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INSTRUCTIONS FOR EXAM ADMINISTRATORS INSTRUCTIONS 1. For Online Examination, we have divided Candidates into three batches as per the maximum sitting capacity available for conducting the Online Examination in your College’s Computer Labs. 2. Online Examination Batches / Slot distribution is listed below. We will inform you about the slots identified for your College based on capacity of your college and the number of candidates that chose your college as Examination Centre. 3. The online test is divided into 3 sections equally distributed in 1 hour – each section is timed for 20 minutes. 4. Any student absent in the allotted batch can be allowed to take the test in the next batch available for the college as per the batch scheduling list ONLINE EXAMINATION SCHEDULE:



S.No.



Batch Timings



1 2 3 4 5 6 7 8 9



8:30 AM - 9:30 AM 9:00 AM - 10:00 AM 9:30 AM - 10:30 AM 11:00 AM - 12:00 PM 11:30 AM - 12:30 PM 2:00 PM - 3:00 PM 2:30 PM - 3:30 PM 4:00 PM - 5:00 PM 4:30 PM - 5:30 PM



Student Reporting Time 8:00 AM 8:30 AM 9:00 AM 10:30 AM 11:00 AM 1:30 PM 2:00 PM 3:30 PM 4:00 PM



Last time to allow the students to enter the exam hall 8:15 AM 8:45 AM 9:15 AM 10:45 AM 11:15 AM 1:45 PM 2:15 PM 3:45 PM 4:15 PM



Exam Start Time



Last time to start the test



8:30 AM 9:00 AM 9:30 AM 11:00 AM 11:30 AM 2:00 PM 2:30 PM 4:00 PM 4:30 PM



8:35 AM 9:05 AM 9:35 AM 11:05 AM 11:35 AM 2:05 PM 2:35 PM 4:05 PM 4:35 PM



5. Students’ have been asked to carry their Photo ID Proof, these students need to be verified using their ID proof and Admit Card before entry into the College Campus and only then should they be allowed to take Online Test. 6. Mobile Phones and Calculators will not be allowed inside the Examination Rooms and must be deposited outside the Examination Room. 7. Staffing Requirements: Sr Particulars



Count



1 2 3 4 5 6 7



1 2 1 1 2 1 1



Centre Co-ordinator Invigilators (each Test room) System Support Staff Support Staff (each Test Room) Guards Receptionist Generator Support Staff



8. Power Backup: Generator Backup should be available in the premises and same should be manned to serve immediately in case of Power Failures. You need to report to Monster College team if Power Failure remains even when a Batch ends its exam to seek further guidance. 9. Internet Backup: Internet Backup should be configured in such a way that standby connection should come into action immediately as the main connection goes down. You need to report to Monster College team if Internet Failure remains even when a Batch ends its exam. You must ask students not to close their Examination Window and report it to Monster College Team to seek further guidance. 10. Hardware Failure: System Support Staff needs to give the replacement hardware in case of any hardware failure such as PC failure; keyboard or mouse becomes non-functional etc. 11. Attendance Sheet: Students from each Batch need to sign Attendance Sheet to confirm that they have taken the Exam from the specified Test Centre only. Sample copy Attendance is listed below: Centre Name Centre Address S.No. MonsterCampus Student Name Candidate ID 1.



Student Sign



Batch No. Batch Timings: Centre Code Test Start Test End Time Time



2. 3. 4. 5.



Name & Sign (Invigilator-1)



Name & Sign (Invigilator-2)



Name & Sign (Centre Co-ordinator) NOTE: You need to get the signatures from the respective students in the above format, along with signatures of Exam Invigilators and Centre Co-ordinator. Please send back the completed Attendance Sheet through email (scanned copy), Fax (0120-4024130) or courier it to following address: Monster.com India Pvt. Ltd., Plot No. 5, E, F, G, H, Sec - 126, Noida, UP-201301 Email: [email protected]



12. System requirement: During examination, colleges should have 20% extra computers for standby arrangements to address any issue arising out of downtime for individual candidate’s PC. We have allocated candidates considering this scenario and based on capacity details provided by you. All the PCs should be connected to internet and must have either IE 7.0 or above, Mozilla Firefox or Google Chrome. 13. System / Network Admin should be on the job on the day of examination to immediately cater to any problem / downtime faced by students. 14. In case of Internet failure, no panic message should be communicated to candidates as they can still continue with the warning message. Their answers will be saved once Internet connection resumes before the end of the examination for that batch. Such will also receive 5 minutes compensatory time in lieu of the time lost during Internet Failures. However, if internet is not restored before the exam end time of that batch, this will lead to a failure situation and should be intimated to Monster College Team immediately. 15. In case of Power Failure, Students can continue with the test only if the power comes with in the scheduled time of their scheduled batch. They will also receive 5 minutes compensatory time in lieu of the time lost during Power Failures. 16. During the Examination, every candidate’s IP Address will be monitored, if found guilty of giving examination from a venue other than your college, their candidature will be cancelled. No request in this regard will be entertained at a later stage. 17. Candidates clearing the online test will be communicated to by the Syntel HR Team directly for the further interview process. 18. All calculations/writing work are to be done in the rough sheet provided only and on completion of the test candidates must hand over the rough sheets to the test invigilator In case of any queries or questions you can contact on:Email id: [email protected]



List of Instructions to be announced by Invigilators: On arrival of the candidate for a given Batch: 1. Please submit all text/printed/written material, bits of papers, pager, mobile phone, any electronic device, etc. at the reception. You are allowed to carry only Admit Card, identity proof and pen inside the examination hall/room. In case any of the above are found with you at any time during the examination, your candidature will be immediately canceled. 2. You cannot carry Mobile Phones with you inside the Examination Rooms and must deposit them outside the Examination Room. If anybody is found with a Mobile inside the Examination Hall their candidature will be cancelled. 3. In case if any questions/ queries in with examination you can contact the Centre coordinator. 4. A candidate can only appear for the test in his/her allocated batch. He/she cannot write the test in another batch until approved by Syntel Ltd. In the Examination Hall: 1. The test will starts at the scheduled time, please maintain silence. 2. Please carry a copy of Photo Id proof along with the call letter for verification by invigilator. 3. All calculations/rough work should be done in the rough sheet provided; no additional sheets should be used. On completion of the test, handover the rough sheets to the invigilator. 4. Any candidate found copying/receiving /giving assistance to others will be considered to have adopted an act of unfair practice and he / she will be disqualified. 5. Toggling (moving away from the test window) during the test is strictly prohibited and students indulging in such activities shall be disqualified. 6. Do not minimize the test screen under any circumstances, such instances are not allowed and will lead to dis-qualification.
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