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INVIGILATION AND ANSWER SHEET MARKING SOP

1. Exam cell provides:
· Invigilation guidelines
· Duty chart of invigilators
· Seating arrangement chart
2. Class mentor prints name slips, puts on the tables and arranges class according to the seating arrangement.
3. Exam cell prepares and pastes students seating plan on class doors and notice boards.
4. On the day of the exam, invigilator collects exam bundle from the exam cell that includes:
· Question papers
· Answer sheets
· B answer sheets
· Record slip
· Attendance sheet
5. Invigilator counts the total number of question papers, answer sheets and B sheets.
6. Invigilator distributes question papers and answer sheets to the students.
7. Question paper is discussed with students to check the number of pages in the question paper and number of questions. If any discrepancy found, it is reported immediately to the exam cell. New question paper is provided at such instances.
8. Students start attempting the exam. 
9. Invigilator signs the question paper and answer sheets given to the students (including B sheets, if used).
10. Students sign the attendance sheet (for B sheets used by them).
11. After the exam, invigilator collects back the answer sheets from the students.
12. Invigilator counts used and unused answer sheets, question papers (extra/absentees). Arranges the answer sheets as per the roll number. Fills the record slip, attendance sheet and B sheet record. Submits all these documents to the exam cell after the exam.
13. Exam cell counts answer sheets and remaining question papers against the number issued in the morning. Exam cells merges and arranges the answer sheets section wise.
14. Mentor (in charge of correction) collects the answer sheet bundle from the exam cell, one at a time, marks and submits back to the exam cell in maximum 3 days. 
15. Marks exclusively in school. In case of emergency, seeks permission from the coordinator before taking answer sheets home for evaluation.
16. Marking pattern
· Right side in front of each sub part of answer: Write the score obtained for that part and underline it
· Left side on the margin: Record the total score of all sub parts inside a circle
· First page (top): Total score of the student along with the maximum marks 
17. Exam cell prepares cross-correction duty chart. Once answer sheets bundles are received back, exam cell informs cross-correctors to pick and cross check.
18. Cross-corrector checks correctness of one word answers from the given answer key, number of questions attempted and marked, scoring of answers and total score.
19.  After cross checking, mentor collects answer sheets from the exam cell, shows to the students for further cross-checking and makes corrections, if required.
20. A copy of marks record to be maintained by both the Subject mentor and the Class mentor. (
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