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Dr. Vijay D. Patil
Chancellor, 
DY Patil University, Navi Mumbai.

“It always fills me up with immense joy to see batch after batch of students 
head out into the world equipped with the power of knowledge and an 
aspiration to create real impact in the world” An incandescent leader, a 
charismatic visionary, a fervent entrepreneur Dr. Vijay D. Patil is a shining 
beacon in the field of education, sports and health care in young India. 
Applauded and recognised in all three fields around India his quest for 
delivering the best in each domain continues to prevail. He strongly believes in 
developing and delivering state of the art projects that will differentiate and 
sustain for years benefiting young India.
Education
A computer engineering himself from the prestigious Mumbai University 
makes him very approachable for students, staff and faculty. Students interact 
with him regularly on learning and teaching experience such that the 
collaboration between faculty and students is a strong bond.
Sports
Dr. Vijay D. Patil is instrumental in envisioning and creating the internationally 
acclaimed multidisciplinary DY Patil Sports Stadium first time in India. It is an 
architecturally challenging project that brought in many new technologies 
that India sports stadiums never experienced. The 40,000 seater stadium is 
rated as the words 6th best cricket stadium by the Architect’s Journal of Britain. 
The DY Patil University is the first of its kind to invest into grassroots sports 
development infrastructure making it a complete university experience.
Healthcare
A vision from the founder Dr. D Y Patil to create a medical facility for lower 
income segment of growing India is compassionately followed Dr. Vijay D. Patil. 
Today the campus is proud to have 1,500 bed charitable hospital offering low 
cost healthcare facilities to many. The DY Patil hospital is driven by Dr Vijay D 
Patil to ensure DY Patil University contributes little by giving back to the society 
and local communities.
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Mrs. Shivani Vijay Patil
Trustee (First Lady & Patron)
DY Patil University, Navi Mumbai.

“Learning is not the filling of a pail, but the kindling of the flame.”

Mrs. Shivani Patil has been a guiding force that spearheads growth at the DY 
Patil Group. Her unmatched passion for the institution’s initiatives and larger 
goals has helped the DY Patil Group scale new heights. She has constantly and 
increasingly strived for the all-around development of our institution’s students, 
staff and the society at large. She has always emphasized that deep attention 
always be paid to the learning environment that is provided to our students, the 
opportunities for growth we are able to create for our teaching and 
non-teaching staff- and how we can help facilitate social mobility within our 
community. 
Mrs. Patil has been the driving force behind the flourishing culture at the DY Patil 
Group. She has ensured that each member of the team at the DY Patil Group is 
aligned with and equipped to contribute to the larger vision making their 
experience with the group a fulfilling and thriving professional journey. She has 
made sure that quality education is carefully nurtured in the environment of our 
University. Due to her proactive interest in extracurricular activities, the University 
has provided a multi-faceted exposure to students in various realms of life and 
helped in transforming their personalities. As the managing trustee, she leads 
key parts of the group’s strategic trajectory making the vision focused on 
delivering a top-notch educational experience, a reality and helping build the 
DY Patil Group into an inspirational institution to be associated with. 
Mrs. Shivani Patil truly believes that the future of our country and our world lies in 
the hands of the youth and they must, therefore, be supported in every manner 
possible to build a future they truly seek. It is her mission to foster students who 
are committed to making an impact in the ecosystem, and also, empower 
teachers who can facilitate learning of the highest order and create a 
stimulating environment that can help answer this clarion call of the world.



Dr. Shirish Patil
MD (PSM), DHA, MBBS; D Litt(Hon)

Greetings from DY Patil Deemed to be University, Navi Mumbai.

The Focus of our University is ‘Learner Centric’. Today our endeavor is to prepare 
the students for life and careers in a rapidly changing world. Technology has 
given us many options for real-time and virtual interaction through various 
mobile devices. Our University also has a customized learning management 
platform called ‘My DY’ which is an open digital online platform where students 
and faculty interact with one another. The students also experience engaging 
learning, training, coaching, and mentoring sessions from the best, brightest, 
and highly qualified faculty in the University through webinars, webcasts, and 
video conferencing in the Virtual Classrooms.

The University has a reputation for providing high-quality academic teaching 
and training and has received ‘A’ grade which is the highest grade by the 
‘National Assessment & Accreditation Council’ (NAAC).

The University uses Simulation technology which has set new standards in 
Education, especially in Medical Education. Medical simulation has become a 
supplement to ward-based bedside learning. Medical Simulation uses 
personnel devices and technology to mimic scenarios as observed in real 
patients and in various disease conditions. This helps undergraduate and 
postgraduate students to learn and acquire skills in diagnostic and invasive 
therapeutics without compromising the autonomy and safety of a real patient.



notification

In pursuance of the decision taken by the University authorities, it is 
notified for the information of all concerned that, the revised ‘Manual 
of Examinations’ upto July, 2019 is hereby published.

The revised ‘Manual of Examinations’ mainly comprises of the following 
parts :
1. Board of Examinations
2. Activities ofthe Examinations
i) Pre-Examination work
ii) Actual Conductance of Examination & Preparation of Results
iii) Post Examination work

The revised ‘Manual of Examinations’ will serve as detail guidelines of 
the operative procedure ofthe various activities ofthe examination and 
will be useful to all the concerned.

Ref. No. DPU / EXAM / 4570 / 19
Place : Pimpri, Pune            (M. S. Phirange)
Date : 14th September, 2019      Controller of Examinations
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The Examination has a great importance in any system of 
Education. It is one of the duties of the University to Conduct
 Examinations, Entrance Testsfor admission to various 
programmes and to confer the Degrees & Diplomas, besides 
awarding other academic distinctions to the persons who fulfill 
the requisite qualifications/conditions. The Examination Section is 
therefore the backbone of the University. The credibility of the 
University in the society mainly depends on the Examination
System, Examinations Results, Reliability of the Examinations 
system, hence the Examination Section plays a very significant 
role in the Administration. It shall, therefore be the responsibility 
of all persons connected with the Examination Section to carry out 
all the Examination work smoothly and in transparent manner. 
For smooth working of Examination system, there should be certain
broadly outlined guidelines. Keeping in view of the above aim, set 
of guidelines have been prepared and are made available 
herewith.
The entire work of examination is being governed by the Rules & 
Regulations of the Statutory Councils and different provisions of 
the Bye-Laws of the University.
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A]BOARD OF EXAMINATIONS
1) Constitution of the Board of Examinations
There shall be aBoard of Examinations, which shall consist of the following members-
• Vice-Chancellor –Chairperson
• Pro.Vice-Chancellor – (whenever applicable)
• Deans of the Faculties
• One Teacher from each Faculty to be nominated
by the Vice- Chancellor.
• One senior Professor to be nominated by the Vice-Chancellor
• Evaluation Expert nominated by the Vice-Chancellor.
• Controller of Examinationsshall be the Member-Secretary.

2) Powers and Duties of Board of Examinations
As per section 1.5 of the Bye-Law No.01/2015, the Board of Examinations shall be the
authority for conducting admission tests and examinations of various courses and 
making policy decisions in regard to organizing and holding examinations, 
improving the system of examinations, appointing the paper-setters, examiners 
and moderators, preparing the schedule for holding examinations and for declaring
the results. The Board of Examinations shall also oversee and regulate the conduct 
of examinations in the centres (constituent colleges, institutions) and its 
departments.
The Board of Examinationsshall deal with all the mattersin relation to examinations 
and shall hear and decide the complaints received pertaining to any matter arising 
out of conduct of examinations. The procedure to be followed by the Board in their 
deliberations shall be such as may be prescribed.
TheBoard shallmeet at least once in each academic term.

TheBoard shall have the following powers and perform the following duties:
• To ensure proper organization of examinations of various programmes and 
common entrance tests for admissions, including moderation, tabulation and 
declaration of results.
• To appoint paper-setters, examiners and moderators from amongst the persons 
included in the panels prepared by the respective Boards of Studies and, where 
necessary, having regard to the recommendations made by the committee, 
referred to in sub-section 1.5.4 (f) (1), to remove them or debarthem;
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• To undertake experiments in conduct of examination and bring about examination 
reforms based on results of the experiments;
• In case of any emergency requiring immediate action to be taken, the Chairperson 
of the Board or any other officer or person authorized by the Chairperson in that 
behalf, shall take such action as considered fit and necessary, and at the next 
meeting of the Board, the action taken shall be reported by such person.
• In order to appoint paper-setters, examiners and moderators, the Board of 
Examinations may constitute sub-committeesfor every group ofsubjects consisting 
of –
(i) theVice-Chancellor or his nominee, designated asChairperson;
(ii) the Dean of the concerned faculty;
(iii) the Chairpersons of the concerned Board of Studies;
(iv) two members of the Board of Studies nominated by it from amongst its 
members:
Provided that, where a referee is to be appointed for evaluation of thesis and 
dissertation and for conduct of viva voce examinations wherever prescribed for 
awarding post-graduate, doctorate and higher degrees, two persons nominated by
the Academic Council shall also be members on the concerned committee:-
• The Controller of Examinations shall be the ex officio Member-Secretary of such
committees;
• The Committees shall prepare lists of persons for various examinations from 
amongst persons, included in the panels to be prepared by the Board of Studies 
and shall submit them to the Board of Examinations, which shall then appoint 
paper-setters, examiners,moderators orreferees;
• No member of the Board of Examinations or the committees shall be appointed as
 papersetter, examiner,moderator orreferee;
• The committee shall obtain foursets of question papersin sealed covers duly 
moderated in the respective subject. The Controller of Examinations shall get one of 
such sealed covers containing question papers randomly drawn by the 
Vice-Chancellor. This sealed cover with seal intactshall then be sent to the press.
• Assessment of answer books for all degree examinations shall be done centrally 
through Central Assessment Programme (CAP). All the answer books of an 
examination shall be collected at a convenient central place. The answer books 
then will be given code numbers and will be masked. All the examiners will attend 
the central assessment centers and they will assess the answer books at the center 
only. The answer books will then be unmasked and the resultsheets will be prepared 
by the moderators:



Provided that, the University may, adopt the same system for post-graduate 
courses as well whenever it considersit expedient and practicable.
• In order to investigate and take disciplinary action for malpractices and 
lapses on the part of candidates, paper-setters, examiners, moderators, 
referees, teachers, supervisors, Centres-In-charge, Centre observers or any 
other persons connected with the conduct of examinations, the Board of 
Examinations shall constitute a committee of not more than five persons of 
whom one shall be the Chairperson. This committee shall be called
“Examination related Lapses and Malpractices Enquiry Committee”.
Such a committee shall submit its report and recommendations to the Board 
of Examinations, which shall take disciplinary action in the matter as per the 
provisions in the bye-law concerning conduct of examinations.
• The Board shall prepare the financial estimate for incorporation in the 
budget of the University and shall submit the same to the Finance and 
Accounts Officer. The Board shall arrange for strict Vigilance during the 
conduct of the examinations by appointing Vigilance Squad to avoid the use 
of unfair means by the students, teachers, invigilators,supervisors, etc.
3)Procedure for Conduct of Business at the Meeting of Board of Examinations
• The Board of Examinations shall meet at least once in each academic term 
of a year. The meeting shall be convened under the orders of Vice-Chancellor.
• Provided that the Vice-Chancellor shall convene a meeting of the Board of 
Examinations, if a requisition, signed by not less than two-third of total 
members of the Board of Examinations, has been received by him.
• The Controller of Examinations shall be the Member-Secretary of the Board 
of Examinations. He shall issue the notices of the meetings, get the minutes of 
the proceedings recorded and perform all other functions required to be 
performed by the Member-Secretary.
• Not less than ten days notice of the date, time and place of a meeting of the 
Board of Examinations shall be given to the members. The agenda of the 
meeting shall be sent to the members so asto reach them at least five days 
before the date of a meeting. In the case of an emergencymeeting,such 
meeting be convened shorterthan 10 days notice.
• No business other than that specified in the agenda shall normally be 
considered at a meeting. Any business not specified in the agenda may be 
brought up by any member with the permission of the Chair.



• Propositions to be laid before the meeting by any member must be received 
in the Controller of Examinations office in the written format at least three days 
before the date of ameeting, other than an emergency meeting.
• Ameeting may be adjourned to any date by the Chairman to complete 
unfinished business. Notice of such adjournment shall also be sent to 
members, who were absent on the scheduled date of the meeting.
• Every meeting of the Board of Examinations shall be presided over by the 
Chairperson(Vice-Chancellor) and in his absence, by a member chosen by 
the members present from amongst themselves.
• All acts of the Board of Examinations, the decisions at every meeting, 
questions coming or arising before it, shall be decided by the majority of votes 
of members present and voting at the meeting.
• Each member of the Board of Examinations, including the Chairperson, shall 
have one vote. In the case of equality of votes, the Chairperson shall have a 
casting vote. The Controller of Examinations, though he is the 
Member-Secretary of the Board of Examinations shall not have right to vote.
• Any business, may be necessary for the Board to perform, may be carried 
out by circulating an appropriate resolution thereon among its members and 
any resolution so circulated and approved by a simple majority shall be as 
effective and binding.
• The decisions on various matters at the meeting of the Board of Examination 
shall be regulated by the Chairperson in accordance with the ruleslaid down. 
TheChairperson may make such changes as he considers essential and 
changes made by him shall be final for that meeting. However, the changes so 
made shall not be inconsistent with rules, regulations and bye-laws.
• Two-third of the total members of the Board of Examinations shall constitute 
a quorum and if there is no quorum, the meeting shall be adjourned by the 
Chairman to a specific time on the same day or on a later date and no 
quorum shall be necessary for such adjourned meeting.
• Any member not attending three consecutive meetings, without prior 
permission, shall cease to be a member. The Chairperson shall fill-up the 
vacancy, so caused, before the next meeting.
• The minutes of proceedings of every meeting shall be drawn up by the 
Member-Secretary and approved by the Chairperson. A copy of the minutes 
of proceedings of each meeting shall be placed before the Board atits next
meeting for confirmation.



B] ACTIVITIES OF THE EXAMINATIONS

The University holds examinations twice in a year; one in 
May/June and second in October/November basis:
The activities of the Examinations are mainly divided into the 
following parts on functional:
1. Pre-Examination work
2. Actual Conductance ofExaminations & Preparation of Results
3. Post Examination Work

1. Pre-ExaminationsWork
It is basically related to :-
• conduct entrance testsfor admission to the various programmes,
• Arrange the meeting of the Board of Examinations,
• Preparation of Schedule of Examinations (under Section 1.5 of 
Bye-Law No.01/2015),
• Appointment of Paper-Setters, Examiners, Moderators, to make 
arrangement for paper
• Setting,
• Prepare the financial estimate for incorporation in the Budget of 
the University,
• Appointment ofCentre In-charge,CentreObserver,Vigilance Squad,
• Appointment of Directors ofCentralAssessment Programmes,
• Preparation of Examination Time Tables of all the Examinations 
and upload the same on the University website.
• Fixing of venue ofCentralAssessment Programme,
• Preparation of budget for conduct of Examinations,
• Distribution ofrequired stationery to various Examinations Centres,
• Make arrangement for sending Name Lists, Summary, Admit 
Cards to the constituent Colleges/Institutes concerned,
• Arrange the sending of Time table of Practical Examination to the 
Colleges/Institutes and other concerned,
• Arrange for distribution of sealed Envelopes of Question Papers to 
the Examination Centres.



2. Actual conductance of Examinations and preparation of Results:
It is mainly related to :
• make arrangement for Vigilance Squad
• visit to Examinations Centres,
• receive the report of unfair means cases,
• make arrangement to collect the Answer Books from the 
Examination Centres,
• coding of Answer Books,
• send it to the venue of the Central Assessement Programme,
• receive the InternalAssessmentMarks and Practical examination 
marklists on line,
• make arrangement to carry out the work of assessment of Answer 
Books,
• collect marklists / CDs of marklists from the CAP and from the 
Examiners,
• process the Examinations results,
• declare the results of various examinations and send it to the 
constituent Colleges/Institutes concerned.

3. Post Examination Work:
This part is chiefly related to :
• receive the formsfor verification of marks,
• make the arrangement for verification of marks and send the 
results to the Colleges/Institutes/Students concerned
• receive the formsfor providing photocopy / ies of answer book/s,
• make the arrangement for providing photocopy / ies of answer 
book/s,
• deal with the cases of Unfair means and lapses on the part of 
candidates and teachers respectively,
• declare theGold Medals,
• receive online applicationsfor Degree/DiplomaCertificates
• deal with the process of the convocation,
Examination Section - 2019



• preserve record of Examinations
• IssueDuplicate Mark sheet/PassingCertificate/ Degree/Diploma 
certificate.
• Make available the statistical data / other examination 
information'sfromtime to time.
• Upload the Degree / DiplomaCertificates and statement of mark 
sheets on the NAD portal.

1] Pre-ExaminationWork

(1) Admissions
(a) Admissions of candidates to the various programmes run by the 
University in constituent colleges/institutes shall be made on the 
basis of merit in All-India Entrance Tests (AIET) conducted by the 
University. However, in case any seat remains vacant, it shall be filled
through another Entrance Test or Inter se merit depending on the 
rules and regulations of the concerned statutory authorities (if any) 
or as per the Byelaws / Circulars of the University.
(b) Admissions to the academic programmes conducted in the 
University/ constituent college/institute shall be open to all persons
regardless of race, religion, creed, caste, class, gender orthe area / 
place ofresidence in India.
(c) TheRulesfor conducting All India Entrance Test by the University 
shall be as follows:
• The competent authority shall appoint a Coordination Committee 
of not less than five persons. This committee shall approve all the 
procedures of conduct and operations of the entrance test and 
ensure transparency.
• AIET for admission to any Programme shall be advertised on all 
India basis through leading newspapers and on website of the 
University.
• The University shall prepare a merit list of the candidates who 
have appeared at AIET conducted by the University and qualified 
(securing 50% or more marks) in a descending order of the total 
marks obtained by them in the Test.
 



• The merit list of the candidates shall be displayed on the University 
website. The candidatesshall be called for counseling for admission 
as per their ranking in the merit list.
• In case two or more candidates obtain an equal number of marks 
at the entrance test (i.e., in case of a tie), the following procedure 
shall be adopted for deciding the final merit:

• For Undergraduate Programmes
i) First level:Acandidate with higher marksin the majorsubject (to be 
decided by the Coordination Committee) of the particular 
programme at the entrance test shall be preferred.Ifthe tie still 
persists, then –
ii) Second level: A candidate with higher marks in the second major 
subject (to be decided by the Coordination Committee) of the 
particular programme at the entrance test shall be preferred. If the 
tie still persists, then –
iii) Third level: A candidate with higher percentage of aggregate 
marks at the HSC (or equivalent) examination shall be preferred. If 
the tie still persists then
iv) Fourth level: A candidate with higher percentage of aggregate 
marks at the SSC examination (or equivalent)shall be preferred.

• For Postgraduate Programmes
i) First level : The candidate having more marks in the final year of 
relevant under-graduate examination of the programme will be 
preferred. If the tie still persists,then
ii) Second level : The candidate, having higher aggregate marks in all 
the University examinations of the relevant under-graduate 
programme will be preferred. If the tie still persists, then
iii) Third Level : If the subject in which the candidate desires to offer 
specialization at the post-graduate level, was one of the subjects in 
his undergraduate programme, the candidate having more marks in 
that subject at the final examination of the under-graduate 
programme will be preferred. If there is no such common subject,
the Committee shallresolve the tie suitably.



• The counseling for admission session will be conducted by the 
office of the University, as per the schedule which shall be 
communicated to the candidate. Failure to report for counseling for 
admission on the scheduled date and time shall result in
cancellation of the claim of the candidate to the seat. It shall be the 
candidate's responsibility to ascertain the result of the AIET.
• Only the candidate and one of his / her parents / guardian shall be 
allowed into the counselling hall. The candidates shall be called in 
the order of their ranking in the merit list.
• Appearance at AIET and inclusion of name in the merit list does not 
mean that the candidate shall get admission to the specified 
programme. His / Her admission to the programme shall depend 
upon the availability ofseats at the time of his/her counseling and 
his/her eligibility. Eligibility criteria for a particular programme shall 
be as laid down by the respective StatutoryCouncils.
• At the time of reporting for counseling, the candidate shall produce 
the documents as listed in the Information Brochure (originals and 
two sets of photocopies). If the candidate fails to produce all or any 
of the documents listed in the information brochure, he/she may 
forfeit his/her claim to the seat.
• The selected candidate shall be required to pay the entire amount 
of tuition fees and other fees prescribed by the University, on the day 
of the admission itself, through a demand draft / RTGS / NEFT / IMPS.
In case the candidate fails to pay the entire amount of fees, he/she 
may lose his/her claim for admission to the seat.
• If any candidate finds it impossible to be physically present for the
admission session due to unavoidable circumstances, he/she may 
authorize any other responsible individual to represent him/her for 
the counseling session. This representative must carry with him/her 
letter of authorization in the format and the documents listed in the
information brochure. If the candidate or his/her representative fails 
to report for the counseling session on the date and time mentioned 
in the schedule of admission, his/her claim for admission to the 
programme shallstand forfeited.



(d) All admissions of the University shall, in the first instance, be 
deemed to be provisional. The office of the Registrar shall confirm 
the admission after verification of his/her documents for eligibility 
and enroll the candidate by allotting him/her Permanent
Registration Number. In case of any doubt, the matter shall be 
referred to a Coordination Committee.

(2)Appointments of Paper Setters / Examiners / Moderators

The University conducts the examinations twice in a year. To facilitate 
the work of appointment of Examiners etc. the list of teachers in the 
University and of the teachers of the other Universities in the state 
and outside the state alongwith their academic qualifications,
experience in which they have acted as Examiner/Moderator/Paper 
Setters in the past and such other information as may be relevant 
shall be maintained. To have a sufficient number of eligible teachers 
available for appointment of Examination work, the University shall 
obtain the information fromotherUniversities atthe beginning of the 
academic year. In order to appoint Paper Setters, Examiners, 
Moderators etc. a meeting of sub-committee of Board of 
Examinations (Section 1.5.4(e)) shall be called. This sub-committee 
shall make recommendations for appointment of Paper Setters, 
Examiners & Moderators from among the persons included in the 
panels prepared by the respective Board of Studies. The
recommendations of this sub-committee shall be placed before the 
Board of Examinations(Section 1.5.4 of Bye-Law No.01/2015). On 
approval of the Board of Examinations and Academic Council, a 
letter of appointment orders to the Examiners concerned along with
copy of instructions/guidelines relating to examinations for which 
they are appointed shall be issued No person can claim 
appointment as Paper Setters, Examiners, Moderators or for any
other examination work as a matter of right. Appointments of 
persons as Paper Setters/Examiners/Moderators etc.,shall be 
ordinarily made at the time ofApril Examination.



However, if it is necessary to do so the appointment of Paper Setters
may bemade at the time of October Examination also.
The teachers of University appointed as Paper Setters / Examiners / 
Moderators shall not refuse the assignment of the Examination work 
under normal circumstances. They shall also ensure their 
availability for assignment as communicated by University. The 
Paper Setters /Examiners / Moderators shall follow all the 
instructions given by the University from time to time in respect of 
Pattern of Question Papers, Setting of Question Papers, Model
Answers/Scheme of Marking etc.
The DPU integrates programme outcomes and graduate attributes 
in all the student related documents displayed on websites, notice 
boards, hand books etc. Further emphasisis given on sharing the 
importance of programme outcomes and graduate attributes 
with papersetters/ examiners.

(3) Schedule of Examinations

The University shall prepare and publish a Schedule of Examinations 
for each & every programme conducted by it at least three months 
before the examinations. The Schedule of Examinations which 
includes the name of the Examination, last date of submission of
examination forms with and without late fee, examination fees, date 
of commencement and conclusion of theory & practical 
examination and probable date of declaration of result etc.
approved by the Board of Examinations(under Section 1.5.4(i)) shall 
be made available to all the constituent Colleges/Institutes and 
other concerned within stipulated time and will be also uploaded 
on University website.

(4) Examination Forms

The system of submission of online examination forms and online 
payment of examination fees has been adopted from the 
examinations held in November/ December 2018 onward.



The examination forms are uploaded on Campus ERP and all the 
candidates are able to access it through their respective Campus 
ERP login. The candidates concerned should login to ERP using their 
login credentials, fill up the required information, make online 
payment of examination fee and submit the examination forms only
within the stipulated period. No offline examination form will be 
accepted. The access to the examination forms through Campus 
ERP will be withdrawn after the due date of filling with late fee and 
the candidates will not be able to fill examination form any more. 
Students who wish to apply after the due date of filling with late fee 
will be able to do so through a special link activated in their Campus
ERPlogin aftertheir application is duly approved by the concerned 
authority. If the last date of filling the examination forms falls on 
holiday/bank holiday or any other holiday decided later, the 
examination formwill be available onCampus ERPon the next 
working day.
The colleges should take daily review of the status of examination 
forms submission and approve the forms which fulfill the criteria, 
print them and get them signed by the Deans / Principals / Directors 
and the incomplete form or forms with incorrect information will be
referred back to the candidate by the college for necessary action. 
After the due date has passed, the College / Institute will prepare 
the report in the prescribed format and forward to the University 
along with the authorized examination forms and details of 
Examination fees. Filling of examination forms before the closing of 
the academic term, all such applications shall be deemed to have 
been provisionally accepted by the University. However if the Deans
/ Principals / Directors communicate to the University that, the 
applicants have not satisfactorily kept their term for their 
programmes, then admission of applicants to the examinations 
concerned isliable to be cancelled or withdrawn.



(5) Time Table of Examinations

The time table of various examinations shall be prepared and 
uploaded on the University website normally one month before the 
commencement of the examinations. The Colleges/Institutes 
concerned should ensure that the time table of the respective 
examination is downloaded and displayed on the Notice Board of 
the College / Institute for the information of candidates and all other 
concerned.

(6) Examination Centre

Every Examination Centre shall satisfy the following minimum 
conditions:-
• ATelephone
• Fax Machine
• E. MailID
• Computer with printer
• Photocopying Machine
• Steel Almarries with lock for safe custody of Question Papers & 
other confidential material.
• Well protected Room of Minimum 200 sq. ft. for storage of 
examination related materials.
• Any other means of communication as may be conveyed from 
time to time.

(7) Centre In-charge/ Centre Observer

At each Examination Centre, there shall be one Centre In-charge 
and one Centre Observer having minimum five years of teaching 
experience, to be appointed by the University. The Principal / Dean/ 
Director of the constituent College/Institution shall normally be the 
Centre In-charge. Where substitute appointment has to be done, it 
shall be done only with prior permission of the University. 



However, 
the Dean / Principal / Director shall alone be responsible for any 
lapse / lapses occurring during the conduct of Examinations.
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The Centre Observer from the other constituent College / Institute 
shall be appointed at each Examination Centre who along with 
Centre In-charge shall have joint responsibility for smooth conduct 
of examinations. The Centre Observer shall report to the Dean / 
Principal / Director of Colleges / Institutions where Examination 
Centre is located one day earlier to ensure the arrangements for the
 conduct of Examination. The Centre In-charge shall be responsible 
for smooth conduct of examinations at that Centre. The Centre 
In-charge of the Examination Centre concerned shall receive the 
sealed Envelopes of the question papers from the representative of 
the University. He / She shall ensure that
• All the envelopes of question papers are intact and received as 
per the summary and TimeTable ofthe Examinations.
• To give the receipt ofthe question papersto the representative of
the University.
• To report immediately to the University for any non receipt of the 
question papers or for any discrepancy relating to question papers.
• To arrange envelopes of the question papers according to the 
time table of Examinations and keep the question papers in 
proper safe custody.
• To submit the information required by University office from time 
to time.
• The University shall ensure that the sealed envelopes of the 
question papers of each session are distributed to the Centre 
In-charge concerned from time to time. In case of day to day 
distribution of the question papers, the sealed envelopes of the 
question papers of the subject concerned shall be handed over to 
the Centre In-charge / representative of the College/Institution 
before half an hour of the Examination of the subject concerned.



• The Centre In-charge appointed at the Examination Centre shall:
i. Appoint the necessary staff according to the prescribed norms,
ii. Make proper seating arrangements
iii. Ensure that the examination stationery required for conduct of 
Examination, question papers etc. are received at the Examination
Centre,
iv. Ensure that the packets of question papers are intact and duly 
sealed and are opened in his/ her presence twenty minutes before 
the start of the Examination.
v. Ensure that Answer Books are distributed to the candidates ten 
minutes before the start of the Examinations.
vi. Supervise over the examination hall and must ensure that the 
candidates are not resorting to unfairmeans/ practices,
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vii.Supervise over the packing and dispatch of the answer books of 
the candidates to the CAP Centre concerned or at the place as 
per the instruction of the University,

• The Centre Observer shall ensure that:
i. The proper arrangements for the conduct of Examination are 
made,
ii. The stationery required for the conduct of Examination, Question 
Papers etc. are received at the ExaminationCentre,
iii. The packets of Question Papers are intact and duly sealed,
iv. The Question Papers packets are opened in his/her presence 20 
minutes before the start of the Examination,
v. The candidates are not resorting to unfair means / practices. In 
case of any undesirable incidence occures, he/she shall 
immediately report the cases of unfair means to the Controller of 
Examinations along with his/her report,
vi. He / She shall not leave the examination centre during 
examination period,



vii.The answer books are distributed to the candidates 10 minutes 
before the start of the examination.

(8) Senior Supervisor

The Centre In-charge and Centre Observer shall be responsible for 
the whole conduct of Examination. There shall be one Senior 
Supervisor having five years teaching experience or among the
non teaching staff not below the rank of Office Superintendent at 
each Examination Centre to be appointed by the respective Dean / 
Principal / Director of the constituent College /Institution.
The duties of the Senior Supervisor shall be to assist the Centre 
In-charge in respect of the following areas of work:
• To supervise arranging and re-arranging the furniture required for 
the University examination in the rooms and halls of the College / 
Institution in blocks, in accordance with instructions of the Centre 
In-charge from time to time and to put up block plates for guidance
 of the Supervisors and forthe information ofthe candidates,
• To make suitable seating arrangements for the candidates from 
day to day in such a way that minimum expenditure isincurred 
consistent with the requisite security needed for the efficient 
conduct of examination.Examination Section - 2019
• To see that name list of the candidates, programmes, and notice 
relating to the examination are put up on the Notice Board at the 
places of Examinations. The name list must be put up at least three 
to four days before the dates of examinations.
• To obtain the stock of stationery required for the examination from 
the stationery store clerk and to supply them to Senior Supervisor on 
the day of examination,
• To make arrangement to store and to serve drinking water to 
candidates during all the day of examination,
• To exhibit and to bring to the notice of all candidates at the 
beginning of each session of examination, the instructions as 
given in the posters printed in red,



• To paste seat numbers on the desk on the previous day or on the 
days of the examinations,
• To prepare and supply to the Centre In-charge / Centre Observer 
the subject wise and block wise analysis of number of candidates 
who would be appearing for the different sessions of examinations, 
at least three / four days in advance,
• To dispatch answer books according to the instructions of the 
University,
• To get clean everyday before and after the examination, the 
rooms and halls wherein the examination are held,
• Restoration of previous arrangement of the furniture etc. after 
conclusion of the examinations,
• To render such other help connected with examination as he/she 
may called upon to do by theCentre In-charge /Centre Observer
for the efficient conduct of the examination.
The Senior Supervisor will ensure that the posters printed in Red 
giving “Instructions to the candidates” are displayed at prominent 
places at a Centre of an examination at each block.

(9) Schedule of Staff

The following will be schedule of staff and rates of payment of 
remuneration, which can be appointed for University theory 
examination at examination centre:



(10) Advance for the University Examination Work

The College/ Institute where examination Centres are located will 
be paid advance for incurring expenditure on various items for 
conducting Theory/Practical examination on behalf of the 
University. The College/Institute should incur expenditure on such 
items as per the rates prescribed.

(11) Stationery for conduct of Examinations

The stationery such as Answer Books, Supplements, Junior 
Supervisors Report, Practical Sheets etc. required for the conduct of 
University Examination shall be supplied by the University to the 
Examination Centres at least two weeks before the 
commencement of the Examination. The College / Institute 
concerned should send the requisition for stationery to the 
University at least three weeks before the commencement of the 
examination.

(12) Distribution of Question Papers

The sealed Envelopes of the Question Papers shall be made 
available to the Centre In-charge prior to two days of the 
Examination. Where the Question Papers are to be supplied day to 
day, in such cases, the sealed Envelopes of the Question Papers 
shall be handed overto the Centre In-charge/ Representatives half 
an hour before the start of the examination of the subject 
concerned. These envelopes of Question Papers shall be collected 
fromtheUniversity office from time to time.

(13) Budget

The financial estimate of the Examination Section for incorporation 
in the budget of the University shall be prepared and shall submit 
the same to the Finance and Accounts Officer duly approved by 
the Board of Examinations.



(14) Appointment of CAPDirector

The Answer Books of all the examinations are to be assessed by 
arranging CentralAssessment Programme (CAP) for each 
programme. The Director of the Central Assessment Programme 
(CAP) and the venue of the Central Assessment Programme
(CAP) are to be decided by the University from time to time.

2]Actual Conductance ofExaminations & Preparation of Results:

1) Internal Assessment and Practical Examination Marks

The Internal Assessment Marks are to be submitted online to the 
University in the prescribed format before the start of the University 
Examinations. The Practical Examination Marks of the University 
Examinations are also to be submitted online. This system of online 
submission of the marks has been adopted from the examinations 
held in November/December 2018 onwards. The system for entering 
the marks online has been made available in the Campus ERP.
The marks duly entered by the College / Institute in the above 
system are to be submitted to the Examination Section of the 
University and the hard copies of the same duly signed by the
concerned are also to be sent to theUniversity.

2) Seating arrangements

The Senior Supervisor shall make suitable seating arrangements for 
the candidates, from day to day, in such a way that minimum 
expenditure is incurred consistently with the requisite security 
needed for the efficient conduct of the examinations. In order to 
ensure strict and effective close supervision by the Junior 
Supervisors over the candidates at the University examination, 
seating arrangement of candidates should be so made by the
Senior Supervisors that each block in which the candidates are to 
be seated is of 24 candidates.



The number of Junior Supervisors to be appointed should be 
determined on the basis of the number of blocks so formed.

Senior Supervisors who are required to go to outside places for 
supervision work and who are required to reach the places on the 
previous day particularly to see the seating arrangements and 
attending the meetings of the Junior Supervisors will be paid halting
allowance for the previous day of the examination on their declaring 
that they attended the meeting of the Junior Supervisors on the 
previous day. Copies of 'Instruction to Junior Supervisor' shall be 
distributed among the Junior Supervisors at least one day before 
the commencement of the examination. Senior Supervisors are 
requested to add to these whatever further instructions they may 
consider necessary forthe efficient conduct ofthe examination at 
their Centre. Senior Supervisors should see that, whenever the 
number of candidates appearing for a particular paper in a block is 
more than half the number arranged in that block, the block
should not be split up. If the number is less than half, the Senior 
Supervisors shall arrange to accommodate this small number of 
candidates in some other effective block. If such adjustment is not 
possible due to other blocks, being full, the old block may be 
continued in spite ofthe small number of candidates.
Senior Supervisors will ensure that posters printed in red giving 
'Instructions to the Candidates' are displayed at prominent places 
at a centre of an examination at each block.
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3) Appointment of Writer

The Senior Supervisors are authorized to make the appointment of 
a writer at an examination for a candidate who, in their opinion, is 
unable to write the answer scripts on serious medical grounds, 
blind or in respect of candidate who is disabled. The writer to be
appointed must not have passed the examination at which he is 
appointed to work for the examination and should not be from the 
same faculty. 



The concerned writershould not be first relative of the examinee, 
i.e. Mother, Father, Sister, Brother, Paternal and Maternal uncle. 
The concerned examinee must submit medical certificate from 
'Registered Medical Practitioner'. The Senior Supervisors shall make 
a separate seating arrangement for the candidate and the writer 
and recover from the candidate asking for the writer, the fee
prescribed by the University authorities from time to time, and 
disburse them to writer appointed by them directly. No writer fee 
shall be collected from the blind candidate. The college should pay
the remuneration in respect of the writer provided to the blind 
candidate from the examination advance sanctioned by the 
University.
The blind candidates will be given an additional one hour extra time 
over and above the prescribed time for writing the answer paper.
It shall be one of the important duties of the Senior Supervisors to 
bring to the notice of all the candidates at the beginning of each 
session of the examination the instructions as
given inAppendix 'A'.
The Dean/Principal/Director of constituent college/Institute shall 
ensure that the sufficient security is obtained from the nearest 
police station during the conduct of the examinations. It should be 
seen that the examination should be conducted in the fair
atmosphere and smoothly. The college concerned should make 
internal security arrangement and also appoint internal squad to 
run examination smoothly.

4) Appointment & duties of Junior Supervisor

The Dean/Principal/ Director of constituent College/Institute shall 
ensure that sufficient number of Junior Supervisors, so far as 
possible from the teaching faculties, are appointed. If needed, 
administrative staff of the status of Head clerk or Senior clerk or
Junior clerk with five years of administrative experience may be 
appointed as Junior Supervisor.
The duties and responsibilities of the Junior Supervisors shall be as 
under:



• Supervisors shall be in attendance at the place of the examination 
at least thirty minutes before the starting of the first paper and 
twenty minutes before the commencement of each subsequent 
paper
• In distributing question papers, junior supervisors shall begin to 
hand over the papers from the last candidate in the respective 
• When a paperis divided into two sections, two answer-books, one 
for each section shall be supplied to the candidates and only one 
when it is not so divided. Additional answer�books shall be given 
only when the answer-book previously given for the whole paper
or section is written in full .Any required number of additional 
answer-books may be given according to the needs of the 
candidate. Supervisorsshall take particular care to collect all
answer-books whether used or unused and shall see that no 
candidate is allowed to retain with him any blank answer-book after 
the warning bell is rung,
• While the examination is going on, Junior Supervisors shall carefully 
look after the block of candidatesto which they are assigned.
• Supervisors shall use the utmost vigilance to prevent copying or 
communication by candidates with one another or with any other 
person.
• Junior Supervisors:
(i) shall not engage in conversation with candidates during the 
examination and they shall notread what candidateswrite,
(ii) shall not give any kind of explanation connected with the 
 questions set,
(iii) shall not do any private or office work during the hours of 
supervision nor shall they, on any account, admit outsiders to the 
place of the examination,
(iv) shall not keep with them any spare copies of question papers 
after they have been delivered to the candidates,
(v) shall see that no copy of the question paper is given to anyone 
who is not a candidate appearing forthe examination,
(vi) shall see that all the candidates are given the proper question 
papers in accordance with the subjectsthey have offered for the 
examination,



(vii) shall not allow any exchange of writing materials, stencils, 
mathematical instruments, etc., when the examination is in progress.
blocks,
• One hour after the starting of the question paper ,junior 
supervisors shall go round the block they are in-charge of and see 
that the candidates have made all the entries correctly on the front 
page of each answer-book supplied and have written correctly
and legibly theirseat number, the subject and the number of the 
section on each answer-book. Whenever any additional book or 
books are supplied to candidates they shall also see that all the 
entries on the front page are properly and correctly made,
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• Junior Supervisors should not allow the candidates to change their 
seats. They should ensure themselves that the candidates write 
their seat numbers legibly and accurately on the answer-books 
and the supplements, for careless writing of wrong seat numbers
result in unnecessary complications leading to assigning marks to 
different seat numbers.
• The junior supervisors may refer to list of names of candidates, if 
they have any doubt or difficulty ofthe identity ofthe candidate/s
• They shall see that no candidate in their block leaves the 
examination hall without giving back his answer-book or 
answer-books, as the case may be, whether blank or
written in.
• Supervisors shall note down the numbers of such candidates as 
have given up their answer-books before the ringing ofthe warning 
bell at the end ofthe examination.
• Students who give up their answer-books before the ringing of the 
warning bellshall be allowed to leave the hall. But after that, no 
candidate shall be allowed to leave it till the close of examination.
• Junior Supervisors should see that answer-books, original as well 
as supplements that have been supplied to the candidates for 
writing answers are initiated and dated by them at the proper place.



• At the ringing of the final bell, the junior supervisors shall go to 
each candidates and collect from him/her all the answer-books. In 
doing so the Junior Supervisors shall begin collecting the 
answer-books from the last seat in their blocks and when the
collection work is over shall arrange them in two bundles according 
to sections and in their serial order. They shall deliver the bundles 
personally together with their reports, to the Senior Supervisors and 
shall not leave the place of the examinations without their
permission.
• Supervisors shall put down their number of the blocks allotted to 
them on the reports supplied to them and whenever their blocks 
are changed, they shall take a note of their new block and write 
down the number of the new block on the reports.
• Junior Supervisorsshall make three copies ofthe reportsfor each
paper, which has to be answered in one and the same language. 
Separate reports should be prepared for each subject when there 
are more than one allotted to one supervisor. Two of these shall be
packed with the bundles containing the respective section of the 
answer books. The third copy of each report shall be handed over 
separately to the Senior Supervisor for being sent to the University Office.
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• Supervisors shall carry out all instructions, which may be given to 
them by their Centre In-charge/ Senior Supervisors in regard to their 
work not covered by these rules
.
• Special books containing squared paper shall be given to 
candidates for answering questions on graphic wherever necessary.
• Remuneration will only be paid ifthe work ofthe supervisoris 
satisfactory .Deductions may be made from the remuneration for 
remissness in duty noticed or failure to observe any of the foregoing 
instruction or instructions issued by the Centre In-charge /
Supervisor.
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• Supervisors shall carry out all instructions, which may be given to 
them by their Centre In-charge/ Senior Supervisors in regard to their 
work not covered by these rules
.
• Special books containing squared paper shall be given to 
candidates for answering questions on graphic wherever necessary.
• Remuneration will only be paid ifthe work ofthe supervisoris 
satisfactory .Deductions may be made from the remuneration for 
remissness in duty noticed or failure to observe any of the foregoing 
instruction or instructions issued by the Centre In-charge /
Supervisor.

5) Receiving & opening of envelopes of the Question Papers

The University shall handover the sealed envelopes of the Question
Papers to the Centre In-charge two days prior to the 
commencement of the examination however, where the system of 
day to day distribution of the Question Papers is adopted, the 
Centre In-charge of the Examination Centre or his Representative 
shall collect sealed Envelopes of the Question Papers of the subject 
concerned before half an hour ofthe Examination.
The Centre In-charge should check the title of the question paper 
as given on the question paper before distribution. They should also 
check the date, time and paper of the examination as given on the 
envelope before it is opened to ensure that the correct envelope is 
opened. It should be noted that the packets of question papers are 
opened in their presence 20 minutes before the start of the 
examination. The Centre In-charge, Centre Observer, Junior 
Supervisors and two examinees concerned shall sign the following
certificate, which is pasted on each sealed cover containing the 
question papers;
Instructions to Centre In-charge, Centre Observer and Junior 
Supervisors
1. Please check up date, time and code no. of the paper of the 
examinations as given on the envelope before itis opened to 
ensure that correct envelop is opened.
2. Contents to be removed by cutting the flap side of envelope.
3. The code number of the question paper, date, time as given on 
the question paper and on the envelope should be checked before 
distribution.
4. After completion of the examination, please return all unused 
envelopes and surplus copies of the question papersto the 
Controller of Examinations



I. Certified that thissealed envelope was handed overin sealed 
condition to Jr. Supervisor_________________ at 
_________a.m/.p.m.
Signature _________  Date ___________

(Centre In-charge&CentreObserver)

II. CERTIFIED that this envelope containing _ copies of the Question 
Papers indicated thereon was opened in our presence 
at _ _ __ a.m/.p.m
____________________College by___________________
Dated this ________day of_______ 20

Signature _______________              Signature____________
                    (Junior Supervisor)                                 (Junior Supervisor)

Signature _______________    Signature____________
   (Examinee with Roll No)       (Examinee with Roll No)

III.CERTIFIED FURTHER that the code numbers of the printed Question 
Papers contained in this cover are identical with code numbers of 
the Question Papers as indicated in the programme of the 
examination.
Dated this ____________day of __________________20

Signature ________________ Signature________________
    (Junior Supervisor)       (Junior Supervisor)



6) Admit Cards

The University has started the system of online availability of admit 
cards of the students from April / May, 2019 examinations onwards.
Every candidates for a University Examination is required to produce 
the admit card, the fee-receipt issued on behalf of the University by 
the Dean / Principal / Director of his / her College / Institute and 
signed by the candidate every day, before the Supervisor at the
Centre where he / she appears for the examination. Candidates 
have been warned that, if they fail to produce the admit card and 
the receipts as aforesaid, they are liable to be refused to appear in 
the examination. Every candidate must carry with him / herCollege 
/Institute identity card along with the admit card and his/ her 
examination fee receipt. In the absence of the admit card and the 
fee receipts or where the fee receipt has been issued without the 
signature of the candidate being attested by the Dean/ Principal
/Director of his / her College/ Institute, the Centre In-charge should 
satisfy himself as to the candidate's identity by seeing candidate's 
identity card and/or by inquiries to corroborate the information 
available to him from the lists of candidates and thereafter admit 
the candidate to the examination and to issue him a permit signed 
by him for production by the candidate when he appears for the 
papers on subsequent days.

7) Entry in the Examination Hall

The candidates are not allowed to enter in the Examination Hall after 
half an hour of the scheduled time prescribed for the particular 
examination.
• to leave the Examination Hall up to first 30 minutes of the 
scheduled time prescribed for the particular examination,
• to leave the Examination Hall during last 10 minutes of the 
scheduled time prescribed for the particular examination.



• to bring in books, papers, technology based calculating and 
communication devices like mobile phone, pager, watches, 
calculator etc. into the examination hall.

8) Entry for authorized person

No person other than the Examinee, Invigilators and such other 
persons as may be authorized by the Centre In-charge or the 
University permitted by the Centre In-charge of a Centre, shall be 
allowed to enter the premises of the Examination Centre. The Centre
In-charge shall take all necessary steps to ensure this. A notice to 
this effect shall be displayed promptly at the appropriate place.

9) Duties of Centre In-charge and Supervisors during the 
examination in session 

As soon as the first paper has begun, the  Centre In-charge shall 
report to the Controller of Examinations as to  the commencement 
of the Examination according to the programme.
Centre In-charge shall, as soon as the examination has 
commenced, go round the several blocks and personally take back 
from the Junior Supervisors every copy of the question paper left 
with them after distribution of copies thereof to the candidates in 
their respective blocks.
The Centre In-charge at all the University Examinations Centres shall 
instruct the Junior Supervisors appointed at the respective 
examinations to ensure that answer-book (original as well 
assupplement) supplied to candidates are initiated and dated in 
the space provided forthe purpose.
Further, Centre In-charge shall instruct the Junior Supervisors to sign 
only as many main answer books and supplements as are actually 
required for a session of an examination for his/her block.



The distribution of answer-books should be done by the Junior 
Supervisors after the candidates occupy their seats, and not before. 
He/She shall ensure that the answer-books are distributed to the 
candidates 10 minutes before the start of the examination. When a
paper is divided into two sections, two answer books, one for each 
section shall be supplied to the candidates and only when it is not 
so divided. Additional answer-books shall be given only when the 
answer-book previously given for the whole paper or section is
written in. When a candidate wants to do rough work, he / she 
should be asked to do it on the left hand side in pencil and scratch 
it before he hands overthe answer-book to the Junior Supervisor. 
Students must be told to write on both sides of the pages of the 
answer-book. He/She must also be told to write the answer-books 
in blue or black ink / ball pen only. However, use of coloured pencil 
or ink in case of Diagrams and Sketchesis permitted.Any required 
number of additional answer-books may be given according to the 
needs of the candidates. The Junior Supervisors should be 
instructed to see that each additional supplement supplied to every 
candidate is noted in the Junior Supervisors Report.

Junior Supervisors are to be specially instructed by Centre 
In-charge to see that candidates write their seat numbers, legibly 
and accurately (both in figures and in words) on the answer-books. 
Careless writing or wrong seat numbers result in unnecessary 
complications leading to assigning marks to different seat numbers.
Under no circumstances, the Junior Supervisors shall scratch the
seat number of the candidate entered by himeither on the main 
answer-book orthe supplement. Centre In-charge shall instruct the 
Junior Supervisors that they should take particular care to collect 
from candidates all answer-books and supplements, supplied to 
them whether used or unused. If any corrections are announced to 
the candidates after the paper has been set to them. Centre 
In-charge shall make a report of such corrections to the Controller 
of Examinations, mentioning the time at which the correction or 
corrections were announced to candidates and shall attach a copy 
of such report.



Centre In-charge shall see that the Junior Supervisors do not -
• allow the candidates to leave the examination hall on any account 
except when he (the Centre In-charge) is convinced of the bonafide 
reason given by a candidate for leaving the examination hall.
• engage in conversation with candidates during the examination 
and do not read what candidate writes .
• give any kind of explanation connectedwith the question set.
• do any private or office-work during the hours of supervision, nor 
on any account, admit outsiders to the place of examination.
• give copies of the question-paper set to anyone who is not a 
candidate appearing for examination.

Centre In-charge should be most vigilant in detecting copying or 
candidate communicating with one another. They should deal with 
such cases as per the provisions of the Section 9.1.14 of the Bye-Law 
No.09/2015 oftheDr. D.Y.PatilUniversity. Junior Supervisors should be 
instructed by Centre In-charge to bring to his notice all attempts of 
copying by candidates, communicating with one another candidate
or any other unfair means. Such unfair attempts are to be reported 
by the Centre In-charge to the Controller of Examinations 
irrespective of the fact that whether the erring candidates are 
expelled or not. If, contrary to the rules, no action is taken against a 
candidate suspected of copying or communicating with another 
candidate, the Centre In-charge should report to the Controller
of Examinations and should give reasons as to why no action was 
taken as required by the rules.

All the cases of copying to be forwarded to the Controller of 
Examinations by the Centre
In-charge /Centre Observer shall be accompanied by the following:
• The original answer-book/s and supplementsinvolved in the 
copying case ;
• Centre In-charge report giving their findings;



• The Junior Supervisor's report giving the fact as to how he 
detected the case ;
• Written explanation or statement of the candidates found 
copying;
• Statement, if any, of other persons connected with the case;
• Such othermaterial asisrelevant to the case.

The Centre In-charge should also see that if the candidate had 
brought any objectionable material in the examination hall for 
copying purposes, the same is also forwarded to the University 
Office alongwith other documents referred to above. When a 
candidate is expelled from an examination hall for copying or for 
any other offence, the Centre In-charge shall not admit him under 
any circumstances for examination in the papers which are 
set subsequently,
The Centre In-charge report on 'copying cases' should cover the 
following points:
• The time at which the Copying / Unfairmeans was detected by 
the Junior Supervisor.
• The time at which the Centre In-charge went to the block of the
' copying 'candidate.
• Whether the candidate was permitted to continue writing or 
whether he was expelled.
• The way how the Junior Supervisor detected
(i) 'copying' or
(ii) bringing written material in the examination hall for 'copying'. 
(The Junior Supervisor should be asked to mention in his report 
whether the material found with the candidate was actually used 
by the candidate for 'copying'.)
• The extent to which the material found with the candidate was 
used or would have been useful to him in view of the questions 
set in the paper.
• TheCentre In-charge findings,if any .Senior Supervisor or 
Laboratory Supervisor is authorized to invite a Registered Medical
Practitioner for giving Medical aid to the candidates at their place 
of examination from near vicinity in the case of an emergency 
during the conduct of examination.



The Registered Medical Practitioner called for such a visit at the 
place of examination will be paid by the University a visit fee fixed by 
the University authorities from time to time. Centre In-charge is 
authorized to exclude any candidate from a University Examination
on their being satisfied that the candidate is suffering from any 
infectious or contagious disease.Any such action has to be reported 
to the Controller of Examinations forthwith.
Centre In-charge shall see that no candidate leaves his seat, after 
the final bell isrung at the close of an examination, until the Junior 
Supervisors have collected all the answer-books of the candidates
in their respective blocks.

Senior Supervisorshould follow scrupulously the following 
instructions:
(1) (a) At any University examinations, if a candidate leaves the 
examination hall within half an hour of the commencement of the 
examination or before the completion of the scheduled time of the 
paper, the copy of the question paper should be taken back 
from him by the Junior Supervisor attending on the block. The copy 
of the question paper may be returned to the candidate, if he so 
desires, only after the conclusion of the particular examination 
session. Books or note-books brought by the candidates should not 
be allowed to be kept in the Examination Hall.
(b) Similarly, the copy of the question paper at any of the University 
examination should not be given for perusal or reference to any 
outside person who is not connected with the examination until the 
particular examination session is over. The copies of the 
examination question papers shall only be in the custody of the
Centre In-charge orthe immediate assistant working under them.
(2) The candidates should be strictly prohibited from loitering
College/Institutewhere theUniversity examinations are held.
Junior Supervisors are to make three copies of their report for each 
paper of two sections. Two of these copies are to be packed with the 
respective sections of answer-books and dispatched to the 
CAPcentre concerned. Centre In-charge shall countersign all reports 
made by Junior Supervisors at the end of the examination in each 
paper.
 



10) Vigilance Squads

The Vigilance Squads of not less than three and not more than 
four members of whom one shall be a lady member shall be 
appointed by the University to visit the centres of University 
examinations to ensure that the University Examinations are 
conducted as per norms laid down, observe whether the Centre 
In-charge and Block Supervisors are following scrupulously 
instructions for conduct of the University Examinations, check the 
candidates who try to resort to malpractices at the time of 
University Examinations and report such cases to the University. 
The Vigilance Squad is authorized to visit any Examination Centre 
without prior intimation and enter Office of the In-charge of the 
Examination Centre to check the record and other material relating 
to the conduct of Examination. They can enter in any block of 
Examination for checking the candidate's identity card, fee receipts, 
hall tickets, etc., to ascertain the authenticity of the candidate. The 
Vigilance Squad shall be authorized to detect use of malpractices 
and unfair means in the University Examination. The Chairman of 
Vigilance Squad shall submit the report on surprise visit directly to 
the Controller of Examinations with a copy to the Dean / Principal
/ Director concerned. The Vigilance Squad may make suggestions 
in the matter of proper conduct of examinations, if necessary. The 
Dean / Principal of the constituent College / Director of Institute 
where the centre of examination is located shall be responsible for 
the smooth conduct of examinations. He / She shall ensure strict 
vigilance against the use of unfair means by the students and shall 
be responsible for reporting such cases to theUniversity as well as
to the law enforcing authority,



3] Post Examination Work

1) Collection of Answer Books

After the paper is over, the bundle of answer-books should be 
sealed immediately. It shall be the responsibility of the Centre 
In-charge to prepare and make the arrangement of sending the 
bundles of answer-books to the Central Assessment Programme 
Centre / University office duly sealed in cloth bags as per the 
instructions given by the University from time to time.
The 'information chart' as given below shall be pasted on each 
sealed bundle of answer-books.
1. Name of the Examination Centre : 4. Section A/B/C:
2. Name of the Examination: 5. Date and time ofthe examination:
3. Name of the Subject: 6.Total answer-booksin the bundle:
The Centre In-charge should particularly ensure that the 
answer-books are sent strictly according to the instructions given 
by the University. If the answer-books cannot be sent to the 
Central Assessment Programme Centre / University office 
immediately after the paper is over, the sealed bundles of 
answer-booksshould remain in the custody of the Centre 
In-charge belonging to the College/Institute at which the 
examination is held, who will be solely responsible for the safe 
custody of parcels pending their delivery to the Central 
Assessment Programme Centre / University office as the case 
may be. If they have any doubt or difficulty regarding sending the 
answer-books, in such case they should immediately report the 
matter to the Controller of Examinations. Reason for not sending 
should be mentioned.



2) Remuneration/TA/DA

At the conclusion of the whole examination, Junior Supervisors shall 
fill in their bill forms, and sign them. The Centre In-charge shall 
countersign all these bills. The Dean/Principal/Director of the 
College/Institute concerned should arrange to make payment of 
the remuneration to Junior Supervisors and peons as per 
instructions contained in the rates ofremuneration.
The outside Centre Observer, Examiners etc. appointed at an 
examination centre shall obtain Traveling and Halting allowance 
bill as per the existing rates of the Dr. D. Y. Patil University.

3) Account of Answer Books

At the conclusion of the whole examination, the Dean/Principal of 
the constituent College/Director of Institutes where the centre of 
examination is located shall see that the necessary entries of used 
answer-books are made in the register. They will ensure that proper
account of answer-booksismaintained and the same is certified at 
each examination season.

4) Procedure for Assessment

The University has adopted a CentralAssessment Programme and 
the answer books of all the University Examinations are assessed by 
organizing Central Assessment Programme
(CAP) with a view to:
• declare the resultsin the shortest possible time,
• increase the reliability ofthe results,
• maintain uniformity and consistency in the assessment ,
• increase accuracy and efficiency in the declaration of the results,
•• create confidence amongstthe candidates about the assessment
system
.



A] Double Evaluation System
(i) All the answer book(s) shall be evaluated by the First Examiner at 
the Central Assessment Programme (CAP).
(ii) The CAP Director shall provide a separate maklist to the First 
Examiner to make entries ofthe marksin the marklist.
(iii) The CAP Director shall arrange for Evaluation of all the answer 
book(s) by the Second Examiner. The Second Examiner shall make 
entries of the marks in the second marklist provided separately.
(iv) The First and Second examinersshall not mention the question 
wise marksin the body of answer books and on the front page of the 
answer books.
(v) The Question wise marks be entered in the Mark list.
(vi) The marks be entered in the Mark list as per the pattern of the 
Question Paper.
(vii) If the examinee attempts questions more than asked to attempt, 
the highest marks of the required numbers of questions/options
shall only be considered.
(viii) The Examiner willsign on the front page of eachAnswer Book at 
the appropriate place provided.
(ix) TheCAPDirector Shall keep,
a) all Mark List of Answer book(s) on which First Examiners have 
allotted the marks, those MarkListsto be keptin one envelope and 
marked as "Packet-A"
b) all Mark List of Answer books on which Second Examiners have 
allotted the marks, those Mark Lists "Packet-B" to be kept in separate 
envelope and marked as
(x) The CAP Director shall ensure
a) each Answer books is assessed by the First and Second Examiners
b) all attempted answers are assessed by both the Examiners
c) there is no any error / mistake in totaling of the marks. He shall get 
assessed the unassessed answer(s) if any, by both the examiners 
and also get the mistake(s) rectified in totaling of the marks if any,
 from the examiners concerned
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(xi) The CAP Director shall submit sealed envelopes of Mark Lists 
(Packet A & B) to the Examination department of the University.
(xii) The University shall take average marks of the total marks given 
by two examiners for final computation of the result. Such average 
marks shall be considered as marks obtained by the concerned 
examinee for paper/subject as applicable. a particular
For example, if the total marks given by the first examiner in 
evaluation of answer book is suppose 46 out of 100, and the total 
marks given by the second examiner in evaluation of answer book 
is suppose 50, the University will consider 48 marks as average 
marks obtained by the concerned candidate in the particular paper
/subject.
(xiii) If there is a difference of more than 15% marks between the two 
Examiners, the said paper be evaluated by the third Examiner and 
the average marks of the higher closertwo Examinersmarks be 
considered asfinal marks.
(xiv) The Duble Evaluation shall be carried out simultaneously at 
respective CAP Centres.

B] Assessment Process
On the first day of commencement of the CAP, the examiners shall 
be given information regarding the programme, seating 
arrangement, payment of TA/DA. remuneration bills etc.and
On the first day of CAP, the CAP Director shall convene the meeting 
of all the examiners to discuss the Question Paper/s, Answer Key/
Scheme of Marking and Synoptic/Model Answers as well as 
discrepancies if any, in a paper so as to attain the uniformity / 
standard and consistency in assessment. He/She shall watch the 
day to day progress of assessment. The examiner should be 
required to write his/her name on the front page of answer book 
below his/her signature. 



As and when subject wise mark lists are completed, the mark lists 
will be submitted to the University office. After submission of
mark lists the answer books of that subject should be arraged 
according to Junior Supervisor's Report subject wise and shuld be 
handed overto theUniversity Office. The statement of Income and 
Expenditure should be prepared and got audited from the 
Chartered Accountant and submitted to the University within one 
month from the date of conclusion of Central Assessment 
Programme.

5) Examination Result

On receipt of the mark lists from the Central Assessment 
Programme (CAP) Centres, the University shall process for 
preparation of the examination results. The result of the 
examinations shall be prepared and finalized as per the rules and 
regulations laid down in the respective course.
The results of the examinations shall ordinarily be declared within 
30 days from the last day of the examination ( Theory and/or 
Practical) and the University shall dispatch the result alongwith 
statement of marks and passing certificates(wherever necessary) 
to the constituent Colleges/Institutesfor distributing the same to the 
candidates concerned.

6) Verification of Marks

After declaration of the University Examination results, the 
candidates may apply for the Verification of marks of his/her 
answer books. The answer books may be scrutinized for the
verification of the correctness of the total of marks recorded and for 
verification that all answers have been assessed. However, on 
verification if any answers is/are found unassessed, such answers 
shall be checked and the marks allotted for such answers shall be 
accounted towards total marks obtained by the examinee.



If as a result of such verification, it is found that the result of the 
examinee needs to be changed at the examination, the University 
shall publish a supplementary list embodying the result of such 
verification. The fee paid by the examinee in such cases, shall be re-
funded fully. The application for verification of an examinee shall be 
submitted to the Controller of Examinations within 15 days from the 
date of declaration of result concerned. In no case application for 
verification will be entertained after expiry of 15 days from the date 
of declaration of results.
The candidates, whose marks are changed after verification of 
marks, shall surrender his/her original mark sheet to the University 
through his/her College/Institute. In such cases, the University shall 
issue revised statement of marks to the concerned candidate. The 
necessary revised entries in this regard shall be made in the result 
ledger. The result of the verification of marks shall be binding on the 
examinee concerned.

7) Providing of Photo Copy/ies of the assessed theory answer book.

An examinee may apply for the photo copy/ies of the answer - 
book/ s in any number of theory subjects/papers for which he /she 
has appeared at the University examination. The prescribed 
application form shall have to be filled in and signed by the 
examinee only and shall be submitted to the Dean /Principal / Direc-
tor of the College / Institute concerned along with the requisite fees, 
within 10 days (both days inclusive) from the date of declaration of
result of the examination concerned. The photo copy/ies of the 
answer-book/s along with the photo copy of the mark -lists of the 
student concerned from the mark-lists of the examiners shall be 
provided to the examinee after making corrections, if any, in the 
mark-lists of the examiners and concealing the identity of the 
examiners. The examinee shall
further refrain himself from putting such photo copy/ies to any misuse 
that might jeopardize
the reputation oftheUniversity.
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The University shall provide the photo copy/ies within 10 days from 
the date of receipt of application through the Dean,
/Principal / Director of College / Institute concerned. The provision 
of photo copy/ies of answer-book /sis an additional facility made 
available to the students.
The examinee shall be sole custodian of the photo copy/ies so 
provided and shall not be entitled to transfer the same to anybody 
for any purpose, whatsoever. 

An examinee may apply separately for verification of answer - 
book/ s as per the existing provision. However, separate 
Re-evaluation facility shall not be available to the students as
double evaluation has been carried out by theUniversity before 
declaration ofthe results. The system of providing of photo copy/ies 
of the assessed theory answer book/ s of the University 
examinations has been implemented from the examinations 
April/May /June 2019 onwards.

8) Unfair means

During the examination, examinees shall be under disciplinary 
control of the Centre In�charge. On receipt of a report of unfair 
means from the Centre In-charge of the Examination
Centre to Controller of Examinations under section 9.1.14 of the 
Bye-Law No. 09/2015, by any candidate at any University 
examination, including breach of any of the rules laid down
by the University authorities, for proper conduct of examination, the 
Board of Examinations shall have power at any time to institute 
inquiry and punish such unfair means or breach of the rules by the 
exclusion of such candidates from any University Examination or 
from any University programme in a constituent College/Institute or 
from any Convocation for the purpose to conferring degree either 
permanently or specified period, or by cancellation of the result of 
the candidate in the University Examination for which the candidate 
appeared or by deprivation of any University Scholarship held by 



him/her or by cancellation of the award of any University prize or 
medal to him/her or by imposing of fine as prescribed by the
University orin any two ormore ofthe aforesaid ways.
Examination Results of the concerned candidates involved in such 
cases shall be withheld till the competent Authority arrives at a final 
decision in the matter and the concerned examinee and the 
College/ Institution to which he/she belongs to, shall be 
informed accordingly.
The Controller of Examinations shall observe the following procedure 
for the purpose of investigating unfair meansresorted to by 
examinees.
1. The Controller of Examinations shall inform the examinee 
concerned in writing of the act of unfair means alleged to have 
been committed by him/her and shall ask him/her to
submit the written statement
2. The examinee may appear before the inquiry committee on a day, 
time and place fixed for the meeting with his/her explanation to the 
show cause notice served on him/her there in.
3. The examinee himself/herself only shall present his/her case 
before the committee.
4. The documents that are being taken into consideration or are to 
be relied upon for the purpose of proving charge/s against 
examinee should be shown to him/her by the Inquiry Committee ,if 
the examinee presents himself / herself before the committee. The
evidence if any ,shall be recorded in the presence of the delinquent 
examinee.
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5. Reasonable opportunity, including oral hearing, shall be given to 
the examinee in his/her defence before the committee. The 
documents i.e. reply /explanation given by the examinee shall be 
considered by the committee before making final 
recommendations in the case.
6. After serving a show cause notice, if the implicated examinee 
fails to appear before the Inquiry committee on the day of meeting, 
the examinee may be given one more opportunity to appear before 
the committee in his/her defense.
7. Even after offering two chances, if the examinee concerned fails 
to appear before the committee, the committee shall take decision 
in absentia, on the basis of the available evidence/documents, 
which shall be binding on the examinee concerned.
The committee shall impose any one or more of the following 
punishments on the examinee/sfound guilty of using unfair means:
1. Annulment of performance of the examinee in full or in part in the 
examination he/she has appeared for.
2. Debarring examinee from appearing for any examination of the 
University for a stipulated period not exceeding five years.
3. Debarring examinee from taking admission for any programme in 
the constituent College/Institution oftheUniversity for a stipulated 
period not exceeding five years.
4. Cancellation of the University Scholarship/s or award/s or prize or 
medal etc. awarded to him/her in that examination.
5. In addition to the above mentioned punishment, the competent 
authority may impose a fine as prescribed by the University on the 
examinee declared guilty. If the examinee concerned fails to pay the 
fine ,within a stipulated period ,the competent authority may
impose on such a examinee additional punishment / penalty a sit 
may deemfit.
6. As far as possible the quantum of punishment should be as 
recommended (category wise) as laid down in the section 9.1.19 of 
Bye-Law No .09/2015
University.



The Unfair means Inquiry Committee appointed by the Board of 
Examinations to investigate into unfair means resorted to by 
candidate/s at the University examinations shall also investigate the
case of malpractices used and /or lapses committed by the paper 
setter, examiners, moderators, referees, teachers or any other 
persons connected with the conduct of examinations at the
University examinations.
(1) The Controller of Examinations shall inform the implicated person 
(Paper Setter, Examiner, Moderator, Referee, Teacher or any other 
person connected with the conduct of examination)in writing about 
the act of malpractices used and alleged or lapses committed
by him/her at the examination and shall ask him/her to submit 
explanation/written statement.
(2) The concerned person be asked to appear before the Unfair 
Means Inquiry Committee on a day, time and place fixed for 
meeting, with written reply/explanation to the show cause notice 
served on him/her and charges levelled against him/her therein. 
The concerned person himself/herself only shall present his/her 
case before the committee.
(3) The documents that are being taken into considerations or to be 
relied upon for the purpose of proving charge/s against the 
concerned person shall be shown to him/her by the Inquiry
Committee if he/she presents himself/herself before the committee. 
The evidence, if any, should be recorded in the presence of the 
delinquent.
(4) Reasonable opportunity, including oral hearing shall be given to 
the concerned person in his/her defence before the committee. The
reply/ explanation given to the show cause notice should also be 
considered by the /recommendation. Committee before making 
final report.



(5) If the concerned person fails to appear before the Committee on 
the day, time and place fixed for the meeting, he/she be given one 
more opportunity to appear before the committee in his/her 
defence. If even after offering two chances, the concerned person
fails to appear before the committee, the committee shall take 
decision in his/her case in his/her absence on the basis of whatever 
evidence/documents which are available before it and the same 
shall be binding on concerned implicated person.
The committee shall inflict any one or more of the following punish-
ments on the implicated person examination :
found guilty of using mal practice/s or committing lapses at the

(1) Declaring the concerned paper-setter, examiner, moderator, 
referee, teacher or any other person connected with the conduct of 
examination, disqualified from any examination.
(2) Imposing fine as prescribed by the University. If the concerned 
person fails to pay the fine, within a stipulated period, the 
Competent Authority may impose on such a person additional 
punishment / penalty asitmay deem fit.
(3) Referring his/her case to the concerned disciplinary authorities
for taking such disciplinary action as deemed fit as per the rules 
governing his/her service conditions.
(4) The competent authority or the Officer authorized in this behalf-
shall inform the concerned person of the decision taken in his/her 
case and the punishments imposed on him/her.
(5) An appeal made within 30 days of imposition of the punishment, 
other than the punishment referred to in clause no (3) above, shall 
lie with the Board of Examinations if the case is pertaining to the 
University examination and its decision in the appeal shall be final 
and binding.
rescribed category-wise as laid
down in the Section 9.1.21 of the Bye-Law No. 09/2015 of Dr. D. Y. Patil 
University.
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(6) The Competent Authority shall supply a typed copy of the 
relevant extract of the fact�finding report of the Inquiry Committee, 
as well as the documents relied upon (if not strictly confidential), 
pertaining to his/her case to the appellant / petitioner, if applied 
for in writing.
(7) The court matters in respective cases of malpractices/ lapses 
should be dealt with by the respective competent authority.
(8) As far as possible the quantum of punishment should be 
prescribed category-wise as laid down in the Section 9.1.21 of the 
Bye-Law No. 09/2015 of Dr. D. Y. Patil University.
9) NationalAcademic Depository (NAD)
To bring the administrative and academic reforms in the field of 
education through the use of Information Technology for delivery 
of efficient services to all stakeholders, the Government of India 
has established the digital depository of academic awards to be
known as NationalAcademic Depository (NAD). NAD is Online store 
house of academic awards (i.e Degrees, Diplomas Certificates, 
Mark-Sheets etc.,) The NAD would help in validating the 
authenticity of academic awards. This would provide benefit to 
educational institutions, students and employers by enabling 
online access and retrieval, eliminate fraudulent practices such as 
faking /forging of certificates and Mark sheets and facilitate
validation. The University has already started uploading the 
documents on NAD Portal. The student can  Login to the NAD portal 
by filling up the form online by using NAD website.
(https://cvl.nad.co.in).

10) Preservation of Documents
1) All answers books, Question Papers and related documents of 
the Internal Examinations shall be retained with the college / 
institute for at least six months after the declaration of the 
University Examination result. Thereafter these records shall be 
shredded and disposed of. However the record of failed 
candidates passes the examination. shall be kept until , he/she



2) The answer papers of examinations shall be preserved for a 
period of at least 6 months from the date of declaration of result of 
the examination concerned after which the papers shall be 
shredded and disposed of.
3) The examination related various documents / records shall be 
preserved for a period decided by the University authorities.
11) Convocation
1. The convocation for conferring Degrees and Diplomas of the 
University shall be held at
least once during an academic year, on a day, date and time to be 
fixed by the Vice Chancellor, in consultationwith the Chancellor.
2. The Registrar shall give a notice of the date of the convocation to 
the members of the Board of Management and Academic Council, 
and shall publish the said notice in newspapers and on the
University website.
3. The notice period shall not be lessthan six weeks; provided that 
the Vice-Chancellor may, by his order, reduce the period of notice 
to not less than four weeks, if, in his opinion, the circumstances so 
require. This condition of minimum notice period shall not apply for 
the special convocation.
4. The Registrar under the directions of the Vice-Chancellor shall 
prepare the programme to be followed at the convocation.
5. The costume to be worn by the Chancellor, the Vice-Chancellor, 
the Pro-Vice Chancellor, Members of the Board of Management 
and of the Academic Council, other officers of the University, and 
the candidates eligible to receive the degree at the convocation, 
shall be such asspecified by theBoard of Management.



6. The University may confer Degrees, Diplomas and other academic 
distinctions in each Faculty, as prescribed, on such persons who are 
eligible forthe same.
7. The University shall also confer Honoris Causa (Honorary degree) 
as may be decided by the Board of Management, at the annual or 
special convocation to honour a person who has made an 
extraordinary contribution in the fields of Arts, Social Sciences, 
Humanities, Science & Technology, Health Sciences, Public 
Administration, Cultural and Social Work etc; which may be held as 
and when desired on a date to be fixed by the Vice-Chancellor in the
consultation with theChancellor.
8. The applicants for Degrees, Diplomas and other Academic 
Distinctions may be arranged and presented atthe convocation in 
the following order:
a) Honoris Cuasa
1. Doctor in Science (D.Sc.)
2. Doctor of Literature (D.Lit.)
b) Doctor of Philosophy (Ph.D.)
c) Super Speciality degree
- D. M.
- M. Ch.
d) Master of Philosophy
e) Master's Degree
f) Post Graduate Diploma
g) Bachelor's Degree
h) Any other Degree/Diploma
9. For conferment of Degrees, Diplomas, etc., Faculties shall be 
arranged in the order of their dates of establishment.
10. The University shall confer at the convocation a Degree / 
Diploma in the programmes, approved by the Board of
Management from time to time, to such persons as have
undergone the prescribed programmes and have passed the 
qualifying examinations for the same.



11.Every person, who has pursued an approved programme of study 
in the University or in a constituent college / institute and has 
passed the examination prescribed by the University, shall be 
eligible on payment of prescribed fees, to be admitted to the
gree or Diploma in person orin absentia, at his option, at the 
convocation.
12. At the Convocation, the Dean of each Faculty, or in his / her 
absence, a member of the Faculty, nominated by the 
Vice-Chancellor, shall present to the Chancellor or the 
Vice-Chancellor, the persons who have sought admission to the 
respective Degrees and Diplomas. Such presentation shall take 
place in the ordermentioned inClause (8) above.
13. Subject to such general or special orders as may be issued by the 
Board of Management from time to time on this behalf, all 
candidates successful at the final examination for a degree or 
diploma shall be entitled to be admitted to "receive the said" degree 
or diploma at the next convocation held after the publication of 
results of that examination.
14.If any candidate is absent at the first convocation held after the 
publication of results, he /she shall, on application to the Registrar, 
be entitled to be admitted to the degree in absentia. Such 
application shall be accompanied by a receipt of fees as may be 
prescribed by the University from time to time.
15. The graduands of various faculties shall be presented 
Faculty-wise in groups. However, the graduands of the Super 
specialties and Doctorate shall be presented individually.
16. The degrees, medals and prizes and other such honours will be 
conferred / presented to the awardees, individually by the 
Chancellor / Vice-Chancellor. The formal document of the
degree and diploma shall bear signature of the Chancellor / Vice 
Chancellor in token of the conferment ofthe degree.



17. The manner of conferment of degree / diploma, the language of 
the convocation proceedings and the language of the formal 
document of degrees and diplomas shall be as decided by the 
Board of Management.
18. Notwithstanding the above, and in accordance with the 
Regulations of the UGC in this regard, the degrees are given within 3 
months of passing of a degree course or even earlier without 
theConvocation, if so requested by any candidate (including a 
foreign one).

12) Duplicate Certificate
After declaration of the University Examination Result, the Statement 
of Marks, Passing Certificates are made available to the candidates 
concerned through their Colleges/Institutes. However, the 
candidates may apply to the University in the prescribed application 
alongwith the prescribed fees for duplicate Statement of Marks,
Passing Certificate due to loss of original documents. The University 
shall issue the duplicate Statement of Marks/ Passing Certificate as 
the case may be to the candidate concerned.
The duplicate degree certificate may be issued to the candidates 
subject to the fulfillment ofthe following conditions:-
(1) Application in the prescribed forms
(2) Remittance ofthe prescribed fees
(3) Affidavit for the reasons for demanding duplicate degree 
certificate.
(4) Acopy of First InformationReport(FIR).
On receipt of the above documents, the duplicate degree certificate 
may be prepared
mentioning “Sd/-” in place where the original signature of the 
Vice-Chancellor /Chancellor. The duplicate certificate shall be 
issued under the signature of the Controllerof Examinations by 
mentioning a duplicate degree certificate. The necessary entries
should bemade in the register ofissuing the duplicate degree 
certificate.
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13) InternshipTraining Certificate
Internship is phase of Training wherein a graduate is expected to 
conduct actual practice of Medical & Health Care and acquire 
skills under the supervision, so that he/she may become capable 
offunctioning independently. After declaration of the result of 
University final year examination of MBBS/BDS etc. the 'No Objection' 
Certificate for undergoing the compulsory Rotatory Internship 
Training shall be issued by the Registrar. As per Medical Council of 
India / Dental Council of India etc. and Internship Regulations, the 
candidates who has completed one year Compulsory Rotatory 
Medical /Dental etc. Internship Training Programme are eligible 
for award of MBBS/BDS etc.degree certificate.
On receipt of the letter from the college concerned regarding 
successful completion of one year Compulsory Rotatory Internship 
Programme, the University shall issue the Internship Training 
Certificate to the candidates concerned.
14) Migration Certificate
(1) A candidate of Medical/Dental/Physiotherapy/Nursing /
Biotechnology/Master of Business Administration/Bachelor of 
Clinical Optometry / Ayurved / Homoeopathic Colleges may apply 
in the “Precribed Proforma ”to the Registrar of the University for
his/her Migration Certificate from any of the consitituent Colleges 
of the University to any statutory University in India or abroad after 
passing final year of the course of this University or wants to leave 
the programme and desirous to join any other course in any
other University in India or abroad.
(2) The fee for issuing the Migration Certificate shall be decided by 
the University from time to time which shall be sent to the University 
through RTGS / NEFT / IMPS / demand draft from a nationalized 
bank drawn in favour of the Registrar, Dr. D. Y. Patil University, Pimpri, 
Pune.
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(3) The Migration certificate shall be issued on the basis of the 
original Transfer Certificate/Leaving Certificate issued by the Dean 
/ Principal / Director of the College/Institute last attended by the 
candidate.
(4) Students should ensure that the Transfer Certificate/ Leaving 
Certificate in original is to be enclosed with the application for 
Migration Certificate .He / She should request the Dean/ Principal / 
Director of the Colleges / Institute to forward the application
alongw ith original Transfer Certificate and attested copy of the 
statement of marks of last Examination.
(5) The originalTransfer Certificate received in the University office 
will not be returned to the candidate. Similarly the fee paid in 
respect of Migration certificate shall not be refunded under any 
circumstances.
(6) Incomplete form shall not be considered.
(7) As far as possible, the Migration Certificate shall be sent to the 
applicant by registered post on the address given in the 
application unless otherwise requested for individual collection.

Place : Pimpri, Pune- 411018            M. S.Phirange
Date : 14th September, 2019        Controller of Examinations



INSTRUCTIONS TO CANDIDATES
(For the information of the Junior Supervisors)
1. Candidates who are not in their seats by the time notified will not, 
as a rule be admitted to the examination .The Centre In-charge 
may ,however, allow the candidate to enter in the examination hall 
up to half an hour of the scheduled time prescribed for the 
particular examination, on giving by hima satisfactory reason for the 
delay .
2. Smoking is prohibited in the educational institutions.
3. A warning bell will be given ten minutes before the close of the 
examination, at the second bell you muststop writing, and be ready 
to hand over your answer-booksto the Supervisor.
You must not leave yourseat until the Supervisors collect all your 
answer-books.
(A) While entering the Examination Hall
1. Make sure that you are not in possession of any material such as 
books, note-books, scribbled notes, technology based calculating 
and communication devices like mobile, watches, pager, calculator 
etc. whichmay temptto copy or use as a reminder.
2. Do not take with you any answer-book or supplement sheet 
written in or blank while leaving the examination hall.
3. Do not speak or communicate in any way with any other 
candidate in the examination hall while the examination is going on.
4. Do not disobey any instructions issued to you by the Centre 
In-charge or the Junior Supervisor .
5. You should strictly abide by the instructions that may be issued to 
you by the Centre In�charge from time to time.
6. Do not behave in a rude or disobedient manner.
Failure to observe the instructions may result in expelling the 
candidate instantly and punishing the misconduct or breach of rules 
by excluding him from any University or College Examination or 
Programme for a specified period or permanently.
(B) While writing in the Examination Hall
1. Write on both sides.
2. Write the answer-books in blue or black ink/ball pen only. Use of
coloured pencil or ink in case of diagrams and sketchesis permitted.



3. Do not write your name in any part of your answer-book or 
disclose your identity in any other manner.
4. Do not write anything on the question paper or the blotting paper.
5. Do not write seat number any where except at the place provided. 
If seat number is written any where else, it will be treated as unfair 
means and the performance of the candidate will be treated as 
null and void forthe entire examination.
6. If you want anything, request to your Supervisor ,but do not leave 
your Seat on any account .
7. If you suspect that there is some error in the body of the question 
paper, bring it immediately to the notice of the Senior/Junior 
Supervisor so as to enable him to rectify it after making the 
necessary enquiries. In case the Senior/Junior Supervisor is unable 
to rectify the error while the paper is in progress, you should bring 
the suspected error to the notice of the University through the 
Centre In-charge of the examination centre immediately after 
examination is over.
8. Write your answers in a legible hand. Answers written in an 
illegible and undecipherable hand are liable to be unassessed.
9. In case a part of the answer to a question is written on a page not 
immediately succeeding the page on which the main body of the 
answer is written ,the fact must be clearly indicated at the end of 
complete answer ,otherwise the part of the answer is liable to 
remain unassessed.
10. You will not be permitted to leave the examination hall until half an 
hour after the question papers are distributed and during last 10 
minutes of the schedule time prescribed for the particular examination.
11. Exchange of writing materials, pencils, mathematical instruments, 
etc., is strictly prohibited.
12. An act of copying or of impersonation at an examination centre is 
punishable under' the Maharashtra Prevention of Malpractice at 
University ,Board and other specified examinations'.1982 ,The act 
passed to the effect.



13. Do not write answers in wrong sections as these will not be 
assessed.
(C) While handing over the Answer-books
1. Make sure that you have completely and correctly written your 
seat number and other details on the cover page ofthe answer-book
and supplement/s All answer-books and supplements supplied to 
you must be handed overto the Supervisors intact whether written in 
or blank.
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