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Ref. No.: AIHE/EC/2024-25/002 Date: 05.09.2024

MINUTES OF EXAMINATION COMMITTEE MEETING

Date of meeting: 05.09.2024
Timing: 1:00PM-02:00PM
Total time: 60 minutes
Venue: Examination Cell

Subject: Meeting for Smooth Conduction of Examinations in Session 2024-25

The first meeting of the session 2024-25 of examination committee was held today i.e.
( ‘ 05.09.2024. The meeting was chaired by Mr. Avinash Singh, Controller of Examination.
The following members were present at the meeting:

Mr. Ashish Shukla, Mr. Amarnath Awasthi, Ms. Pooja Dwivedi & CA Richa Singh.

The following agenda were discussed in the meeting:

1. Finalization of Examination Schedule

The Chairperson highlighted the importance of internal exams.
Mr. Ashish Shukla, Coordinator of the Examination Committee, proposed

examination dates, which were approved by the committee members.
The Chairperson directed the committee members to ensure smooth conduct of

examination.
After reviewing the academic calendar, the committee finalized the examination

schedule.
Mid-Semester Exams: 28.09.2024 - 03.10.2024

L]
' e Pre-University Exams: 03.12.2024 - 09.12.2024

2. Finalization of Students list:

The student list was put for review and forwarded to respective department
heads to be completed within 2 days.

3. Roles and Responsibilities of Examination cell members:
e The Chairman and Committee members finalised the list of examination cell
“members, assigning various responsibilities. The list for the same has been

~ enclosed (Encl.-01),

Meeting Concluded:
Them eting was concluded at 2:00 PM.
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Minutes Prepared By:
Mr. Ashish Shukla
Coordinator, Examination Committee

Minut?:ig)ved By:

Mr. Avinash Singh
Chairperson, Examination Committee

9

Encl: 1. List of Committee members comprising roles & responsibilities of Examination cell.
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Axis Institute of Higher Education, Kanpur

OFFICE OF EXAMINATION
Date: 05.09.2024
Attendee’s Name Role Signature
1. | Mr. Avinash Singh Chairperson 2

- 2. | Mr.Ashish Shukla onidinator M»"A”W

| Mr. Amarnath Awasthi Member Secretary

Member

Member




T Y

FowESA

e i Teld

(f'ncl.—oi)

Name

Roles

Responsibilities

F

Mr. Avinash Singh

|
/(

COE

Oversee the Examination Process: Ensure smooth
operation, enforce exam policies, and maintain overall
coordination between faculty, staff, and students.

—

Mr. Ashish Shukla

Coordinator

Plan and Organize Exam Schedules: Prepare the
timetables and communicate schedules to all concerned
persons.

Coordinate Exam Materials and Logistics: Work with all
departments to gather exam papers, solution sets, and
ensure timely preparation of venues and seating.

¥

Mr. Amarnath Awasthi

Member
Secretary

Ensure Exam Discipline and Emergency Management:
Monitor venues for misconduct, use surveillance tools for
security, and respond swiftly to any emergencies during
exams.

Supervise Exam Implementation: Monitor the execution
of exams, ensure adherence to procedures, and address
last-minute changes or conflicts.

CA Richa Singh

Member

Maintain Exam Security and Confidentiality: Ensure the
integrity of the examination process through secure
handling of papers, surveillance, and strict access control.
Documentation and Record Keeping: Maintain accurate
records of exam attendance, materials and ensure proper
documentation for future reference.

Ms. Pooja Dwivedi

Member

Invigilator Management: Assign, train, and monitor
invigilators to ensure proper conduct, discipline, and
compliance with exam rules.

Student Support and Communication: Act as the point of
contact for student inquiries, address grievances, and
ensure students are informed about schedules and rules.

Note:

 Evaluated answer books will be reviewed by all the members of examinationcommittee.
o The COE has discretionary power to designate an ly member with additional task that
arises during the course of examination.
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Ref. No.: AIHE/EC/2024-25/005 Date: 23.09.2024

MINUTES OF EXAMINATION COMMITTEE MEETING

Date: 21.09.2024

Timing: 1:30PM-02:30PM
Total time: 60 minutes
Venue: Examination Cell

Subject: Finalizing Arrangements for Upcoming Mid-Semester Examinations.

The scheduled meeting was chaired by Mr. Avinash Singh, Chairman, Examination
Committee.

The following members were present at the meeting: Mr. Ashish Shukla, Mr. Amarnath
Awasthi, Ms. Pooja Dwivedi & CA Richa Singh.

The following agenda were discussed in the meeting:

1. Finalization of the Examination Question Paper Format

e The committee members decided question paper formats for mid semester and

pre-university examination (as per CS|M University).
« After discussion, it was agreed that a subjective format will be applicable for all

subjects as per the university requirements.
« A proposal for including additional guidelines in the question papers was also
initiated by the coordinator and seconded by all the members ensuring clarity and

consistency in all exams.
2. Invigilator Allotments and Logistical Arrangements

The committee members finalised the list of faculty members for invigilation in

examination.
It was decided that invigilators would be allocated based on their department

expertise and availability.
The coordinators were assigned class rooms for examinations according to the

seating capacity, equipped with proper seating arrangements, lighting, and
accessibility provisions.

Meeting Concluded:
The meeting was concluded at 2:30 PM.,

Minutes Prepared By:

Mr. Ashish Shukla
Coordinator, Examination Committee

Minut%ed By:

Mr. Avinash Singh
Chairperson, Examination Committee
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Date: 21.09.2024
S.No. |  Attendee’s Name Role Signature

-L & Mr. Avinash Singh Chairperson 9%/ ‘
e | HI‘AShiSh Shukla Coordinator S
‘ Member Secretary
Member
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Ref. No.: ATHE/EC/2024-25/008 Date: 26.09.2024

MINUTES OF EXAMINATION COMMITTEE MEETING

Date: 26.09.2024
Timing: 1:30PM-02:30PM
Total time: 60 minutes
Venue: Examination Cell

r Subject: Review of all preparation regarding the exam and resolve any pending issues.

The scheduled meeting was chaired by Mr. Avinash Singh. The following members were
present at the meeting: Mr. Ashish Shukla, Mr. Amarnath Awasthi& Ms. Pooja Dwivedi

and CA Richa Singh.

The following agenda were discussed in the meeting:

1. Final Preparations of the Exam.

The committee members selected the one among three sets of Question Papers for
examination.

2. Pending issues related to exam.

_ e The committee members concluded that there were no pending issues to be
C discussed.

Meeting Concluded:

The meeting was concluded at 2:30 PM.

Minutes Prepared By:
Mr. Ashish Shukla
Coordinator, Examination Committee

»

Minu%;roved By:

Mr. Avinash Singh
Chairperson, Examination Committee




Attendees:

Axis Institute of Higher Education, Kanpur
OFFICE OF EXAMINATION

Date: 26.09.2024

S. No. Attendee’s Name

Role

Signature

1. | Mr. Avinash Singh

Chairperson

Mr. Ashish Shukla

Coordinator

Member Secretary

Member
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Ref, No.: AIHE/EC/2024-25/011 Date: 11.10.2024

MINUTES OF EXAMINATION COMMITTEE MEETING

Date: 11.10.2024
Timing: 1:00PM-02:30PM
Total time: 90 minutes
Venue: Examination Cell

Subject: Review of Answer Books for Mid-Semester Examinations.

The scheduled meeting was chaired by Mr. Avinash Singh. The following members were
present at the meeting: Mr. Ashish Shukla, Mr. Amarnath Awasthi, Ms. Pooja Dwivedi &

" CA Richa Singh.
The following agenda were discussed in the meeting:

1. Review of Answer Books: The committee members had discussion on the overall
performance of students in the Mid-Semester Examinations, highlighting common

errors and areas of improvement.

2. Feedback and Suggestions: Collecting input from all committee members regarding
the evaluation process and suggestions for enhancing the examination and evaluation

process.

Meeting Concluded:

ii The meeting was concluded at 2:30 PM.

Minutes Prepared By:
Mr. Ashish Shukla
Coordinator, Examination Committee

2

Minumved By:

Mr. Avinash Singh
Chairperson, Examination Committee
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Date: 11.10.2024
Signature |

Attendee's Name Role

r. Avinash Singh Chairperson

1

_ ish Shukla Coordinator

Member Secretary W -

Member

Member
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Ref. No.: AIHE/EC/2024-25/013 Date: 16.11.2024

MINUTES OF EXAMINATION COMMITTEE MEETING

Date: 15.11.2024
Timing: 1:30PM-02:30PM
Total time: 60 minutes
Venue: Examination Cell

Subject: Finalizing Arrangements for Upcoming Pre-University Examinations.

The scheduled meeting was chaired by Mr. Avinash Singh. The following members were
present at the meeting: Mr. Ashish Shukla, Mr. Amarnath Awasthi, Ms. Pooja Dwivedi &
CA Richa Singh.

The following agenda was discussed in the meeting:

Invigilator Allotments and Logistical Arrangements

e The committee members allotted the faculty members for invigilation in

examination.
« It was decided that invigilators would be allocated based on their department

expertise and availability.
« The coordinators were assigned class rooms for examinations according to the

seating capacity, equipped with proper seating arrangements, lighting, and
accessibility provisions.

Meeting Concluded:

The meeting was concluded at 2:30 PM.

Minutes Prepared By:

Mr. Ashish Shukla
Coordinator, Examination Committee

L]

Minueroved By:

Mr. Avinash Singh
Chairperson, Examination Committee
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Axis Institute of Higher Education, Kanpur
OFFICE OF EXAMINATION '

Attendees: 3 Dﬂ@: 15.1 1.2024

S.No. Attendee’s Name Role Slgnaturé )
1. [ Mr. Avinash Singh Chairperson
% Mr. Ashish Shukla Coordinator

Member Secretary

Member

Member
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Axis Institute of Higher Education, Kanpur
OFFICE OF EXAMINATION

Ref. No.: AIHE/EC/2024-25/018 Date: 10.12.2024

MINUTES OF EXAMINATION COMMITTEE MEETING
Date: 10.12.2024
Timing: 1:00PM-02:30PM
Total time: 90 minutes
Venue: Examination Cell

Subject: AIHE (KN-115) Designated as Exam Center for Final odd Semester Examinations

The scheduled meeting was chaired by Mr. Avinash Singh. The following members were

| present at the meeting: Mr. Ashish Shukla, Mr, Amarnath Awasthi, Ms. Pooja Dwivedi &
£ CARicha Singh.

The following agenda were discussed in the meeting:

1. Centre Coordination:

* The coordination for the examination centre was discussed in detail. The
logistics and setup required at Axis Institute of Higher Education were
reviewed to ensure the smooth running of the examinations.

* The availability of required infrastructure and exam halls was confirmed.

2. Assignment of Invigilators:

* The process of assigning invigilators to various examination halls was
discussed. It was agreed that each department would nominate qualified
invigilators, ensuring there is adequate supervision during the exams.

* Alist of invigilators will be compiled and shared with the Examination Cell
for final approval. :

fﬁ' 3. Ensuring Protocol Compliance:

e The importance of adhering to examination protocols was emphasized. This

includes maintaining the integrity of the examination process, following

CSJM University's guidelines, and ensuring all students and staff comply
with the examination rules.

The necessary arrangements for student identification and invigilator
training were discussed to ensure smooth conduct.

Action Items:

Centre Setup: Finalize the seating arrangements and examination hall setup at
Axis Institute of Higher Education.

Invigilator Assignment: Departments to submit the list of nominated invigilators
by 11.12.2024

Protocol Compliance: Ensure all staff members and invigilators are briefed on
the protocol and examination guidelines by 11.12.2024
Conclusion:

The meeting concluded with a reminder for all concerned members to ensure full

cooperation in the preparation for the upcoming examinations. All action items were
assigned with deadlines.
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Meeting Concluded: i e e

The meeting was concluded at 2:30 PM.

Minutes Prepared By:
Mr. Ashish Shukla

Cp@rdmator, Examination Committee .
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§ Attendees: Date: 10.12.2024
1 S. No. Attendee’s Name Role Signature
1. | Mr. Avinash Singh Chairperson =
Coordinator W

Mr. Ashish Shukla

7 _Wﬁ-‘.ﬂmamath Awasthi

Member Secretary

Member
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Ref. No.: AIHE/EC/2024-25/020 Date: 16.12.2024

Date: 14.12.2024
Timing: 1:00PM-02:30PM
Total time: 90 minutes
Venue: Examination Cell

Subject: Review of Answer Books for Pre-University Examinations.

The scheduled meeting was chaired by Mr. Avinash Singh. The following members were

present at the meeting: Mr. Ashish Shukla, Mr. Amarnath Awasthi, Ms. Pooja Dwivedi &
CA Richa Singh.

The following agenda were discussed in the meeting:

a. Review of Answer Books: Discussion on the overall performance of students in the
Pre- University Examinations, highlighting common errors and areas of improvement.

b. Feedback and Suggestions: Collecting input from all members regarding the

evaluation process and suggestions for enhancing the examination and evaluation
process.

Meeting Concluded:

The meeting was concluded at 2:30 PM.

Minutes Prepared By:
Mr. Ashish Shukla
Coordinator, Examination Committee

Minutes Approved By:
Mr. Avinash Singh |
Chairperson, Examination Committee
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Date: 14.12.2024

Attendees:
| S. No. Attendee’s Name Role Signature
1. | Mr. Avinash Singh Chairperson ‘Jy .
2. | Mr. Ashish Shukla Coordinator M’QM“H“
3. Mr. Amarnath Awasthi Member Secretary W -
=T
4. Ms. Pooja Dwivedi Member ﬁ‘//
5. CA Richa Singh Member ( l % 5\ .




