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Examination Conduct Rules

Examination Conduct Rules - 2025

Whereas it is appropriate and necessary to have a set of rules regarding the conduct of
examinations at the Bangladesh University of Professionals (BUP), which was established
under Act No. 30 of 2009 passed by the National Parliament of Bangladesh; therefore, by
virtue of the powers vested under Article 47 (e) of the said Act, and upon the recommendation
of the Academic Council, the Syndicate hereby formulates the following ‘Examination Conduct

RBules':
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1141

CHAPTER 1
PRE-EXAMINATION PREPARATIONS AND RELATED MATTERS

Formation of the Examination Committee

a. At the internal departments of BUP, an Examination Committee consisting of
four or five members (and three members for supplementary and special or similar
examinations) will be formed for each semester/term/trimester. The Chairperson of
the department will nominate the Chairperson and members of the Examination
Committee in consultation with the Dean of the respective faculty. Here,
"semester/term” refers to semesters/terms held during lanuary=June or July-
December or similar timeframes, and "trimester” refers to trimesters held during
lanuary—-April, May-August, or September—December or similar timeframes. Separate
Examination Committees will be formed for Undergraduate and Graduate Programs.
The Program Coordinator/Assistant Program Coordinator of the respective
department will act as the Member Secretary of the Examination Committee,

b. For programs under affiliated institutions, the Examination Committee will be
formed according to the respective program’s rules/practices and with the number of
members approved by the BUP Finance Committee. The head of the affiliated
institution or, in some cases, the Dean of the respective faculty must submit a proposal
to the Office of the Controller of Examinations of BUP for the formation of the
Examination Committee in accordance with the program’s rules/practices.

Responsibilities of the Examination Committee

a. For internal departments of BUP, propose the names of two question setters
for each course, one of whom must be the course teacher. For affiliated institutions,
propose question setters according to the respective program’s rules or practices.

b. Collect question papers from the question setters.

€: Ensure proper supervision of the question paper moderation process.

d. Cwversee the printing of moderated question papers.

E. Arrange printing and packaging of the required number of question papers.

f. Under the Single Examiner System, propose the course teacher as the examiner

for each course, and under the Double Examiner System, propose the names of two
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examiners including the course teacher for each course. For affiliated institution
programs, propose examiners according to the respective program’s rules/practices.

E. Under the Double Examiner System, propose the name of a third examiner for
each course.
h. Under the Single Examiner System, propose the name of the scrutinizer.

i Sign the tabulation sheet and ensure that the signed tabulation sheet is
submitted to the Office of the Controller of Examinations.

Note: If any chairperson/member of the Examination Committee is unavailable at the time
of signing the tabulation sheet due to death, transfer, leave, or any other reason, the person
currently holding the position by virtue of office may sign in their place. Alternatively, if the
acting person does not agree to sign, the name of the previous committee may be retained,
leaving the signature space for the absent person blank.

1.2

121

Formation of the Examination Conduct Committee

a. To ensure smooth conduct of the examinations, each affiliated institution's
examination center will have an Officer-in-Charge. The head of the institution where
the examination is being held, or a person nominated by them, will serve as the Officer-
in-Charge. The Officer-in-Charge will form an Examination Conduct Committee
comprising a maximum of three, four, or five teachers/officials, depending on the
number of examinees, and will inform the Controller of Examinations about this
arrangement.

b. For examinations held at the BUP center, the respective Examination
Committee will act as the Examination Conduct Committee. The Chairperson of the
Examination Committee will also serve as the Chairperson of the Examination Conduct
Committee and as the Officer-in-Charge of the center.

Responsibilities of the Examination Conduct Committee

a. Under the leadership and supervision of the Officer-in-Charge, the Examination
Conduct Committee will supervise and carry out all tasks related to conducting the
examination. The responsibiliies and duties of the Officer-in-Charge of the
examination center, as described in Section 2.5 of these rules, must be carried out by
the Officer-in-Charge.

b. in the case of BUP's internal departments, arrangements must be made for the
secure storage of question papers under the supervision of the committee chairperson
or a nominated person. In the case of affiliated institutions, arrangements must be
made under the supervision of the institution head or the nominated Officer-in-Charge
of the center.

C. The Examination Conduct Committee will collect the question papers on the
day of the examination from the approved location (stored under the security custody
of the institution head or their nominee in affiliated institutions, and under the custody
of the respective committee Chairperson or their nominated Officer-in-Charge in the
case of the BUP center), and will be responsible for their security until the start of the
examination. If any discrepancy is found during the collection of question papers, it
must be reported immediately to the Controller of Examinations.

Ll
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d. Generally, 07 days prior to the start of the examination, the necessary exam
materials such as unused or blank answer sheets, additional answer sheets, graph
papers, seating arrangement papers, attendance sheets, question paper packet
opening certificates, envelopes of various sizes used in the examination, etc., should
be requested and collected from the Office of the Controller of Examinations.

e. The examination halls must be prepared at least one day before the start of the
examination. During the hall preparation, the instructions in Section 2.1 titled
‘Preparation of Examination Halls and Seating Arrangement’ must be followed.

f. An adequate number of invigilators (usually one for every 16 examinees) must
be appointed for the examination halls, However, regardless of the number of
examinees, at least two invigilators must be assigned per examination room.

E. On the examination day, a control room must be set up for distributing question
papers, answer scripts, additional answer scripts, required staplers/needle-threads,
attendance sheets, red ink pens, etc., according to the number of examinees per room.
Inthe control room, two teachers/officers of Grade 9 or above, and two staff members
of Grade 10 to 20 must be assigned.

h. After the examination, the control room staff will collect the answer scripts and
other materials from the invigilators. The designated personnel in the control room
must always be ready to assist invigilators as reserve members. The Examination
Conduct Committee must ensure the efficient functioning of the control reom.

i If possible, the answer scripts must be kept under secure custody by the
Officer-in-Charge or a nominated person on the examination day itself or until the
following day to be delivered to the respective examiner.

j- Answer scripts must be distributed to examiners, collected along with the mark
sheets after evaluation, and proper communication must be maintained with the
examiners to ensure timely completion and return of the evaluated scripts.

k. In the case of single examiner evaluation, the evaluated answer scripts must
be provided to the scrutinizer for review and mark sheet correction (if any) and
subsequently collected.

l. In the single examiner system, the marks collected from the scrutinizers (or
from the examiners in the double examiner system) must be handed over to the
tabulators for result preparation, keeping the Controller of Examinations' Office
informed.

Note: Asthe Examination Committee (Section 1.1} and the Examination Conduct Committee
(Section 1.2) are effectively the same in the case of examinations held at the BUP center, the
responsibilities mentioned in Section 1.2.1 also fall under the duties of BUP's Examination
Committee, as applicable. Similarly, in affiliated institutions where both committees act as
one, the same instructions will apply as relevant to their program.

13

Appointment of Question Setters

a. For BUP's internal departments, each theoretical subject must have at feast
two question setters. One of them must be the course teacher, and the other should
be an experienced teacher/person in the relevant subject. The second guestion setter

67
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1.4
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can be from the same or a different department or an experienced teacher/person
from a public/private university, institute, or organization outside BUP in the relevant
subject.

b. In the case of affiliated institutions, the required number of question setters
will be appointed according to the respective program's rules/practices.

Duties of the Question Setters

a. The question setter must prepare the question paper strictly according to the
prescribed syllabus;

b. The question paper must be designed in a way that covers the entire syllabus
and ensures that the questions are creative, easily understandable, and clear;

o No question may be included that conflicts with society, the state, or religion,
or that involves sensitive or controversial current topics;

d. The question setter must handwrite or type the question paper by themselves
without assistance and avoid any ambiguity in the content;

=3 The guestion setter must not keep any copy of the question paper and must
destroy all draft copies;

f, The question setter must submit the question paper to the Examination
Committee within the stipulated time;

E. While preparing the question paper, the setter must include options so that the
examinee can choose at least 20%—-30% of the questions;

h. The question paper must be prepared based on a reasonable time frame and
cognitive level so that examinees can write proper answers within the allotted time;

i. Each page of the handwritten or typed question paper must bear the setter’s
initials at the bottom; and

- The guestion paper must be delivered to the Examination Committee in a
sealed envelope. It should be submitted to the chairperson of the Examination
Committee before moderation. Subject to prior approval by the Examination
Committee, the paper may also be sent by email in password-protected format.

Formation of the Moderation Committee

a. For internal departments of BUF, there shall be a Moderation Committee
comprising three members for each theoretical subject. The Chairperson of the
Department, in consultation with the concerned Dean, will nominate the Chairperson
and members of the Moderation Committee. Among the three members, the inclusion
of one external member is encouraged. The external member shall be a
teacher/person experienced in the relevant course from another department, or from
any other public/private university/institute/organization.

b. For BUP-affiliated institutions, the Moderation Committee will be constituted
according to the rules of the respective program and the number of members stated
in the finance committee,
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C. A person who has prepared the question paper for a particular subject/course
shall not be appointed as the moderator for that subject/course.

1.4.1 Responsibilities of the Moderation Committee

The purpose of moderating question papers is to ensure that the questions are accurate,
relevant, consistent with the syllabus, and appropriate for students. The moderation process
plays a role in maintaining the quality of question papers and ensuring fair and accurate
assessment for students. The responsibilities of the Moderation Committee are outlined
below:

a. The moderation must strictly follow the prescribed syllabus.

b. The question paper should be prepared in such a way that the entire syllabus
is covered, and the questions are creative, comprehensible, and clear.

C. It must be ensured that no questions are included that are conflicting with
society, state, or religion, or touch on contempaorary sensitive or contraversial issues.
d. Care must be taken to avoid any ambiguity in the question paper.

e. Mo copies of the question paper may be kept, nor may any pictures of the

guestion paper be taken inside the moderation room. During moderation, mobile
phones, smartwatches, or any other unauthorized electronic devices may not be
brought in or used.

f. It must be ensured that the question setters have prepared the question papers
in full compliance with Section 1.3.1 (Duties of Question Setters’). Moderators may, if
necessary, use their judgment during the moderation process to contribute to
developing a high-quality question paper.

E- The moderation must be completed within the stipulated time, and the final
version of the guestion paper must be handed over to the Examination Committee on
the day of moderation.

15 Appointment of Examiners

a. For internal departments of BUP and for various programs under affiliated
institutions, answer scripts may be evaluated under any system such as single
examiner, double examiner, or third examiner system, as per existing rules and
reguirements.

b. The appointment of examiners for internal faculties of BUP and programs
under affiliated institutions shall be governed by their respective rules.

C. Under the Single Examiner System, the assigned course teacher will be
appointed as the examiner.

d. Under the Double Examiner System, apart from the course teacher, another
teacher experienced in the relevant course from the same or another department, or
an experienced teacher/person from another public/private university/institute/
organization will be proposed/nominated by the department chair as the second
examiner. The following guidelines apply to this method:

(1) This method will apply only to final exams of theoretical courses.
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(2) There is no provision for appointing a scrutinizer under this method.

(3) If the marks awarded by the first and second examiner differ by 20% or
more, the answer script shall be reviewed by a third examiner,

(4) Under the double examiner system, the marks awarded in accordance
with the provisions of sub-clause 1.11.1(c) of these rules shall be countable.

1.5.1 Duties of the Examiners

a. Each examiner must first count the answer scripts and ensure there is no
discrepancy. Any inconsistency must be immediately reported to the Chairperson of
the Examination Committee.

b. The evaluation of answer scripts must be conducted with strict confidentiality.

C. Under no circumstances should an examiner evaluate answer scripts with bias
or favoritism.

d. Examiners must evaluate the answer scripts within the assigned timeframe.

E, In the Single Examiner System, marking must be done using red ink inside the
answer scripts, and the obtained marks must be written on the cover page of the
answer script in accordance with the serial number of the questions.

t If 3 student answers more guestions than the required number, the last
question answered will be considered invalid.

E. Every examiner must avoid using erasers or correction fluid when awarding
marks.
h. Every examiner must provide full signatures (not initials) on the answer scripts,

detailed mark sheets, and designated sections of the mark sheets.

i. Every examiner must prepare the mark sheets in the order of roll numbers,
either by handwriting in black ink or submitting a typed, printed copy.

j. If a student is absent, the examiner must write “Absent” in red ink on the mark
sheet; under no circumstances should a “0" be written. Writing “0" instead of “Absent”
implies that the student was present and scored zero.

k. Special notes for the Double Examiner System:

(1) Mo examiner (first, second, or third) shall make any markings or notes
inside the answer scripts. Marks must be written on separate mark sheets
according to the serial number of questions, using black ink.

(2) After evaluating the answer scripts, the first examiner will submit the
sealed mark sheets to the Chairperson of the Examination Committee within
the stipulated time and make arrangements for the answer scripts to be sent
to the second examiner either through the Examination Committee or directly,
Specific instructions will be included in the appointment letter/directives of the
first examiner.

(3) The second examiner will also write the marks on a separate mark sheet
based on the serial number of the questions and submit the mark sheet along
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with the answer scripts to the Chairperson of the Examination Committee
within the stipulated time.

(4) The third examiner, like the first and second examiners, shall not make
any markings inside the answer scripts. They will also record marks on a
separate mark sheet and submit them along with the answer scripts to the
Chairperson of the Examination Committee.

{5) First and second examiners shall not exchange their marks under any
circumstances. Similarly, they must not share their marks with the third
examiner. The marks awarded by each examiner shall be treated as sacred
trust.

1.5.2 Procedures for Course Teachers or Examiners in the UCAM/Software System

A course teacher or examiner, in addition to the activities described in Section 1.5.1 of these
rules, shall perform the following tasks in the University Comprehensive Academic
Management (LICAM) System:

a. A course teacher shall upload students' daily attendance to UCAM
immediately. If any justified complaint is received from a student regarding daily
attendance, it shall be resolved. If any student is absent from class, there may be a
system to notify the guardian via an automatic message regarding the absence, For
Professional Master's, MPhil, and PhD programs, the provision of sending messages
can be relaxed as per the authority's decision.

b. After a class test, the scores obtained by participating students must be
uploaded to UCAM within the next three days, and after the midterm exam, within the
next 07 days. Any justified complaints from students must be resolved promptly.

'+ Within 07 days after term papers/project papers, assignments/case studies, or
similar exams/evaluations, the class teacher shall upload marks to UCAM and resolve
any related complaints from students as quickly as possible.

d. After evaluating the semester/trimester final exam answer scripts, marks must
be uploaded to UCAM within 10 days, followed by a ‘Final Submit’ and submission to
the Office of the Controller of Examinations through the department. It should be
noted that once the ‘Final Submit’ is made, no further input or corrections of marks in
UCAM will be allowed.

e. If any examinee is absent, the examiner shall not leave the mark blank in
UCAM. Leaving it blank will be considered as zero (0), so a v/’ mark should be placed
for absence.

Mote-1: After evaluating all answer scripts of continuous assessments such as class tests,
midterm exams, term/project papers, assignments/case studies, etc., course teachers shall
allow students to view their evaluated answer scripts and then collect these scripts to submit
for departmental record keeping. However, semester/trimester-final exam scripts cannot be
viewed by students. If a new system (e.g., the Outcome Based Education, abbreviated as OBE)
is adopted by BUP authorities, provision may be made for students to view answer scripts.
Departments shall keep all answer scripts (including semester/trimester final exams) for one
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year after results publication, after which the scripts will be sent to the Office of the Controller
of Examinations.

Mote-2: The time limit for examiners to evaluate answer scripts may be extended up to a
maximum of four days if necessary. The Chairperson of the exam committee may approve this
extension.

1.6 Formation of the Comprehensive Viva-Voce Examination Committee

a. According to the needs of each department/program and within the staffing
structure approved by BUP's Finance Committee, a Comprehensive Viva-Voce
Examination Committee shall be formed with two/three/four examiners, preferably
including one external member.

b. The quorum of the Comprehensive Viva-Voce exam committee shall be two-
thirds or 60% of the examiners present.

c. A student shall be awarded the average marks given by the committee
members or the unanimously agreed mark by the committee.

d. If any committee member cannot be physically present due to unavoidable
reasons, they may participate online in the Comprehensive Viva-Voce exam. If
necessary, the entire Comprehensive Viva-Voce exam may be conducted online,

Note: [f a student is abroad for higher studies or unable to attend the viva-voce exam for any
other justifiable and acceptable reason, they may apply in advance through the department
Chairperson to the f&l:l..lﬂ"f Dean to take the viva-voce exam earlier. Upon recommendation of
the department Chairperson and if the Dean finds the reason valid, the student may take the
viva-voce exam earlier. The viva-voce exam may also be conducted online upon
recommendation.

1.7 Formation of the Practical Examination Committee

& According to the needs of each department/program and within the staffing
structure approved by BUP's Finance Committee, a practical Examination Committee
shall be formed with two or three examiners, preferably including one external
member. An external member may be an experienced teacher from the same or
different department, or from another public/private university.

b. The quorum of the practical Examination Committee shall be two-thirds or 60%
of the examiners present.

1.8 Instructions Regarding Thesis/Project/Dissertation/Internship etc.

a. This committee shall be formed with the number of members approved by
BUP's Finance Committee and as per respective department/program
rules/regulations.

b. The number of external members shall also be as per respective department/
program rules/regulations and BUP's Finance Committee approval.

o Unless otherwise specified by the respective department/program regulations,
the quorum of the oral defense committee shall be two-thirds or 60% of the examiners
present.
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d. The supervisor's presence is mandatory during the oral defense. However, if
the thesis/project/dissertation/internship/research monograph work is at the final
stage but the supervisor has passed away or is unavailable for unavoidable reasons, an
exception may be made.

e, A student shall be awarded the average marks given by committee members
or the unanimously agreed mark.

f. If any member cannot be physically present due to unavoidable reasons, they
may participate online in the oral defense, informing the committee chairperson at
least one day prior, If any member cannot attend even online, an alternative suitable
member may complete the examination process.

Note: If a student is abroad for higher studies or cannot attend the oral (defense) exam for
any justifiable reason, they may apply in advance through the department chairperson to the
faculty Dean to take the oral defense earlier. Upon the supervisor’s recommendation and the
Dean’s approval, the student may take the oral defense earlier. The oral defense may also be
conducted online upon supervisor’'s recommendation,

1.9 Instructions for the MPhil/PhD Thesis Defense Committee

Appointment and instructions for the MPhil/PhD Thesis Defense Committee shall be governed
by the respective program’s statute/rules/regulations,

1.10 Appointment of Scrutinizers

Usually, one scrutinizer will be appointed for each course in a Single Examiner System.
However, if a course has a large number of examinees, multiple scrutinizers may be appointed
for that course. Scrutinizers will generally be appointed from among the teachers and officers
belonging to Grade nine and above. However, in urgent or special cases, on the condition that
they work under the leadership of a teacher or officer and maintain proper confidentiality,
suitable employees (belonging to Grades ten to thirteen) may also be appointed. No
scrutinizer appointment is allowed in a Double Examiner System.

1.10.1 Scope and Duties of the Scrutinizer

a. The scrutinizer shall check each answer script to verify if there are any errors
in the mark calculation or if any question answer lacks marks. If there is a mistake in
mark calculation, the scrutinizer will correct it in the designated section of the answer
script and the mark sheet, usually in red ar blue ink (avoiding the color used by the
examiner), and will sign.

b. If any gquestion answer is unmarked, the concerned examiner will be requested
to re-examine that answer, If the examiner is unavailable, then following the exam
committee’s proposal, another examiner (alternative examiner) may examine the
unmarked answer.

C. The marks corrected by the scrutinizer shall be considered final.
1.11 Appointment of Tabulator

Tabulators will be appointed by the Office of the Controller of Examinations for various
programs of BUP's internal faculty and affiliated institutions, as per their respective
rules/practices and the number approved by BUP's Finance Committee, Usually, in BUP's
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internal  programs, one departmental officer/teacher {acting as Program
CoordinatorfAssistant Program Coordinator) and at least one officer from the Office of the
Controller of Examinations will be appointed as tabulators. The Controller of Examinations
may appoint multiple officers as tabulators if necessary. For affiliated institutions, the Head of
the institution or faculty Dean may propose tabulator appointments as per program
rules/practices, which must be sent to the Office of the Controller of Examinations.

1.11.1 Duties of the Tabulators

a. Tabulators must complete the result preparation process with utmost
confidentiality, responsibility, and integrity. The appointed tabulators will carry out the
tabulation process either jointly or separately and must verify the accuracy of the
results by comparing and cross-checking each other's tabulations.

b. If there Is any ambiguity in the marks on the marksheets, they must resolve it
either through the Chairperson of the Examination Committee or by contacting the
concerned examiner directly,

C: In the Double Examiner System, the tabulator will compare the marks awarded
by the first and second examiners and submit a list of eligible candidates for third
evaluation (where applicable) to the Examination Committee. Under this system,
marks obtained by a candidate will be calculated by the tabulator using the following
procedure:

(1) The average marks given by the first and second examiners will be
considered the candidate's final mark;

(2) If the difference between the marks given by the first and second
examiners is 20% or more, that answer script will be evaluated by a third
examiner;

(3) In case of evaluation by a third examiner, the average of the two closest
marks among the three examiners will be awarded to the candidate;

(4) If the differences between all three examiners' marks are equidistant,
the average of the two higher marks will be awarded;

(5) If 50% or more answer scripts are found eligible for third evaluation,
then all answer scripts (100%) may be sent to the third examiner as per the
decision of the Examination Committee, and the above-mentioned method will
be used for calculation.

d. If a student is absent in the semester/trimester/term/year-final examination,
the tabulators will prepare the result and tabulation sheet by marking the concerned
student as absent and thus failed.

e, After the tabulation sheet is printed, the concerned tabulators shall sign the
printed tabulation sheet. After that, it will be submitted to the Examination Committee
for their signatures. Once signed by the Examination Committee, the tabulation sheet
must be forwarded to the Office of the Controller of Examinations. The responsibilities
of publishing the results online, printing the tabulation sheets, obtaining the
signatures of the Examination Committee, ensuring the signature of the Controller of
Examinations, and securing the retrospective approval of the Vice Chancellor shall be

74



Examination Conduct Rules

carried out by the tabulator designated by the Office of the Controller of Examinations,
or the officer responsible for the relevant program.

1.11.2 Operational Procedures for Tabulators in UCAM/Software System

In addition to the duties mentioned in Section 1.11.1, a tabulator will also carry out the
following tasks in the software or UCAM:

a. The tabulator must meticulously verify the marks awarded by the examiners in
the semester/trimester final exam in UCAM and correct any errors found. Marks
corrected by the scrutinizer {if any) must also be updated in UCAM.

b. The tabulator must collect the list of retake and improvement students from
the department, verify it properly, and prepare accurate results with the assistance of
the department coordinator or Examination Committee,

C. The tabulator must ensure that the retake and improvement courses are
replaced in the appropriate semester/trimester.

d. For improvement students, the tabulator must collect the previous marks of
the continuous assessment of the respective course. The converted marks obtained in
the final examination of the current semester/trimester must be added to the
previously obtained marks of the continuous assessment and incorporated into UCAM,

e, The result of supplementary and special exams must be prepared using a
similar procedure of improvement examination.

f If any candidate is absent in the semester/trimester final exam, the tabulator

must carefully tick (v') “Absent” in UCAM. Under no circumstances should the field be
left blank, as it will be considered a score of '0',

g. In the Double Examiner System within UCAM/software, the tabulator must:

1) Verify and correct [if necessary) the marks entered by the first examiner
in UCAM.

(2) Enter or verify the marks of the second examiner, and after verification,
submit the list of scripts selected for third evaluation (if any) to the Examination
Committee,

(3) Tabulators will input the marks given by the third examiner in UCAM (if
applicable). After verifying the accuracy of the input, the final tabulation sheet
will be prepared. Then, the results will be published online.

1.12 Preconditions for Various Examination-Related Appointments and Provisions for
Relaxation, if Necessary

a. If any teacher/officer has a close relative or dependent appearing for the
examination, they shall not be appointed to any role mentioned from Section 1.1 to
1.11. Such individuals must inform the Controller of Examinations at the outset and
excuse themselves from related duties. "Close relative or dependent” includes spouse,
child, sibling, nephew/niece, cousin, in-laws, uncle/aunt, or any person with whom
favaritism may be a concern.
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b. Despite the restrictions regarding close relatives, due to manpower shortage,
an appointment may be proposed if the individual signs a written declaration
(undertaking) ensuring confidentiality, honesty, and neutrality. However, efforts must
be made to avoid such appointments whenever possible.

& In exceptional cases, due to a shortage of experienced teachers in the single
examiner system, one course teacher may prepare two sets of question papers as a
substitute for two separate setters, but this must not be routine practice.

Examination Schedule

a. All University examinations will be held according to the schedule published by
the Controller of Examinations. The schedule must be publicly displayed at the exam
center at least 07 days before the start of the examination and remain visible until the
end of exams. The schedule may also be available on the BUP website.

b. If there is any change in the schedule by the University, it will be updated on
the notice board and the BUP website in due time. Candidates must be responsible for
checking the schedule themselves.

Requisition and Issuance of Exam Materials

a, Usually, at least 07 days before the exam, the Officer-in-Charge of the center
must requisition the necessary exam materials such as unused/new answer scripts,
additional sheets, graph paper, attendance sheets, question paper packet opening
certificates, envelopes of different sizes, etc.

b. The requisition must be based on the actual number of candidates and
practical requirements. The Controller of Examinations will review and issue the
required materials accordingly.

Appointment of the Scribes/Amanuenses

& A permanently or temporarily differently abled examinee (such as blind,
amputee, paralyzed, or injured) who is unable to write may apply to use a scribe with
a doctor’s certificate. Prior approval from the University is required. The scribe must
be a student of a lower class than the candidate and be certified by the head of the
department/institution, with an attested photograph submitted. All such matters must
be processed through the Controller of Examinations. A sample letter ‘Regarding the

Appointment of the Scribe’ is available in Appendix—E.

b. Care must be taken to ensure that the use of a scribe does not disturb other
candidates. If necessary, such exams may be conducted in a separate room.

. Candidates with disabilities (autism, Down syndrome, cerebral palsy, etc.) are
entitled to an extra 30 minutes during exams upon submission of a disability certificate
issued by the Department of Social Services.

Incarcerated Candidates

If a student is arrested while enrolled, they may be allowed to take exams under the following
conditions:

a. The incarcerated student must apply through the Senior Jail Superintendent to
the concerned faculty/institution.
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b. A copy of a court order permitting the exam must be attached with the
application.
& Upan receiving the court order, the candidate may sit for theoretical exams

within the prison as per exam-related University rules.

d. The exam committee chair or Officer-in-Charge must coordinate with the jail
authority and send a representative with the court order and authorization letter for
each exam. These documents must be collected from the Office of the Controller of
Examinations.

e For practical or fieldwork exams, arrangements may be made at the designated
center with prior permission from the jail superintendent.

f, If the incarcerated candidate is released before the exam, attendance will be
calculated excluding the duration of impriscnment.

Eligibility of Candidates for Examination

No student may participate in an exam unless the following conditions are met:

a. The student must fulfill all conditions set forth in the University's
statute/rules/regulations and/or academic guidelines.

b. The faculty/institution must certify that the student is eligible to take the
course exam as per rules.

C. Attendance in the required number of classes, practicals, tutorials, and
fieldwork (where necessary) is mandatory.

d. All conditions mentioned in the exam notice must be fulfilled.

. If a student sits for an exam in a changed course without University approval,
the result will be considered void,

f, A regular/irregular candidate of one course cannot simultaneously be enrolled
or take exams in another course at the same or another university.

E. Unless otherwise specified in the academic guidelines/regulations or rules of
the respective program, a student shall be considered eligible or ineligible to appear
in the examination if they are present in, or fail to be present in, the number of classes
mentioned below, respectively:

Serial | Attendance Range Category Exam Eligibility
' i. | 75% and above Collegiate Eligible for exam
Between 60% and Eligible upon payment of

" | less than 75% Non-Collegiate prescribed fee

iil. | Less than 60% Dis-Collegiate Mot eligible for exam

However, in the case of programs related to the armed forces at affiliated institutions,
the rules and regulations of the armed forces may also be applicable.
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CHAPTER 2

PREPARATION OF EXAMINATION HALLS, SEATING ARRANGEMENTS, AND

RELATED MATTERS

Preparation of the Examination Halls and Seating Arrangements

The Examination Committee must prepare the examination hall at least one day prior to the
commencement of the examination. The following steps should be taken in preparing the hall
and arranging seating:

2.2

a. The examination hall may consist of one or more rooms depending on the
number of examinees.

b. The seating arrangement should be made in such a way that every candidate
can take the exam comfortably and no one has the opportunity to resort to unfair
means.

C. The roll number of each examinee must be affixed on the desk using glue or
scotch tape.

d. The Officer-in-Charge of the center will designate a location inside or outside
the examination rooms where examinees may keep books, notes, papers, mobile
phones, and other unauthorized electronic devices, which are prohibited in the exam
hall.

E. There must be adequate lighting and ventilation in the examination hall.

f. The seating arrangement for each hall must be displayed on the notice board
for the examinees’ awareness.

E. A separate room should be arranged for examinees suffering from contagious
or infectious diseases, and their answer sheets must be sent after disinfection.

h. If a sick examinee is unable to sit for the exam, they may be allowed to take it
from their sickbed under the supervision of the officer-in-charge, based on a certificate
from a registered doctor. Office of the Controller of Examinations must be informed in
such cases.

i. Generally, no candidate is allowed to appear for the examination at any center
other than the one assigned. However, if admitted to a local hospital or clinic, the
examinee may take the exam there under the arrangement of the officer-in-charge.
Office of the Controller of Examinations must be informed in such cases.

Access of Examinees to the Hall

a. For the convenience of the candidates, the exam hall may be opened one hour
before the start of the exam on the first day and 30 minutes before on subsequent
days. Entry to the center premises should be restricted to examinees and related
personnel only.

b. Fifteen minutes before the start of the exam, a bell should be rung to signal
candidates to take their seats, and five minutes prior, answer scripts should be
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distributed. Question papers must be distributed at the scheduled start time. If a
center does not use bells, other acceptable alternatives may be used.

g Mo examinee will be allowed to enter the hall 30 minutes after the start of the
exam. However, between 30 minutes and one hour, the head of department or Officer-
in-Charge may allow entry under special consideration.

d. Mo candidate will be allowed into the examination hall without the admit card
issued by the Controller of Examinations.

Identification of Examinees

The invigilators of the respective examination halls will identify candidates with the photo on
their admit cards (and if necessary, their ID/Registration Card).

24

Instructions for Examinees in the Exam Hall

CH Examinees must present their admit cards upon entry. They must not carry
materials that can aid in cheating, such as books, notes, copies, digital diaries, digital
dictionaries, smart watches, smart glasses, mobile phones, tablets, laptops, or any
electronic device, Possession of such items will be treated as an attempt to cheat, even
if no evidence of use or match with the answer script is found, The examinee will be
personally responsible for any disciplinary action, including expulsion.

b. An examinee suffering from any contagious or infectious disease must inform
the center authority of their health condition at least one hour before the exam starts
(preferably one day prior).

o Exams will be held on dates and times previously announced by the University.
The schedule will be posted on the notice board at the exam center. It is the
responsibility of the examinees to be aware of their schedule, On the first day, the hall
will open one hour in advance; this timing may be changed by the center authorities
as needed.

d. Examinees may enter the hall up to 30 minutes after the exam begins.
Generally, examinees must be seated at least five minutes before the start, at the seat
marked with their roll number.

e, Mo examinee will be allowed to leave the exam hall before one hour has passed
from the start. After leaving once, no one may re-enter the hall. No one will be allowed
to leave without submitting the answer script, even if it is blank, However, examinees
may temporarily leave for the washroom with the invigilator's permission.

f. No candidate may stay in the exam hall after the exam ends. A warning bell will
be rung five minutes before the end; if bells are not available, invigilators will issue a
warning.

E. Examinees must write on both sides of every page of the answer script.
Additional answer scripts will only be provided after the original is fully used.

h. On the cover page of the answer script, examinees must write their University
roll number and registration number clearly (but not their name or institution). If a
coding/de-coding system is used, invigilators may instruct examinees not to write
these numbers.
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i. The examinee must ensure the invigilator has signed the answer script.

j. Mo examinee may attempt to help or receive help from others, Any
communication between candidates is strictly forbidden. Violation may lead to
expulsion and cancellation of the answer script. To request extra sheets or to go out,
raise your hand without causing disruption. No discussion of exam questions or
answers with the invigilator is allowed.

k. No inappropriate or irrelevant remarks may be written on the answer script,
nor should any attempt be made to erase or alter roll/registration numbers to hide
identity.

I Every examinee must sign the attendance sheet,

m. Examinees must strictly follow all examination rules issued by the University or
stated on the answer script.

n. Examinees are hereby warned that any act against exam discipline or resorting
to unfair means may lead to expulsion or other disciplinary action by the University.
They must be aware of and comply with all exam-related rules/regulations.

0. Examinees must carefully read and follow all instructions printed on the cover
page of the answer script and question paper.

p. Answers must be written legibly on both sides of each page. Additional sheets
will only be supplied after the main script is fully used. Extra sheets must be properly
attached to the main script according to rules. Roll and registration numbers must be
written in the designated area, and on OMR (Optical Mark Recognition) forms, the
relevant bubbles must be filled with black ink. Serial numbers of extra sheets (if any)
should be written in the designated space of the main script and signed by the
invigilator. Instructions of the answer script/OMR sheet (if any) must be followed

properly.
q. Mo paper other than the answer script may be used in the exam hall.

I Answers must be written on answer scripts supplied by the University. If a
candidate feels the answer is not suitable, they may cross it out.

5. Except for authorized reference books or log tables, examinees may not use or
keep any other book or material in the exam hall.

t If leaving the hall ane hour after the start, the examinee must submit the
guestion-and-answer scripts to the invigilator. If caught cheating, the candidate may
be immediately expelled. If the answer script is not submitted to the invigilator, the
exam will be considered void.

u. Before submitting, examinees must ensure that the roll number, registration
number, etc,, are correctly written and OMR bubhbles filled using a black ink pen.

V. Examinees may bring authorized exam tools like pens, pencils, geometry
boxes, rulers, set squares, etc. No pre-prepared templates or maps may be brought.

W, If a candidate is expelled from any one of the examinations, the examinations
they have already appeared in or are yet to appear in may also be considered canceled.
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X. Examinees must not seek any assistance from sources like the hall's adjacent
toilets, verandas, structures, walls, or others. If such an act occurs, the concerned
candidate may be expelled from the hall.

Duties and Responsibilities of the Officer-in-Charge of the Examination Center

The Officer-in-Charge of the examination center shall also serve as the Chairperson of the
respective Examination Conduct Committee. In the case of BUP's internal examination
centers, the Chairperson of the Examination Committee shall also act as the Officer-in-Charge
of the center. The duties and responsibilities of the Officer-in-Charge are as follows:

a. To ensure the smooth conduct of the examination, the Officer-in-Charge shall
supervise and complete all examination-related tasks in coordination with the
Examination Conduct Committee members, In accordance with the rules.

b. All University examinations shall be held according to the schedule announced
by the Controller of Examinations. The schedule must be displayed at a public place in
the examination center at least 07 days before the start of the examination and shall
remain posted until the exams are concluded. The Officer-in-Charge must ensure this.

. If the Controller of Examinations makes any changes to the examination
schedule, the Officer-in-Charge shall arrange to display it on the notice board of the
examination center and make every possible effort to inform the examinees. However,
it shall be considered the responsibility of the examinees to find out such information
on their own initiative.

d. The Officer-in-Charge shall arrange the seating of candidates in a manner that
allows them to write comfortably and prevents any possibility of adopting unfair
means.

e. The roll number, as mentioned in the admit card, must be written on a paper
and attached with glue or scotch tape on the front desk of each candidate.

f. The seating arrangement of each examination hall must be displayed on the
notice board for the candidates' information.

E. For candidates suffering from infectious or contagious diseases, arrangements
must be made for them to take the exam in a separate room, and their answer scripts
must be disinfected before submission.

h. If any candidate is unable to sit for the exam due to illness, arrangements must
be made for him/her to take the exam at the bedside, upon submission of a valid
certificate from a registered doctor.

i. Normally, no candidate shall be allowed to appear for the exam in any center
other than the assigned one. However, if a candidate is admitted to a local hospital or
clinic, the Officer-in-Charge may arrange the exam at that location, informing the
Controller of Examinations accordingly.

j. The Officer-in-Charge will appoint the required number of invigilators from
among the teachers and officers (of Grade 9 and above) in each room for the smooth
conduct of the examination (generally one invigilator for every sixteen examinees) and
will also appoint a sufficient number of assistants from among the employees (from
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Grade 10 to Grade 20) to help with the invigilation work. Regardless of the number of
examinees in any room, there shall be no fewer than two invigilators.

k. The Officer-in-Charge shall instruct invigilators to ensure that answer scripts
and gquestion papers are not leaked from the examination hall during the examination.

L The Officer-in-Charge shall ensure that no one other than the candidates and
those officially involved in the exam is allowed inside the center premises.

m. He/she shall ensure that disciplinary action is taken against candidates
adopting unfair means, based on reports from invigilators. Likewise, he/she shall take
appropriate action based on complaints from members of the Examination Menitoring
Committee, Supervisory Committee, or Video Surveillance Committee.

n. At the end of each examination day, the Officer-in-Charge shall ensure packing
and dispatch of answer scripts with top sheets and attendance sheets as per the
University's rules/guidelines.

0. Within one week of the end of the examination, the Officer-in-Charge shall
ensure the return/submission of all exam-related materials as per University
instructions.

B, On each exam day, only that day’s relevant question papers shall be brought to
the center from the authorized location with full security. If there is any discrepancy
during collection, the Controller of Examinations must be informed immediately.

q. After collecting the question papers from the trunk/cabinet, it must be
properly sealed again.

r. Upon receiving the question papers, the Officer-in-Charge must verify the
packets and ensure they are correct in terms of subject and quantity.

5. No more than 30 minutes before the start of each day’s examination, the
officer-in-charge, in presence of at least two invigilators, shall open the question paper
packets and distribute them to the respective rooms.

Examination Invigilation and the Responsibilities and Duties of Invigilators

To conduct examinations properly, invigilators play a vital role. The responsibilities and duties
of invigilators are divided into four parts and described below: pre-examination, during the
examination, post-examination duties, and the code of conduct to be followed by invigilators.

A. Pre-Examination Responsibilities and Duties of Invigilators

1) Invigilators shall report to the Officer-in-Charge 30 minutes before the
commencement of the examination. If, for any unavoidable reason, an
invigilator is unable to perform their duties, they must inform the Officer-in-
Charge in writing well ahead of time,

(2) Invigilators shall be present in the examination hall on time to distribute
answer sheets and question papers among the examinees, and they must
ensure that no answer sheet or question paper leaves the hall during the
examination.
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(3) Invigilators shall instruct examinees to start writing from the designated
section on the answer sheet and to write on both sides of the pages.

(4) Invigilators shall ensure that examinees are seated according to the
seating arrangement.

15) Mo examinee shall be allowed to participate in the examination without
an admit card.

(&) At the beginning of the examination, examinees must be clearly warned
not to keep with them any materials that could facilitate unfair means, such as
books, note pads, copies, digital diaries, digital dictionaries, smart watches,
smart glasses, mobile phones, tablets, laptops, or any electronic devices that
could aid in the exam. They must be I:|Eal'1‘||' warned that possession of such
unauthorized items will result in expulsion.

Responsibilities and Duties of Invigilators During the Examination

(1) Invigilators shall strictly monitor to ensure that examinees do not resort
to any form of unfair means during the examination and will caution the
examinees accordingly.

(2) Based on the admit card and registration card, invigilators shall verify
whether the examinees have correctly written the roll number, registration
number, subject/course code, paper on the cover page of the answer sheet
(and, where applicable, filled the specified bubbles on the OMR sheet), This
must be verified within the first hour of the examination. Invigilators shall sign
on the main answer sheet and any additional sheets used by the examinees.
However, if any faculty or department wants to maintain student anonymity
through a coding/decoding system, the invigilator may instruct examinees not
to write their roll number/registration number.

13) If any letter, telegram, or other message (regardless of its nature—good
or bad) arrives for an examinee during the examination, it shall not be delivered
until the examination is over,

(4) If the question paper requires answers to different sections on separate
answer sheets, invigilators shall ensure that examinees are following these
instructions properly.

I15) Each day during the examination, invigilators shall collect the signatures
of examinees on the attendance sheet and sign in the designated space. If any
examinee js absent or expelled, the words "Absent” or "Expelled” shall be
written in red ink mentioning the subject and paper/course, and the invigilator
shall sign accordingly. If an examinee leaves the examination hall without
submitting the answer sheet, the invigilator shall write a comment on the
attendance sheet to that effect and counter-sign it. The matter must be
reported in writing to the officer-in-charge. The Officer-in-Charge shall report
the matter to the Controller of Examinations and send a copy to the Proctor's
Office.
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C: Post-Examination Responsibilities and Duties of Invigilators

(1) If any examinee is found resorting to unfair means during the
examination, the invigilator shall submit the examinee's answer sheet, a
photocopy of the admit card, and the unauthorized materials or other
evidence, along with a written report to the Officer-in-Charge of the center, The
material from which the examinee copied must be attached to the answer
sheet, with the copied section marked in red ink. In this case, invigilators must
fill out the ‘Report Form on Examinee’s Involvement in
Malpractice/Misconduct/ Violation of Examination Rules’ (Appendix—C)
provided by the University and submit it to the Officer-in-Charge of the center.

(2) invigilators must ensure that no answer sheet has been left behind
anywhere in the examination hall and that all examinees have submitted their
answer sheets before leaving.

(3) After the examination, invigilators shall collect answer sheets from the
examinees, arrange them in roll number order, and submit them to the
Examination Committee, Invigilators shall not leave the examination center
until the answer sheets have been received by the Examination Committee.

D. Code of Conduct to be Followed by Invigilators

(1) Mo invigilator shall leave the examination hall without permission from
the center authorities.

(2) Unless for urgent necessity, no invigilator shall go outside their assigned
hall or enter another hall.

(3) Invigilators shall not engage in conversations that may disturb
examinees’ concentration, nor talk on mobile phones inside the examination
hall.

(4) Invigilators shall remain present in the examination hall at all times.

(5) All invigilators and persons assisting in invigilation shall comply with the
lawful directives of the Chief Invigilator. The person who is senior according to
designation and salary grade shall be considered the Chief Invigilator.

2.7 Preparation of Answer Scripts According to the Type of Examination and Related
Instructions

a. Various types of answer scripts will be used as needed for different
examinations conducted under BUP. These include: main answer script, additional
answer script, midterm script, class test script, practical script, etc. If any faculty or
department wishes to conceal the identity of students using a coding/decoding
system, instructions may be given not to write the roll number/registration number on
the answer script. Alternatively, answer scripts suitable for coding/decoding may be
prepared by the Office of the Controller of Examinations.

b. If necessary, other names in addition to the printed title may be used in the
answer script. Regardless of the name under which the answer script is prepared, the

w4



Examination Conduct Rules

Office of the Controller of Examinations may madify the structure and number of
pages of the various answer scripts based on requirements.

ol Instructions Printed on the Cover Page of the Main Answer Script

The cover page of the main answer script may contain the following instructions
printed in both Bangla and English:

(1) Examinees are forbidden to write their names either on the outer cover

page or anywhere in the script. In case of violation, the answer script will not
be evaluated.

2) Examinees must mention their roll and registration numbers along with
session on the outer cover page of the answer script clearly. Otherwise, the
answer script may not be evaluated.

(3) All extra answer scripts must be attached to original answer scripts and
examinees must write their roll & registration number clearly along with
session on the outer cover page of all extra answer scripts.

(4) Mo extra paper will be supplied by the University or brought by the
examinee for rough use. All rough works should be done in the supplied answer
script and that paper (used for rough work) cannot be detached from the
answer script. Answer scripts should be submitted intact. Examinees found
with any separate paper will be expelled from the examination hall. Papers
used for rough work should be penned through by the examinees. Both sides
of all the pages of answer scripts should be used.

(5) In no case, an examinee will be allowed to enter the examination hall
half an hour after the examination has commenced.

(6) No additional answer to the question will be evaluated. Any answer
that has been penned through by the examinees will not be evaluated.

(7) Writing on the question paper is forbidden.

I8) Examinees must abide by the instructions of the chief invigilator if there
is no definite instruction on any subject/matter.

(9) Mo examinee will be allowed to leave the examination hall until an hour
has elapsed after the commencement of examination.

(10) Legal action will be taken against the examinee who is caught for
copying or any breach of discipline as per the Examination Conduct Rules.

(11) Smoking or consumption of any unauthorized drink inside the
examination hall is strictly prohibited.

(12) Keeping or using a mobile phone andfor any other unauthorized
electronic device in the examination hall is strictly prohibited.

Mote: The instructions printed on the cover of the main answer script may be amended by
the Office of the Controller of Examinations as required over time.
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Packing and Dispatch of Answer Scripts

a. After each day's exam, the answer scripts must be sorted and packed based on
course, paper, group, and whether the syllabus is new or old, arranged in ascending
order of roll numbers, Care must be taken to pack answer scripts of different courses,
papers, groups, and syllabi held on the same day separately. For internal exams of BUP,
the Department Chair will decide about the storage of question-and-answer scripts in
consultation with the relevant Dean, and for affiliated institutions, the Officer-in-
Charge will consult with the head of the institution.

b. Packets should penerally contain answer scripts for about 50 students,
depending on the number of candidates.

o Answer scripts must be packed in sealed packets made of ‘Markin cloth’
(American cotton cloth) or thick paper. The packaging must be done under the
supervision and presence of the Officer-in-Charge or their representative.

d. Four copies of the top sheet must be clearly prepared; the 1st copy will be
placed inside the packet, the 2nd copy will be pasted on the putside of the packet, the
3rd copy will be sent to the Controller of Examinations along with the report, the 4th
copy will be kept as an office copy at the center. The information on the top sheet must
be accurate,

e, The exam name, year, subject, paper/course, and its title mentioned on the
question paper must be correctly written on the top sheet.

f The roll numbers and total number of present candidates, absent candidates,
and expelled candidates must be correctly recorded on the top sheet.

E. If a candidate is expelled on a certain day, their roll number must be written in
the expelled column of that day's top sheet. If they are not allowed to participate
further, they must be marked absent on the subsequent sheets,

h. Care must be taken so that the top sheet of one packet is not attached to
another course’s packet, as this causes serious complications and delays in publishing
exam results,

i. The statement of answer script dispatch and the top sheet must be sent on the
same day via registered post or hand delivery using the University-supplied form.

j. Answer scripts of expelled/accused candidates, unauthorized papers, and
photocopies of admit cards must be sent separately to the Controller of Examinations
on the exam day by postal insured parcel or hand delivery, along with the invigilator’s
report.

k. The answer scripts of expelled/accused candidates must never be sent in the
general packet,

Return of Exam Related Documents

Within one week after the exam, the following documents must be returned to the BUP Office
of the Controller of Examinations:

2. Unused main and additional answer scripts,
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All surplus question papers.

Logbooks, trigonometric tables, graph paper, drawing paper, etc.
Seating arrangement papers.

Attendance sheets.

Lists of expelled/accused candidates,

Medical certificates (if any) of students who took exams from sickbeds.
Invigilators' signed lists with designations.

Lists of officers who brought securely stored question papers to the exam

center, along with certificates from the officers responsible for secure storage.

k.

List of the Examination Conduct Committee.
Certificates of opening question paper packets.

Report from the Officer-in-Charge confirming the exam was conducted

according to the examination rules.
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CHAPTER 3

EXAMINATION MONITORING COMMITTEE, EXAMINATION SUPERVISORY COMMITTEE,
AND VIDEO SURVEILLANCE COMMITTEE

3.1 Formation of the Examination Monitoring Committee

To ensure that the examinations conducted under the direct supervision of BUP are held in a
fair and corruption-free enviranment, the Controller of Examinations may, if necessary, form
an Examination Monitoring Committee comprising officers/teachers from BUP and affiliated
colleges and send them to the designated centers.

3.1.1 Duties of the Examination Monitoring Committee

The members of this committee shall observe the following aspects and report to the
Controller of Examinations whether the overall environment of the examination center is in
order:

a. Seating arrangement for listed examinees, sufficient number of rooms and
furniture, and proper seating as per rules.

b. Proper arrangements for the secure storage of confidential examination
papers.
. Law and order situation, standard of invigilation, and owverall examination

environment.

d. Support from local administration and the diligence and sense of responsibility
of invigilators in performing their duties.

B, Tendency among examinees to resort to cheating or any unfair means, and the
center’s role in preventing such practices.

f. Measures taken to prevent the entry of outsiders into the examination center.

E. If any examinee is found to be adopting unfair means during the monitoring,
the internal invigilator/Officer-in-Charge shall be informed to take necessary action
according to the rules, including expelling the concerned examinee from the
examination hall. The roll number of such examinee shall be recorded and submitted
with the report. If no action is taken by the internal invigilator/officer-in-charge, then
the matter shall be submitted in writing to the Controller of Examinations with the roll
number and related information of the examinee.

h. If immediate expulsion of an examinee from the hall for unfair means may
deteriorate the law-and-order situation, the matter shall be reported to the Officer-in-
Charge of the center. The roll number(s) of the concerned examinee(s) and a
description of the unfair means used shall be documented, and if possible, the
evidence (unauthorized materials) shall be signed by the Officer-in-Charge and
submitted to the Controller of Examinations along with the report.

i After inspection, each team member shall prepare a separate report, sign it,
and submit it to the Controller of Examinations. (‘Checklist and Certification for
Inspection and Monitoring of Examination Center” is available in Appendix—A).
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j. If an examination center is found to be highly prone to cheating and it is not
possible to conduct the exam properly, the matter shall be immediately reported to
the Controller of Examinations.

k. If the monitoring team has any special comments/recommendations regarding
the examination center, it should be mentioned in the report.

I Members of the Examination Monitoring Committee may visit the
examination center at any time during the examination. There is no need to give any
prior notice in this regard.

m. In case of affiliated institutions, members of the Examination Monitoring
Committee must inform the head of the institution or Officer-in-Charge before and
after their duty and accordingly begin and end the center inspection. However, for
internal examination centers of BUP, the monitors may directly visit the examination
halls.

3.2 Formation of the Examination Supervisory Committee

a. Under the leadership of the Controller of Examinations, officers of Office of the
Controller of Examinations of grade nine or above may visit any examination hall of
internal and affiliated institutions of BUP at any time as representatives of the
Controller of Examinations for inspection and supervision. Before such supervision,
the concerned officer(s) may visit the examination hall with prior approval of the
Controller of Examinations and submit a report on the overall condition of the hall
after the inspection.

b. Separate supervisory committees may be formed for morning shift (0800 to
1300 howrs), afternoon shift (1300 to 1700 hours), and evening shift (1700 to 2300
hours). These committees will be accountable fo the Controller of Examinations for
their supervisory duties. Due to unavoidable reasons, there may be additional shifts
beyond the three mentioned above.

3.2.1 Duties of the Examination Supervisory Committee

The supervisory committee shall carry out the following tasks to ensure smooth conduct of
examinations:

a. Observation/monitoring of the overall environment including examination
rooms;

b. Observation of the presence of all invigilators;

o Providing necessary instructions through discussion with invigilators to

improve the examination environment of the halls;

d. Consultation with the Officer-in-Charge of the center to prevent the tendency
of examinees to use unfair means.
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3.3 Farmation of the Video Surveillance Committee

a. In the case of examinations conducted in BUP's internal centers, a Video
Surveillance Committee will be formed under the leadership of the Chief Security
Officer (C50), consisting of four officers/staff, to monitor examination halls through
CCTVY. If any untoward incident is observed in the examination hall, the CS0 or his
representative may immediately bring the matter to the attention of the Controller of
Examinations and the Examination Committee. Separate video surveillance
committees may be formed for morning shift (0800 to 1300 hours), afternoon shift
(1300 to 1700 hours), and evening shift (1700 to 2300 hours), and such committees
shall be accountable to the CS0. Due to unavoidable reasons, there may be additional
shifts beyond the three mentioned above.

b. In case of affiliated institutions, a similar committee may be formed under the
leadership of the Officer-in-Charge of the center or his designated person, provided
CCTV arrangements are available.

3.3.1 Duties of the Video Surveillance Committee

The Video Surveillance Committee shall perform the following duties for monitoring the
examination rooms:

a. Keeping CCTV cameras active during the examination and recording and
preserving the CCTV footage;

b. Providing CCTV footage in the interest of discipline in the examination rooms
or as required by the Office of the Controller of Examinations or the Disciplinary Board;

¢ Bringing any untoward incident observed during the examination to the
attention of the appropriate authority; and

d. Performing any duties assigned by the Disciplinary Board or the Vice
Chancellor.
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CHAPTER 4

PREPARATION OF EXAMINATION RESULTS, PUBLICATION OF RESULTS AND

RELATED MATTERS

4.1 Result Preparation, Publication, and Related Procedures for BUP's Internal Programs

d.

Single Examiner System: The following procedures must be followed in

result preparation under this system:

b.

1) After the concerned examiner completes mark entry and the 'Final
Submit' in the UCAM system, a signed hard copy of the 'Submitted Copy' must
be sent to the Office of the Controller of Examinations through the respective
Departmental Examination Committee within 14 days of the last examination.
Within this time, 10 days shall be allocated to the examiner, 03 days to the
scrutinizer, and 01 day for departmental-level processing.

(2) Within seven days of receiving the final marks from the department,
the Office of the Controller of Examinations shall prepare the results through
tabulators and arrange for their publication online. However, since results from
all departments usually come in simultaneously, an additional maximum of 07
days may be allocated for result publication. The results will be published
online only after the soft copy of the tabulation sheet has been prepared.

Double Examiner System: The following procedures must be followed in result

preparation under this system:

(1) The first examiner, after evaluating the answer scripts, must hand over
the sealed mark sheets to the Chairperson of the Examination Committee
within 10 days and arrange to send the answer scripts to the second examiner
gither through the Chairperson or directly. Mecessary instructions will be
mentioned in the appointment letter/instructions of the first examiner.

2) Before handing over the answer scripts and mark sheets, the first
examiner must input the marks into the UCAM system and perform the 'Final
Submit'. After the 'Final Submit', no examiner will be allowed to correct or
change marks.

(3) The second examiner, upon receiving the answer scripts, must
complete the evaluation within a maximum of 10 days and hand over the
evaluated answer scripts and mark sheets to the Examination Committee. If
instructed to enter marks into UCAM and perform the ‘Final Submit’, they must
follow such instructions accordingly.

(4) Upon receiving marks from both examiners (first and second), the
Examination Committee will hand over the mark sheets to the tabulators. The
Examination Committee must hand over both examiners' marks to the
tabulators within a maximum of 24 days from the last date of examination. Of
this period, 10 days are allocated for each examiner (20 days total), and the
remaining 04 days are for departmental-level processing.
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(5) The tabulators will verify and, if necessary, correct the marks provided
by the first examiner in the UCAM system, input the marks given by the second
examiner, verify their accuracy, and correct if applicable. Then, within 07 days,
the list selected for third examination (if any) will be handed over to the
Examination Committee.

(6) If the tabulators provide a list for third examination, the Examination
Committee will identify and extract the corresponding answer scripts
accordingly and hand them over to the third examiner for evaluation within 02
days.

(7) The third examiner must complete the evaluation within a maximum of
03 days and submit the evaluated answer scripts along with the mark sheets
to the Examination Committee. If instructed to enter marks into UCAM and
perform the 'Final Submit’, they must follow the instructions accordingly.

18) The Examination Committee will immediately (within no more than one
day) hand over the mark sheets of the third examiner (if any) to the tabulators,
while keeping the Controller of Examinations’ Office informed.

19) The tabulators will input the marks given by the third examiner into the
UCAM system and verify their accuracy, then submit the final results to the
Office of the Controller of Examinations within 05 days. However, since results
from all departments usually come in simultaneously, an additional maximum
of 03 days may be allocated for result publication. The results will be published
online after the soft copy of the tabulation sheet is prepared.

C. Printing, Signing, and Approval of the Tabulation Sheet: After the online
publication of results, a printed copy of the tabulation sheet must be duly signed by
the tabulator and the Examination Committee within 60 days. If possible, results of
supplementary or similar examinations should be incorporated into the main
tabulation sheet prior to printing the final version. The date of online publication will
be treated as the official result publication date, and the Vice Chancellor's approval
shall be obtained retrospectively, in accordance with that date.

d. Maximum Time Limits for Internal Programs: Under the Single Examiner
System, the results must be published online within a maximum of 30 days after the
last examination {in unavoidable circumstances, this time may be extended up to 45
days). Under the Double Examiner System, the results must be published online within
a maximum of 45 days (in unavoidable circumstances, this time may be extended up
to 60 days).

£, Result Publication for Internship/Thesis, etc: The results of internship/
dissertation/thesis/project/research/monograph, etc. (if applicable) must be
published within a maximum of six months after the completion of the theorefical
examination. The defense (oral) must be completed before publishing the result.

Result Preparation, Publication, and Procedures for BUP-Affiliated Institutions

a. Result Preparation under BUP Management: The results of affiliated
institutions prepared under BUP's Management will be prepared and published
following the procedure outlined below.
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(1) The examiner shall evaluate the answer scripts within a maximum of 14
days and hand them over, along with the sealed mark sheets, to the Head of
the concerned institution or the Officer-in-Charge of the center, who also
serves as the Chairperson of the Examination Conduct Committee.

(2) Upon receiving the mark sheets from all examiners, the Head of the
concerned institution or the Officer-in-Charge of the examination center shall,
without delay—preferably on the day following receipt—send all course-wise
mark sheets collectively to the BUP Office of the Controller of Examinations for
result publication. He/She must ensure that all marks are submitted to the
Controller of Examinations’ Office no later than 21 days after the last
examination. However, if the rules or regulations of the respective affiliated
institution’s program specify a different deadline (e.g., under MBBS program
rules, submission must be made within seven days), those rules shall take
precedence.

3) The Gffice of the Controller of Examinations will prepare the results
through the tabulators and arrange for their publication enline (on the BUP
website) within 14 days of receiving the final marks. In unavoidable
circumstances, this timeframe may be extended by an additional 07 days.

b. Institution-Managed Result Preparation: In the case of affiliated institutions
that prepare their results independently, the results must be prepared and sent to the
BUP Office of the Controller of Examinations for publication within 35 days of the last
examination. This period may be extended by up to 07 days under unavoidable
circumstances. The Office of the Controller of Examinations will verify the results and
arrange for publication on the BUP website within 03 days.

e Manual Versus Software-Based Result Publication: For examinations where
results are prepared manually, they will be published online only after being signed by
the tabulators and the Examination Committee. Moreover, for examinations whose
results are generated through a software system, the results will initially be published
online, and subsequently, at a convenient time (within 60 days), the printed tabulation
sheets will be signed by the tabulator and the Examination Committee, The date on
which the results are published online will be considered the official date of result
publication, and retrospective approval from the Vice Chancellor will be obtained
accordingly.

d. Maximum Time Limits for Affiliated Institutions: Under the Single Examiner
System, the results must be published online within a maximurm of 45 days after the
last examination (in unavoidable circumstances, this ime may be extended up to 60
days). In the Double Examiner System, affiliated institutions must take -effective
measures to ensure result publication within a maximum of 60 days as a guiding
timeline (in unavoidable circumstances, this time may be extended up to 75 days). In
the case of the Double Examiner System, the provisions mentioned in Subsection
4.1(b) of this chapter may be followed appropriately and logically.

e, Result Publication for Internship/Thesis, etc.: After the completion of
theoretical examinations, the final results of internship/dissertation/thesis/ project/
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research/monograph, etc. (if applicable) must be published within a maximum of six
months, after completing the evaluation and defense (oral).

Mote-1: The procedures and timelines mentioned in Section 4.1 and 4.1.1 for preparation and
publication of examination results and related activities shall serve as a guideline in brief.
These may be modified or adjusted from time to time due to technological, logical, or other
necessities.

Note-2: The time limit for examiners to evaluate answer scripts may be extended by up to four
more days if necessary. The Chairperson of the Examination Committee may approve such
extensions. In such cases, the timeline for result publication may also be extended
proportionately. Refer to ‘Appendix-F* for At a Glance: Timeline Summary of Examination
Resuit Preparation & Publication.

4.2

4.3

Fraction Avoidance Method in the Tabulation Sheet

a. While preparing the results of BUP's internal departments and affiliated
institutions, no fractional (decimal) numbers are to be recorded on the tabulation
sheet. If any student obtains a fractional mark in any course/paper, it must be rounded
up to the next whole number in the tabulation sheet (while adding theoretical, oral,
or practical marks, fractions must be avoided). For example, if a student obtains 54.01
(a maximum of two digits after the decimal point of the examinee's obtained marks
will be considered) marks in a course/paper, it must be written as 55. It is to be noted
that, if a theoretical part of the same course/paper has multiple components, this
facility may be given only once during the summation of theoretical marks, Similarly,
in practical or viva-voce examinations with multiple components, this facility shall be
allowed only once during the summation of marks.

b. Although fractions must be avoided in the tabulation sheet as per the above
rule, examiners may still award fractional marks as appropriate for accurate evaluation.

Grading System, Calculation and Writing Method of GPA/CGPA

a. Grading System: For programs under BUP's internal faculties and
affiliated institutions, the following grading system approved by the University Grants
Commission shall be followed:

Numerical Score Letter Grade Grade Points
80% and Above Marks | A+ A Plus 4.00
75% to 79% Marks | A A Regular 3.75
70% to 74% Marks i A- A Minus 3.50
65% to 69% Marks ! B+ B Plus 3.25
B60% to 64% Marks | B B Regular 3.00
55% to 59% Marks I B- B Minus 2.75
50% to 54% Marks | C+ C Plus 2.50
45% to 49% Marks | £ C Regular 2.25
40% to 44% Marks i D D Regular 2.00
Less than 40% Marks F Failed 0.00

Subject to the condition that, with the approval of BUP's Academic Council and
Syndicate, a different Grading System may be followed for specific programs of internal
faculties and affiliated institutions as required.
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b. Formula of Determining GPA: Grade Point Average, abbreviated as GPA=

%f—'; here C;=Credit Hour, and {7;=Grade Point. That is, the Grade Point Average {GPA)

for a specific semester, term, trimester, or academic year shall be determined by
dividing the total weighted grade points [i.e., the sum of the products of credit hours
and corresponding grade points) by the total number of credits earned or completed
in that semester, term, trimester, or year.

. CGPA Calculation Method: The same formula used for GPA will be used to
calculate Cumulative Grade Point Average, abbreviated as CGPA. That is, from the first
semester, trimester, term, or academic year to the final semester, trimester, term, or
academic year of a program, the CGPA shall be calculated by dividing the total sum of
the products of all credit hours and their corresponding grade points by the total
number of credit hours earned or completed throughout the program.

d. Method of Writing GPA/CGPA: GPA/CGPA must be rounded off to two digits
after the decimal point. For example, if a student earns GPA/CGPA 3.465, it will be
written as 3.47, If it is 3.464, it will be written as 3,46,

Overview of Grading-Related Academic Terminologies

A brief description of the academic terminology used in the above section 4.3 is presented

below;

a. Grading System: The Grading System is a standardized method used to
convert a student’s marks from examinations or assessments into specific letter grades
(e.g., A+, A, B) and corresponding grade points |e.g., 4.00, 3.75, 3.00). This system
simplifies the evaluation of a student’s academic performance, knowledge, and skills.
Its primary objectives are to assess academic progress and competency, reduce
psychological stress related to high or low marks, ensure a uniform and consistent
method of evaluation, and align with internationally recognized academic standards.

b. Credit Hour: A Credit Hour refers to the total time spent on direct interaction
between the teacher and students in the teaching and learning process for a specific
course, It essenfially indicates the contact hours between the teacher and the
students. In all academic programs at BUP, one credit hour is generally considered
equivalent to 14 to 15 contact hours, Nonetheless, the BUF authorities reserve the
right to modify the procedure for calculating contact hours as necessary.

o Letter Grade: A Letter Grade is an alphabetical symbol (suchas A, B, C, D, or F
etc.) used to represent a student's academic performance or achievement level. Each
letter grade corresponds to a specific grade point, which is used to calculate the GPA
or CGPA, These grades may sometimes include plus (+) or minus (=) signs (e.g., A+ or
A=) to indicate more precise performance levels within each category.

d. Grade Point: A Grade Point is a numerical value determined based on the
marks a student obtains in a course. It is used to compute academic metrics such as
the GPA or CGPA.

95



Examination Conduct Rules

4.4 Equivalence Between Existing Grading System and Previous Class/Division

To equate the grading system results with the previous class/division system, the following
method shall be followed:

a, The CGPA scale (4 or 5) used by the university must be considered equivalent
to B80% marks,
b. The obtained CGFA must be converted proportionally to percentage marks.
o Based on the derived percentage, class/division must be determined as
follows:
Range of Assigned Marks (In Percentage Terms) | Equivalent Class/Division
60% and above | First Class/Division
45% to = 0% Second Class/Division
33% to < 45% Third Class/Division
d. If a CGPA is awarded by any university on a scale of 4 or 5, then to determine
the percentage as per clauses 4.4(a) and 4.4(b) above, the following formula must be
used:
Eai ot 80 Earned _  Obtained
University's CGPA scale (4 or 5) CGPA Percentage

Example 1: If a student obtains 3.00 on a 4.00 scale: (80 + 4.00) = 3.00 = 60% =
First Class/Division.

Example 2:  If a student obtains 3.00 on a 5.00 scale: (80 + 5.00) = 3.00 = 48% -
Second Class/Division.

e Upon a student’s request, an Equivalence Certificate may be issued based on
this method.

Authority: As per the notification titled ‘Equating the traditional division/class system with
the existing grading system’ issued by the Government of the People's Republic of Bangladesh
(Ministry of Education), memo no. *fX/*sYS/¢-5(We*)/¢ b2 dated 2 June 2009.

4.4.1 Conversion from Traditional System to GPA

To convert from the Traditional/Class/Division System to GPA, the following steps must be
followed:

a. Convert the marks obtained in each course into grade points using the grading
gystem in Section 4.3 a, and calculate the total grade points.

b. Divide the total grade points by the number of courses to determine the GFA.

C. On student request, a converted certificate from traditional/class/ division
system to GPA may be issued.

Example: Suppose a student has obtained the following marks in five
subjects/courses: 60, 67, 59, 71, and 81. The corresponding grade points will be 3.00,
3.25, 2.75, 3.50, and 4.00, respectively. Therefore, the student's GPA will be—

GPA = (3.00+3.25+2,7543.50+4.00)/5=3.30.

Note: Since credit hours are not defined in the Traditional System, it is not possible to
determine the CGPA.
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4.4.2 Conversion of Students’ CGPA into Percentage of Marks
To convert CGPA into percentage of marks, the following methods will be followed:

a. For those students whose marks are available in the UCAM system), certificates
will be issued based on the actual marks converted into percentages.

b. For those students whose marks are not available in the UCAM system but
whose marks exist in the tabulation Excel sheet (i.e., students whose full obtained
marks can be determined), certificates will also be issued based on the actual marks
converted into percentages.

£ In the case of internal faculty students whose marks are not available in the
tabulation Excel sheet (j.e., students whose full marks obtained cannot be
determined), certificates will be issued using the following methods:

(1) For the Faculty of Science and Technology (FST), that is, the Science
Faculty, certificates will be issued using Option-1 (The formula where CGPA
4.00 corresponds to the maximum mark of 100%).

|2) For faculties other than FST or Science Faculty, certificates will be issued
using Option-2 (The formula where CGPA 4.00 corresponds to the maximum
mark of 96%).

d. In the case of affiliated institutions:

1) For students whose marks can be obtained, certificates will be issued
based on actual marks converted into percentages.

2) For students whose marks are not available on the tabulation Excel
sheet (i.e., students whose marks cannot be determined), certificates will be
issued using Option-1 for Science Faculty students and Option 2 for students
from other faculties.

e, The formulas for Option-1 and Option-2 are as follows:
(1) Option 1 Formula:

(a)  79+84(X-3.75); Here, X= Earned CGPA, 3.75<X%<4.00 [For Letter
Garde A (Grade Point 3.75) & Above];

k) 44+20(¥-2.00); Here, X= Earned CGPA, 2.00<X<3.75 [For Letter
Grade A- (Grade Point 3.50) & below].

(2) Option 2 Formula:

la) 75+84(¥-3.75): Here, X= Earned CGPA, 3.75<X%=4.00 [For Letter
Garde A (Grade Point 3.75) & Above];

(k) 44+20(X-2.00); Here, X= Earned CGPA, 2.00£X<3.75 [For Letter
Grade A- (Grade Point 3.50) & below].

Authority: BUP's 71st Deans' Committee (17 April 2023), Agenda-04, Decision-04, and 65th
Academic Council (24 May 2023), Agenda-58, Decision-58.
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Minimum Requirements for Obtaining a Degree

A student must obtain passing marks in all courses/subjects to be eligible for a degree. No
student can be declared successful in any course/subject without participating in or being
present at the university's final examination. Furthermore, the matter of degree conferral will
be determined by the respective program’s ordinance, statute, rules, regulations, or academic
guidelines.

Subject to the condition that, unless otherwise directed in the respective program’s
ordinance, statute, rules, regulations, or academic guidelines, in general, a candidate shall not
be considered eligible to appear in an improvement examination after obtaining the degree.

4.6

4.7

Announcement of Examination Results and Related Matters

a. Result Announcement: The results of BUP’s internal faculties and
affiliated institutions shall be prepared by designated tabulators under the supervision
of the Office of the Controller of Examinations. Upon completion of due verification
and scrutiny, the results shall be published online. The date on which the results are
published online shall be considered the official date of result announcement, and
retrospective approval shall be obtained from the Vice Chancellor. Subsequently, the
published results shall be approved by the Academic Council and Syndicate of BUP.
However, for MPhil and PhD Examinations, prior approval from the Academic Council
and Syndicate shall be required for awarding the final degree. In such cases, the date
of approval by the Syndicate shall be considered the official date of result publication.

b. Objections Regarding Published Results: Any objection to the published
examination results must be submitted in writing to the Controller of Examinations
within 30 days of the publication of the results. No objections will be accepted after
the stipulated time.

C. Result Suspension: A student's result may be withheld if-

(1) There is any complaint related to the examination against the student,
or disciplinary action against the student has not been finalized;

(2) Marks for any course/paper/assessment of the student are not
available;

(2) There is a valid court order to withhold the result;
(4) Any other special reason exists.

It is noted that the Controller of Examinations will generally ensure publication of
suspended results within 45 days. However, this period can be reduced or extended
based on acceptable reasons or appropriate court orders.

Cancellation, Correction, Modification, or Change of Examination Results
a, A student's result will be canceled if—

(1) The '‘BUP Discipline Board’ finds the student guilty of malpractice in the
examination and decides to cancel the exam;

2) Errors or mistakes are found in the final verification of results, and the
student is considered failed based on the actual marks obtained;
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(3) After publication of results, the student is found to have participated in
the examination through illegal means and this is proven true;

(4) Registration or roll number is found to be fraudulent;
15) Any other reasonable cause exists.

b. The Controller of Examinations may correct, modify, or change the results for
any valid reason.

Identification of Regular and Irregular Students

a. Generally, students of a batch who complete their degree within the prescribed
timeframe (duration) will be considered regular students. For example, a student of
the 2020 batch of a four-year Honors program who started study in the first semester
during lanuary—lune 2020 and completes the eighth semester during July—-December
2023, successfully obtaining the degree within these four years, will be considered a
regular student, Conversely, if a student of the same batch fails to complete all
semesters within the prescribed period (July-December 2023) but obtains the degree
later, they will be considered an irregular student. Provided that, if any examination is
held late due to natural disasters or unavoidable circumstances, i.e., due to session
backlog, no student of any batch shall be considered irregular.

k. For affiliated institutions, the regular/irregular status of students will be
determined according to the respective program’s rules/regulations. If these do not
clearly specify, then the method described in Subsection 4.8 (a) will be used.

Issuance of Certificates

a. After the publication of examination results of internal faculties and affiliated
institutions on the BUP website, the Office of the Controller of Examinations may issue
Provisional Certificates or, if necessary, Original Certificates to degree holders.
Whether or not the student has obtained the degree, other certificates such as Marks
Certificates, Grade Certificates, Transcripts, Medium of Instruction and Examinations
Certificates, or any other certificates based on student demand may be issued unless
prohibited by appropriate authorities like the Syndicate, Academic Council, or
Discipline Board. Moreover, if no certificate is mentioned in this Section, the Office of
the Controller of Examinations may take necessary measures for the greater welfare
of the students.

b. Students may be provided with ‘Testimonial/Character Certificate’ or
‘Appeared Certificate’ for examinations, syllabus-related wverification certificates,
issued by respective departments or, in special cases, by the Dean's office. For higher
education purposes, ‘Dean’s Letter’ or '‘Recommendation Letter’ may be issued by the
respective faculty’s Dean upon student request.

e ‘Testimonial/Character Certificate’ or ‘Appeared Certificate’ from affiliated
institutions will be issued by the institutions themselves, and syllabus-related
certificates will be issued or attested by the Office of the Inspector of Colleges or the
head of the affiliated institution or department head. Moreover, Migration Certificates
or admission cancellation-related letters will be issued by the Office of the Registrar
(Academic).
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d. The status of regular or irregular students is generally not mentioned on any
BUP certificates (Provisional/Original Certificates, Marks or Grade Certificates,
Transcripts, etc.). However, if requested by local or foreign institutions or universities
or by students, such status may be indicated on certificates 'To Whom It May Concern,’
following the guidelines outlined in Section 4.8,
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CHAPTER 5

MATTERS RELATED TO RE-SCRUTINY AND RE-EXAMINATION/RE-EVALUATION

5.1

Re-Scrutiny Procedure

A student may apply in writing on plain paper to the Controller of Examinations, through the
head of the concerned institution/Dean of faculty/head of department, to have their answer
script of a desired subject/paper rechecked (applicable only for Single Examiner System) by
paying the prescribed fee within 30 days of the result publication. The following procedures
must be followed for Re-Scrutiny:

5.2

a. The Controller of Examinations or a designated officer/teacher will verify the
answer script to check if there is any errar in totaling the marks or if any guestion
answer is unmarked. If any question answer is unmarked, the concerned examiner will
be requested to re-examine it. If the examiner is unavailable, only in that case, the
unmarked question answer may be re-examined by another examiner (alternative
examiner),

b. If the marks after Re-Scrutiny decrease or increase, the Controller of
Examinations or his appointed officer will take necessary steps to correct the result.

o Re-Scrutiny is not allowed for answer scripts assessed under Double Examiner
System.

d. Only semester/term/trimesters/year-end examination answer scripts are
eligible for Re-Scrutiny.

Re-Examination/Re-Evaluation Procedure

Generally, answer scripts cannot be re-examined or re-evaluated, and students are not
allowed to see their final examination answer scripts. However, in exceptional and
unavoidable circumstances, applications for re-examination or re-evaluation will be
considered, and the following conditions must be obsarved:

a. Applications for re-examination/re-evaluation will be considered only under
the Single Examiner System. Students may apply to the Controller of Examinations
through the concerned Dean (or head of institution in affiliated institutions) within 30
days of result publication. The concerned Dean (or head of institution) will evaluate
the reasonableness of the application and forward it with recommendations to the
Controller of Examinations. It is noted that re-evaluation should not be treated as a
routine or regular practice but only for exceptional and unavoidable cases.

b. If a student claims that a particular teacher/examiner has given excessively low
marks due to personal bias or excessively high marks to some students or failed to
evaluate fairly, and if this claim seems justified considering the surrounding facts by
the concerned Dean, the Controller of Examinations must approve a proposal for re-
examination/re-evaluation by an internal or another university/specialized
institution’s examiner, Upon approval, the concerned faculty/department must
arrange the re-examination,/re-evaluation. The final corrected result will be published
based on the average of the marks given by the previous examiner and the newly
appointed examiner.
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C. If an incident similar to that described in Subsection 5.2(b) occurs in the case
of an affiliated institution’s program, then on the recommendation of the concerned
Head of the Institution, approval must be obtained from the Controller of
Examinations Office of BUP for re-examination/re-evaluation by a teacher from within
the university or from another university/specialized institution, along with the name
of the proposed examiner/evaluator. Upon approval of the Controller of Examinations
Office, arrangements for the re-examination/re-evaluation shall be made. The
Controller of Examinations Office of BUP will publish the corrected result on the basis
of the average marks awarded by the previous examiner/evaluator and the newly
appointed examiner/evaluator for the concerned student.

d. If the application is not deemed valid for re-examination/re-evaluation by the
concerned Dean (or head of institution), the Dean (or head of institution) may
recommend Re-Scrutiny, which will be processed under Section 5.1 of these rules.
Applications for re-examination/re-evaluation/re-scrutiny must be resolved within 30
days.

e Only semester/term/trimester/year-end examination answer scripts can be re-
examined/re-evaluated under the above conditions,

f. If applications under Subsections 5.2(b) or 5.2{c) are accepted, the fee
determined by the Finance Committee will be charged to the student for re-
examination/re-evaluation,
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CHAPTER 6
PRESERVATION AND DISPOSAL OF EXAMINATION-RELATED DOCUMENTS

b.1 Preservation of Examination-Related Documents

a. The candidates’ attendance sheets; original answer scripts, practical answer
scripts, marksheets, and all examination-related documents must be preserved by the
respective faculty/department/concerned institution for one year from the date of
publication of the examination results.

b. After one year from the publication of the results, all examination-related
documents must be sent by the faculty/department to the Office of the Controller of
Examinations. In the case of theses, projects, dissertations, internships, research
monographs, etc., the supervisor and external examiners will submit the evaluated
documents ta the faculty/department, which will preserve them for one year after the
results are published. After one year, the faculty/department will forward them to the
Office of the Controller of Examinations.

C. Answer scripts, documents, and papers related to disciplinary cases—such as
those accused, suspended, cancelled, or rechecked —must be properly preserved by
the Controller of Examinations/department and the concerned institution head until
the final settlement of the results.

d. The examination results, including tabulation sheets, must be preserved
permanently.

b6.2 Disposal of Examination-Related Documents

a. After aone year from the publication of the results, the Office of the Controller
of Examinations will form a committee of four or five members to arrange for the sale
of preserved answer scripts and related papers to a reliable paper mill (which recycles
or produces paper). The revenue from the sale will be deposited into the BUP fund.

k. In the case of affiliated institutions, unless otherwise directed, after one year
from the publication of the results, the preserved answer scripts and related papers
must be destroyed by forming a committee of three, four, or five members. A report
of this destruction must be submitted to the Office of the Cantroller of Examinations,

C. If in the future the BUP authority directs that all examination documents from
affiliated institutions be sent to BUP, that directive must be implemented.
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CHAPTER 7

EXAMINATION RELATED ACTIVITIES, DISCIPLINARY OFFENSES, AND PUNITIVE
MEASURES

7.1 Matters Related to Examinations/Assessments /Evaluations

According to the types of examinations conducted by the internal faculties of BUP and its
affiliated institutions, disciplinary actions will be taken for examination-related activities and
offenses. Generally, two types of exams are held in programs run by BUP’s internal faculties
and affiliated institutions, namely:

a. Semester Final / Term Final / Trimester Final / Year Final Examinations; and

b. Continuous Assessment (also known as ongoing evaluation).
Additionally, there are other exams/assessments mentioned in Subsection 7.1.3.

7.1.1 Semester Final/Term Final/Trimester Final/Year Final Examinations

A semester or term means the period from January to June or July to December or similar
timeframes; a trimester means the period from lanuary to April, May to August, or September
to December or similar timeframes; and a year means all examination activities held annually.
semester final exam refers to the semester-end exam; term final exam means the term-end
exam; trimester final exam means the trimester-end exam; and year final exam means the
year-end exam.

7.1.2 Continuous Assessment

Continuous Assessment (In-Course Evaluation/Ongoing Evaluation) includes the following
Examinations /Assessments:

Class Test;

Midterm Examination:

Project Paper /Term Paper;

Assignment fCase Study (with or without presentation);

Class Attendance (with or without presentation); and

ohom o 0o W

Any other matters related to assessment/evaluation.

7.1.3 Examinations/Evaluations/Assessments Referred to by Various Names

Besides continuous assessment and semester/trimester/term/year final exams, there are
various other types of exams/assessments, which are listed below:

a. Fieldwork / Industrial Attachment / Industrial Training / Survey Practical or any
other similar named exam/assessment;

b. Thesis / Project / Dissertation / Internship / Research Monograph evaluation;
C. Practical exams /Clinical exams flaboratory work evaluation (practical/clinical/

laboratory based assessments);
d. Comprehensive Viva-Voce exam (viva voce examination);

2. Viva-voce exams taken as part of practical exams or other exams, etc.;
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f. MPhil / PhD Thesis.

7.2  Examination-Related Activities and Measures According to Types of Examinations/
Evaluations/Assessments

For the exams/assessments described in Sections 7.1.2 and 7.1.3, the following
procedures/rules will apply:

a. Regarding Class Tests: The routine for class tests must be mentioned in the
weekly class routine. The course teacher concerned will conduct the test at any
convenient time during his/her class and will personally act as the invigilator. The
teacher will closely monitor the students to ensure that no one resorts to any unfair
means, The duration of each class test will be determined by the class teacher. It is
noted that if any student is absent on the scheduled date of the class test due to
unavoidable reasons, then upon the student’s application, if the class teacher
considers it reasonable at his/her discretion, the test can be conducted again, and the
student will be awarded the deserved marks. In such cases, the teacher will inform the
respective head of the department.

b. Regarding Mid-Term Exams: During the mid-term exam, the concerned
course teacher and another officer/teacher (two invigilators in total) will be
responsible as invigilators. The invigilators will carefully watch the students to prevent
any malpractice. The duration of the mid-term exam will be determined by the class
teacher and the department Chairperson. It is noted that if any student is absent on
the scheduled date of the mid-term exam due to unavoidable reasons, then upon the
student’s application, if the class teacher deems it reasonable at his/her discretion, the
mid-term exam may be conducted again, and the student can be given the deserved
marks. For such exams, prior approval from the respective head of the department
must be obtained.

C Regarding Term Paper/Project PaperefAssignment/Case Study/Seminar
Paper Evaluation:  Regarding term paper/project paper /assignment/case study /
seminar paper or any other similar evaluation by any name, if the evaluator suspects
that a student has resorted to malpractice, or copied from another student/classmate,
or fram any book, or online sources (up to 20% plagiarism is acceptable), or has
submitted the same copy in multiple courses, then considering the deviation of the
student, the evaluator may take any of the following measures:

1) If malpractice is proven in any of these evaluations, partial or full marks for that
evaluation can be deducted. Or,

(2) The first evaluation can be canceled, and the student can be asked to resubmit
the term paper/project paper/assignment/case study/seminar paper for evaluation
and awarded marks accordingly.

Note: If a student cannot submit the term paper/project paper/assignment/case
study/seminar paper, etc., on the scheduled date for unavoidable reasons, then upon
the student's application, if the evaluator considers it acceptable at their discretion,
the paper may be submitted later, and the student will be awarded the deserved
marks. The evaluator will inform the respective head of the department about
accepting such late submissions.
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d. Regarding Class Attendance: Marks for class attendance will be given
according to the academic guidelines/rules/regulations of the respective program or
based on the proportional rate of attendance. The course teacher concerned will
ensure students’ daily attendance. Whether a student is allowed to sit for the final
exam will depend, among other things, on fulfilling the class attendance requirement
as mentioned in Section 1.17. If a student behaves misconductively in class, the
decision of the course teacher on this matter will be final. If the course teacher
considers the matter serious, they may seek the decision of the disciplinary board
through the department head. The department head may provide the necessary
guidance and advice to the course teacher regarding attendance. If a student is absent,
guardians must be informed promptly. However, for professional master’s, MPhil/PhD
students, informing guardians may be waived.

e, Regarding Practical Exams /Field Work /[Industrial Attachment/findustrial
Training/ Survey Practical Evaluation: Regarding practical exams/field work/industrial
attachment/industrial training/survey practical or any similar evaluation, regardless of
the name, if the exam committee/evaluator suspects that a student has resorted to
malpractice, or copied from another student/classmate, or any book, or online sources
(20% plagiarism is acceptable), then considering the deviation, the exam
committee/evaluator may take any of the following actions:

(1) If malpractice is proven in the relevant practical exam/evaluation, partial or full
marks may be deducted. Or,

(2) The initial practical exam/evaluation may be canceled, and the student
required to retake the practical exam/evaluation for awarding deserved marks.

Note: If a student cannot attend the practical exam/field work/industrial
attachment/industrial training/survey practical at the scheduled time due to
unavoidable reasons, then upon the student's application, if the exam
committee/evaluator considers it reasonable at their discretion, the exam may be
conducted again and marks awarded accordingly. The exam committee/evaluator will
inform the respective head of the department about acceptance of such practical
exam/evaluation reports,

f. Regarding Thesis/Project/Dissertation/Internship /Research Monograph
Evaluation: Regarding thesis / project / dissertation / internship / research monograph
or any similar research evaluation, if a supervisor suspects that a student has resorted
to malpractice, or copied from another student/classmate, or from any book, or online
sources (20% plagiarism is acceptable), or if the originality (authenticity) of the
student’s work is found lacking, then the supervisor may completely reject the
student’s research work and instruct the student to resubmit the report. The
resubmission period will be determined by the supervisor.

E. Regarding Practical Exam/Clinical Exam/OSCE/OSPE Exam: If misconduct or
malpractice occurs in practical/clinical/Objective Structured Clinical Examination
(OSCE)/Objective Structured Practical Examination (OSPE) or any similar exam, the
concerned exam committee/panel may deduct partial or full marks at their discretion
to resolve the issue; or based on the severity and extent of misconduct, refer the
matter to the disciplinary board for decision.

[0



Examination Conduct Rules

h. Regarding Comprehensive Viva-Voce Exam: If any unexpected incident or
misconduct occurs during the Comprehensive Viva-Voce exam, the committee may at
its discretion deduct partial or full marks to resolve the matter; or, based on the
severity and extent, refer the matter to the disciplinary board. If a student cannot
appear for the Comprehensive Viva-Voce exam for unavoidable reasons, then with the
approval of the department chairperson and upon the student’s application, the exam
may be re-arranged and the student awarded the deserved marks.

i. Regarding Viva-Voce Exams as Part of Practical or Other Exams: If any
unexpected incident or misconduct occurs during viva-voce exams conducted as part
of practical or other exams, the concerned exam committee may deduct partial or full
marks at their discretion to resolve the matter.

j+ Regarding MPhil / PhD Thesis: The acceptable percentage of plagiarism and
the manner of defense for MPhil/PhD theses will be governed by the rules of the
respective program. However, examinations scheduled as part of the coursework for
MPhil/PhD programs will be governed by these 'Examination Conduct Rules,' similar
to ather semester examinations,

7.3 Disciplinary Measures for Cheating/Misconduct/Violation of Examination Rules

In any examination conducted by BUP (here “examination” means semester final/trimester
final/term final/year final or continuous assessments such as midterm, class tests, etc., or any
other examination referred to by any name such as improvement / retake / supplementary /
special exams / assessment [/ evaluation, etc.), if any allegations of cheating, misconduct, or
violation of examination rules are brought against a candidate, punishment will be imposed
under this rules. If evidence of cheating/misconduct/violation of examination rules |s
presented against a candidate, that candidate may be immediately expelled from that
examination, but he/she will be allowed to appear in subsequent examinations (if any).

A meeting of the Disciplinary Board will be convened to resolve the incident of
cheating/misconduct/violation, and the student must be informed of the punitive action
taken. The applicable punishments for cheating/misconduct/violation in examinations are
outlined below:

a. Punishments Applicable for Exams Other than Semester Final/Term Final/
Trimester Final/Year Final Exams, such as Class Tests, Midterm Examinations, etc.

(1) Cancellation of the Specific Course’s Class Test only: If a candidate
cheats in a class test of a particular course, only that class test of the respective
course will be canceled.

(2) Cancellation of the Specific Course’s Midterm Exam only: If a
candidate cheats in a midterm exam of a particular course, only that midterm
exam of the respective course will be canceled,

(3) Cancellation of All Class Tests of the Respective Semester/Term/
Trimester/Year’s Course: |f a candidate has a prior history of cheating,
considering the importance, nature, extent, and severity of the misconduct, if
cheating occurs in any class test of a course, then all class tests of that course
in the respective semester/term/trimester/year will be canceled.
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(4) Cancellation of All Midterm Exams of the Respective Semester/Term/
Trimester/Year's Courses: If a candidate has a prior history of cheating,
considering the importance, nature, extent, and severity of misconduct, if
cheating occurs in any midterm exam of a course, then all midterm exams of
all courses in the respective semester/term/trimester/year will be canceled.

Note: The BUP Disciplinary Board, considering the importance, nature, extent, and
severity of the misconduct, may impose any appropriate punishment as described
above ar any other punishment.

b. Punishments Applicable for Semester Final/Term Final/Trimester Final/ Year
Final Examinations:

1) "Cancellation of Course Exam” means cancellation of only the
semester final/term final/trimester final/year final exam of the respective
course.

2) “Cancellation of Exam” means cancellation of all final exams of all
courses of the semester/term/trimester/year in which the candidate has
already appeared or will appear.

13) “Cancellation of Exam + 1" means cancellation of all final exams of all
courses of the semester/term/trimester/year in which the candidate has
dlready appeared or will appear, plus the candidate will be barred from
participating in the exams of the next one semester/term/trimester/year.

(4) "Cancellation of Exam + 2" means cancellation of all final exams of all
courses of the semester/term/trimester/year in which the candidate has
already appeared or will appear, plus the candidate will be barred from
participating in the exams of the next two semesters/terms/trimesters,/years.

15) “Cancellation of Exam + 3" means cancellation of all final exams of all
courses of the semester/term/trimester/year in which the candidate has
already appeared or will appear, plus the candidate will be barred from
participating in the exams of the next three semesters/terms/
trimesters/years.

(6) “Cancellation of Exam + 4" means cancellation of all final exams of all
courses of the semester/term/trimester/year in which the candidate has
already appeared or will appear, plus the candidate will be barred from
participating in the exams of the next four semesters,/terms/ trimesters/years.

(7) If circumstances warrant punishment beyond “Cancellation of
Exam+4,"” the Disciplinary Board may expel the candidate from the University
and hand them over to the law enforcement authorities,

18) The Disciplinary Board may, if deemed necessary, impose a monetary
fine by determining the amount of money involved.
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7.3.1 Types of Incidents Related to Malpractice/Misconduct/Violation of Examination

Rules

a. Categories of Incidents: The types of incidents related to malpractice/
misconduct/violation of examination rules are mentioned below:

(1)

(2)

(3)

etc.:

Attempted Malpractice/ Misconduct in Examinations:

(a) Communicating or talking with each other inside the
examination hall:

b Smoking or consuming unauthorized items or drinks inside the
examination hall;

(c) Not obtaining the invigilator's signature on the cover page of the
answer script;

(d) Keeping incriminating papers (such as cheat sheets) or
unauthorized papers with oneself, or keeping a mobile phone or
unauthorized electronic devices, or attempting to unlawfully use any
unauthorized electronic device, internet, or similar means during an
online exam;

(e) Writing something on the desk, bench, clothes, body parts,
blackboard, classroom walls, geometry box, scale, or anything else with
the intention of cheating;

(f) Writing irrelevant, objectionable, or illogical remarks on the
answer script or placing money inside the answer script.

Malpractice in Examinations/Answer Scripts:

(a) Copying from incriminating papers (such as cheat sheets) or
unauthorized papers, or copying from mobile phones or unauthorized
electronic devices, or copying unlawfully via any unauthorized
electronic device, internet, or similar means during an online exam;

Ib) Copying by writing on desks, benches, clothes, body parts,
blackboard, classroom walls, or elsewhere;

(c) Writing answers on the question paper and copying from those
dNSWErs,

(d) Changing roll numbers or exchanging roll numbers among
candidates;

(e) Different handwriting found on the answer script or tampering
with the answer script,

Misconduct with Examination Officials, Participating in False |dentity,
la) Using abusive language, insulting, misbehaving, or intimidating

the invigilator or persons on duty in the examination hall;
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(b) lllegally participating in the exam by providing false identity, or
entering the examination hall without an admit card despite being
ineligible and trying to take the exam;

lc) Taking special privileges by showing false excuses.

14) Obstructing Smooth Conduct of the Exam, Causing Disturbance, Not
Cooperating with the Invigilator, etc.:

la) Creating any obstruction or disturbance in the smooth conduct
of the exam, preventing others from participating in the exam, forcing
or inciting other examinees to leave the exam hall;

(k) Insulting or attempting to insult any person responsible for the
examination inside or outside the exam hall;

(c) Leaving the examination hall without submitting the answer
script to the invigilator;

(d) On demand by the invigilator, failing to submit incriminating/
unauthorized papers (cheat sheets) and instead throwing them out of
reach or attempting to do so or swallowing them;

(e) Destroying, tearing the answer script, refusing to hand over
incriminating papers/materials, answer scripts, and admit cards to the
proper authorities, or creating any obstruction in their seizure.

(5) Damage to Examination Center Furniture, Arson, Misconduct or
Physical Assault on Persons Related to Exam Conduct, etc.:

(a) Damaging or setting fire to the furniture of the examination
center or causing any harm to wvehicles of any officer/teacher/
employee involved in the conduct of the exam;

(b) Misbehaving or physically assaulting University representatives,
local administration officers, or any person invelved in conducting the
exam inside the examination room, center premises, or outside during
the exam,

b. Handling Unlisted Incidents: If any incident committed by a candidate does
not fall under the types of malpractice/misconduct/violation of examination rules
listed in Section 7.3.1 (a), the Disciplinary Board may recommend appropriate punitive
measures considering the nature of the incident.

C. Disciplinary Actions: Considering the type, extent, nature, and importance of
malpractice/misconduct/violation incidents in examinations, the Disciplinary Board
may recommend one or more disciplinary actions from the punishments described in
Sections 7.3{a) and 7.3(b).
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C. Disciplinary Actions: Considering the type, extent, nature, and importance of
malpractice/misconduct/violation incidents in examinations, the Disciplinary Board
may recommend one or more disciplinary actions from the punishments described in
Sections 7.3(a) and 7.3(b).

7.4 Formation of the Disciplinary Board
According to the Statute of the BUP, the Disciplinary Board shall be formed as follows:

a. The Vice Chancellor or a person nominated by them, who will also act as the
Chairman;

b. Fro-Vice Chancellor;

o Registrar;

d. One Dean appointed on a rotational basis based on seniority by the Vice
Chancellor;

e. Cantroller of Examinations;

f. One Provost appointed on a rotational basis based on seniority by the Vice
Chancellor;

g One member nominated by the Syndicate who is not employed by the
University;

h. One member nominated by the Academic Council who is not employed by the
University;

i The Proctor, who will also act as the Member-Secretary.

Note: A gquorum for the Disciplinary Board will be fulfilled by the presence of five members.
The minutes of the Disciplinary Board must be approved by the Syndicate.

Authority:  The Bangladesh University of Professionals Disciplinary Board Statute
(Appendix—B) was approved by the Government of the People's Republic of Bangladesh
{Ministry of Education) letter no. oy 9/a = EH-9/2030 /eee dated 09/10/2011.

7.5 Authority of the Disciplinary Board Regarding Punishments

The BUP Disciplinary Board may convene at any time to recommend punitive measures against
any disciplinary violation to maintain discipline. The scope of recommendations/ decisions of
the Disciplinary Board is as follows:

a. Considering the nature of the offense committed by the student, the University
authorities may take any disciplinary action,

b. Depending on the nature of misconduct/violation, the Disciplinary Board may
recommend permanent expulsion from the University and, if necessary, hand over the
concerned student to law enforcement agencies.

& The Disciplinary Board can impose fines.

d. Besides the punishments described above, for members of the armed forces,
legal actions my be taken according to the rules/regulations of the respective affiliated
institution of the armed forces, and the action taken will be considered final, which
must be endorsed by the BUP Disciplinary Board.
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e. In the case of armed forces personnel studying in any internal BUP program,
the decision of the disciplinary committee will be final and will subsequently be
reported to the relevant armed forces headquarters.

f All disciplinary matters related to examinations held at educational and
research institutions affiliated with BUP must be sent to the BUP Disciplinary Board for
a decision.

E. For examinations held at centers of affiliated institutions, decisions made by
the disciplinary board or similar committees (if any) of the affiliated institutions must
be submitted to the BUP Disciplinary Board for endorsement and canfirmation. If the
BUP Disciplinary Board disagrees with any decision of an affiliated institution, it may
return the decision to the affiliated institution’s disciplinary board or similar committee
far reconsideration or make other decisions at its own discretion. However, decisions
made regarding military students of military institutions will be endorsed by the BUP
Disciplinary Board:

Disciplinary Action Procedures

a. If a candidate commits any disciplinary offense during a semester/
trimester/term/final examination, they must be expelled immediately. The matter of
expulsion must be communicated to the concerned examinee immediately through a
notice. To alert other examinees, the matter must be notified/displayed in the form of
a notice in every examination hall.

b. After being expelled for adopting unfair means in the examination hall, the
candidate must immediately provide a written statement or explanation [Appendix—
D) detailing their position. The invigilator/Officer-in-Charge will ensure this is done.

C. A report regarding the use of unfair means by the expelled examinee must be
sent— one original copy to the Controller of Examinations either by registered mail or
by hand, and one photocopy to the Member-5ecretary of the Disciplinary Board
|Proctor), preferably on the day of the incident or on the next working day, along with
the following documents (supporting documents):

(1) A completed ‘Report Form on Examinee’s Involvement in Malpractice/
Misconduct/ Violation of Examination Rules’ (Appendix=C);

12) The answer script concerned (along with any additional sheets used);

3) The invigilator on duty must identify the copied portion in red ink on
the answer script, sign, and stamp it. The evidence of copying must be securely
pinned to the answer script. If the unfair means involved use of a mobile
phone, unauthorized electronic device, or any other method, photographic or
photocopied evidence must be attached. Failure to do so may result in
disciplinary action against the person responsible according to the rules;

(4) The question paper of the concerned exam;
(5) A photocopy of the examinee's admit card;

(6) The written Statement and Explanation/Declaration given by the
Examinee (Appendix—D);
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(7) The invigilator who detected the unfair means must either countersign
the candidate's written statement if in agreement or provide a separate
explanation (statement) if there is a difference of opinion.

d. The punishment recommended by the Disciplinary Board must be endorsed by
the Syndicate.

7.7 Use of CCTV Footage by the Disciplinary Board

It is advisable that examination halls of BUP and its affiliated institutions be equipped with an
adequate number of active closed-circuit television (CCTV) cameras. CCTV footage may be
accepted as direct evidence from the examination hall, and any decisions made based on such
video footage will be deemed legally valid.

7.8 Definition of Unfair Means, Misconduct, or Violation of Examination Discipline by
Examinees

If a candidate violates any of the "Instructions for Examinees in the Examination Hall" as
mentioned in Section 2.4 of these Rules, or the "Instructions Printed on the Cover Page of the
Main Answer Script” described in Subsection 2.7(c), or commits any acts described as unfair
means/misconduct/equivalent or similar behavior in this Chapter (Chapter-7), then such
behavior shall be considered as adoption of unfair means/misconduct/violation of
examination discipline.

7.9 supremacy of Rules Regarding Violation of Examination Discipline

In the case of any examination-related disciplinary violation by a student, these ‘Examination
Conduct Rules’ shall apply. Regardless of what may be stated in any other rules/regulations
regarding examination discipline, the provisions and instructions stated in these rules shall
take precedence.

7.10 Disciplinary Measures Against Teachers, Officers, and S5taff Involved in the
Examination Process

If any external teacher or adjunct faculty involved in examination duties is found to have acted
in a manner contrary to discipline, they may be barred from teaching or examination duties
at BUP in the future. In case of such violations by BUP’s own teachers, officers, or staff,
appropriate measures may be taken under BUP's employment statutes/rules/regulations.

7.11 Appeal Against Punishment

If a student regrets their offense, they may apply to the Vice Chancellor of BUP (through the
Proctor) for forgiveness or reduction of punishment. Upon receiving such an application, the
Vice Chancellor may either reduce or waive the punishment or refer the matter back to the
Disciplinary Board for reconsideration. The Proctor shall ensure that any waiver or reduction
granted by the Vice Chancellor is placed before the next meeting of the Disciplinary Board. All
punishments recommended by the Disciplinary Board must be endorsed by the Syndicate.
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CHAPTER 8

MISCELLANEOUS
8.1  Publication of the English-Translated Version

a. If deemed necessary, the University Authorities may publish a reliable English-
translated version of the Examination Conduct Rules {referred to as the ‘Authentic
English Version’).

b. In the event of any conflict between the Bangla and English versions, the Bangla
version shall prevail.

8.2 Special Authority of the Vice Chancellor in Unexpected Situations

if any problem related to examinations cannot be resolved through these Examination
Conduct Rules, or if any abnormal situation arises in the conduct/management of
examinations, discipline, evaluation of answer scripts, publication of results, etc., and if the
Vice Chancellor considers it necessary to take immediate action, they may take such action.
The concerned authority, which would usually be responsible for handling such matters, shall
be informed of the action taken as soon as possible.

8.3 Amendment, Modification, Alteration, Inclusion or Exclusion of Examination
Conduct Rules

The Syndicate may amend, modify, alter, include, or exclude any part of the Examination
Conduct Rules as and when deemed necessary based on the recommendation of the
Academic Council,
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e Appendix—A
BANGLADESH UNIVERSITY OF PROFESSIONALS

Office of the Controller of Examinations

Checklist and Certification for Inspection and Monitoring of Examination
Center

1. Mame and Address of the Examination Center:

2. Total Number of Examinees for All Subjects:

3. MNumber of Examinees Present on the Day of Inspection:

4. Number of Expelled Examinees (if any): , Roll Number{s):

5. Condition of Furniture and Seating Arrangement in the Examination Center,/Hall:

6. Quality of Invigilation and Overall Environment of the Examination:

7. Mecessary Steps Taken by the Center Authority to Prevent Malpractice in the

Examination:
CERTIFICATION
1, was present at the examination center
on (date) at (time)
and left the center at (time), to monitor the overall

environment and conduct of the examination.

Monitor's Signature;

Monitor's Full Name:

Designation:

Address:

Note: Upon completion of center inspection, the monitor may use additional paper if needed
while submitting the certification/report, which must be handed over to the Office of the
Controller of Examinations.
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Appendix- B

Bangladesh University of Professionals Disciplinary Board Statute

The Syndicate hereby formulates the following Statute by the authority conferred under
Article 45, read with Article 42(2), of the Bangladesh University of Professionals Act, 2009 (Act
No. 30 of 2009), namely:

1. Title.—This Statute shall be called the Bangladesh University of Professionals
Disciplinary Board Statute.
2. Definitions.—Unless there is anything repugnant in the subject or context, in this
Statute:
1. "Act” means the Bangladesh University of Professionals Act, 2009 (Act No. 30
of 2009);
2. “Chairman” means the Chairman of the Disciplinary Board;
3. "University” means Bangladesh University of Professionals;
4, “Disciplinary Board” means the Disciplinary Beoard constituted under Article 3

of this Statute:
b “Syndicate” means the Syndicate as defined in Section 2(29) of the Act,
3. Formation of the Disciplinary Board.—

1) The University shall have a Disciplinary Board consisting of the following
members:

la) The Vice Chancellor or a person nominated by him, who shall also be
its Chairman;

(b) The Pro-Vice Chancellor;
(c) The Registrar;

(d) One Dean of Faculty, to be nominated by the Vice Chancellor in order
of seniority on a rotating basis;

le) The Controller of Examinations;

(f) One Provost, to be nominated by the Vice Chancellor on a rotational
basis;

ig) One member nominated by the Syndicate, who is not employed in any
position of the University;

(h) One member nominated by the Academic Council, who is not
employed in any position of the University;

(i) The Proctor, who shall also serve as the Member Secretary.
(2) Regarding the Disciplinary Board—

{a) The nominated members shall hold office for a term of two (2) years
from the date of their appointment;
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(b) Notwithstanding the expiry of the term of the nominated members,
they shall remain in office until their successors assume charge.

(3) If any allegation is brought against a member of the Disciplinary Board for
violating the Code of Conduct formulated under Article 4, the member concerned shall
refrain from participating in the Board's activities until the allegation is resolved.

Powers and Functions of the Disciplinary Board.—

The powers and functions of the Disciplinary Board shall be as follows:

b.

(a) To formulate a Cade of Conduct for university officials, employees, students,
and teachers, and to recommend appropriate disciplinary action to the Syndicate for
violations of such code by any of the above;

(b) To formulate conduct rules regarding examinee misconduct or malpractice in
various examinations conducted by the University, and to recommend applicable
penalties to the Syndicate for viclations;

(c) To determine the University's proctorial system;

id) To perform any other duties assigned by the Chairman or the Syndicate;

(e) To formulate any rules and regulations related to student accommodation
and discipline.

Meetings. —

(1) The Disciplinary Board shall generally meet once every six {6) months,
Provided that the Chairman may convene a meeting at any time by issuing a short
notice as required.

(2) A guorum shall be constituted by the presence of at least five (5) members of
the Board.

(3) Decisions of the Disciplinary Board shall be taken based on the majority of
votes of the members present at the meeting.

Honorarium for Members.—

The members of the Disciplinary Board shall receive an honorarium as determined by the
Syndicate for discharging duties of the Board.

7.

Removal of Difficulties.—

If any difficulty arises in the implementation of this Statute due to ambiguity in its provisions,
the Syndicate may take any necessary measures to remove such difficulty by order, in a
manner consistent, as far as possible, with the Act and this Statute.
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BANGLADESH UNIVERSITY OF PROFESSIONALS

Appendix—C

Report Form on Examinee's Involvement in Malpractice/Misconduct/Violation of
Examination Rules

A separate form must be used for each expelled examinee, No part of the form may be left blank. The

original copy of this report must be sent immediately to the Controller of Examinations of BUP and a photocopy
to the Proctor, enclosed with a separate packet via registered mail/by hand along with the seized documents and
answer script. The paper used for cheating, which was seized, must be authenticated with date and signature by
the officer/invigilator who caught the cheating.

Exam Mame:

Month and Year

Center:

Exam Type: Semester/ TrimesterYear /Term /Class Test/Midterm,/

The details of the examines against whom a
report has been given regarding the
examination

MName:

Raoll:

Aeg No.: Session:

Current Contact Address;

The details of the examinee whose
exgmination is being reported

Subject/Course:

Paper:

Date and Time of Incident

Cate: Time:

Details of the officer/invigilator on duty

who caught the cheating.
[Attach the original report of the person who caught
the incident)

MName:

Designation:

Assigned Duty:

Full details of the actual situation, whether the
examinee was caught while cheating or found
with materals intended for cheating, and
whether the act was completed. If caught in the
act, the specific parts copied must be clearly
marked in red ink on both the answer script and
the cheating material. The cheating material
must be signed by the officer/invigilator,

Reason,/Description of Expulsion:

If the examinee obstructed the surrender of
decuments, disoleyed instructions, or behaved
inappropriately with the duty officer/invigilatar,
please provide full details:

(Additional paper may be used if necessary)

Does the examiinee have any prior history of
using unfalr means/misconduct/violation of
examination rules? if so, please specify:
[Additional paper may be used if necezsary)

If the examines was allowed o continue the
exam despite being caught, please provide
justification for such action: {Separate paper may
be used if necessary)

10,

Detailed list of seized documents including
answer script, admil card copy, cheating
materials, and other submitted reports:

11.

Signature and Seal of the Officer-in-Charge
or Representative

Signature:

Seal:

Te be fille

d by the University

1%

Date of Submission of Incident Report with
Documents to the Disciplinary Committee;

14.Recommendation of the
Disciplinary Committes

15.Declsion of the
University Authority

13,

Recommendation of the

Controller of Examinations
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Appendix-D

Statement and Explanation/Declaration Given by the Examinee

Signature of the Examinee

Mame of the Exam: Maonth: Year:

Roll No.: Registration No.: Session:

Name of the Examinee:

Contact Address:

Mobile Number:

Note: The officer/teacher/invigilator who caught the misconduct must countersign the
statement given by the examinee if they agree with it; otherwise, if they have a
differing opinion, they must separately provide an explanation/declaration of the
incident.
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5&: :.;4, Appendix—E

BANGLADESH UNIVERSITY OF PROFESSIONALS
Office of the Controller of Examinations

Ref: 23.01.902.858.09.786.04 Date: 29 May 2025
Regarding the Appointment of the Scribe

1. Upon the application of the examinee and recommendation from the
Faculty/Department/College/Academy/Institute, (Scribe's Name) has
been appointed as the scribe.

Photo aftested by
the Contraller of
Exominations or

his/her
representative,

[Photo of the Scribe]

2. The Chairperson of the Exam Committee/Officer-in-Charge of the center is requested
to take necessary measures to allow the examinee (Roll No. __ ) to participate in the
examination with the assistance of the scribe. It is to be noted that care must be taken to
ensure that the use of a scribe does not disturb other candidates. If necessary, such exams
may be conducted in a separate room.

Signed/
Assistant/Deputy/Additional Controller of Examinations
On behalf of the Contraller of Examinations

Ref: 23.01.902.858.09.786.04 Date: 29 May 2025

Sent for Information and necessary action to:

1. Chairperson of the Exam Committee/Officer-in -Charge of the Center
F A Examinee
Scribe
Signed/

Assistant/Deputy/Additional Controller of Examinations
On behalf of the Controller of Examinations
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Appendix—-F

At a Glance: Timeline Summary of Result Preparation & Publication

INTERNAL PROGRAMS — SINGLE EXAMINER

Responsible Time Allocation .
System & Stage Persan/Unit (Max) Extension Allowed Notes
Mark entry &
i A Es = Examiner [10 days), Hard copy
Final Submit” in o : " +
Scrutinizer (3 days), | 14 days fromfast | +4 days (evaluation I ‘Submitted
LCAM, hard copy ; ;
to Dept Dept. processing (1 exam anly) Copy'jmust be
Committes day) signed.
Online publication
Result Cantroller af +7 days if
; O e g 7 days from ; only after soft copy
preparation & Examinations’ Office ; simultaneous
ERE A receiving marks L of tabulation sheet
online publication (via tabulators) submissions
prepared,
Maximim Time Limit for Result Publication: 30 days {extendable up to 45 days in unavoidable cases)
INTERNAL PROGRAMS — DOUBLE EXAMINER
Responsible Time Allocation
& Sta 5 Exte All d N
Syshem ee Person,/Unit [Max) ndjon: Afiowe ates
Answer scripts sent
: " : 1
1st Exar_mner fik Eraaitias 10 days 4 days (if to 2nd E}.':Erl'lll'IEl'
evaluation approved) after sealing mark
sheets
. y If instructed, enter
Ind . +4d f 5
E:m::::;ner 2nd Examiner 10 days - '::12} marks In LCARM
PP before submit.
EsitsHoH Both examiners'
Dept, processing 1 4 days — marks handed to
Committes
tabulators.
Tabuiation, 3rd J an,hnth
exarm list prep Tabulatars 7 days — examiners’ marks in
UCAM.
Script handover Examination 3 davs . Only if 3rd exam
to 3rd examiner Committes ¥ raquired.
Ard examiner ‘Final Submit’ in
3 —
evaluation A BEminar kA UCAM if instructed,
Handover to Examination 1d _ For 3rd examiner's
tabulatars Committes . marks.
. Online publication
. Caontroller of +3 days if
Final tabulation & et ; only after soft copy
Examinations’ Office 5 days simultaneous ;
anling publication : . of tabulation sheet
(via tabulators) submissions
prepared,
Maximum Time Limit for Result Publication: 45 doys (extendable up to 60 days in unovoidable cases)
INTERMNSHIP / THESIS / PROJECT RESULTS
Responsible Time Allocation
5 2 E I N
System & Stage Person/Unit (Max) xtension Allowed otes
As hsect
Evaluation & . . Within & months gl ol Defense [oral)
Supervisor/Examiner : 7.2(f), rasubmission /
defense after theoretical : before final result
3 & Committee perod determined |
completion Exams publication.

by supervisor
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At a Glance: Timeline Summary of Result Preparation & Publication

AFFILIATED INSTITUTIONS — SINGLE EXAMINER

' Time
System B Stage Resionsible Allocation Extession MNotes
Person/Unit Allowed
| (M)
Examiner evaluation : Hard copy with
= . +4 days [if
= | & handoverto Examiner 14 days sealed mark
] el approved)
& | Institution Head sheats.
e | Institution Head Within 21 days = Program rules | MBBS example: 7
= st i ;
E handover ta BUP Institution Head / OIC of last exam may override days.
] Publish online
= . Controller of 14 days from
a | Result preparation SRR cs after Exam
= ; Examinations’ Office receiving +7 days i
& | % oenline publication = Committes’s
{via tabulators) marks
signature,
Gages Result Institution Head / Exam Result sent b
Institution- e : / 35 days +7days : ¥
Nt ionadk submission Commitiee Exam Committee
Hesuﬂg Resuit Office of the Controller 3d Online publication
publication of Examinations, BUP ahid of the results

Maximum Time Limit for

Result Publication: 45 days (extendable up to 60 days in unaveidable cases)

AFFILIATED INSTITUTIONS — DOUBLE EXAMINER

Time

Res il Extensi

System & Stage pshr i Allocation Sl Notes

Person,/Unit Allowed

[Max)
15t & Znd Examiner, Follow 4.1(b)
Evaluation & processing Institution Head, 60 days 15 days appropriately &
Tabulatars logically.

Maximum Time Limit for

Result Publication: 60 days (extendable up to 75 days in unovoidable cases)

INTERNSHIP / THESIS / PROJECT RESULTS

Time
Responsible Extension
System & 5t : locati Mot
e age Person/Unit feiacation Allowed .
(Max)
As per sub-
Within & clause 7.2(f), Defenge (oral)
Evaluation & defense Supervisor/Examiner months after | resubmission wafors firal result
completion & Committes theoretical period s e
publication.
exams determined

by supervisor
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