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To ensure justice, accountability, and legitimacy, The Cochin College has established a transparent external evaluation

mechanism. The transparency of the assessment process is enhanced by implementing the following actions and proce-

dures: This system covers all academic programs and courses offered by the college, adhering to the rules and regula-

tions of Mahatma Gandhi University. It utilizes various evaluation methods conducted at regular intervals throughout

the academic year to effectively measure students’ progress. Within the external evaluation system, the End Semester

Assessment (ESA) carries the most significant weight, contributing 80 percentage to the continuous internal evaluation

system.

1 End Semester Assessment Process
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1.1 Share fee notification with students

Notify students about the fees they are required to pay to the University for their end semester examinations.
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1.2 Handling requests for condonation

Managing the processing of requests for condonation from students who have insufficient attendance to appear for end

semester exams.
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1.3 Distribute exam registration forms to each class

Organizing and sending out registration forms to students according to their classes.

1.4 Verification of application forms by tutors and HODs

This involves the evaluation and approval of student-submitted forms by teachers and heads of departments.
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1.5 Fill out and verify the application forms on the university portal

The office staff enters data from the application forms into the university’s online system and the responsible faculty

members cross-check the information.
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1.6 Share the seating arrangements via notice board and WhatsApp

Exam seating arrangements are communicated to students through WhatsApp messages and are clearly posted on the

notice board for easy access.
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1.7 Notify faculty members of the invigilation duty list

Informing faculty members about their responsibilities for supervising exams.
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1.8 Issue hall tickets on or before exam day in the department

Distributing examination hall tickets to students on the day of the exam or prior typically handled at the department

level.
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1.9 Print question papers at the exam office

Downloading the exam questions from the website and printing them at the designated exam office before the exam.
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1.10 Ensure strict exam invigilation

This involves closely monitoring the exam to ensure adherence to all guidelines and attention to detail.

1.11 Promptly pack answer scripts at the exam office

Answer sheets are collected and securely sealed at the exam office after the test for evaluation and documentation.

1.12 Faculty participation in project viva-voce answer script evaluation and practicals

at university centers

Faculty members travel to designated centralized university evaluation camps to assess and grade exam papers. They

also actively engage in the evaluation of practicals and project assessments across various MG University colleges.
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2 Key Services Provided by the Exam Office

2.1 Evaluation of Student Registration

One of the Exam Office’s key responsibilities is to inform students about the end-of-semester examination registration

process. They provide essential deadlines rules and guidance to ensure students register for their exams on time. This

service ensures that all eligible students are aware of the exam schedule and can participate in the assessment process

smoothly.

2.2 Managing Special Cases and Providing Support

The Exam Office is responsible for addressing the needs of students with special requirements such as disabilities or

health issues. They adhere to established policies and procedures for managing these cases. By providing necessary
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support the Exam Office ensures that every student can fully participate in the examination process regardless of their

individual circumstances.

2.3 Feedback Systems

The Exam Office plays a crucial role in the second tier of a comprehensive three-tier complaint system recognizing the

importance of fairness and transparency in the evaluation process. This structure allows students to voice their con-

cerns and report any discrepancies they encounter in their evaluation results.

3 Conclusion

The transparency of the External Evaluation System particularly in the End Semester Evaluation Process is essential

for ensuring justice and accountability in assessing students’ academic performance. The various steps involved from

faculty participation in paper evaluation to the dissemination of fee notifications The Cochin College staff work to-

gether to create an efficient and transparent evaluation system. Additionally the integration of a three-tier complaint

system provides a feedback mechanism that ensures ongoing improvement and responsiveness to student needs.
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