled in
and updated continuously.

9.4 QC officer shall ensure himself the following by sample re-verification of answer books.

9.4.1 Allbits in the answer book are assessed and awarded with marks as per the guidelines
in model answer.

9.4.2 The marks of individual bits are transferred correctly to the face sheet of answer
books.

9.4.3 Attempted extras bits if any, are properly encircled and marked as Extra.

9.4.4 The total for individual questions is correctly worked out and entered in the
corresponding boxes.

9.4.5 The grand total of all marks is correctly worked out with the rounding off of %2 mark,
if any is done only once in the grand total of the answer book on the face sheet and
entered in the corresponding boxes.

9.5 Select appropriate e-mark sheet filled and proceeded by assessor, verify and enter the count
of moderated answer books and then fill up the marks by ensuring the seat number from the
assessed answer books correctly.

9.6 Compare the e-mark sheet for data entry errors.

9.7 Certify the assessment certificate as per format no. VIII duly filled and signed by assessor and

moderator.

ROLES & RESPONSIBILITIES OF RAC SUPERVISOR

10.1
10.2

Principal / Head of Institute shall appoint RAC supervisor.
The RAC supervisor shall work under the guidance of officer in-charge RAC and he shall:

10.2.1 Be responsible for smooth execution of assessment of answer books at RAC as per
the Board norms.

10.2.2 Assist to arrange required Infrastructural facilities and furniture to assess answer
books in conducive environment.

10.2.3 Assist to receive answer books from respective DC as per inventory.
10.2.4 Assist to prepare and issue office orders for assessor, moderator.

10.2.5 Get the answer books masked where ever necessary after opening of a bundle by
examiner

10.2.6 Guide and help assessors and moderator to carry out the work as per norms,
instructions and guide lines of the Board.
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10.3

10.4
10.5
10.6
10.7
10.8
10.9

10.10

1.1
1.2

10.2.7 Keep vigil on all aspects of the RAC and its assessment.

10.2.8 To prepare the RAC formats shown below for maintaining and updating records.

10.2.8.1
10.2.8.2
10.2.8.3
10.2.8.4
10.2.8.5
10.2.8.6
10.2.8.7
10.2.8.8

Lot wise Inventory of answer book bundles received from DC.
Attendance record of staff of RAC (Format No Il )

Attendance record of Assessor/Moderator (Format No Il ')
Movement of answer books (Format No VIl )

Answer book issue register (Format No 1V)

QC register (Format No. VI )

Moderator register (Format No: V)

Bit wise template record.

Assist in online activities of RAC to issue and collect answer book bundles and ensure that
count of answer books is as per records before and after assessment.

Assist in all types of correspondence of RAC.

Keep the records of all confirmed hard copy of E-mark sheets.

Maintain desired secrecy and confidentiality in entire assessment process.
Prepare bill for RAC staff

Issue Duty certificates to assessors/ moderators in Format No. IX

Work as supervisor and carry out the ordinary/urgent Verification, Photocopy verification after
declaration of result as per the schedule.

Keep the records of the RAC as per retention norms of the Board.
ROLES & RESPONSIBILITIES OF QC SUPERVISORS

Principal / Head of Institute shall appoint QC supervisor.

The RAC supervisor shall work under officer in-charge QC and he shall:

11.2.1 He shall train all the staff about the procedure to be used for quality control work as
per norms instructions of the Board.

11.2.2 Supervise entire QC work.

11.2.3 Be overall responsible for quality control errors such as

11.2.31
11.2.3.2
11.2.3.3

11.2.3.4
11.2.3.5

Totaling error of bitwise marks of a given question
Totaling error on face sheet of all questions

Marks are not correctly transferred from inside pages of answer book to
face sheet.

Extra question marks are not encircled and not ignored in total.

Marks on face sheet of answer book do not match with marks on e-mark
sheet.

11.2.4 Assist to arrange required Infrastructural facilities and furniture to complete QC related

activities.

11.2.5 Prepare under the guidance of Officer In-charge QC, QC registers in Format No.VI

11.2.6 Maintain all records of QC and fill, update and maintain continuously.

11.2.7 If errors found in assessors bundle is objectionable then inform the Officer In-charge
QC immediately.
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11.2.8 Assist in filling/checking marks to Officer In-charge QC.
11.2.9 Maintain desired secrecy and confidentiality in entire assessment process

11.2.10 Handover the answer book bundle and bit wise templates to assessor after completion
of QC work.

11.2.11 Guide the assessor in case assessor is found not assessing the answer book as per
norms/instruction of the Board

11.2.12 Assist/Prepare RAC bills for RAC staff

11.2.13 Work as supervisor and carry out the ordinary/urgent Verification, Photocopy
verification after declaration of result as per the schedule.

11.2.14 Keep the records of the RAC as per retention norms of the Board.

12.0 ROLES & RESPONSIBILITIES OF ASSESSORS

121
12.2

Experienced and qualified assessors shall be appointed by Chief Officer In-charge RAC.
Assessors shall

12.2.1 Not disclose their appointments, treating it as strictly confidential. They are prohibited
from communicating any matter related to examination on postcards.

12.2.2 Make themselves familiar with the instructions contained herein as obligatory part of
their assigned duties. They shall treat all instructions and information issued from time
to time as confidential.

12.2.3 The acceptance of an appointment as assessor implies an agreement on the part
of the acceptor to perform carefully the work entrusted to him and to carry out
scrupulously the instructions and directions issued from time to time. Failure to carry
out the instructions and directions would attract disciplinary action.

12.2.4 Assessor shall assess the answer book as per the Model answer as a guideline, if
provided or he shall prepare marking scheme / solution and assess the answer book
as per directives of moderator assigned by additional officer in-charge Moderation

12.2.5 Assessors shall not communicate either orally or in writing with examinees or other
persons who are not their co-assessors in their related subjects, on matters connected
with the question papers, marking scheme and distribution of examination work among
them, marks obtained by examinees or any other information meriting confidentiality.

12.2.6 Assessors shall communicate latest postal address and phone number to the officer-
in-charge of RAC.

12.2.7 Assessors shall report to officer in-charge RAC for any matter of grave concern relating
to the examinations.

12.2.8 Assessor shall open the allotted answer book bundles with the seals broken or intact,
immediately on receiving it, check if the contents tally with the supervisor’s report or
not. In either case, he shall make a report to the Officer-in-charge RAC.

12.2.9 In no circumstances the answer-books shall be taken outside the confines of the RAC.
Each assessor shall be personally responsible for all answer books allotted to and
received by him and shall keep them under lock and key until they have been duly
assessed and returned to the Officer-in-charge RAC.

12.2.10 Assessors should enter the marks on the answer books using ballpoint pen with RED
ink in legible hand writing and transfer these marks on the cover page of Answer Books.
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12.2.11 No fractional marks other than %z (or 0.5) shall be allotted. In case a question or a sub
question is allotted marks with fractional 72 marks, it shall not be rounded off at sub-
question/ question level. The rounding off shall be done only once in the grand total of
the answer book on the face sheet, if required.

12.2.12 When an examinee does not attempt a question, the examiner shall make an entry in
the related box in the table on the cover page of the answer book by marking a dashed
line (----). Likewise, when a question is attempted, has earned zero marks, the entry
shall be two zeros (00).

12.2.13 If the question is not divided into sub-questions, marks should be given at the end of
the answer of that question on the answer-book. Total marks obtained should again be
written in the space available at top margin of the page.

12.2.14 When a question is divided into bits/sub-questions and marks are assigned to each
bit/sub-question, assessors shall write the marks given to each sub-question in the left
margin only. Marks allotted to the each sub-question and total marks of the question
should also be written in the table printed in the top margin of the page where the
examinee has started writing the answer of that question. The assessor shall verify
that the marks given to the sub-questions are correct and the total marks do not
exceed the maximum marks assigned to that question.

12.2.15 In case the examinee has attempted more bits/sub-questions than asked for, the
marks obtained for all sub-questions shall be entered in the table printed in the top
of the margin as mentioned above. The total marks of the best combination (higher
marks) of bits shall be considered as marks obtained by the examinee.

12.2.16 The marks allotted to the bit/s, attempted extra, shall be encircled and write ‘extra’.
These marks shall not be consider in total marks of a question.

12.2.17 After the assessor has written the total marks of a question, as mentioned above, he
shall immediately transfer these marks in the appropriate box in the table on the cover
page of the answer book.

12.2.18 If the answer to a question is not written on consecutive pages in continuous manner,
but written at different places in discontinuous manner, in the same answer book or
in supplement/s to the answer book, the assessor shall assign marks to each part
separately & the total for such answers should be made.

12.2.19 If an examinee has attempted more questions than he is required to answer, all the
answers shall be assessed and the marks of all questions shall be entered on the cover
page of answer book. However, while totaling the marks of the maximum desirable
number of questions, including the compulsory question/s, if any, only shall be taken
into consideration.

12.2.20 Care shall be taken that out of the marks assigned to additional question/s attempted
by him, the lowest marks given to any question/s, except compulsory question/s, if
any, shall be ignored while totaling and the ignored marks shall be encircled on the
cover page of the answer book.

12.2.21 When all questions in an answer book have been assessed, the assessor shall verify
the total of marks secured, by adding the marks of individual questions as entered on
the answer book, preferably using calculator.
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ROLES & RESPONSIBILITIES OF MODERATORS

131

13.2

13.2.7

13.2.8

13.2.9

Experinced and qualified moderator shall be appointed by Officer In-charge Moderation as per
directives of Chief Officer In-charge RAC and Officer In-charge RAC.

Moderator shall

13.2.1 Assess the answer books as per the norms of assessment similar to the Assessors
except he shall use Green ink pen on separate bitwise template. Refer instructions
given to assessor.

13.2.2 Follow all instructions and complete the moderation as per the norms / instructions
issued from time to time by Board.

13.2.3 Assess the answer book as per the Model answer as a guideline, if provided or he
shall prepare marking scheme / solution and assess the answer book as per directives
of additional officer in-charge Moderation

13.2.4 Finalized bit wise template filled by examiner with mutual understanding by discussing
the marking scheme/ model solution.

13.2.5 In case of conflict resolve the issue by convincing assessor if not then decision of
moderator is binding on examiner.

13.2.6 Moderator shall Sign on
13.2.6.1 Bit wise template finalized by examiner and moderator.
13.2.6.2 Face book of Answer book verifying marks are correctly transferred.
13.2.6.3 Hard copy of E-mark sheet

Not communicate either orally or in writing with assessors or other persons who are not their
co-assessors in their related subjects, on matters connected with the question papers, marking
scheme and distribution of examination work among them, marks obtained by examinees or
any other information meriting confidentiality.

Report to officer in-charge Moderation for any matter of grave concern relating to the
examinations.

In no circumstances the answer-books shall be taken outside the confines of the RAC. Each
moderator shall be personally responsible for all answer books allotted to and received by him
and shall keep them under lock and key until they have been duly assessed and returned to
the Officer-in-charge Moderation.

PROCEDURE FOR ASSESSMENT OF ANSWER BOOKS

14.1

Assessment of Answer Books Received in Unmasked Condition from DC

14.1.1 Examiner shall open the allotted answer book bundle with the seals broken or
intact, immediately on receiving it, check if the contents tally with the supervisor’s
report or not. In either case, he shall make a report to the Officer-in-charge, RAC.

14.1.2 After tallying the contents of the sealed answer book packets received, the
assessor shall hand it over to the attendant in RAC for masking of the same. The
assessor shall commence assessment only after masking is completed.

14.1.3 In no circumstances the answer-books shall be taken outside the confines of the
RAC. Each examiner shall be personally responsible for all answer books allotted
to and received by him and shall keep them under lock and key until they have
been duly examined and returned to the Officer-in-charge RAC.

14.1.4 Examiners shall report the answer books of the examinee/s, if any, who have
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14.1.5

14.1.6
14.1.7

14.1.8

14.1.9

14.1.10

14.1.11

14.1.12

14.1.13

14.1.14

14.1.15

made attempts to disclose their identity, to the Officer-in-charge, RAC for onward
communication to Secretary as CPS cases.

While evaluating the answer papers the examiner shall assess the allotted answer
books as per the scheme of moderation explained to him by the RAC authorities.
He shall scrupulously follow the marking scheme duly prepared (if not already
provided by the Board) and supplied by RAC. He will give due credit to the step-
by-step solution, correctness of the method used, explanations with the help of
sketches and final answer. He shall also give due credit to the efficacious use of
language, neatness and presentation.

No fractional marks other than % (or 0.5) shall be allotted.

Examiners should enter the marks on the answer books using ballpoint pen with
RED ink in legible handwriting and make entries of marks given by him, at the end
of each answer.

Examiners shall also abide by the following instructions for entering marks in the
answer books.

If the question is not divided into sub-questions, marks should be given at the end
of the answer of that question on the answer-book. Total marks obtained should
again be written in the space available at top margin of the page.

When a question is divided into bits/sub-questions and marks are assigned to
each bit/sub-question, examiners shall write the marks given to each sub-question
in the left margin only. Marks allotted to the each sub-question and total marks of
the question should also be written in the table printed in the top margin of the
page where the examinee has started writing the answer of that question. The
examiner shall verify that the marks given to the sub-questions are correct and the
total marks do not exceed the maximum marks assigned to that question.

In case the examinee has solved more bits/sub-questions than asked for, the
marks obtained for all sub-questions shall be entered in the table printed in the top
of the margin as mentioned above. The total marks of the best combination of bits
shall be considered as marks obtained by the examinee. The marks allotted to the
bit/s ignored shall be encircled indicating that these marks are to be omitted from
the total of that question.

After the examiner has written the total marks of a question, as mentioned above,
he shall immediately transfer these marks in the appropriate box in the table on
the cover page of the answer book.

When an examinee does not attempt a question, the examiner shall make an entry
in the related box in the table on the cover page of the answer book by marking a
dashed line (----). Likewise, when a question is attempted has earned zero marks,
the entry shall be two zeros (00).

If the answer to a question is not written on consecutive pages in continuous
manner, but written at different places in discontinuous manner, in the same
answer book or in supplement/s to the answer book, the examiner shall assign
marks to each part separately. The total for such answers should be made on the
table provided on the facing sheet of the answer book.

If an examinee has attempted more questions than he is required to answer, all
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the answers shall be assessed and the marks of all questions shall be entered on
the cover page of answer book. However, while totaling the marks of the maximum
desirable number of questions, including the compulsory question/s, if any, only
shall be taken into consideration.

Care shall be taken that out of the marks assigned to additional question/s
attempted by him, the lowest marks given to any question/s, except compulsory
question/s, if any, shall be ignored while totaling and the ignored marks shall be
encircled on the cover page of the answer book.

When all questions in an answer book have been assessed, the examiner shall
verify the total of marks secured, by adding the marks of individual questions as
entered on the answer book, preferably using calculator.

In case, an examinee has been allotted a code number in the mark sheet /
supervisor’s report indicating his status, but his answer book exists in the packet,
then the answer book shall be assessed and the matter shall be reported to the
officer-in-charge, RAC. The officer-in-charge shall communicate the discrepancy
to the respective DC on phone and by email/letter. The DC shall seek the factual
information and clarification in writing from the examination center concerned
with the answer book in question. On getting the due clarification he shall instruct
the RAC regarding the manner in which the communicated discrepancy needs
to be sorted out. The examiner shall enter the marks of such examinee/s on
e-marksheet.

Assessment of Answer Books Received in Masked Condition from DC

14.2.1

14.2.2

14.2.3

14.2.4

14.2.5

15.2.6

14.2.7

14.2.8

All provisions made in 14.1 are also applicable to the assessment of masked answer
books. In addition, following points are especially applicable to the assessment of
masked answer books.

After receiving a sealed bundle of answer books the examiner shall verify the
correctness of the total number of answer books and that they are properly masked.
Any discrepancy found shall be brought to the notice of the officer in charge RAC
immediately.

While evaluating the answer books the examiner shall assess the allotted answer
books in the masked condition only.

The answer books shall remain in masked condition only till the moderator moderates
and returns the bundle to the officer in charge.

The officer in charge shall reissue the moderated bundle of answer books along with
the mark sheet/s to the concerned examiner for unmasking and filling up the mark
sheet in the presence of the supervisor.

The examiner shall get the answer books duly unmasked by an attendant before filling
the e-mark sheet online.

Examiners and Moderator shall sign at the set place on the confirmed hard copy of
E-mark sheet print and he shall also get the moderator signatures on bitwise format,
and each moderated answer book.

After verification Examiner shall return duly signed e-mark sheet print to the officer in
charge along with the bundle of Unmasked answer books.
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OBJECTIVES OF MODERATION
The moderation process aims to fulfill following objectives-

15.1
15.2
15.3
15.4
15.5
15.6
15.7

To ensure envisaged overall quality in assessment of answers.

To minimize the discrepancies in the assessment

To monitor the performance of Examiners

To monitor the entire process of assessment

To make the examiners and concerned supporting staff of R.A.C. accountable

To establish and enhance the credibility of the assessment process.

To propagate the quality aspect in the assessment process among the staff in general.

MODERATION OF ANSWER BOOKS : POLICY

16.1

16.2

16.3

16.4

16.5

16.6

16.7

16.8

The Chief officer-in-charge, RAC shall appoint Additional officer-in-charge (Moderation) to
carry out moderation procedure using Bitwise mark sheet.

Additional officer-in-charge (Moderation) shall identify adequate number of moderators for
each subject of assessment, well in advance.

The moderators shall be subject teachers and shall have at least 5 year of teaching experience
or work experience in the field / industry.

The examiner and moderator shall prepare solution if not already provided by MSBTE and
marking scheme for each subject allotted to them for assessment / moderation.

For theoretical subjects, the structured marking schemes shall specify key words that
examinees are expected to write in their answers.

Additional officer-in-charge (Moderation) shall keep a copy of the solution and the marking
scheme for record.

All critical cases (as defined by the Board) shall be moderated irrespective of the number of
answer books that have to be moderated for that subject.

If a subject has two sections the critical cases shall be moderated section-wise.

MODERATION OF ANSWER BOOKS

171

Additional Officer-In-charge (Moderation) shall select the answer books to be moderated from
a bundle as per the strategy mentioned below.

Number of Answer | Number of Number of answer Critical cases
Books in first answer books to | books to be moderated Moderation
Bundle be moderated as part of subsequent
as part of initial moderation*
moderation*
Up to - 05 02 10 % of the total answer | All critical cases in
books of remaining a bundle is to be
6-10 03 bundles (in case of moderated
11-15 04 fr_actioq round it to next
higher integer)
16-20 05
21-30 08
31-50 10
20% of answer
More than 50 books in the
bundle.
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Selected answer books for the initial moderation shall be marked by Additional Officer In
charge (Moderation) as A, B, C, D...Z, AA, AB, .. AZ in blue or black ink pen on right corner of
answer book.

Marked answer books should be handed over to assessor for assessment by providing bitwise
marking template.

After assessing the answer book assessor shall enter the bitwise marks with red pen, only on
the bitwise marking template and not on the answer book.

After completion of assessment of these marked answer books and filling of bitwise marking
template, assessor shall hand it over to additional officer In-Charge (Moderation).

Additional officer in-charge (Moderation) shall handover selected answer books assessed by
the assessor to the assigned moderator along with new blank bitwise marking templates.

Moderator shall assess these answer books and enter the bitwise marks in green pen on
bitwise marking template only. (Under any circumstance moderator is not supposed to enter
any marks inside the answer book throughout the moderation procedure).

Moderator will handover moderated answer books along with bitwise marking template to
Additional officer in-charge (Moderation).

In case of difference of 10% of marks(10% marks are with respect to Assessor marks
rounded to higher integer. If Assessor marks are 4.5 then 10% variation is 5) in assessors and
Moderator, Additional officer-in-charge (Moderation) shall arrange for discussion of assessor
and moderator along with the filled bitwise marking templates and the corresponding assessed
answer books.

The assessor and moderator shall mutually arrive at correct marks to be awarded for each bit
and accordingly correct the bitwise marking template of the assessor.

At the end of the initial moderation, the strategy for effective assessment of answer paper of a
particular question paper code must be finalized.

In case the marks awarded by moderator exceeds than assessor marks then moderator shall
get marks increased by logically convincing the assessor to correct his/her awarded marks on
assessors bitwise marking template or moderator may decrease his marks on his own bitwise
marking template.

Moderator decision is final and binding on assessor.
Finally mutually agreed marks must satisfy the criteria that Moderator and assessor marks
shall be equal or moderator marks shall be in the limit of 10 % variations on lower side. Marks

Finalization must be done by assessor as per the directives of moderator on assessor’s bitwise
marking template only. In no case the moderator marks shall be higher than assessor marks.

Finalized total marks must be written in numbers under the column Finalized Total and in words
on assessor’s bitwise marking template in front of Total (In words after template finalization)
without over writing.

In case of too much overwriting assessor may use fresh bitwise marking template for finalization.
(preserving the old sheet as a proof for overwriting.

Various activities involving movement of answer books from one officer to the other throughout
the assessment process in an RAC shall be duly and verifiably recorded by the officer in
charge.

The marks allotted after due consultation between the examiner and the moderator and
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19.0
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17.19.

17.20.

17.21.

17.22.

subsequent modification of the initially assessed answer books, shall only be recorded on the
examiners’ mark sheets. In no case, the marks given by the moderator shall be recorded in the
examiners’ mark sheet.

Verification of marks, if and when done, shall be done with respect to the marks given by the
examiner.

Chief officer-in-charge shall be responsible for getting done the moderation. If for a subject,
moderator is not available, the RAC shall call a moderator from other organization or Institute.
In case, a moderator is not available despite earnest attempts, the matter shall be reported to
the Board and concerned Regional office in writing for instructions in this regard.

Moderator shall give confidential report on any non-uniform or inconsistent assessment done
by an examiner, to the Chief officer-in-charge, RAC.

The Additional officer-in-charge shall submit his confidential report to the Regional office on the
assessment and moderation work carried out at his RAC.

CRITICAL CASES MODERATION

18.1

18.2

18.3

18.4

18.5

18.6

18.7

18.8

Critical cases may be found in a bundle while assessing remaining answer books. Assessors
shall keep aside these answer books.

Sr. No. Maximum Marks Minimum Marks Critical Marks
1 100 40 28, 29,35 & 36
2 50 20 17,18 & 19
3 70 28 26 & 27
4 80 28 26 & 27
5 100 50 45, 46

Assessor shall take entries of these cases on his own bit wise marking template in continuation
with seat number marked as next alphabet.

Assessor shall write same on right top corner of answer book in black or blue ink pen. Moderator
shall add these entries on his own bitwise marking template like assessor.

Assessor shall ensure that all critical cases get moderated from moderator as per earlier
process.

Till the completion of moderation of the selected Marked answer Books, assessment of
remaining answer books of the same bundle shall not be taken up.

The activity of subsequent moderation shall be carried out in the same spirit and procedure
and limited to 10% of answer books in a bundle.

After completion of moderation procedure and assessment of remaining answer books,
additional officer In charge (moderation) shall verify the finalized bitwise marking template of
assessor and forward for quality check. After quality check E-mark sheet should be filled and
confirmed as per the procedure.

All moderators and assessors are required to sign on final hard copy of confirmed assessor-
mark sheet.

PROCEDURE OF FILLING ONLINE E-MARK SHEETS BY EXAMINER AT RAC

19.1

19.2

Inventory of all e-marksheets as per expected bundles received from respective DC is made
available in designated RAC login.

RAC officer-in-charge shall Create Examiner/ Moderator by filling necessary information
for them in his RAC Officer login.(Examiner should have at least 3 years of experience and
Moderator with min. 5 years’ experience).
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19.3  RAC officer-in-charge will allocate E-mark sheets to respective examiners based on answer
book bundle allotted to that examiner for assessment
19.4  Once the examiner is created he/she will get login and default password. Examiner shall use
this login credentials for filling in theory mark sheets allotted to him.
19.5  Only after consent from quality control (QC) staff, the Examiner shall fill the marks obtained by
the examinees from the answer books in the e-mark sheet allotted to him.
19.6  The examiner shall proceed the marksheet to Quality officer (QO) and handover the unmasked
answer books for fill and confirm by QO.
19.7  Examiner and QO shall fill the e-marksheets independently. If no error found in comparison of
marks filled by QO and Examiner then marksheet shall be confirmed and printed by examiner.
19.8  When an examinee’s seat number appears in the mark sheet but answer book of that seat
number is not available, or answer book is available but special code is marked against that
seat number. In such circumstances RAC officer In-charge shall contact through respective DC
to concerned EC and get it corrected before last date of RAC completion.
Special . - .
Code Description Filling authority
401 When an examinee is expected to appear for the subject but Exam center (EC)
remains absent.
402 When an examinee has been disallowed from appearing in the Institute (through HOD non
examination. theory login)
403 When an examinee has appeared in the examination and has Exam center (EC)
been caught using unfair means.
When an examinee’s seat number appears in the mark sheet, but | EC incase the institute has
404 he has already passed that subject in previous examination. not completed the entry but
provides all the supporting
documents
If an examinee has filled the examination form but due to any MSBTE, only letter from
405 reason his result is not to be processed and declared, for this Principal of institute
examination only.
406 If the Board has granted exemption to an examinee in a certain Institute
subject by issuing an order, the code to be written is 406
If wrong elective is marked during filling of examination form and |EC incase the institute has
subsequently it is reflected on hall ticket, institute shall put 407 not completed the entry but
407 . . : .
code against such seat number in that e-mark sheet provides all the supporting
documents
If an examinee’s seat number appears in the mark sheet and his |MSBTE
408 status does not fall in any of the foregoing categories, it falls in
“any other case”.
20.0 ADDITIONAL IMPORTANT INSTRUCTIONS

20.1

In no case shall an examiner erase or obliterate an entry of marks once made in an answer
book. If, in an exceptional case, such entry has to be revised, the revised figure shall be
clearly written adjacent to the old entry and not overwritten on it. The old entry shall only be
struck off by a single horizontal line across the digit/s keeping both, the old and revised marks,
legible. The examiner shall put his full signature (not initials) against each correction so made.
Examiners are not allowed to make any alterations, save corrections to the clerical errors, in
their mark sheets, once they have been handed over to the Officer-in-charge, RAC.
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20.2

20.3

204

20.5

20.6

20.7

The examiners shall not add grace marks to the totals of marks of the examinees, keeping
them as they are. The computer process has been programmed to do the gracing.

In case a question or a sub question is allotted marks with fractional %2 mark, it shall not be
rounded off at sub-question level. If the total marks of a question contains fractional Y2 mark it
shall not be rounded off either. The rounding off shall be done only once in the total of the
answer book on the face sheet, if required.

Examiner shall take due care in correctly totaling the marks in the answer books and mark
sheets. Additional officer-in-charge and additional supervisor shall verify the transfer of marks
from inner pages of each answer book to its cover page and check the totals on calculator.
The concerned examiner shall correct the erroneous totals, detected while checking, by writing
the correct total on the answer book and signing in full every such correction made. In case
an examiner has left the RAC, the corrections shall be carried out by the Additional officer-in-
charge, in the manner laid down above.

Examiner shall hand over the mark sheets print separately to the officer-in-charge or his
representative. He shall not keep the mark sheets with the answer books.

Examiner shall furnish a certificate in prescribed format, stating that he has assessed the
answer books as per norms and instructions of the Board. The subject moderator and additional
officer-in-charge shall also certify on the same format.

At the end of the RAC period, the additional officer-in-charge shall furnish certificate stating
that the RAC work has been carried out as per the norms and guidelines for quality assurance
in assessment work prescribed by the Board.

INSTRUCTIONS TO CHIEF OFFICER-IN-CHARGE FORMAKING APPOINTMENTS OF ADDITIONAL
OFFICER-IN-CHARGE, QUALITY & MODERATION AND ADDITIONAL SUPERVISORS

21.1

21.2

21.3

214

Principal /Chief Officer-in-charge, RAC shall appoint Additional Officer-in-charge, not below
the rank of Head of Department or Selection Grade Lecturer and additional supervisors from
the laboratory / office staff of the institute, for the duties and responsibilities regarding quality
assurance in assessment at the RAC.

Depending on the excessiveness of the volume of work of RAC, the Chief Officer-in-charge,
may appoint an additional staff in consultation with and the approval of the Board / Regional
office.

He shall present information and documents for verification and scrutiny before the Vigilance
Committee and or Officers deputed by Board / Regional office as and when required.

The Officer in charge RAC shall maintain a vigilance register for recording the visits and
observations of the vigilance committee.

RESPONSIBILITIES OF OFFICER IN-CHARGE, MODERATION

22.1

222
22.3
224
225

226

Identifying the moderator for each question paper code in RAC, with moderator having at least
five years of experience in teaching the similar subject.

Keeping records of number of answer books of moderation.
Making co-ordination between Moderator & Examiner.
Keeping secrecy of the Bitwise templates of Examiner & Moderator.

Assigning one moderator for one bundle (Same Inst. Code, Same Course, Same Year, Same
Paper code)

Confirming that Examiner and moderator will assess the answer books separately.
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22.7  Verify the marks given by examiner and moderator on bitwise templates with in the permissible
range.

FILLING EXAMINERS MARK SHEET AT RAC

231 RAC officer-in-charge will create Examiner and Moderator by filling necessary information for
them.

23.2  Once the examiner is created he/she will get login and password. He will be using this login
credentials for filling in theory mark sheets allotted to him.

23.3  RAC officer-in-charge will allocate (through his login) mark sheets to respective examiners
based on papers allotted to that examiner for assessment.

HANDLING CASES OF COPYING, MISCONDUCT, MALPRACTICE AT RAC

Regional Assessment Center shall take cognizance of Copying, Misconduct, Malpractice brought

into the notice by the assessor/moderator of the answer book in the following categories-

241 Examinee/s making marks / signs/ writing Roll numbers, Name or using any other means of
disclosing identity with a clear intent of getting illegal / undue benefits.

24.2 Examinee making an appeal to the examiner revealing both, one’s name and address.

24.3  Examinee writing in provocative or abusive and /or threatening language in the answer book.

244  Examinee found with answer-book/s having two different handwritings, one of the examinee’s
own and the other of a different person.

245  Found inserted previously or at the time of examination written pages smuggled in from outside
in the answer-book.

24.6 Examinee attaching currency notes to their answer-books.

24.7  Tampering the pages of answer books.

24.8  Tearing pages of answer-books.

249  Identical answers of two or more students in the answer-book. However, in case of numerical,

graphics, definitions, statements, the answers may appear identical and hence the assessor/
moderator shall use proper thought before reporting the matter.

2410 Examinee/s influencing the assessor with a clear intent getting illegal / undue benefits.
2411 Copying material found in the answer book.

24.12 \Verbatim similar written answers, including mistakes or otherwise evoking a doubt of copying
within a small group of examinees or Mass copying. However, in case of numerical, graphics,
definitions, statements, the answers may appear identical and hence the assessor/moderator
shall use proper thought before reporting the matter.

Any other-

In all such cases the occurrence of the event shall be immediately reported to the officer-in-charge.
Officer-in-charge duly record the facts of the event in the presence of reporting and other two examiners
and do the panchnama by appointing committee of 2-3 members. Report of panchnama bring it to the
notice of Chief-officer-in-charge. (The photocopy of copying material/currency note shall be attested by
these witnesses. The value and number of the currency note(s) shall be mentioned in the statement).
If Chief-officer-in-charge/Officer-in-charge feels it is a clear case of malpractice then only matter shall
be reported to the Secretary, Board along with answer book, online report and other documents. The
answer book assessed and total marks shall be mentioned in the mark sheet.
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VIGILANCE AT REGIONAL ASSESSMENT CENTERS

25.1

252

253

The Dy. Secretary Regional office shall constitute as many vigilance squads in each region, as

necessary, considering number of RACs to be inspected, expanse to be traveled by the squads,

duration of RAC etc. He may draw and appoint suitable officers for manning these squads from

the Institutes in his region. The Principals of the concerned institutes shall accordingly relieve

their staff for the assigned vigilance duties.

A vigilance squad shall consist of:

a) An officer, not below the rank of Head of the department / selection grade lecturer as
its chairman and

b) One officer, not below the rank of lecturer as member

The vigilance squads shall prepare their individual confidential schedules of visits to the allotted

RACs with the consent of the Dy. Secretary. Each vigilance squad shall inspect the allotted

centers as per its confidential schedule. Each squad shall carry out the inspection and submit

its report in the prescribed format covering following points.

The vigilance squad shall

25.3.1 Check whether the centre has implemented restricted entry system that allows only
desired and eligible persons to enter the centre and whether this has been announced
by prominently displaying a suitable board at the sole entrance of the centre.

25.3.2 Check the adequacy of the arrangements for the safe custody of the written answer
books at the centre.

25.3.3 Check whether adequate arrangements are made for examiners for safekeeping the
answer books issued to them.

25.3.4 Check whether proper appointment orders for RAC staff and examiners have been
issued.

25.3.5 Check for undesirable presence of any unauthorized persons (without proper
appointment order) in the RAC

25.3.6 Verify the maintenance of records for movement of answer books from one officer to
another at the RAC

25.3.7 Check whether the officer-in-charge, RAC has with him the inventory of mark sheets

25.3.8 Perform sample check in the issue register for any unduly long retention of allotted
answer books by an examiner

25.3.9 Verify whether the RAC has received the structured marking schemes of all subjects.
If not, whether the structured marking schemes are prepared and used at the RAC.

25.3.10 carry out sample checks of assessed and moderated answer book bundle/s for
proper processes of assessment, critical assessment and moderation having been
implemented as per prevailing norms of the Board

25.3.11 Carry out sample checks on filled in mark-sheets for their being duly completed.

25.3.12 Check whether the completed mark sheets are being dispatched to the Dy. Secretary
Regional office as per the norms and schedule of the Board

25.3.13 Check for sufficiency of infrastructural facilities made at the RAC

25.3.14 Observe and report whether there exists congenial ambience at the RAC.
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25.3.15 Check whether malpractice cases reported, if any, are dealt with as per norms of the
Board and whether the same are reported to the Dy. Secretary, Regional office.
25.3.16 Check whether rules and procedures of assessment, critical assessment and
moderation have been adequately and effectively displayed on boards and leaflets for
the benefit of examiners
25.3.17 Report any difficulties faced by examiners in efficiently performing the assessment /
moderation work
25.3.18 Verify whether spot cash payments of remuneration to examiners are being made as
per norms of the Board
25.3.19 Record observations in specific terms avoiding vagueness in the vigilance register
maintained at RAC
25.3.20 Report telephonically to the Dy. Secretary, Regional office immediately after every visit
to an RAC.
25.3.20.1 During the course of vigilance the squad is likely to come across
highly confidential information. The members of the squad shall
exercise utmost caution to guard its confidentiality.
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Format No. |
Letterhead of RAC institute

Appointment Order for an Assessor / Moderator

Qutward No : Date :

To

Gentleman / Madam,

| have pleasure in inviting you to work as assessor / moderator of answer books of theory subject/s of

summer / winter 20 , examination conducted by Maharashtra State Board of Technical Education.
The Regional Assessment Center at (Inst. Code & name) is working from
(start date) including holidays. The Assessment/ Moderation of the theory subjects shall be

done according to AssessmentNorms. Copy of these norms is available with the Officer-in-charge of the Regional
Assessment Center.

You are requested to convey your acceptance / report RAC immediately.

Chief Officer In-charge RAC

Note —

1. Please note that this appointment is subject to provisions of Maharashtra Prevention of Malpractice Act
of University/Board and other specified examination Act 1982. Any contravention of these provisions
shall be liable for punishment as mentioned in this Act.

2. If any Statutory University or any Examining body has disqualified you for appointment as assessor /
moderator, then please inform it immediately and this order stands canceled.
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FORMAT NO. VI

ASSESSMENT CERTIFICATE (Critical Assessment)

(To be given by Assessor / Moderator Assessing Theory Subject Answer books)

| hereby certify that:
1. | have assessed number of answer books as per marking scheme or model answer paper
provided for the subject title and subject code number

of theory examination held in summer / winter 20 at the RAC, of Institute Code

2. | have checked totals of marks entered on all the assessed answer books and carefully entered marks in
the e mark sheet from the answer books.

3. | have rounded off only the total marks on the face sheet of the answer book where necessary.

4. For any corrections, | have put my signatures.

5. | have found number of Critical cases.

6. I have Critically Assessed all these answer books and appropriately written remarks to this effect on
them.

Date: Name & signature of the Assessor

MODERATION CERTIFICATE

| certify that the assessment work mentioned above is carried out as per the marking scheme and the model
answer paper provided to me. The assessment has been independently moderated by me and the differences
between our assessments have been resolved by mutual consent, where necessary. | am satisfied with the
assessment done by the assessor. Due care has been taken in assessing critical cases.

Date: Name & signature of the Assessor

CERTIFICATE FROM THE ADDITIONALOFFICER-IN-CHARGE (QC)

| have checked correctness of the certificates given by the above Examiner and Moderator. | have carried out
100% check through QC supervisors, on totaling of marks, transfer of marks from Answer book to e mark sheets
and found them correct. Due care is taken as per the Board instructions while assessing answer books in the
cases of discrepancies in question paper.

Date: Name & signature of
Seal of RAC Additional officer-in-charge (QC)
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FORMAT NO. IX

Duty Certificate to be given to Assessor / Moderator on Letter head of RAC institute

Outward No. Date -

DUTY CERTIFICATE

This is to certify that Mr. / Ms. Designation

of institute institute code has worked at this RAC

from date to date

Total number of answer books assessed -

Total Number of answer books moderated -

Seal of RAC. Chief Officer In Charge RAC

02
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FORMAT No. X(A)

Format of Report of RAC Vigilance Squad
(To be submitted by the Vigilance Squad after its visit to an RAC)

CONFIDENTIAL

Name of Institute CodeNo.

Name of the Principal

Name and Designation of the Officer-in-charge

Name and Designation of the Additional Officer-in-charge

1. Whether the Principal himself is working as the Chief Officer-in-charge, RAC Yes / No

2. If no, reasons there for.
3. Whether the centre has implemented duly restricted entry system? Yes / No
4, Have adequate arrangements for the safe custody of the written answer books been made? Yes/No
5. Have adequate arrangements been made for the examiners’ safekeeping of answer books? Yes/No
6. Have proper appointment orders been issued for RAC staff and examiners? Yes / No
7. Has any presence of unauthorized persons in the centre been observed? Yes / No
8. Has the center maintained proper records for movements of the answer books from one

officer to the other? Yes / No
9. Does the Officer-in-charge have with him the inventory of mark sheets? Yes / No
10. Has any unreasonably long retention of the answer books by any examiner/s been

observed from the issue register? Yes / No
11.  Has the centre received the structured marking schemes for all subjects from the Board? Yes / No
12.  Have the structured marking schemes been prepared and used where necessary? Yes / No

13. Have the sample checks of the assessed answer books bundles revealed any discrepancies
in implementation of the proper processes of assessment, critical assessment and moderation? Yes / No

14.  Are the infrastructural facilities at the RAC adequate? Yes / No
15. Is congenial and peaceful atmosphere present at the RA C? Yes / No
16.  Whether malpractice cases have been handled as per prevailing norms of the Board? Yes / No
17. Have they been duly reported to the Dy. Secretary, regional office? Yes / No

18.  Whether the rules and procedures of assessment and moderation are adequately and
prominently displayed for the benefit of examiners. Yes / No

19. Do the examiners face any difficulties in properly performing the assessment /
moderation work? Yes / No
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20. If yes, mention briefly

21.  Are spot cash payments of remuneration to examiners made as per norms of the Board? Yes / No

22. Other deficiencies observed, if any. (Attach separate sheet, if necessary)

Signatures of the members of the Vigilance Squad:

Sign

Name

Designation

Institution Code No.

(Chairman)
Vigilance Squad

Date:

Place:

Sign

Name

Designation

Institution Code No.

(Member)
Vigilance Squad

NB: (i) When necessary, the response of the squad (Yes or No) may be supported by succinct details of

the observations.

(i)  The squad shall record its observations in specific terms avoiding vagueness.

(i)  The squad shall telephonically report to the Deputy Secretary, regional Office, immediately after

each visit to an RAC.
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FORMAT NO. X(B)
REPORT OF THE RAC VIGILANCE SQUAD REGARDING NEW MODERATION SYSTEM

Name of Additional officer In-charge (Moderation):

Designation :

S.N. Description Observations Remarks

Is count of answer books moderated
as per above circular?

Whether the assessor and moderator
2 assessing answer books separately
(at different location & time)?

Whether the assessor and moderator
3 signed on finalized bitwise marking
template of assessor?

Are the marks on Bit wise marking
4 template of moderator exceeds the
assessor?

Whether procedure for critical cases
followed as per the above circular?

Whether correct marks transferred
from bitwise marking template to
respective bits inside the answer book
and cover page of answer book.

Whether moderated answer books
7 signed by both assessor and
moderator?

Whether the moderator and assessor
8 signed on final hard copy of the
confirmed assessor e-mark sheet?

Has the Additional officer In-charge
(Moderation) maintained the proper

9 records of moderation and movements
of answer books?
10 Discrepancies observed, if any
(Chairman) (Member)
RAC Vigilance Squad RAC Vigilance Squad
Date:
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FORMAT NO. XI

(Certificate to be given by Chief officer-in-charge, R.A.C on letterhead after completion of RAC)

RAC Completion Report

CERTIFICATE

This is to certify that the work at this R.A.C. is carried out as per the prevailing rules, regulations, guidelines and
norms of the Board.

It is further certified that the assessment and moderation work are carried out as per the Total Quality Assurance
norms of the Board.

During the assessment work following norms have been followed -

1. Additional officer-in-charge and additional supervisors were appointed for quality control.

2. Only eligible and experienced examiners and moderators were appointed.

3. The examiners and moderators have evaluated the answer books as per the model answers and prepared
solutions and effective marking schemes as required and copies of the same are preserved as record at
this R.A.C.

4, CCTV surveillance system is installed at RAC to monitor the complete process of RAC.

5. All quality parameters laid down in the for Total Quality Control such as independent moderation of
answer books, verifying totals, check for unassessed bits, transfer of marks from answer book to e mark
sheets, other expected quality parameters, etc. have been followed.

6. Due actions have been taken during assessment work on the cases of discrepancies, malpractice,
copying etc. and reported to the Board / Regional Office.

7. The remunerations bills are claimed as per the norms of the board.

Date: Name & Signature of

Place: Chief officer-in-charge RAC
Seal of R.A.C.
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1.0

2.0

3.0
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PART - 1lI
POST RESULT ACTIVITIES

CONTEXT

The post result activities mainly consist of verification of marks of assessed answer books, photocopy
and reassessment of answer books excluding online theory & practical examination. This facility is
being provided by the Board to address the grievances, if any, of the students in spite of having taken
care by the Board towards various measures adopted for quality assurance. This facility can be availed
by the students for the latest concluded examination as per the schedule prescribed by the Board for
that examination. This facility cannot be availed by the students whose results are withheld due to any
reasons.

VERIFICATION

Verification includes assessment of unassessed bits (if any), transfer of bit wise marks from inner
pages to face sheet and final retotaling of marks.

21 Ordinary verification - The examinee who has appeared for any semester/year examination of
the Board, may apply for the ordinary verification of marks.

2.2 Urgent verification — Only the examinee who has appeared for final year / final semester
examination of the Board for summer examination, may apply for the urgent verification of
marks.

2.3 Photocopy verification - A candidate who has appeared for latest examination of Board shall

be entitled for a photocopy of his/her assessed answer book (maximum two subjects per
semester/year) on submission of application in the prescribed format and fees within the
schedule as prescribed by Board from time to time.

2.4 Reassessment — Candidate who has availed the facility of photocopy can only apply for
reassessment of that concerned answer book.

URGENT / ORDINARY VERIFICATION OF MARKS AND PHOTOCOPY PROCEDURE: ONLINE

The procedure for the verification of the allotted marks in an answer book is online and shall be in
accordance with examination regulation RG11-J and as elaborated further below.

3.1 An examinee may apply for verification of marks of answer Book in any of his theory papers
he has appeared in. He shall apply online in prescribed form and submit it through his MSBTE
candidate login. Institute will confirm the form online and submit it to RBTE along with requisite
fees and as per the schedule declared by Board. The Institute shall submit the Report lists
mentioned above, along with the fees, to the concerned regional office as per the schedule of
the Board. Regional offices shall confirm all such applications submitted by institutes from their

login.

3.2 On receipt of the lists in online system, the Board shall put these lists in the respective RAC
login.

3.3 The RACs shall carry out the verification work in accordance to the procedure laid down by

Board in prescribed schedule.

3.3.1 On completion of work, RAC shall separate out the answer books cases of ‘No Change
in marks’, as well as ‘Change in marks’. It shall write remark on each such answer
book as ‘Change’ or ‘No change’ appropriately. In cases of ‘Change’, the RAC will
write marks on answer books after further verification, along with reasons for change
in marks. Officer-in-charge of the RAC shall countersign all answer books verified at
his RAC. RAC shall also see grace marks (individual or global) given by the Board
online.
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3.4

3.5

3.6

3.7

3.8

3.3.2 The RAC shall, then, write remark, either “Change in marks” or “No Change”, on lists
received online from MSBTE, against each subject head applied for, by the examinees
for verification of marks. Officer-in-charge of the RAC shall countersign each page of
all copies of the lists.

3.3.3 RAC shall then submit 2 copies of lists, along with answer books and related question
papers to the PCDC in sealed packets as (A) Original answer books of change cases
in verification, (B) Original answer books of change cases in Photocopy, (C) Original
answer books applied for verification, (D) Original answer books applied for photocopy.

On receiving the lists from RACs, the Regional office will get Institute wise lists of no-change
cases and shall certify them.

For dealing with the change-in-marks cases, the Deputy Secretary of the region shall appoint
a 3-member committee, well in advance. Constitution of this committee shall be as under:

1 Deputy Secretary Chairman

2 One officer from any affiliated Institute in the region, of rank not | Member
below Head of the Department

3 Assistant Secretary of the regional office Member

The committee shall verify each case of change in marks, sent by RAC. If the change is found
genuine, it will be rectified and certified so by the committee and all members shall countersign
the answer book.

The regional office shall update the marks in given verification link online and forward to the
MSBTE. This task shall be completed as per the schedule of the Board.

On receipt of above mentioned copies of orders for change in marks, the Board shall consider
the cases for effecting change in result sheet accordingly and the revised results will be made
available in the institute login. Board shall issue a fresh statement of marks in each of the result
change cases on receiving the previous statement of marks.

4.0 PHOTOCOPY COLLECTION & DISTRIBUTION CENTER (PCDC)

The specified institutes are identified to work as PCDC for collection & distribution of answer books
in order to facilitate handing over of photocopy of answer book to the institute and the reassessment
process.

5.0 REASSESSMENT OF ANSWER BOOKS PROCEDURE
The reassessment of answer books shall be done at specified Regional Reassessment Centers (RRAC)

identified by the Board. The procedure for the Reassessment of answer book shall be in accordance
with examination regulation RG11-K and as elaborated further below.

5.1

5.2

5.3
5.4

5.5
5.6
5.7

100 <«

R-RAC Officer In-Charge shall verify the count of the answer books received from PCDC as
per MSBTE inventory.

Mask the main answer book & supplement on Seat number, Sign of examiner & moderator,
front page marks and marks inside the answer book.

Identify the examiner with minimum 5 years of experience.

The examiner shall reassess the complete answer book which may result in decrease/increase/
status quo in marks. The marks so obtained shall be final and binding on examinee.

Create Login id & password for Examiner and allocate the e-mark sheet.
Officer in-charge shall verify the marks filled by examiner e-mark sheet and confirm the same.
Officer in-charge shall forward the assessed answer book to THREE member committee.
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7.0

8.0

5.8

5.9
5.10

5.11

5.12
5.13

5.14
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Officer in-charge shall maintain the record of answer book handed over to examiner, assessed
by examiner & forwarded to THREE member committee.

RBTE shall appoint the THREE member committee.

THREE member committee shall verify and confirm the no change and change cases forwarded
by Officer in-charge R-RAC.

In change cases if the difference in re-assessment is more than 20 marks, the answer book
shall be re-reassessed by the THIRD examiner.

Comparing the marks allotted by three examiners, maximum two closer marks shall be allotted.

THREE member committee shall maintain the record of answer books received & handover to
Officer In-charge RRAC.

Submit the report of change cases & no change cases to RBTE authority.

Note: Reassessment procedure is concluded here and thereafter no photocopy of reassessed answer
book will be provided.

ROLE OF CHIEF OFFICER INCHARGE RAC FOR APPOINTMENT OF STAFF FOR REGIONAL
REASSESSMENT CENTER (RRAC)

6.1.

6.2.

6.3.

6.4.

6.5.

6.6.

The Chief officer-in-charge shall appoint necessary Officer-in-charge, Additional officer-in-
charge (Quality Control), Sealing supervisors and masking supervisor and supporting staff as
per the prevailing norms of the Board.

The Chief officer-in-charge shall ensure that the officers and staff engaged in RRAC work
are aware of the rules, regulations, norms and guidelines for assessment and the scheme
of quality assurance in assessment. Where necessary, he shall hold meetings to discuss the
quality parameters of assessment and clarify their roles and responsibilities in it.

The Chief officer-in-charge shall appoint qualified and experienced examiners for reassessment
of answer books.

The Chief officer-in-charge will coordinate the entire activity of his RRAC and he is also
responsible for Execution, Monitoring and Quality assurance of assessment.

The Chief officer-in-charge will take care of availability of all resources for the conduct of
RRAC.

The Chief officer-in-charge will consult the regional office of MSBTE for all necessary matters
in regards to his RRAC.

ROLE OF OFFICER INCHARGE RAC IN REGARDS FOR REASSESSMENT OF ANSWER BOOKS

7.1.

7.2.

7.3.
7.4.
7.5.
7.6.
7.7.

R-RAC Officer In-Charge shall verify the count of the answer books received from PCDC as
per MSBTE inventory.

Mask the main answer book & supplement on Seat number, Sign of examiner & moderator,
front page marks and marks inside the answer book.

Identify the examiner with minimum 5 years of experience & has taught the same subject.
Create Login id & password for Examiner and allocate the e-mark sheet.

Officer in-charge shall verify the marks filled by examiner e-mark sheet and confirm the same.
Officer in-charge shall forward the assessed answer book to THREE member committee.

Officer in-charge shall maintain the record of answer book handed over to examiner & THREE
Member Committee.

INSTRUCTIONS TO CHIEF OFFICER-IN-CHARGE FOR MAKING APPOINTMENTS OF ADDITIONAL
OFFICER-IN-CHARGE AND ADDITIONAL SUPERVISORS

8.1.

Principal / Chief Officer-in-charge, RRAC shall appoint Additional Officer-in- charge, not
below the rank of Head of Department or Senior Lecturer and additional supervisors from

» 101
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8.2.

the laboratory / office staff of the institute, for the duties and responsibilities regarding quality
assurance in assessment at the RRAC.

Depending on the excessiveness of the volume of work of RRAC, the Chief Officer-in-charge,
may appoint an additional staff in consultation with and the approval of the Board / Regional
office.

9.0 INSTRUCTIONS TO RRAC EXAMINERS

9.1.

9.2.

9.3.

9.4.

9.5.

9.6.

9.7.

9.8.

9.9.

9.10.

9.11.

9.12.

9.13.

102 <«

Examiners shall not disclose their appointments, treating them strictly confidential. They are
prohibited from communicating any matter related to examination on postcards.

Examiners shall make themselves familiar with the instructions contained herein as obligatory
part of their assigned duties. They shall treat all instructions and information issued from time
to time as confidential.

The acceptance of an appointment as examiner implies an agreement on the part of the
acceptor to perform carefully the work entrusted to him and to carry out scrupulously the
instructions and directions issued from time to time. Failure to carry out the instructions and
directions would attract disciplinary action.

Examiners shall not communicate either orally or in writing with examinees or other persons
who are not their co-examiners in their related subjects, on matters connected with the question
papers, marking scheme and distribution of examination work among them, marks obtained by
examinees or any other information meriting confidentiality.

Examiners shall communicate latest postal address and phone number to the officer-in-charge
of RRAC. Examiners shall call upon the regional office for any matter of grave concern relating
to the examinations.

Examiner shall open the allotted answer book bundle with the seals broken orintact, immediately
on receiving it, check if the contents tally with the supervisor’s report or not. In either case, he
shall make a report to the Officer-in-charge, RRAC.

In no circumstances the answer-books shall be taken outside the confines of the RAC. Each
examiner shall be personally responsible for all answer books allotted to and received by him
and shall keep them under lock and key until they have been duly examined and returned to
the Officer-in-charge RRAC.

Examiners should enter the marks on the answer books using ballpoint pen with RED ink in
legible hand and make entries of marks given by him, at the end of each answer.

No fractional marks other than %z (or 0.5) shall be allotted.

If the question is not divided into sub-questions, marks should be given at the end of the
answer of that question on the answer-book. Total marks obtained should again be written in
the space available at top margin of the page.

When a question is divided into bits/sub-questions and marks are assigned to each bit/sub-
question, examiners shall write the marks given to each sub-question in the left margin only.
Marks allotted to the each sub-question and total marks of the question should also be written
in the table printed in the top margin of the page where the examinee has started writing the
answer of that question. The examiner shall verify that the marks given to the sub-questions
are correct and the total marks do not exceed the maximum marks assigned to that question.

In case the examinee has solved more bits/sub-questions than asked for, the marks obtained
for all sub-questions shall be entered in the table printed in the top of the margin as mentioned
above. The total marks of the best combination of bits shall be considered as marks obtained
by the examinee.

The marks allotted to the bit/s ignored shall be encircled indicating that these marks are to be
omitted from the total of that question.
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After the examiner has written the total marks of a question, as mentioned above, he shall
immediately transfer these marks in the appropriate box in the table on the cover page of the
answer book.

When an examinee does not attempt a question, the examiner shall make an entry in the
related box in the table on the cover page of the answer book by marking a dashed line (----).
Likewise, when a question is attempted has earned zero marks, the entry shall be two zeros
(00).

If the answer to a question is not written on consecutive pages in continuous manner, but written
at different places in discontinuous manner, in the same answer book or in supplement/s to
the answer book, the examiner shall assign marks to each part separately & the total for such
answers should be made.

If an examinee has attempted more questions than he is required to answer, all the answers
shall be assessed and the marks of all questions shall be entered on the cover page of answer
book. However, while totaling the marks of the maximum desirable number of questions,
including the compulsory question/s, if any, only shall be taken into consideration.

Care shall be taken that out of the marks assigned to additional question/s attempted by him,
the lowest marks given to any question/s, except compulsory question/s, if any, shall be ignored
while totaling and the ignored marks shall be encircled on the cover page of the answer book.

When all questions in an answer book have been assessed, the examiner shall verify the total
of marks secured, by adding the marks of individual questions as entered on the answer book,
preferably using calculator.

ROLE OF THREE MEMBER COMMITTEE AT RRAC

10.1.
10.2.

10.3.

10.4.

10.5.

10.6.

Dy. Secretary of Region shall appoint the THREE member committee.

THREE Member Committee shall verify and confirm the no change and change cases
forwarded by Officer in-charge R-RAC.

In change cases if the difference in re-assessment is more than 20 marks, the answer book
shall be re-reassessed by the THIRD examiner.

Comparing the marks allotted by three examiners, maximum of the two closer marks shall be
allotted.

THREE Member Committee shall maintain the record of answer books received & handover to
Officer In-charge RRAC.

Submit the report of change cases & no change cases to Dy. Secretary of Region.
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PART - IV
POST COURSE/PROGRAMME ACTIVITIES

CONTEXT

On completion of course/programme, the Board verifies and authenticates the academic credentials
of the candidates on receiving specific application from the candidate himself or employer/agency/
institute.

VERIFICATION OF STATEMENT OF MARKS/DIPLOMA CERTIFICATE

2.1

2.2

23

24

The employer/agency shall apply in prescribed format for Verification of Statement of Marks/

Diploma Certificate along with the following documents and requisite fees:

. Letter from employer/agency/institute along with application in prescribed format (R-43 A)

. Hardcopy of Educational documents (i.e. the photocopy of all Statement of Marks &
Diploma Certificate) of Student

. Fees ( cash / DD in favor of “Secretary, M.S.B.T.E, Mumbai”)

Thereafter, the request for verification of Mark sheet / Certificate is processed at MSBTE & the

hard copy of verification report in sealed envelope is sent to the concerned employer/agency/

institute at their postal address by speed post/ in person.

If documents provided are not as per requirement, then Query Letter is sent for fulfillment of

documents/fees. If the query is not fulfilled within one month, original letter for verification of

documents by employer/agency/institute is considered as null and void.

If there are any Queries/Concerns/Changes regarding contents of the verification report sent

by Board, employer/agency/institute shall inform within 15 working days, failure to do this shall

be treated as acceptance of the contents and no further Queries/Concerns/Changes would be

allowed. In such cases fresh applications shall be submitted to the Board along with requisite fees.

AUTHENTICATION OF STATEMENT OF MARKS/DIPLOMA CERTIFICATE

3.1

3.2

The employer/agency/candidate shall apply in prescribed format for authentication of Statement

of Marks/Diploma Certificate along with the following documents and requisite fees:

. An application from the employer/agency/candidate in prescribed format (R-43 A)

. Hardcopy of Educational documents (i.e. the photocopy of all Statement of Marks &
Diploma Certificate)

. Fees ( cash / DD in favor of “Secretary, M.S.B.T.E, Mumbai”)

After receiving all above mandatory documents & Fees by speed post/ in person, the request

for authentication of Statement of Marks & Diploma Certificate is processed at Board & the

authenticated documents in sealed envelope are sent to the employer/agency/candidate at their

postal address by speed post/ in person. If documents provided are not as per requirement, then

Query Letter is sent for fulfillment of documents/fees. If the query is not fulfilled within one month,

authentication of documents by employer/agency/candidate is considered as null and void.

DUPLICATE STATEMENT OF MARKS

4.1

4.2

4.3

The candidate shall apply in prescribed format for duplicate Statement of Marks along with the
following documents and requisite fees:

. An application from the candidate in prescribed format (R-43 A)

. Self-Declaration Form ( Annexure A) with One Passport Size Photo

. Self-attested photocopy of Statement of Marks or photocopy of Gazette attested by
Principal

. FIR/ Police NC

. Fees ( cash / DD in favor of “Secretary, M.S.B.T.E, Mumbai”)

After receiving all above mandatory documents & Fees by speed post/ in person, the request
for Duplicate Mark sheet is processed at MSBTE & the document in sealed envelope is sent to
the concern RBTE by speed post/ given to the student..

If documents provided are not as per requirement, then Query Letter is sent for fulfillment
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of documents/fees. If the query is not fulfilled within one month, application by candidate is
considered as null and void.

5.0 DUPLICATE DIPLOMA CERTIFICATE

5.1

5.2

5.3

The candidate shall apply in prescribed format for duplicate Diploma Certificate along with the
following documents and requisite fees:
. An application from the student through Institute in prescribed format (R-43 A)

. Self-Declaration Form ( Annexure A) with One Passport Size Photo
. Self-attested photocopy of statement of marks OR Principal attested Xerox copy of
Gazette

. FIR/ Police NC

. Fees ( cash / DD in favor of “Secretary, M.S.B.T.E, Mumbai”)

After receiving all above mandatory documents & Fees by speed post/ in person, the request
for Duplicate Certificate is processed at MSBTE & the document in sealed envelope is sent to
the concerned RBTE by speed post/ given to the student..

If documents provided are not as per requirement, then Query Letter is sent for fulfillment
of documents/fees. If the query is not fulfilled within one month, application by candidate is
considered as null and void.

6.0 TRANSCRIPT

6.1

6.2

6.3
6.4

The candidate shall apply in prescribed format for Transcript along with the following documents

and requisite fees:

. An application from the student in prescribed format.

. Original & attested photocopy of Diploma Mark List of all Years/Semester.

. Original & attested photocopy of College Leaving Certificate (Last Attended).

. Original & attested photocopy of Provisional/ Final Certificate.

. Self-Declaration Form ( Annexure A) with One Passport Size Photo if documents are
self-attested.

. Fees ( cash / DD in favor of “Secretary, M.S.B.T.E, Mumbai”)

After receiving all above mandatory documents & Fees by speed post/ in person, the request

for Transcript Certificate is processed at MSBTE & the document in sealed envelope is sent to

the concern person at their postal address by speed post/ in person within 21 days.

Application for Transcript is made online through www.aaplesarkar.mahaonline.gov.in

If documents provided are not as per requirement, then Query is sent for fulfillment of documents/

fees. If the query is not fulfilled within one month, application by candidate is considered as null

and void.

7.0 MIGRATION CERTIFICATE

71

7.2

7.3
7.4
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The candidate/institute shall apply in prescribed format for Migration Certificate along with the
following documents and requisite fees:

. An application from the student in prescribed format.

. Original & attested photocopy of Diploma Mark List of all Years/Semester.

. Original & attested photocopy of College Leaving Certificate (Last Attended).

. Original & attested photocopy of Provisional/ Final Certificate.
. Self-Declaration Form (Annexure A) with One Passport Size Photo if documents are self-
attested.

. Fees (cash / DD in favor of “Secretary, M.S.B.T.E, Mumbai”)

After receiving all above mandatory documents & Fees by speed post/ in person, the request
for Migration Certificate is processed at Board & sealed Certificate is sent to the candidate/
institute at their postal address by speed post/in person within 21 days.

This process is made online through www.aaplesarkar.mahaonline.gov.in.

If documents provided are not as per requirement, then Query is sent for fulfillment of documents/
fees. If the query is not fulfilled within one month, application by candidate is considered as null
and void.




8.0

9.0

Maharashtra State Board of Technical Education

CERTIFICATES FOR EDUCATION PURPOSE

The candidate intended to pursue higher education (other than engineering) on the basis of
completion of Diploma course/programme shall apply in prescribed format for such Certificate
along with the following documents and requisite fees:

8.1

8.2

8.3

9.1

9.2

An application from the student on paper.

Original & attested photocopy of Diploma Statement of Marks of all Years/Semester.
Original & attested photocopy of College Leaving Certificate (Last Attended).
Original & attested photocopy of Provisional/ Diploma Final Certificate.

Self Declaration Form ( Annexure A) with One Passport Size Photo if documents are
self- attested.

Fees ( cash / DD in favor of “Secretary, M.S.B.T.E, Mumbai”)

After receiving all above mandatory documents & Fees by speed post/ in person, the request
for Equivalence is processed at MSBTE & sealed Certificate is sent to the concern person at
their postal address by speed post/ in person.

If documents provided are not as per requirement, then Query is sent for fulfillment of documents/
fees. If the query is not fulfilled within one month, application by candidate is considered as null
and void.

COURSE/PROGRAMME & OTHER BOARD EQUIVALENCE

Course/Programme Equivalence

9.11

The candidate shall apply in prescribed format for Course Equivalence along with the

following documents and requisite fees:

. An application from the student on paper.

. Original & attested photocopy of Diploma Mark List of all Years/Semester.

. Original & attested photocopy of College Leaving Certificate (Last Attended).

. Original & attested photocopy of Provisional/ Final Certificate.

. Self-Declaration Form ( Annexure A) with One Passport Size Photo if documents
are self- attested.

. Fees ( cash / DD in favor of “Secretary, M.S.B.T.E, Mumbai”)

After receiving all above mandatory documents & Fees by speed post/ in person, the

request for Equivalence is processed at MSBTE & sealed Certificate is sent to the

concern person at their postal address by speed post/ in person.

If documents provided are not as per requirement, then Query is sent for fulfillment of

documents/fees. If the query is not fulfilled within one month, application by candidate

is considered as null and void.

Equivalence for Other Board Diploma

9.21

9.2.2

9.2.3

The candidate shall apply in prescribed format for Equivalence for other Board Diploma
along with the following documents and requisite fees:

. An application from the student on paper.

. Original & attested photocopy of Diploma Mark List of all Years/Semester.

. Original & attested photocopy of College Leaving Certificate (Last Attended).

. Original & attested photocopy of Provisional/ Final Certificate.
. Migration Certificate of Concerned State Board of Technical Education.
. Self-Declaration Form ( Annexure A) with One Passport Size Photo if documents

are self-attested.
. Fees ( cash / DD in favor of “Secretary, M.S.B.T.E, Mumbai”)
After receiving all above mandatory documents & Fees by speed post/ in person, the
request for Equivalence is processed at MSBTE & sealed Certificate is sent to the
concern person at their postal address by speed post/ in person.
If documents provided are not as per requirement, then Query is sent for fulfillment of
documents/fees. If the query is not fulfilled within one month, application by candidate
is considered as null and void.
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Form : R-43A

From: .o
AdAress: . ..o

To,
The Secretary,
MSBTE, Mumbai.

Sub: Authentication/Verification/Duplicate Statement of Marks/Duplicate Certificate/
Duplicate Provisional Certificate
Sir,
Please issue me Authentication/Verification/Duplicate Statement of Marks/ Duplicate Certificate/
Duplicate Provisional Certificate required for ......... ... e,

Documents Enclosed ( Please V as per attached Documents):

1) Statement of Marks (Original/Photo Copy) 2) Diploma Certificate (Original/Photo Copy)
3) Affidavit (For Duplicate) 4) Institute Letter ( if applicable)
5) Police FIR/NC (For Duplicate)

Region Mumbai/ Pune/ Nagpur/ Aurangabad | Institute Code No:

Name of Candidate
Institute Name and Address
Enrollment No. Course : Scheme:
Sr. No. | Year / Semester Exam : Summer / Winter Seat Number

Mode of Delivery : By Hand / Concern RBTE/ Postal Address

Contact No.(Mob): Email ID: Signature of Applicant
For Office Use Only

Cashier Please accept Rs. ................... Cash/ DD NO......covviiiiiiiiiiia, at Revenue R-..............
Vide Receipt No. ..., Reference NO..........ccoooviiiiiiiiiiinn.n. Datei.....ooooviviiiinnin.
Inward NO. .....ocooiiii Date:. .

Outward NO. .....cooviiiiii Dater.oooiiiiii

Received Photocopy of Authenticated document/Letter of Verification/ Duplicate of Statement of Marks/
Duplicate Diploma Certificate/ Duplicate Provisional Certificate as mentioned above.

(Stamp & Sign) Signature of Applicant
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Annexure - A

Self-Declaration

Applicant’s
Photo
I Son / Daughter of
aged occupation resident of with
UID No. hereby declare that | lost my Mark list/s Diploma Certificate /
MS-CIT Certificate. Please issue me Duplicate / Triplicate copy of certificate / Mark List/s. My Enroliment No. /
Registration No. Exam. Seat No. is & Exam Year /
Month is If my lost Mark list/s Diploma Certificate / MS-CIT Certificate are traced any time

in future, | hereby assure you to deposit the same to MSBTE, Mumbai.

The information provided above is true and correct to the best of my personal knowledge, information
and belief. | fully understand the consequences of giving false information. If the information is found to be false,
| shall be liable for prosecution and punishment under Indian Penal Code and / or any other law applicable
thereto.

Place : Applicant’s Signature:

Date : Applicant’s Name :
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10.0 RETENTION OF DOCUMENTS
The documents related with various sections of MSBTE requires large number of space for the storage
and further loses its importance & relevance over a period of time. Considering the above aspects the

various documents to be retained and its corresponding period of retention shall be as indicated in the

following table.

Name of the Documents

Retention Period

Supporting documents received from applicant in relation to
verification, authentication of mark sheets & diploma certificates,
duplicate mark sheets, duplicate diploma certificates, transcript
certificates, equivalence certificates, migration certificates issued
by MSBTE

One year

Academic monitoring information filled by institutes and documents
based on which the rating of institutes and programmes are
decided through external academic monitoring

Two years from the date of
declaration of rating

Documents & information related to faculty trainings, student
trainings, project competitions, paper presentation competitions,
quiz competitions, awards, scholarships, career fairs etc.

Two academic years

Documents received from institutes for the process of affiliation
and enrollment

Three academic years

Copy of applications for Extension of approval, variation in
intake, closure of courses/institute, proposals for consent letters
submitted by institutes

Academic year of application/
proposal

Documents received from autonomous institutes and committee
reports for awarding equivalence

Three years

Various complaints received and enquiry reports

Minimum one year and further
period based on specific case,
if challenged

Documents & Circulars generated during curriculum development,
lab manual development, excluding final curriculum

Till the validity of concerned
curriculum scheme & lab
manual

Complaint documents & enquiry reports related to MSCIT
examination

Minimum one year and further
period based on specific case,
if challenged

Documents related to MSCIT Controllers information, center
information and enrolled students information

One year

Documents received and reports related to staff approval process

Minimum one year and further
period based on specific case,
if challenged

Inspection reports of apex bodies such as AICTE, PCI, COA etc.

One academic year
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