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         Sub:- S.B.T.E.T-Examinations in C-09 / C-08 / C-05 /C00/Ph-ER -           91 schemes – Instructions on question paper setting and key writing - Regarding.






***

Instructions on Question Paper Setting

01. I am herewith forwarding a list of subjects (semester/year wise ). You are requested to identify the subject teachers and get the question papers set by them respectively. The question paper shall be enclosed in separate sealed cover and shall be stapled set wise. The subject teacher shall set the required number of sets as indicated. All the sets are to be sent with in a week after receipt of the letter to Sri. N. Janardhana Rao, Dy.Secretary of this office.

02. Principals are requested to advise them, to send a neatly printed Question Paper (computer print out).

03. After receiving the instructions about key preparation, from the Board.   Principal / Head of Section should identify the teacher to prepare key and Key moderator (Preferably a person well versed with the subject).  Principal shall ensure the completion of key preparation and key moderation with in three days immediately after completion of the examination of that particular subject.

04. If any mistake / out of syllabus / ambiguity found in the question paper, Key writer and key moderator should discuss together and inform the same immediately with suggestions to the Controller of the Examination.

05. The completed key shall be scanned and sent by fax or e-mail the Controller of  Examinations  immediately by the Principal and hard copy by post.

Remunerations and Penalties:
01.  Remuneration of Rs.150/- will be paid to the paper setter after moderation of that subject and accepted by Board.

02. Remuneration of Rs.50/- each for question paper / key, will be paid to the moderator after moderation of that subject’s question paper / key.

03. Remuneration of Rs.200/-   for key preparation.

04. A penalty of Rs.500/- shall be imposed for the mistakes in paper setting, preparation of  key, moderation of question paper and moderation of key. 

05. In case the mistake committed in paper setting, key preparation, moderation of question paper / key causes embarrassment to the Board, the action shall be initiated along with penalty on those individuals.

Instructions to the paper setters
01. Question papers sent are to be neatly printed on A4 sheet. 

02. Soft copy of question paper is to be deleted from the system immediately, after completion of the task. Remunerations will be sent to the paper setters on receipt of the question paper and moderation. If Question papers are not set properly, the question paper will be summarily rejected and no remuneration will be paid in such cases.
03. The paper setters are advised to follow the course contents and weightage of marks   carefully as given in the      syllabus book while setting the question paper.

04. Paper setter shall follow the distribution of marks in PART- A & PART- B as   per the   scheme and subject.

05. The Question should be specific and unambiguous.

06. Care should be taken to ensure that there will be no missing data in any

question in such a way that the Candidate need not assume suitable data. 

07. The questions should be set well within the prescribed syllabus based on

sub topics mentioned there in.

08. The paper setter must ensure that it should be possible for a good student   to solve all the questions with in the prescribed time limit.

09. The figures / diagrams drawn should be neat and clean and should be dimensioned and labeled properly duly mentioning unit of dimensions.

010. The paper setter shall not sign or leave any identification marks on Question paper. Scheme, subject code, subject name etc. shall be clearly written on the envelope. Over writing is to be strictly avoided.

011. If the candidates are to be supplied with materials Viz., Data book, Steam table, Charts, graph paper etc., a clear note to that effect should be given in the instructions of the question Paper so that candidates may ask for it from the Invigilator.

012. The question paper should be designed in such a manner that an average student shall be able to score about 45% to 55%   marks and should be quite challenging to score 80% or above marks. 

013. Confidentiality must be strictly maintained.

014. Time schedule should be strictly adhered to.

015. While preparing mathematics question paper care should be taken in the preparation and printing of the formulae correctly.

016. When a question is divided in to parts, see that they are selected from the same unit, if weight age is satisfied.

017. In case 20% of Questions are repeated in two sets of question paper set by the paper setter the moderator will consider only one set and other set will be rejected.
018. I request you to extend cooperation treating this as the most urgent and important. 
   Instructions to the preparation of Key with scheme of valuation
01. The key writer should confirm / certify that the weightage of marks are followed in the question paper as per syllabus. 
02. The key writer shall ensure that the question paper is free from mistakes and shall write key after discussion with the key moderator.

03. If any discrepancy is found in the question paper, the Controller of the examinations shall be contacted / informed with suggestions of key writer and moderator for clarification.

04. Shall follow the guide lines of the Controller of the Examinations for any discrepancy in the question paper.

05. The name of the key writer and key moderator should be correctly written with their signatures on top of the key along with name of course, subject code and subject name.  

06. The answers should be specific and unambiguous.

07. The distribution of marks should be clearly marked for all questions

08. The answers in the form of points shall be written where ever it is possible

09. For the descriptive answer mention clear answer instead of directly producing the matter from text books.

010. The answer is to be prepared with in the limits of syllabus

011. While preparing key for drawing subject the necessary drawings shall be prepared preferably with AutoCAD or neat manual drawing with clear dimensions

012. Key should have scheme of valuation, every question is answered with scheme and answering in that order
013. Scheme of valuation should have clarity for each and every question, awarding marks for every important point / step / important part in the drawing / orientation in the drawing.

014. Specify the marks to be allotted for correct methodology / steps, even if the answer is wrong in case solution of problems.

015. Specify the marks to be allotted for correct diagram particularly in drawing if orientation / location are wrong.

Instructions to the Moderation for Key with scheme of valuation
(Check list)
01. The wiegtages given in the syllabus are followed in the given question paper.          Yes/No

02. Instructions were issued by C.O.E for discrepancies, if any.                                       Yes/No

03. The answers are specific and unambiguous.                 .                                             Yes/No

04. The distribution of marks are  clearly marked for all questions                                    Yes/No

05. The answers are in the form of points, where ever it is possible,                                 Yes/No 

06. Answers are written and not copied from books / guides, word to word.                      Yes/No

07. The answers written are with in the curriculum.                                                             Yes/No

08. Answers for drawing subject are drawn or  used CAD                                                  Yes/No

09. Every question is answered with scheme and answering in that order.                        Yes/No

010. Clear guidelines are given in the drawing subject, how to award marks,                      Yes/No

       if the student did not follow orientation or angle. 

011. Clear guidelines are given in each subject, how to award marks, for steps                  Yes/No   

 involved rather than only answer. 

012. The name of the key writer and key moderator are correctly written with their              Yes/No

signatures on  top of the key along with name of course, subject code

and subject name.

                             Yours faithfully,

Encl: As Above                                                                             
     Sd/-                                                                                                      
                                                           
                 SECRETARY     
