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KERALA UNIVERSITY OF HEALTH SCIENCES

THRISSUR - 680 596

PHONE: 0487 - 2207650, 2207664 FAX: 0487 - 2206770

MODIFIED INSTRUCTIONS TO CHIEF SUPERINTENDENT FOR THE CONDUCT OF

UNIVERSITY THEORY EXAMINATIONS

The Chief Superintendent (CS) shall:

. Be responsible for the efficient and prompt conduct of the University Theory Examinations at

each centre.

. Be present in the Examination Centre at least an hour prior to the commencement of the

examination for each session of the examination.

. Collect the answer books and exam-related stationery from the Principal or HOI in a timely

manner and ensure that they are stored securely.

. Adhere strictly to the Guidelines issued by KUHS (Circular No. 2020/4895/A1/Ex-Des/KUHS

dated 04.02.2025) for the usage of 32, 52-page Answer Book and also the specific instructions for

MBBS course (Circular No. 6352/2022/Ex Med B4/KUHS dated 15.02.2025)

. Verify with the published timetable of the examination to ensure that the answer books collected

from the Principal /HOI are as per the scheme of the examination (i.e. 32 page/52 page). Since the

bar coded OMR answer book are to be scanned, care shall be taken to avoid folding the sheet,

tampering the bar code or making any stray marks on the sheets.

. As required by the University, make sure that the right number of invigilators (with FEP ID) and

supporting personnel (with KUHS Unique ID) are assigned and notified well in advance. Make

sure that no invigilator is assigned with more than 25 candidates.

. Ensure that the First and the Second password for the examination are made available to the

Principal and CS respectively, by the University, at least a day before the start of the examination

(For any queries related to password or question paper downloading on the day of the

examination, contact 0487 -2207641 which will be available from 8.45 AM (on the day of the

examination).

. Ensure that proper seating arrangements are made for the candidates in the examination hall which

include the writing of Register Number on the desk/table at the right upper corner. Ensure that, the

examination hall is kept clean and that there are no writings/ scribblings on the desks /walls or

board.

No : 2023/31584/A2/Exam General-A/KUHS Date : 26-04-2025
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. Ensure that the notice "out of Bounds, University examination in Progress" is displayed outside

the examination hall.

. Ensure that the ‘Instructions to Candidates' provided by the University (Circular

No.4507/2023/A2/Exam general /KUHS Dated 23/02/2024) is displayed in the notice board

placed outside the examination hall. The invigilators on examination duty shall inform the

candidates to go through these instructions before entering the examination hall.

. Ensure that individual tables and chairs as per the University specifications are provided for each

candidate (Jefferson chairs and Box -type tables are not permitted, only ordinary tables without

drawers/ shelves/ pockets and ordinary chairs (avoid plastic chairs) with backrest are permitted.)

. Ensure that the table and chair for the candidates are properly numbered and arranged with

adequate spacing in the examination hall as prescribed by the University. (spacing requirements:

table-to-table distance between the right and left edges of the adjacent tables shall not be less than

1.25 meters, and the distance between the back edge of the front table and the front edge of the

back table shall not be less than 1.5 meters.)

. Ensure that drinking water facility is made available to the candidates in the examination hall.

. Ensure that CCTV surveillance shall be switched on from the time of downloading the question

paper or entry of candidates into the examination hall whichever is earlier until the sealing and

packing of the theory examination answer book is over. The entire procedure shall be recorded in

CD/DVD/Pen drive/Flash drive and sent to University along with the answer book. Mobile

Jammer shall be switched on before the entry of candidates into the examination hall.

. Ensure that CCTV recordings are clear and also covers the Confidential Room/ QP download

room, entire area of the examination hall including entry points, corridors etc.

.Ensure that arrangements are made for ringing the bell as an indication of time stipulations for

examination as prescribed by the University.

. Ensure that candidates are informed beforehand that the use of washrooms during the examination

is restricted and that they are encouraged to use the washrooms before entering the examination

hall.

.Ensure that the examination hall is opened only one hour before the commencement of the

examination and the candidates are instructed to occupy their seats at least 45 minutes before the

commencement of the examination.

.Distribute the required number of answer books to each invigilator (as per the published time

table). invigilators shall check and count the answer books and return the defective answer book/s,

if any, to the Chief Superintendent. (Circular No. 4507/2023 /A2/Ex General dated 16.6.2023).

.Follow the Guidelines issued by KUHS (Circular No. 2024 /16325/KUHS dated 13.03.2025) for

frisking at the entrance of the examination hall during the University Theory Examinations.

. Instruct the invigilators to ensure that all students are seated in the examination hall at least 30

minutes before the start of the examination (i.e. before 9.00 am for FN sessions / before 1.30 PM

for AN sessions / 2.00 PM for Friday AN sessions).

.Ensure that no candidate is permitted to enter the examination hall after this stipulated time.

.Ensure that each invigilator is made aware of the candidates assigned to them and are aware of

their duties.

.Ensure that only candidates with valid admit card and KUHS ID card are permitted to enter the

examination hall.

.Instruct the invigilators to ensure that candidates do not carry any of the prohibited items as

detailed in the Examination Ordinance/Manual to the exam hall. In addition to the items
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mentioned in the Exam Ordinance/Manual, things such as boxes including pencil boxes, wallets,

bottles including water bottles and watches including wristwatches are also prohibited in the

examination hall (Ordinary/simple calculators can be permitted only if it is specified in the

question paper.)

.Ensure that the answer books are distributed by invigilators to the candidates only after they have

occupied their respective seats.

.Ensure that the invigilators distribute the answer books (as per the published time table) to the

candidates 30 minutes prior to the commencement of the examination and direct the candidates to

fill the details in the appropriate spaces provided for the same in the answer book. (no additional

answer book shall be supplied to any candidate under any circumstance).

.Ensure that the candidates are made aware of the instructions to write the examination printed on

the first page of the answer book.

.Ensure that the candidates use only, ordinary ballpoint pen in either blue or black colour, for

writing the examination. (Colour pencils/pens can be used for drawing diagrams)

.The invigilator shall not make any correction in the entries made by a candidate on the answer

book, instead that shall be corrected by the candidate.

.Be present in the Confidential Room/QP Downloading Room and ensure that all the necessary

technical arrangements to facilitate the downloading and printing of the question papers are in

place, as per the existing guidelines of the University.

.Ensure, that only C.S., EVO, IVO & the IT personnel are permitted to be inside the QP download

room (in the case of Nodal Centres the Subject expert/s and Nodal officer are also permitted to be

present in the QP download room). In case of any queries with respect to the question paper/s

transmitted from the University, CS shall contact the Nodal Officer concerned using the land

phone provided in the QP download room. (Use of Mobile phone is strictly prohibited except in

case of the nodal centre). The QP downloading room/ Confidential room and examination hall

shall be declared as ‘Mobile Free Zones’ and this shall be appropriately displayed outside the

aforementioned locations.

.Ensure that no person other than the CS, IVO, EVO and the assigned invigilators are permitted in

the examination hall until the completion of the examination.

.Download the Password-protected Question paper/s 45 minutes prior to the start of the

examination.

.Ensure that only the exact number of question paper equal to the number of candidates registered

for the examination on the day at the centre are printed. (no extra number of Question papers shall

be printed) If there is any delay in downloading the question paper due to technical issues, this

shall be reported to the Controller of Examinations for further orders, if any, on compensation of

the lost time.

.When a question paper contains more than one sheet, ensure that all the sheets of the question

paper are stapled together before being distributed to candidates.

.Ensure that the question paper bundles are sealed before being moved out of the QP download

room to the examination hall.

.Ensure that each invigilator verify the identity of each candidate assigned to them with the

photograph and signature given in the admit card issued by the University for the examination.

.Ensure that each invigilator counterchecks the details written by the candidate assigned to them in

the Part I slip, with that in the admit card, and countersign the same after ensuring its correctness

(the invigilator shall sign in the space provided in the admit card also). The invigilator shall ensure
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that there are no scribblings or writings on the admit card presented by the candidates.

.Ensure that the correct Question paper is distributed to each candidate by the invigilator

concerned at the prescribed time only.

. Ensure that the candidates start writing the examination at the prescribed time only.

.The invigilator shall not give any clarifications to the students regarding mistakes pointed out in

the question paper, mode of answering etc.

.The invigilator shall not allow any candidate to write anything on the question paper.

.Ensure that the absentees entry is marked online on time and the invigilator’s Diary is

downloaded. The invigilator Diary/s shall be handed over to invigilator concerned for getting

signature of the candidates assigned to them.

.Ensure that Correction files, if any, transmitted from KUHS are promptly printed and distributed

to all the candidates concerned in the examination hall.

.Ensure that no person inside the examination hall is using mobile phone or laptop.

.Frequently visit the examination hall and ascertain that the invigilators are doing their duties and

ensure that utmost discipline is maintained throughout the conduct of examination.

.Extend full cooperation to the External Vigilance Officer (EVO) or the members of the vigilance

squad appointed by the University for performing their Duties.

.Ensure that no candidate leaves the examination hall before the completion of the prescribed time.

.Ensure that no candidate is permitted to write in the answer book after completion of the

prescribed time.

. Instruct the invigilator to make sure that the candidates put cross (X) mark using pen in all the

unused pages of the answer books and they enter the page number of the answers in the space

provided for the same at the top of the front sheet of the answer book.

.No candidate shall be allowed to leave the examination hall at the end of the examination until it

is confirmed that all the written answer books have been properly collected back by the

invigilators (Circular No: 36453/2024 /A2/Ex General dated 11/11/2024).

.Instruct the invigilators to collect the theory answer books, arrange them in the order of register

numbers, tear off the Part I slips from the answer books within the examination hall itself. After

tearing, the invigilator shall once again count the answer books and part I slips to tally the same.

.Ensure that suspected malpractice /s, if any, that comes to the notice of either the CS, invigilators,

EVO and /or IVO, are promptly reported to the University through both the CS and the

invigilators Diaries. The articles used for malpractice, if any, shall be confiscated and sent to the

University. A signed statement on the incident (with time) prepared by the invigilator which is

also signed by the candidate and countersigned by the CS, shall be placed in a sealed envelope and

sent along with the CS Diary. Further, the student shall be permitted to complete the examination.

.Cross verify the physical and online stock registers of the answer books and stationery supplied by

the University and report anomalies, if any, in the CS Diary.

.On completion of the examinations, fill the online Chief Superintendent’s Diary, finalise and

submit it. Duly authenticated print out of the submitted CS Diary shall be kept in the first packet

of the answer book and sent to University.

.Ensure to fill and submit the online Chief Superintendent’s diary even if none of the candidates

registered for the examination have turned up for writing the theory exam at the centre (Circular

No.31584/2023/A2/Ex General dated 15/09/2023).

.Ensure that properly filled and authenticated invigilator’s Diary is placed along with each of the
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answer book bundle concerned.

.Ensure that video recording of the whole examination including packing of answer books and

allied procedures are scrupulously done under CCTV and recorded. The CD/DVD/USB Flash

drive/Pendrive of the recordings shall be despatched to the University as directed in the Chief

Superintendent's Diary.

.Ensure proper packing of Answer books in the covers prescribed for the same. Ensure that the

packets are finally sealed with Strip seals (supplied by the University) without masking the

writings on the packet and that signatures of the CS, IVO and EVO are placed on the strip seals.

.Ensure that when the Examination Centre is clubbed with other colleges, the answer books of each

college shall be kept in separate brown covers and packed into the main cover.

.Direct to segregate the theory answer books into scheme-wise/ QP code–wise and pack into

separate covers. Answer books of different schemes or QP codes shall not be mixed up and

despatched in the same packet. Write only the ‘From’ address of the Chief Superintendent and

‘To’ address of the Controller of Examinations and QP Code of the examination (on the left top

corner) on the outer cover in which the answer books are despatched to the University. No other

writings, which will reveal the content of the packet, shall be made on the outer cover. The

packets containing Answer books and related documents shall be despatched to the University on

the same day of the examination itself by speed post of Indian Postal Department (Courier not

permitted). In the case of examinations conducted in the afternoon session, the same shall be

despatched on the next working day itself.

.Ensure that all communications with regard to the examination shall be addressed to the

Controller of Examinations.

Controller of Examinations


