
















 
 

 

 

REGISTRAR OFFICE/ EXAMINATION CELL 

Semester Wise Academic Evaluation Process 
 

S. 
No. 

 
Particular 

 
Remarks 

Action 
Taken By 

2022-23 2021-22 2020-21 2019-20 2018-19 2017-18 

 

 
1. 

 
 

Academic 
Calendar 

Principal/ Director Office will 
finalize Academic Plan/ Calendar 
for smooth implementation of 
semester’s activities. 
It should be in mapping with RUHS 
Academic Calendar. 

HODs, 
Registrar 

Office 
Principal 

 

 
√ 

 
 

√ 

 

 
√ 

 

 
√ 

 

 
√ 

 

 
√ 

 

 
2. 

 
 

Student 
Registration 

Every Department is instructed to 
do Registration of Each student 
and keep all documents within 
department (Class Teacher). Also 
whenever needed, authorities may 
ask details of student. 

 

All Department 
HODs 

 

 
√ 

 

 
√ 

 

 
√ 

 

 
√ 

 

 
√ 

 

 
√ 

 
 
 

 
3. 

 
 
 
 

Load 
Distribution 

All Department HODs have to take 
choices from faculties for 
upcoming semester teaching and 
after discussion with Principal/ 
/Registrar, Load should be 
distributed and final sheets have to 
submit at Principal Office. 
If any subject teacher is replaced 
than it should also be notified. 

 
 

 
HODs, 

Principal 

 

 
 
 

√ 

 
 
 

 
√ 

 
 
 

 
√ 

 
 
 

 
√ 

 
 
 

 
√ 

 
 
 

 
√ 



 
 

 

REGISTRAR OFFICE/ EXAMINATION CELL 
 

S. 
No. 

 

Particular 
 

Remarks 
Action 

Taken By 2022-23 2021-22 2020-21 2019-20 2018-19 2017-18 

 

 
4. 

 

 
Time Table 

 

All departmental HODs will prepare Class & 
Section Wise Time Table and display to 
notice boards. Also one copy of that has to 
submit at Principal Office/ Registrar office. 
In case of any changes, please inform by 
submitting revised time table. 

 
 

HODs, 
Principal, 
Registrar  

 

 
√ 

 

 
√ 

 

 
√ 

 

 
√ 

 

 
√ 

 

 
√ 

 

 
5. 

 
 

Blown Up & 
Lecture Plan 

After allocation of subject, faculty have to 
prepare a tentative Blown Up/ Lecture Plan 
for 100% syllabus coverage as per prepared 
academic calendar. HODs have to verify all 
and submit a file to Principal Office/ 
Registrar office. 

 
HODs, 

Principal, 
Registrar 

 

 
√ 

 

 
√ 

 

 
√ 

 

 
√ 

 

 
√ 

 

 
√ 

 

 

 
6. 

 

 

 
Weekly 
Report 

All Faculty members have to submit their 
teaching report in prescribed format called 
weekly report to concerned HOD for entire 
week teaching. 
In addition, department HODs have to analyze 
weekly reports for further improvements/ 
planning and have to prepare & submit a 
consolidated sheet to Principal/ Director 
office. 

 

 
HODs, 

Principal, 
Registrar 

 

 

 
√ 

 

 

 
√ 

 

 

 
√ 

 

 

 
√ 

 

 

 
√ 

 

 

 
√ 
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S. 
No. 

 
Particular 

 
Remarks 

 

Action 
Taken By 2022-23 2021-22 

  

2020-21 

  

2019-20 

  

2018-19 

  

2017-18 

 

 

 

 
7. 

 

 

 

Teacher’s 
Log Diary & 
Attendance 

Registers 

 

All Teaching Faculty members have to 
prepare attendance register of their section 
and continuously monitor and record 
student’s attendance in this. 
Also every faculty have to maintain 
Teacher’s Log Diary by marking Lecture wise 
day activities in that. 
These register & Log diaries will be checked 
by HODs & Principal on weekly basis. 

 

 

 

All 
Faculties, 

HODs, 
Principal, 
Registrar 

 

 

 

 
√ 

 

 

 

 
√ 

 

 

 

 
√ 

 

 

 

 
√ 

 

 

 

 
√ 

 

 

 

 
√ 

 

 

 

8. 

 

 

Class Before 
Class (CBC) 

 

This is an initiative to improve skills of 
teaching. In this every faculty member have 
to prepare their lecture of the day and have 
to deliver in front of Senior Teacher, HODs, 
and Principal. 
Suggestion can be made by them for better 
teaching. 

 

 

Faculties, 
HODs, 

Principal, 
Registrar 

 

 

 

√ 

 

 

 

√ 

 

 

 

√ 

 

 

 

√ 

 

 

 

√ 

 

 

 

√ 

 
9. 

Faculty 
Teaching 
Evaluatio

n 

HODs, Principal, Registrar may evaluate 
Theory & Practical Teaching of Faculty in 
sudden round by sitting in classes & labs. 

HODs 
Principal, 
Registrar 

 
√ 

 
√ 

 
√ 

 
√ 

 
√ 

 
√ 
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Remarks 
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10. 

 

 

 

Student’s 
Practical 
Evaluation 

Every conducted practical have to be 
evaluated and marked in next lab with 
conduction of next practical and it should be 
recorded in student’s lab record which has 
fixed criteria of evaluation. Internal marks of 
entire semester will be based on marking 
given in Lab Records. Marking Lists have to 
be submitted by HODs at the end of semester 
and keep all lab records in departmental 
stores for future needs. 

 
 

Faculties, 
HODs, 

Registrar 
Office, 

Principal 

 

 

 
√ 

 

 

 
√ 

 

 

 
√ 

 

 

 
√ 

 

 

 
√ 

 

 

 
√ 

 

 

 

 
 

11. 

 

 

 

 

Student’s 
Theory 

Evaluation 
(Assignment) 

 

Every Faculty member has to prepare Unit 
wise assignments covering all topics. 
Questions should be distributed in all 
segments as per Cos & Pos. 
HODs are also required to upload those 
assignments on college website as well as on 
notice boards. Students can access from any 
of mentioned medium. 
Students have to complete assignment in 
given time and submit to respective faculty 
for further evaluation. Department has to 
keep record of marks of assignment. 

 

 

 

Faculties, 
HODs, 

Registrar 
Office, 

Principal, 
Director 

 

 

 

 

 
√ 

 
 

 

 

 

 

 
√ 

 
 

 

 

 

 

 
√ 

 
 

 

 

 

 

 
√ 

 
 

 

 

 

 

 
√ 

 
 

 

 

 

 
 

√ 
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S. 
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Particular 

 
Remarks 
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Taken By 2022-23 2021-22 

  

2020-21 

  

2019-20 

  

2018-19 
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12. 

 

Student’s 
Theory 

Evaluation 
(Unit Test) 

Every Faculty member has to conduct Unit 
Tests after completion of unit. 
Department has to keep record of marks of 
Unit Test and Subject Teacher and HOD 
should monitor student’s performance & 
Improvement. 

 

 

Faculties, 
HODs 

 

 
√ 

 
 

 

 
√ 

 
 

 

 
√ 

 
 

 

 
√ 

 
 

 

 

√ 

 

 

√ 

 

 

 

 

 

 

 

13. 

 

 

 

 

 
Student’s 

Theory 
Evaluation 

 

(Mid Term 
Test) 

Notice of Information of Exam 
(To all concerned Departments) 

 

Exam Cell 
 

√ 
 

√ 
 

√ 
 

√ 
 

√ 
 

√ 

Time Table of Exam 
Notice Board/ College Website 

 

Exam Cell 
 

√ 
 

√ 
 

√ 
 

√ 
 

√ 
 

√ 

Question Papers (On RUHS 
Pattern)  

 

Departments 
 

√ 
 

√ 
 

√ 
 

√ 
 

√ 
 

√ 

Mixing & Setting of Question papers 
(By Selection Committee) 

Exam Cell & 
Selection 

Committee 

 

√ 
 

√ 
 

√ 
 

√ 
 

√ 
 

√ 

Display of Lists Debarred Students who have 
less than 80% attendance. 

Department 
& Exam Cell 

√ √ √ √ √ √ 

Seating Arrangement 
On Common Areas/Respective LTs 

 

Exam Cell 
 

√ 
 

√ 
 

√ 
 

√ 
 

√ 
 

√ 

Finalised Question Paper Printing 
(Centralised for All Departments) 

Exam Cell √ √ √ √ √ √ 

 



 

 

REGISTRAR OFFICE/ EXAMINATION CELL 
 

  
Conduction & Supervision of 
Exam Including Paper 
distribution. 

Faculties, 
HODs & 

Exam Cell 

 

√ 
 

√ 
 

√ 
 

√ 
 

√ 
 

√ 

Centralised Mid Term Copy Checking 
Faculties 
& Exam 
Cell 

√ √ √ √ √ √ 

Mid Term Copy & Performance Display to 
Student in LTs with Regular Classes 

Faculty 
& Exam 
Cell 

√ √ √ √ √ √ 

Resolution of any Grievance Raised from 
Student for Evaluation of Mid Term Exam 
of any Subject 

Faculty 
& Exam 
Cell 

 

√ 

 

√ 

 

√ 

 

√ 

 

√ 

 

√ 

Award Sheets Preparation 
Faculty 
& Exam 
Cell 

√ √ √ √ √ √ 

 

 

 

 

 
14. 

 

 
       Student’s 

Practical 
Evaluation 

 

     (Internal            
    Practical) 

Departments have to conduct internal   
practical exams twice in a semester. Dates 
may differ as per department. 
First Internal Practical will be conducted 
after completion of 50 % of total practicals. 
Second Internal Practical will be conducted 
after completion of 100% lab practicals. 
Marking record should be submitted to 
Exam Cell for Finalization of Internal marks. 

 

 
 

Departmen
t & Exam 
Cell 

 

 
 
 

√ 

 

 

 
√ 

 

 

 
√ 

 

 
 

√ 
 

 

 

 
 

√ 
 

 

 

 
 

√ 
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15. 
 

Admit Cards Distribution of Admit Cards Departments √ √ √ √ √ √ 

16. 

Conduction of 
Exam 

Seating Arrangement 
On Common Areas/Respective LTs 

Exam Cell √ √ √ √ √ √ 

Room Superintendent/ Relievers/ Floor wise 
Duties Appointment 

 

Exam Cell 
 

√ 
 

√ 
 

√ 
 

√ 
 

√ 
 

√ 

Collection of Exam Paper from University 
Distribution Centre 

 

Registrar 

 

√ 

 

√ 

 

√ 

 

√ 

 

√ 

 

√ 

Conduction & Supervision of Exam 
Including Paper distribution & Attendance 
Sheet distribution. 

 

Principal & 
Exam Cell 

 
√ 

 
√ 

 
√ 

 
√ 

 
√ 

 
√ 

Any Supporting Work Exam Cell √ √ √ √ √ √ 

Binding of Copies as per guidelines of 
university 

Registrar 
Office 

√ √ √ √ √ √ 

 
17. 

 

Finalization of 
Marks 

Preparation of Sheets for uploading on 
University Portal (Both Mid Term & 
Practical) 

 
Exam Cell 

 
√ 

 
√ 

 
√ 

 
√ 

 
√ 

 
√ 

18. Information 
Notification of Dates for New Semester 
Registration & Fee Deposition. 

Registrar 
Office 

√ √ √ √ √ √ 
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