
Office of Registrar Evaluations, MAHE 

Examination, Valuation & Revaluation procedures 

Primary responsibility of office of the Registrar Evaluation (RE) is to plan and implement the 

final summative assessment of all the programmes of various institutes of MAHE. This is 

conducted in consultation with the respective institutes and this office plays major role in 

scheduling and notifying the examination time table, prepare question papers and appoint 

the examiners and finally conduct the paper evaluation and result processing. We are also 

responsible for the conduction of MAHE entrance examinations for the selection of students 

to various programmes. 

Examination scheduling 

Few months prior to the beginning of the academic year, we convene the examination 

committee meeting including all the top management officials having academic 

responsibilities and heads of various constituent institutions. During this meeting the 

commencement dates of all the final summative assessments will be ratified and circulated. 

Later in consultation with the respective heads of the institutions, schedules of both theory 

and practical examinations of all the programs will be notified at least one month before the 

commencement of examination. 

Appointment of examiners 

External examiners for both theory and practical examinations are invited from various 

colleges of different states or from different colleges with in the state (as per the mandates 

of regulatory councils) by the office of the Registrar (Evaluation). The external examiners are 

selected based on the examiners’ panel provided by the respective department heads. 

Whereas the internal examiners are appointed based on the list sent by the respective heads 

of the departments after confirming their availability on the day of examination. 

Examination conduction 

Theory examinations are conducted as per the schedule in the specified locations. The 

question papers are selected from the available banks and prepared by the office of the 

Registrar (Evaluation). The same will be delivered to the examination centres 30 minutes 

before the commencement of the examination in the sealed covers (in case of conventional 

examination system). After the examination the answer scripts are verified, sealed and sent 

to office of Registrar-evaluation. The answer scripts are scanned, digitalized (and 

automatically coded) and allotted to the evaluators. Whereas in the examinations conducted 

using electronic writing pads (e-pad), the selected question papers will be uploaded to the 

examination cloud and gets decrypted on prefixed time in the e-pad assigned to each student 

in the examination centre. The answer scripts submitted by the students get coded 

automatically in the system and later they are allotted to the evaluators. 



Paper valuation 

The valuation is carried out in the central valuation hall (CVH) of the university. Both the 

internal and external examiners report to the CVH with the appointment order issued by the 

office of the Registrar (Evaluation). Valuation is carried out by on-screen marking of the 

allotted scripts using the user id and the password provided by the valuation section. In the 

case of scanned answer scripts, the evaluators evaluate the all the questions of the allotted 

scripts. However, in the case of e-pad answer scripts, the valuation is carried out in a question- 

wise distributed manner. The internal and external evaluators are seated separately in the 

CVH. Details of valuation are sent to finance department for the payment after completion of 

the valuation. 

Evaluation of UG/PG dissertation 

The examiners selected from a panel are appointed for evaluation of dissertation. Once we 

receive their acceptance letter, the dissertation copies are dispatched. The examiners are 

given specified time to send their reports. 

Question paper management 

Question paper section of the office of the Registrar (Evaluation) maintains 5 to 10 sets of 

question papers for all the courses of all the programs. The indent for the replenishment of  

new question papers is sent every year to maintain the total specified set count. The institutes 

send both the soft and hard copy (duly signed by the setter, scrutinizer and the 

chairperson/coordinator) of the question papers confidentially. The key for both the multiple 

choice questions (MCQs) and descriptive type questions (DTQs) are also sent along with the 

question paper sets. If the key is not sent with the question papers, it has to be prepared on 

the day of examination and sent to the valuation centre, so that valuation of the respective 

answer scripts begins next day. 

For the entrance test, question papers are prepared by experts assigned by the office of the 

Registrar (Evaluation). 

Result declaration 

The compilation of theory, practical and internal assessment marks is done with the help of 

the Microsoft dynamics based software supported by an external agency. The gracing of 

marks is done as per the guidelines set by the respective regulatory bodies/MAHE academic 

council. The result is normally announced by twenty days after the last examination. Final 

results are published in student life cycle management (SLCM) portal for student view. 

Re-evaluation procedure 

If any student is not satisfied with the scores obtained in a particular subject, he/she may 
request for the re-evaluation of the answer script through the institute by making the 
necessary payment. In response to re-evaluation requests, the office of the Registrar 
(Evaluation), makes necessary arrangements for the personal paper seeing of answer scripts, 
where student can see his/her answer script, along with the scheme of evaluation employed 
by the examiners and the marks given to each answer. Followed by this the student will get a 



chance to opt out from the process of re-evaluation if he/she feels that there is no scope for 
improvement. Otherwise the paper will go for re-evaluation by another set of examiners and 
the marks given by them will be considered as the final marks. However, the re-evaluation 
process is not applicable for the MCQ section of theory and for the practical section. 

Scribe facility for physically/visually challenged 

The physically challenged students or students with any other form of injuries can request for 

the ‘scribe’ facility through proper channel. The university permits the respective institution 

to arrange a scribe. The remuneration for the scribe has to be paid by the student officially 

through proper channel. Visually challenged students also can avail this facility. 

PhD thesis evaluation 

Evaluation of the PhD thesis is also handled by the office of the Registrar (Evaluation). Once 

the duly completed thesis, synopsis, plagiarism report and no-dues certificate from a 

candidate is received, the selection of examiners is done by the Registrar-Evaluation from the 

list of examiners furnished by the guide of the PhD candidate. After taking the consent from 

the selected examiners, the thesis copy (hard/soft) is sent to two examiners with a time line 

(10 weeks). Once the reports from both the examiners are received, they are sent to the guide 

of the candidate. The comments/suggestions given by the examiners are to be 

addressed/followed before/during the open defence viva voce as per the requirements. One 

of the external thesis evaluators has to be present for the defence viva voce. 

Marks card and degree certificates 

The marks cards for all the programs are printed either annually or half-yearly depending 

upon the nature of the programs within 10 days after the declaration of the results. The 

degree certificates are printed one month prior to the two convocations held in a year. 

However, in case of urgency or if a particular student is unable to attend the convocation, the 

certificates are printed separately on every Saturdays based on the requests received in that 

particular week. Provisional pass certificates/ provisional degree certificates are also issued 

to the students on request. Certificates are posted to the specified addresses, if students wish 

to get them by post/courier services. However, students wish to get the degree certificate 

during convocation, they can apply online in the MAHE web portal. 

Entrance examinations for UG/PG/PhD 

Entrance examinations are conducted once in a year for the UG/PG courses at about 50 cities 

of India (approximately 80 different centres) and in Dubai using a customised software with 

the support facility extended by an external agency. However, the entrance examination for 

the PhD in different discipline is conducted twice a year. 

Applications for – Re-evaluation, Provisional pass certificate (PPC) Consolidate marks card 

(CMC), Duplicate marks card (DMC) and Degree certificate (PDC) 

Students wish to apply for re-evaluation, provisional pass certificate or provisional degree 

certificate, have to submit the request in the respective college office (along with payment 



details in case of revaluation). The details are sent to examination section, where the further 

process is initiated. 

Revaluation application format: Annexure 1 

PPC/CMC/DMC application format: Annexure 2 

Degree certificate application format: Annexure 3 

 
 

Online verification of the academic documents by the third party 

The third party which wishes to verify the academic documents of any applicants from MAHE 

can do that by registering in https://odcv.manipal.edu. The degree certificate of the applicant 

would be seen, after entering the student details, if the certificate provided is authentic. The 

verified copies of grade report, provisional certificates, degree certificates etc. are sealed in a 

confidential envelope and sent to the verifier’s address on request. 

Result analysis: 

Analysis of results are done once in a year and presented in examination committee meeting. 

National Academic Depository (NAD). 

MAHE has initiated the process of uploading the degree certificates to NAD and planned to 

upload the degree certificates from November 2018 convocation onwards. 

Storage and disposal of documents: 

The documents which are required to be stored are scanned and stored in Document 

Management Software as digital formats. Documents are stored after proper indexing for 

later retrieval. The physical documents of the examinations are stored in the store room after 

the examination. All the documents are preserved for six months. 

Remuneration for examination related activities given in - Annexure 4 

The links to the details of the ‘Roles and responsibilities’, The Registrar (Evaluation) process 

flow, and the ‘Bylaws’ are given below 
 

File description Link 

 

Roles and responsibilities 

https://compliance.manipal.edu/wp-
content/uploads/2023/naac/Criteria-2/2-5-3-Examination-
evaluation-process-related-docs/Roles-and-responsibilities.pdf 
 

 

The Registrar (Evaluation) 
office process flow 

https://compliance.manipal.edu/wp-
content/uploads/2023/naac/Criteria-2/2-5-3-Examination-
evaluation-process-related-docs/CONSOLIDATED-WORK-
PROCESS-OF-COE-OFFICE.pdf 
 

 

Bylaws 
https://compliance.manipal.edu/wp-
content/uploads/2023/naac/Criteria-2/2-5-3-Examination-
evaluation-process-related-docs/Revised-Bye-Laws-
converted.pdf 
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