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1.0 OBJECTIVE

To ensure that all registered students have a clash-free examination schedule within the
stipulated period and to monitor the status of the examination (decentralized or centralized).

2.0 SCOPE

The procedure covers the scheduling of EOSE timetable of courses offered by the Centre.

3.0 ACCOUNTABILITY

3.1 Office of the Deputy Dean Academic and Internationalisation
3.2 Examination and Graduating Department

4.0 ABBREVIATION (If any)

4.1 AA Administrative Assistant

4.2 AAO Assistant Administrative Officer

4.3 AD Assistant Director

4.4 CEET Confirmed End-of-semester Examination Time-table

4.5 DDAI Deputy Dean, Academic and Internationalisation

4.6 EOSE End-of-Semester Examination

4.7 ESCM Examination Scheduling Committee Meeting

4.8 ODDAI Office of the Deputy Dean Academic and Internationalisation
4.9 PEET Preliminary End-of-semester Examination Time-table

5.0 REFERENCE

5.1 Student Academic Performance Evaluation (Foundation) Regulations 2021
(SAPER)
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6.0

RECORD RETENTION PERIOD

NO.

QUALITY RECORDS

RETENTION LOCATION | RESPONSIBILITY
PERIOD

Request for Submission Of

Subjects To Be De-Centralised,

Subjects With No End Of
Semester Examination, And
End Of Semester Examination
Question Papers
(ITUM/501/C/13/16/1)

1 Year Digital filing AA

Notification for ESCM sent to
all department
(ITUM/501/C/13/16/5)

1 Year Digital filing AA

Notification on the issuance of
PEET
(ITUM/501/C/13/16/5)

1 Year Digital filing AA

Notification on the issuance of
CEET
(ITUM/501/C/13/16/5)

1 Year Digital filing AA
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7.0 PROCESS FLOW

Responsibility Flow Chart Remarks
START
h 4
Requesi to alt
deparment for list of
courses without final
AA exam/decentralised
A '
Ko - Centralised,
ey in course .
category into the Decenp alised and
AA system No Final Exam
Y
Generate PEET Feedback from
AA department and
students if there are
v any clashes
AA Release PEET
A 4
AA Call for ESCM
YES
ESCM Any amendment? take amendments
members
v
Release CEET <
AA
A 4
Notify depariment
and student via Students need to
AA relevant platform print exam Slip
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ANNEXURE
RISK PIC ACTION
Clashes of timetable schedule AA/CELPAD/RESPECTED Reschedule the affected
after PEET DEPARTMENT courses
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