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General Instructions for Proctors for Online Internal Assessment 

Examination Scheduled from- 18th Jan to 21st Jan 2021 B.Tech. Sem-I   

1. Block supervisors need to create Google meet link and share it with students at least 

45 minutes before commencement of the examination. Google meet invitation of all 

Classes to be sent to Principal Sir (principal@rait.ac.in) and HOD Ma’am 

(hodes@rait.ac.in). 

2. Block supervisors will start admitting students 30 minutes before commencement of 

the examination and instruct students to put attendance in the chat window in 

prescribed format (Roll No_FirstName_LastName). 

3. All block supervisors will get Google Form links (MCQ) and Attendance Sheet from 

Exam coordinator 30 minutes before commencement of the examination. 

4. Block Supervisor must personally see and identify the student and mark the 

attendance. Ask students to switch on the camera when you take attendance. Ask for 

photo ID to ensure the sanctity of the proctored examination. 

5. Block supervisors will share MCQ Google form link with students in chat window 5 

minutes before commencement of the examination. Responses will be enabled 5 

minutes before commencement of the examination. 

6. Block supervisor should record the meeting. 

7. If any student has any issue with internet, power failure or delay in receiving question 

papers, should be taken note of and reported immediately. 

8. Block supervisors are required to prepare the attendance report of the examination for 

their assigned block and submit softcopy to the exam coordinator within 30 minutes of 

commencement of the examination. 

9. If any student is facing difficulties in appearing for the examination, it has to be noted 

down and possible help is to be extended to solve the problem with the help of the 

conduction team. 

10. Please keep instructing students in your block regarding the time left for the 

completion of the examination. 
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