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Kuriakose Elias College, Mannanam, upholds a transparent and efficient system for internal 

and external assessments. The college has an effective grievance redressal system in place to 

address student concerns promptly. It strictly adheres to the guidelines of Mahatma Gandhi 

University, Kottayam for continuous internal evaluation and external assessment ensuring a 

consistent approach throughout the academic year. 

Procedure for Assessment 

The assessment of each course consists of two parts: Continuous Internal Evaluation (Internal 

or In-semester Assessment, I.S.A) and End Semester Assessment (E.S.A). Each student is 

evaluated through a combination of internal and external assessments . 

Components of Internal Assessment: 

Attendance 

The attendance of students are marked through an ERP EMBASE Prosuit. Teachers mark 

attendance hourly and students participating in extracurricular activities have their attendance 

recorded by respective teachers in charge .Both students and parents can view and verify their 

attendance with their individual login credentials. 

Attendance Entry of students using EMBASE - Teacher’s log in 
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Attendance Entry of students using EMBASE - Student’s log in 

 

Seminars /Assignments 

Students are allotted seminars and assignments on selected topics, to be presented either online 

or offline using Power Point Presentations. They are also given online quizzes and offline 

assignments, which are carefully evaluated and returned to them with constructive feedback. 
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Sample facing sheet of Assignment 
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Sample online assignment given to students 

 

Internal Examination 

Two internal examinations, consisting of a test paper and a model examination, are conducted 

before the end-semester examinations, following the university's format. Test papers are 

administered internally by the respective departments, while model examinations are organized 

at the college level. The tentative dates for the model examinations are determined by the staff 

council and published in the academic calendar. Question papers, aligned with the end-semester 

examination pattern, are prepared and submitted to the examination office, where they are 
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printed and distributed according to the students' seating arrangements. Starting from 2022-23, 

outcome-based examinations are held, and mapping of Course Outcome and Programme 

Outcome is conducted using ERP EMBASE. 

A. Minutes of Staff Council meeting 
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B. Examination Duty of model examination 
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C. Sample Internal Question Paper 
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D. Students attending internal examination 

 

External Assessment: 

End Semester Examination: The external assessment are conducted strictly in accordance 

with the regulations of Mahatma Gandhi University .Question papers are send online to the 

Principal the university examination portal and sufficient question papers are printed by the 

examination office. Seating arrangements of students are displayed through notice boards. 

Teachers are assigned invigilation duties in advance .Examinations are conducted in CCTV 

monitored rooms. Scribe facilities and extra time are provided to the Divyangjan students as 

per university norms .The answer scripts are properly packed and sent to the university 

immediately after the completion of examinations. 
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A. Examination Hall 

 

B. Seating Arrangement using Excel app 
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C. Details of Seating Arrangement Displayed in Notice Board 
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D. Sample Invigilation Duty list of teachers 

 

 

 

E.  
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F. University Order Assigning a Scribe 
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Project/Viva Voce Evaluation and Practical Examination  

The project and viva voce for final-year students are conducted by a panel of internal and 

external experts appointed by the university. Practical examinations for science subjects and 

computer applications are carried out by both an external and an internal examiner, in 

accordance with university regulations. 

University Order for Practical Examination Scheduled in the College 
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Examination Office 

All internal and external examination related matters are overseen by the examination office. 

The college principal serves as the chief superintendent of all examinations, while a senior 

faculty member is appointed as the additional superintendent. A dedicated team of faculty 

members, led by the senior faculty member, forms the internal examination committee. The 

examination office is responsible for tasks such as publishing the exam timetable, assigning 

invigilation duties, printing question papers, organizing student seating arrangements, 

monitoring CCTV in exam halls, and managing hall ticket-related issues. 

https://kecollege.ac.in/examination/ 

 

Examination Office 

 

 

 

 

https://kecollege.ac.in/examination/
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Examination Time Table 

A.University Examination Time Table 
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B.Model Examination Time Table 

 

To ensure transparency in examination related matters following steps are implemented: 

Orientation programs: 

College level and department level orientation programs are conducted for familiarising 

students and parents with the assessment process. A common orientation 

programme,‘Praarambha’, is organised for all the first year students and their parents on the 

first day of joining in the college. .During this session, students and parents are provided with 

an overview of  the assessment mechanism followed in the college in accordance with the 

University guidelines. Additionally department level orientations are conducted by each 

department where class teachers familiarize students with the various components of 

Continuous Internal Evaluation (CIE)System. 
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Photos of Prarambha of U.G and P.G 

Academic calendar and Hand Book: 

The academic calendar provided by the university, along with the College Handbook, is 

distributed to students, detailing important dates for assessments and other academic activities. 

https://kecollege.ac.in/handbook-academic-calendar/ 

ERP for entry of student’s attendance 

Attendance entry is done by using Embase Pro suit where both students and parents can ensure 

their attendance through their log in credentials. 

Evaluation of answer scripts:  

Answer scripts from internal examinations are evaluated within one week of the exams, and 

open house sessions are organized to discuss students' progress with their parents, helping 

students to focus on areas requiring improvement. End-semester examination scripts are 

evaluated through centralized valuation camps, involving a three-level evaluation process. 

https://kecollege.ac.in/handbook-academic-calendar/
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Results are published on the university website, and students have the opportunity to reappear, 

improve, or request revaluation of their answer scripts through the university. 

A. Sample of Examination Answer Script 
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B. Internal Marks Register 
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C. Sample of P.T.A Register 

 

Publishing of C.I.E marks: 

D. I.E marks of students are displayed in the notice boards using the B Form provided by the 

University and also shared through students Whatsapp groups. The C.I.E marks are uploaded 

to the university portal only after verification by the students. Students are provided the 

opportunity to improve their internal marks by retests and re-submission of assignments. 
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Sample of B form Signed by Students 

 

Assessment during Covid Pandemic: 

During Covid 19 pandemic internal assessment are done through online mode. External 

assessment was done strictly following Covid protocol. Following government regulations 

examination halls were sanitised, number of students in each hall was reduced from 30 to 20, 

invigilators were given gloves and masks and students who are having symptoms were allowed 

to write the examinations in a closed room with CCTV surveillance. 
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Grievance Redressal Mechanism: 

The college has a three -tier grievance redressal cell to ensure timely resolution of issues related 

to student’s assessment. When grievances arise during the publication of B forms they are 

initially communicated to their class teacher in charge. Class teacher in consultation with the 

concerned subject teacher, tries to addresses the issue. If students remains unsatisfied, the 

grievance is forwarded to the head of the department. If further resolution is needed, the matter 

is bought to the attention of the Principal, who represents the highest level of the process. The 

internal assessment marks are uploaded to the university portal only after all student grievances 

have been resolved in a time bound manner. 

The grievances related to external examinations are addressed through examination office. 

A. Minutes of Exam Grievance Redressal Cell 
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B. Copy of request forwarded to M.G University regarding internal mark entry 

 

 


