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Vidyasagar Metropolitan College, being affiliated to the University of Calcutta, 

has designed its evaluation process in accordance with the extant rules and 
regulations of the University of Calcutta. During the assessment tenure of 

2018- 2019 to 2022- 2023, there has been a transition from the old Yearly 
1+1+1 system to the new CBCS Semester mode as summerised, below: 
 

 

 

  

Program Academic 
Session 

Year System 

B.A /B.Sc  

 

2018-19 

1st CBCS/ Semester 
based 

 2nd & 3rd Yearly 1+1+1 

B.Com 1st & 2nd CBCS/ Semester 
based 

 3rd Yearly 1+1+1 

B.A /B.Sc  
2019-20 

1st & 2nd  CBCS/ Semester 
based 

 3rd Yearly 1+1+1 

B.Com  CBCS/ Semester 
based 

B.A /B.Sc 
/B.Com 

2020-21, 
2021-22 & 
2022-23 

 CBCS/ Semester 
based 
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Prior to the advent of the CBCS system, the College had to conduct two 
examinations per year apart from the periodic class tests taken by the 
departments. The first examination was a Mid Term Test carried out by means 

of a centralized routine issued by the Examination Subcommittee. 
Appropriate notice for the same was circulated amongst the students. The 

second one was the Test Examination conducted prior to the Final University 
Yearly Examination. The question pattern of the Test Examination was 
identical to that of the Final Examination. This was also conducted by a 

centralized routine issued by the Examination Subcommittee. The students 
were duly notified and even study leave was given to them before the onset of 
the Test examination. Students are well mentored regarding the course 

structure and Examination modalities during their Orientation Program held 
soon after admission to this college. 
 

 

 

 

 

 

 

 

 

 

 

 

 

Orientation and mentoring program is notified to newly admitted students 
well in advance through proper notice : 
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A model slide of orientation program regarding examination modalities is 

given below: 
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Departments regularly conducts continuous internal assessments (CIA) in 

different modes, some of examples are  given : 
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The CBCS system involves Semester wise examination i.e, a single year 

entails an Odd and Even Semester. Prior to every examination, the University 
issues notice mentioning the tenure for a particular Internal Examination. 

Such notice is forwarded to the students both via online and offline mode for 
communication. Consequently the Examination Subcommittee of the College 

then holds a meeting to finalize the dates for a said examination. This is 
followed by a couple of further notice- one meant for the students where 
specific dates of examination of respective subjects along with the concerned 

Room No.is being mentioned and the other notice is served for the faculties 
wherein the duty schedule is stated. 

According to UG CBCS Regulations of the University of Calcutta, apart 

from the Internal Assessment Examination, Tutorial Examination for a few 
subjects are also held during the same time period. In either cases, the 

examination takes place in the form of written examination or assignments, 
group discussions or viva voce as directed by concerned UG Board of Studies. 
The Departments having Honours subjects use their discretion to conduct 

Internal Evaluation or Tutorial Examination for their Honours students 
within the stipulated time frame, whereas, Internal and Tutorial 

Examinations for General courses are conducted centrally under the 
supervision of the Examination Subcommittee. The Question papers are set , 
in accordance to the guidelines of UGBOS of the respective subjects, by the 

departments and requisite photocopies of the same are made with the 
assistance of the College Office at least two days prior to the date of 
examination. Attendance Sheets (Blank) for the examination is taken from the 

office. The said sheets duly filled need to be submitted to the office for record, 
keeping a photocopy of the same in the department. 

The Internal examinations are usually conducted in offline mode, 
however during Covid Pandemic period examinations were conducted online 
as per guidelines issued by University of Calcutta and Govt. of West Bengal. 

During the pandemic, Online Examinations were held for both UG Honours 
and UG General Programmes. Question papers were sent via official email of 

the respective departments and students were instructed to upload their 
answer scripts or assignments in that same email within a considerable time 
frame as directed by the University of Calcutta. The overall process was 

monitored meticulously by the Heads of the Departments along with their 
colleagues. 
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Routine for Internal Examination are issued as: 
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Website notification regarding Internal Examinations are uploaded as : 
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Upon successful completion of the Internal and Tutorial Examinations, the 

marks of the same are preserved by the Departments and uploaded by them 
in the University portal within stipulated time period as informed by the 
University. The statement of marks are kept in the custody of the respective 

departments. Based on the students’ performance, the faculty members delve 
in the matter and work out methods for academic development of the poor 

performers by revision and discussion of topics from the syllabus. These 
actions help the students in preparing for the Semester-End Examinations. 

  

INTERNAL &  TUTORIAL 

EXAMINATION 

 

INTERNAL MARKS DISTRIBUTION 
Total Marks—20 (Assessment 10, 

Attendence—10) 

Tutorial Marks Distribution: 
15 Marks 

Practical Marks 30 

MODALITIES OF HONS. COURSES 

Internal and Tutorial Assessment 

conducted by the respective department 

through examination or assignment or 

group discussion or viva-voce 
 

MODALITIES OF GEN. COURSES 
Internal and Tutorial Assessment conducted by a 

centralized routine through examination or 

assignment or group discussions or viva-voce/ 

Practical Exam conducted as per instruction of 

H.E concerned 
 

MODALITIES: The Examination Subcommittee publishes 

centralised notice for both Internal and Tutorial 

Examination (Hons. & General) for each semester. The 

notice is circulated in the official WhatsApp group of 

students and also in College Website 
 

ACADEMIC PROGRESS MEETING 
Academic upliftment of poor performers by 
revision and discussion of topics from the 

syllabus- helping them to prepare for the 
Semester-End Examinations 

FREQUENCY 

One internal and tutorial/Practical exam at the 

end of each semester 

 

EVALUATION 

The respective departments 

evaluate both the Internal and 

Tutorial /Practical examination 

MARKS PRESERVATION 

Marks are preserved by the 

Departments and uploaded by 

them in the University portal 
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Example of Attendance sheet for Internal Examination: 
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Calcutta University portal interface for entry of Examination Marks : 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Sample Tabulation Sheet for Internal Examination Marks entry : 
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Vidyasagar Metropolitan College, being affiliated to the University of Calcutta, 

has designed its evaluation process in accordance with the extant rules 
and regulations of the University of Calcutta. 
 

a) The University of Calcutta initiates the End-Semester Examination 

Enrolment process through an online portal. The said Online Enrolment 
process is communicated to the students through Notice by the College. 

The notice is available in the college website as well as circulated in the 
official WhatsApp group of the faculties and the departmental students. 

 

Notice regarding University Examination form fill up in college website is 

displayed as : 
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Notices are also circulated through WhatsApp groups : 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

b) Once the process of enrolment is over, the University makes available 

the Admit Cards of bonafide students in corresponding portal which 
are accessible to the College authority. The college then undertakes the 
responsibility of taking printouts of those aforementioned Admit Cards 

and distribute them from the College office after putting signature of 
the Principal. The students are then intimated for collecting admit 

cards. The notice is available in the college website as well as circulated 
in the official WhatsApp group of the students for information of all 
concerned. 
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Notice for distribution of admit card is circulated as : 
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c) The University Notice pertaining to End-Semester Examination 
schedule are uploaded in the College website for the information of the 

stake holders to maintain clarity and transparency. The students are 
also informed of the same in the official WhatsApp group. The 
University issues notice as follows : 
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d) During the pandemic examinations were conducted online. 

Question papers in the form of pdf files were uploaded initially by 
the University in its official website and a copy of the same was 
also uploaded to the College website. Faculties were assigned 

duties for unlocking the said questions according to the stream 
for example Humanities, Science and Commerce. Another 

segment of faculties were responsible for sending the subject wise 
questions to the official email ID of the students. Upon completion 
of the examination, the students had to submit pdf version of 

their answer scripts to designated official email of respective 
departments within a stipulated time. Students were properly 
instructed and mentored regarding the process. 

An example of such instruction for online examination procedure is given : 
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e) The end semester theory examination are held at away centres. 

For B.A and B.Sc students the answer scripts of honours paper 
are sent to the University after each examination day from the 

allotted centre of Examination. Whereas the general papers are 
kept at those centres for evaluation by the concerned subject 
teacher of that centre. However answer scripts for all papers of 

B.Com examination are sent to the University. 
 

f) If the college is an allotted centre for End-Semester Theory 
Examination, then immediately upon receipt of such allotment, 

the examination subcommittee undertakes a meeting to chalk out 
plans for smooth conduction of the said examination. Measures 
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are taken to maintain proper infrastructure like uninterrupted 
power supply, drinking water, cleaning of wash rooms etc and to 

maintain peaceful environment for the said examination. 
 

g) Since the examinees are coming from different colleges, so 
appropriate demarcations are made at strategic places for the 

ease of identification of rooms. Employees are deployed to assist 
the examinees to find their rooms. 

 

h) For ailing students or those suffering from contagious disease, 
separate rooms are kept ready and proper surveillance of that 
room is ensured by means of invigilation. 

 
i) There are also arrangements for candidates with disability who 

appear with scribe after taking prior permission from the 

University. Separate room is kept vacant to accommodate those 
candidates. Invigilation in those rooms is also ensured. 

 
Appropriate arrangements are also made for first aid in 

case of minor injuries, a registered medical practitioner is 
involved in the Centre Committee for conducting the Examination 

for taking care of any examinee if required. In emergency during 
the examination ambulance can be arranged for immediate 
transfer to the nearby Hospital. 

 
j) The sealed Question papers sent by the University are opened 

immediately prior to the examination starting time in presence of 

the Principal who is himself assigned as centre-in -charge. The 
faculty members are bestowed with the responsibility of 
distribution of question papers to the examinees, whereas the 

non- teaching members distribute the blank answer scripts, loose 
sheets, threads and attendance sheet of the examinees. 

 

k) According to the University directives, Red Copy is allotted for 50 
marks or 2 hours examination and Blue Copy for more than 50 
marks or 3 or 4 hours examination. The Examination 

Subcommittee along with the non-teaching staff on duty ensure 
correct distribution of answer scripts. The Examination 
Subcommittee also prepares room-wise subject list for ease of 

examination conduction. Furthermore, Summary Sheet is 
provided for every room wherein the invigilators have to sign 

indicating the roll number of the absentees in that room. 
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l) The answer scripts are arranged and packed in presence of a 

member of the examination subcommittee. All the Honours 

papers are dispatched to the University on the date of 
examination. However, the papers for General courses are 
retained by the college and need to be evaluated by the faculties 

of the college itself. For the latter case the answer scripts are 
packed and delivered to the respective departments with 
appropriate documentation and record of the details maintained 

by the examination subcommittee. After completion of evaluation 
and uploading of marks in the University portal, the answer 

scripts are sent to the Head examiners as and when asked for. 
The statement of marks are kept in the custody of the examiner. 
 

m)  The Practical Examination of the students of Honours subjects 
are held at away centres, whereas that of the General subjects 
take place in the College itself. The University allots a specific 

time frame for conduction of both the examinations. The different 
Departments involved in teaching Practical courses publish 

Notices in connection with the Practical Examinations, which are 
uploaded in the College website for the information of the 
students and transparency. The students who are going to appear 

in practical examination at away centres are provided rigorous 
practice and advised meticulously to maintain the decorum 

during practical examination. The marks in connection with 
these Practical Examinations are uploaded in the University 
Portal by the respective Departments when the portal opens. 

An example of notice for practical examination is given here : 
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Representative Picture of Practical Examination held in the year 2020-21 : 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

n) If the college is an allotted centre for End-Semester Practical 
Examination, then immediately upon receipt of such allotment, 

the concerned department informs the Convener of the 
examination subcommittee. The Convener then drafts an 
authorization letter addressing the Controller of Examinations for 

receipt of practical examination question papers immediately 
prior to the date of examination. The concerned department that 
is assigned as an away centre have to take the responsibility of 

smooth conduction of the said examination on the allotted days. 
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o) Once all the theoretical and practical components are over and 
all marks uploaded, the University publishes End-Semester 

Examination results. The notices for result publication are 
uploaded in the College website for information of the examinees. 
The students can access the University website and check their 

result on the day of publication. 
 

 

 

 

An example of result publication notice issued by the University is given : 
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The college also issues notice to students to collect their university result as 
follows : 
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