Annexures

The set of forms that should be made available in the
Supervisor’s file

(These annexures are identified in detailed guidelines in relation to
Phase Il of the examination procedures
of the University of Peradeniya)
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Faculty:

Examination name:

Annexure 1: Contact Persons
(To be completed by the SAR/AR and be made available

in the Supervisor’s file)

Specimen

D - 1 =P
TIME@: ettt e s se s s e ses et sesne sen ne en ae aeRRae Sesene Sereneaer Rt aes Reaes asaes neaer nseeansanans
Y= o 1 =N
SUPEBIVISOI: i irensses e s senassas sesase e s asssas sasass sassasbessns sesbsssns sonassses sonasssessssssssessssasssssssenn
Contact Persons
Name Position Contact Number

1. Dean

2. SAR/AR

3. Examination unit

4, Course Coordinator

5. Semester Coordinator

6. External examiner

7. Secretary Exam Unit

8. Invigilators 1

9. Invigilators 2

10. Invigilators 3

11. Invigilators 4

12. Invigilators 5

13. Hall attendant

14. Hall attendant

15. Hall attendant

16. Hall attendant

17. Hall attendant

18.| Etc.
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Annexure 2: Schedule/Timetable of the Examination
(To be completed by the SAR/AR and be made available
in the Supervisor’s file)

Specimen (or in an appropriate style with a proper
header)

FACUITY: st ctreteseeesaeesasesnae saseenase sns senasssns senasssnssnassnssrnaessnesrsaessnesrsaessnesrsasssessrnasnns
Study Program: e e ssene s e senaeecneeen NY=T0 4 L0 =T PR
Date Time Course Code Course Name | Examination Venue
Admission Card
VI VIS et ettt e bbbt e e sae s b b st st e b eRbe b et st et eRe e b b st et eaebeRbeb bt et et easahe st sbe s e nbenberbres
INAEX NUMDET: ..oooeee e e e

is admitted to examinations of Courses

as per the above schedule.

Specimen signature of the candidate:

SAR/AR
Faculty
University of Peradeniya
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Annexure 3: List of index /registration numbers of
candidates eligible to sit the examination with the

attendance collection sheet

(To be completed by the SAR/AR and be made available
in the Supervisor’s file)

Specimen

FACUITY: et rrtreeteseeesaeesasesaae sassenase sns senasssns senasssnsssnasssnssrnaessnesrsaessnesrnaessnesrnassnessrnasnns

[ T a1 =LA Lo T T 2 T= . =S

COUrSE NAME & COUE:  ..uueeeeiieiicerite s eeee e ssaeeeessssasressssssssenesessssasesessssassassssssssansssssssans sessssnsssessssnsnassssnsnaanene

[ D 1= 1SRN

T 2 33 RON

VENUE:  ceriiieiieerereeeneeieiisseteesteestassansassssssssssssestesstesstassansasssssssssssssstesstesssasssnensssessssssssssnesaneannnn

SUPEBIVISOI: rcrriirrriirsesiissesssssesssssasssssasssssssssssasssssasssssssssss sessnssessssasssssasssssnsssssassssnnsassnasessnnssssnas

List of index /registration numbers of candidates eligible to sit the examination of the course with
the attendance collection sheet

Candidates are requested to sign their names against their respective registration/index numbers

Reg. No Signature

Reg. No

Signature

21

22

23

Cont...

SAR/AR
Faculty
University of Peradeniya
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Annexure 4: List of authorized materials to the
Examination Hall

(To be completed by the SAR/AR and be made available
in the Supervisor’s file)

Specimen

FACUIY: ettt s s ssas s snssas ssssenassass sassnssessesassnsssns e snssessenassnsssnssnssassrsasnassansss
1237 Vo 0110 T= 1 T 4 T8 4 = 13 =T
CoUrse NAME & COUE: ....ccciiiirienniisstecnt it ssesssnss e sessns st ssnsssasssnesnssasssssenssssssssssns s ssssssnsssnsssssnsssssnassssssnasnsss
[ T 1 N
1.4 -
Y= 4 ¥ PN

SUPEIVISOI:  rrrtiirrttirseeiisnesssssesssssasssasasssseasssssasssssassssssssssssessneaessssasesssasssssasssssassssnsassnnsessnasessnns

List of authorized materials to the examination hall by candidates

SAR/AR
Faculty
University of Peradeniya
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Annexure 5: Change of position of candidates in the
Examination Hall

(To be completed by the Supervisor and be handed over
to the SAR/AR)

Specimen

Faculty:

Examination name:

Course name & Code:

Date:

Time:

Venue:

Supervisor:

Change of position of candidates in the Examination Hall

Candidate’s admission number:

Original location (to be identified with line and row; left most line to be the line 1):

................................................. (Signature of the Supervisor)

Page 6 of 17



Annexure 6: Allowing a candidate in a different
Examination Center

(To be completed by the Supervisor and be handed over
to the SAR/AR)

Specimen

FACUIY: ettt s s ssas s snssas ssssenassass sassnssessesassnsssns e snssessenassnsssnssnssassrsasnassansss
1237 Vo 0 110 T= 1 T o T8 = T3 =T
CoUrse NAME & COUR: ....ccciiiiiienerissiecnt it ssrrensssessessnssssasnsssasssnesnssssssssenssssssssssns s ssssssnsssnsssssnssssasnassnsssnasnsss
[ T 1 N
14 -
Y= 4 ¥ PN

SUPEBIVISOI: rcrriirrriirsesiissesssssesssssasssssasssssssssssasssssasssssssssss sessnssessssasssssasssssnsssssassssnnsassnasessnnssssnas

Allowing a candidate in a different Examination Center

Candidate’s admiSSION NUMDEI: ettt et e e s be et essbae e st bessaesesbesenaeeans

Reason:

Page 7 of 17



Annexure 7: Change/delay in Examination
Commencement Time

(To be completed by the Supervisor and be handed over
to the SAR/AR)

Specimen

Faculty:

Examination name:

Course name & Code:

Date:

Time:

Venue:

Supervisor:

Scheduled time:

Started time:

Reason:
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Annexure 8: Attendance sheet
(To be completed by the Supervisor and handed over to
SAR/AR)

Specimen

FACUIY: s e sssssas s snssas ssesemassass sassns sessesassnsssns e snssessenassnsssnssnssassrsasnassansss
1237 Vo 0110 T= 1 T 4 T8 4 = 13 =T
CoUrse NAME & COUR: ....ccciiiiricneiisstecnr it rssssssessessns st ssnsssassssesnssasssssenssssssssssns s asssssnsssnessssnssssssnassssssnasnsss
[ T 1 N
1.4 -
Y= 4 L¥ PPN

SUPEIVISOI:  riritirctiisseeiisnesssssesssssasssssasssseasssssasssssassssssssssssessnessssssasesssasssssasssssasssnnsssnnsessnnssssnns

Attendance of candidates in the examination of the course with the attendance collection sheet

i ne | AR | e | ey
1 21
2 22
3 23
Cont...
Superwsor ...........................................
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Annexure 9: Allowing a Candidate whose Index
Number is not in the list (Annexure 03)

(To be completed by the Supervisor and handed over to
SAR/AR)

Specimen

FACUIY: ettt s s ssas s snssas ssssenassass sassnssessesassnsssns e snssessenassnsssnssnssassrsasnassansss
1237 Vo 0110 T= 1 T 4 T8 4 = 13 =T
CoUrse NAME & COUE: ....ccciiiirienniisstecnt it ssesssnss e sessns st ssnsssasssnesnssasssssenssssssssssns s ssssssnsssnsssssnsssssnassssssnasnsss
[ T 1 N
1.4 -
Y= 4 ¥ PN

SUPEIVISOI:  rrrtiirrttirseeiisnesssssesssssasssasasssseasssssasssssassssssssssssessneaessssasesssasssssasssssassssnsassnnsessnasessnns

Allowing a Candidate whose Index Number is not in the list (Annexure 03)

Candidate’s INAeX NUMDEI: ettt et ettt e sbe et e ssbaeesatbessaesensbesenneeens
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Annexure 10: Declaration to be signed in the absence
of documents of identification

(To be completed by the Candidate and the Supervisor
and handed over to SAR/AR)

Specimen

FACUIY: ettt s s ssas s snssas ssssenassass sassnssessesassnsssns e snssessenassnsssnssnssassrsasnassansss
1237 Vo 0 110 T= 1 T o T8 = T3 =T
CoUrse NAME & COUE: ....ccciiiirienniisstecnt it ssesssnss e sessns st ssnsssasssnesnssasssssenssssssssssns s ssssssnsssnsssssnsssssnassssssnasnsss
[ T 1 N
1.4 -
Y= 4 ¥ PN

SUPEIVISOI:  rrrtiirrttirseeiisnesssssesssssasssasasssseasssssasssssassssssssssssessneaessssasesssasssssasssssassssnsassnnsessnasessnns

Failure to Produce Identification or Evidence of Candidature at the Examination

| hereby declare that | have not produced the Student record book/student identity card/admission
card or any valid identification to prove my identity and/or candidature in the following exam.

| waive my candidature of the above exam unless | prove my identity within the next three
working days to the Supervisor of this examination and obtain his certification.

Name of Candidate:

Registration Number:

Signature of candidate

Signature of Supervisor

The above student has proved his candidature of the above exam to me by producing the
necessary documents within three working days of the aforementioned examination.

Date Signature of Supervisor
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Annexure 11: Declaration to be signed in examination
offences

(To be completed by the Candidate and the Supervisor
and handed over to SAR/AR)

Specimen

UNIVERSITY OF PERADENIYA

EXAMINATION OFFENCES

To be filled by the Supervisor who reports the alleged offence

Name of Candidate:

Registration /Index
Number:

Examination:

Venue:
Course Title: Course Code:
Date and time that the alleged offence was committed: Date:

Time:

It was brought to my notice or | myself noticed that the above candidate committed the offence at
the above examination as stated below.

Tick rel
Nature of offence ick relevant Detail description of offence
offence/s

1. Possession of unauthorized
documents or items

. Copying

. Cheating

. Removal of stationary

. Disorderly conduct

. Impersonation

. Unauthorized assistance

0 N[O | WIN

. Aiding or Abetting in the
commission of the above offences
1-7

9. Any other offences
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Seating location/s of the involved candidate/s (to be identified with line and row; left most line to be
the line 1) (Annexure 13):

Signature of Supervisor Signature of Invigilator

Name: Name:

To be filled by the candidate who alleged to have committed offence

PP PP TP UUPPUPPPPRPRt bearing Registration No.
.................................... make the following statement at the request of the Supervisor of the above
examination. With regard to the above alleged offence, | have handed over/not handed over the
documents which were under my possession. | have placed/not placed my signature with date on
the papers related to the alleged offence.

N L=T 0 4 1] ) S PP PPPPPPINN
Name Signature: Date
Name: Signature: Date:
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Guidelines for the Supervisor who reports the alleged offence

Nature of offence

Notes on necessary action to be taken

1. Possession of unauthorized documents or
items

1. Material taken into custody to be sealed and
signed by candidate & Supervisor/Invigilator with
Date, Time, Place.

2. Describe the document in detail.

3. Describe where they were found.
4. ldentify the number of pages of the document.

2. Copying 1. Material taken into custody to be sealed and
signed by candidate & Supervisor/ Invigilator with
Date, Time, Place.
2. Describe from what source copying was done.
3. Cheating

4. Removal stationary

1. Describe in detail the stationary removed.

5. Disorderly conduct

1. A first warning to be given to the student.

2. If disorderly conduct continues then issue the
candidate a letter with copy to Dean/AR canceling his
candidature at the examination.

6. Impersonation

1. Describe who impersonated whom.

7. Unauthorized assistance

1. Describe in detail how the unauthorized assistance
was conducted.

8. Aiding or Abetting in the commission of
the above offences 1-7

1. Describe in detail how aiding or abetting an
offence was conducted.

9. Any other offence
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Annexure 12: Additional information to be reported by
the Supervisor

(To be completed by the Supervisor and handed over to
SAR/AR)

Specimen

FACUIY: ettt s s ssas s snssas ssssenassass sassnssessesassnsssns e snssessenassnsssnssnssassrsasnassansss
1237 Vo 0110 T= 1 T 4 T8 4 = 13 =T
CoUrse NAME & COUE: ....ccciiiirienniisstecnt it ssesssnss e sessns st ssnsssasssnesnssasssssenssssssssssns s ssssssnsssnsssssnsssssnassssssnasnsss
[ T 1 N
1.4 -
Y= 4 ¥ PN

SUPEIVISOI:  rrrtiirrttirseeiisnesssssesssssasssasasssseasssssasssssassssssssssssessneaessssasesssasssssasssssassssnsassnnsessnasessnns
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Signature of the Supervisor
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Faculty:

Examination name:

Course name & Code:

Date:
Time:
Venue:

Supervisor:

Annexure 13: Seating Arrangement in the
Examination Hall (Setting of the Examination Hall)
(To be prepared by the SAR/AR and make it available is
Supervisor’s file. In case of practical examination, the
layout should be prepared by the Supervisor and a
signed copy should be handed over to the SAR/AR with
all completed forms)

Specimen

Seating Arrangement in the Examination Hall
(Setting of the Examination Hall)

Line Number

Row
number

1,1

2,1 3,1 4,1 Etc.

1,2

1,3

1,4

3,4

1,5

1,6

Etc.

(positions to be identified as coordinates with line and row; left most line to be the line 1)

Signature of the Supervisor/ SAR as appropriate
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