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Creating an internal examination policy manual for a dental college is a crucial endeavor, as

it helps establish clear guidelines, procedures, and expectations for both faculty and students.

Here's a detailed explanation of each section in the sample manual:
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Examination Accommodations for Special Needs
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3. Examination Development

Writing and Reviewing Questions:
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5. Examination Evaluation
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The purpose of an intemal examination policy is to establish a structured and fair framework

for the administration, conduct, and assessment of examinations rvithin an educational

institution, such as a dertal college. These policies serve as guidelines that help maintain the

integrity and transparelcy ofthe examination process and ensure that students are evaluated

fairly and consistently. Here is a detailed explanation ofthe purposes ofan intemal

examination policy:

Standardization: Intcrnal cxamination policics sct standards for thc dcsign and

adrninistration of exams. They ensure that all students taking the same course or program are

subjected to similar conditions, types ofquestions, and evaluation criteria. Standardization

minirnizes potential biases and disparities in assessment.

Fairness: These policies are designed to ensure that examinations are fair to all students'

Thcy outline clear guidelines on cxam content, assessment criteria, and thc conduct of
students during exams. This faimess is essential for maintaining trust and credibility in the

educational process.

Academic lntegrity: Intemal examination policies underccore the importance of acadernic

integrity and provide a framework for dctecting and addrcssing cheating or plagiarism' By

selting expectations and consequences for academic misconduct. the policy helps deter

students from engaging in dishonest practices.

Transparency: These policies create a transparcnt environment u'here students and faculty

members are awarc of the rules and regulations goveming examinations Transparency in the

examination process btrilds trust l:etween students and educators.

Consistency: A primary purpose of examination policies is to ensure consistency in the

evaluation process. Students taking the same exam should be evaluated usiug the same

criteria and standards, regardless ofwho is conducting or grading the examination.

Security: Ensuring the security and confidentiality of examination materials is a central

purpose ofthese policies. It outlines measures to safeguard the content of exams, prevent

unauthorized access, and maintain the integrity ofthe examination process.

Student Accountabili$: These policies make students accountable for the'ir actions during

examinations. It specifies the code of conduct and expectations for student behavior during

exams. This ensures that students take their responsibilities seriously and adhere to ethical

standards.

Support for Special Needs: The policy ad&esses the needs of studeots with disabilities or

special requirernents, ensuring that they receive appropriate accommodations during

examinations, such as extended time or altemative fomats.
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9. Student Support and Resources: lt emphasizes the impottance of offering

resorrces to students rvho may stnrggk' rvith cxantinations. firis inclirdes pr,

counseling serv'ices, academic support, imd mechanisms for appealirrg g
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The scope ofan internal examination policy outlines the boundaries. applicability, and

specific areas that the policy addresses within an educational institution, such as a dental

college. Defining the scope helps clarify which examinations, proglams, and stakeholders are

govemed by the policy. Here is a detailed explanation of the scope of an intemal examiration

policy:

Applicabififf: The policy defines which examinations within the institution are subject to its

regulations. This includes speciflng whether it applies to regular term-end exams, midterm

exams, practical assessments, clinical evaluations, oral examinations, or any other type of

assessment. It may also specifu the level ofstudy (undergraduate, postgraduate, etc.) to which

the policy applies.

Programs and Courses: The scope outlines rvhich academic prognms. departments' or

courses fall under the policy's jurisdiction. This ensures that thc policy is tailored to meet the

specific needs and requirements of different programs or areas of study rvithin the institution.

Stakeholders: It identifies the key stakeholders who are expected to adhere to the policy.

This typically includes students, faculty members, administrative staff, examination

committces, and any other individuals involved in the examination process. Stakeholders'

roles, responsibilities, and accountabilities are clarified within the policy.

Examination Phases: The policy outlines which phases ofthe examination process it

governs. This rnay include pre-examination activities (such as exam oreation and review),

examination adminishation, gtading and assessment, post-cxam procedures, and any related

appeals or grievalces. Each phase is detailed within the policy.

code of Conduct: The scope covers the expected code ofconduct for students during

examinations. This includes rules a d expectations regarding academic integrity, cheating,

and misconduct. It also addresses studenl responsibi'lities in preparing for and participating in

examinations.

support senices: Ifapplicable, the policy may extend its scope to cover support services

offered to students, such as counseling, accommodations for students with special needs, or

access to academic resoulces during examinations.

Data Security: The policy may specify its scope conceming data security and the

confidentiality of examination records. This includes the protection of student records,

examination results, and any data related to the examination process.

Appeals and Grievances: The policy may outline the scope of its coverage in tetms of

-).
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8.

student appcals antl grievances. It clarifies r,vhich types of griefances related to examillations

Iull rrrrtl.'r ils Ptrtvic$ untl th,.'prucccltrt'es ltrr ad,lrcs'inil thclrt- -1
9. Regulatory Compliance: The scope adtlresses the extent to *4rieh the poliffali

local, regional, and national regulations and accreditation standards. It ensures

institution complies rvith the required guidelines related to examinations.

Dk. l,r
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. Dr.Shobha.S Professor-Dept ofOrthodontics

. Dr.Benny Joseph Professor-Dept of OMFS

. Dr Ashir.K.R Professor-Dept of OMR

. Dr Santhosh.V.C Professor-Dept of Periodontics

Adnrinistrative Sla l'l'-Mrs.Sheeba.P.K

Student Representatrve-NIr. Mnharnmed Anas

2.4 Fl,raminatiorr Secu rity

Erominatirtt Secur ,u:

Sccurity measurcs arc csscntial to prcvent chearing and maintain thc intctrity of thc

examination process. Key aspects include:

Secure Storage: Qucstion papels, ansr.ver shects. and othcr examination matcrials itre

sccurclv storad lo prcvcnt Ltrauthorizcd acccss.

Access Control: Strict access controls ale in place to iimit access to exarnination materials
and ensure onlv auihorized personnel are involved.
Securitv Personnel: Depending on the scale of examiuatious, security personnel may lie
deploired lo monitor examination venues and enlbrce securitv procedures.

Electronic Security: For digital exarninations. lneaslu'es are taken to plotect the secrlrity of
online platlonrs and prevent hacking or data brcaches.

2.5 Examination Accommodations for Spccial Necds

E,vnt i no lion Acutmmodatktns./br Speciol Needs :

To cnsrue equal opportunitics, accommodations are providcd lbr stutlents u,ith spccial needs.

Key consirlerations include:

(

assistive devices, are made available to eligible

lMl"ryr".rrut
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Writing and lleviewing Questions

ll/ritittg ond Ret'ie*;ing Que.stion.s :

This component locuses on the process olcreating exarnination qucstiors. w.hich are central
to assessing sludenls' knorvledge and skills. Kev elements include:

Question Development Team: Establish a tcam of subject mattcr cxper"ts and experienced

educittors to write exanlination questions. I-heir qualifications and expenise are carel'ully
considerrd.

Question Design Guidelines: Dcvclop clear guidclincs fbr rvriting questions, including
question fo nat, structure, and dif-ficulty level. These guidclines ensure consistencv and
t'ainress.

1\{ultiple Review L,eyels: [mplenrenl multiple ler.els olrei,ieu,, where <prestions are reviewed
by multiple erpcrts for accLrracy. ciarity, and alignmcnt u,ith lralning ourcDrncs.

Cognitive l-evels: Linsrrre questions cover a range ol'coguirive levels, l'rom basic knorvledge
recall to highcr-ordcr thinkin-q skills. providin_u a comprchcnsi\ie asscssmcnt of studcut
knorvledge.

Bias and Sensitivit-:: Reviclv questions to identify and eliminate any cultural. gender. or
olher biascs that could disadvantage cerlain groups of studenrs.

Blueprinting and Test Specilications

BIueprinting and l'est Spct ilitatiorr.;.

Creating a blireprint and test spcciiicatious guide the ovcrall structurc and content olthe
cxamination. Kcy considerations inclndc:

[,earning Objectivesr Align the eraminatiotr with the learning objectives olthe course to
cnsure that il assesses rvhat studenls are expecteti to know and understand.

Content Distribution: Develop a blueprint thal specilies rhe distribution ofquestions across
diltcrcnt topics or content alcas to cnsute comprchcnsive covcragc.

Question Types: I)etermine thc typcs ofqucstions to bc includcd in the cxaminatinn (e.g.,

multiple-choice. essay, short-answer) and specify their propoltions.
Time Allocation: Define the time allocation ftrr each section of the examination, ensuring. -1.lthat sludents have adequate time to complete each section.

Cognitive Levels; Specily the cognitive levels targeted
ensuring a balanccd assessment of varioris skills.

. 2. Exam Format: 
-----*"1
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separately) and have scored minimum 400lo marks in intemal assessment conducted for

the subject during the supplementary period.

LJNIVERSITY EXAMINATION-SCHEME : The scheme of examination for B.D.S.

Course shall be divided into lst B.D.S. examination at the end of the first,2nd B.D.S.

examination at the end ofsecond, 3rd B.D.S. examination at the end ofthird and Final

BDS Part I examination at the end of fourth academic year. The Final B.D.S part II
examination will be held on completing six months of the fifth academic year. The

examination shall be open to a candidate who satisfies the requirements of attendance,

progress and other rules goveming the institution/University.

The University examination for a subject shall be conducted twice in a year at an interval

of not less than four to six months as notified by the university from time to time. As per

the DCI norms any candidate who does not clear the I BDS examination completely

within three years from date ofjoining the course, will not be permitted to continue the

course and shall be discharged from the institution. The entire BDS course should be

completed within a period of maximum 9 (double the course duration) academic years

from the date ofjoining

3.3 Ensuring Flirness and Validit"v

Ens uring F- a irness an d lla lidity :

Fairness and validity are fundamental to examination development. Key considerations

include:

Fuirness Revierv: Conduct a fairness review to identifu and address any potential sources of
bias in the examinati<xr, elsuring that it does not disadvantage any particular group of
students.

Yalidity Evidence: Ensure that the examinalion has evidence ofvalidity, demonstraling that

it accurately assesses the intended leaming outoomes.

Pilot Testing: Pilol test examination questions rvith a diverse gtoup of students to gather data

on question pedomance and detennine if any revisions ale needed.

Feedback Loop: Implement a fbedback loop where the performance of examination t

questions is continually monitored, and adjustments are made based on data and expert

recommendations.

(

its
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. Item Analysis: Analyze the performance of each queslion aller the examination to

validity and detennine rvhether it clfectively differentiates betrveen stuAefi! ory(
abilities. I A I
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Room Allocatiort:

Room allocation refers to the process ofassigning specific rooms or spaces for the conduct of
examinations. Key elements of th'is component include:

Scating Capacity: Rooms are allocated based on their seating capacitn ensuring that there is

adequate space lbr the number of students taking the examination.

Comfort and Environment: Rooms are chosen to provide a comfortable and conducive
environment for examination, with proper lighting, ventilation, and appropriate seating
anzngements.

Accessibility: Rooms are selected with consideration for accessibility, ensuring that all
students, including those with special needs, can easily access the examination venue.

Security: Rooms are allocated with security in mind, aiming to prevent unauthorized access

and maintain the intcgrity of the examination process.

4.2 Student Identilication

Stud en t ldentiJica tion :

Proper identification of students taking the examination is essential to elsure that the rigbt
individuals are participating. Key aspects include:

Student ID Card: Student identification cards that includc thc

student&#39;s name, photograph, and a unique identification number.
Students are typically required to present their valid student ID card as a

primary form of identification during exams.

Signature Verification: Students may be required to sign an attendance or
verification sheet before or during the exam to confirm their identity. The
signature on the sheet should match the signature on the student&#39;s ID
card.

Photographic Verification: Students may be asked to provide a recent

photograph in addition to their student ID card. This photograph can be

(

uscd for further verification ifneeded.
o Proctored Exams: Proctoring software or services that monitor students

through webcam and rnicrophone to verif,/ their identity and prevent

cheating.

o Supervision: Exams may be conducted in a supervised

to monitor student behavior

Recognised by
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Student identifi cation cards
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Chrin of Custody: A documented chain of custcldy is maintained to track the movement and

handling of examination materials liom printing to delivery to the examination venue.

4.4 Instructions to Students

Ins truclions h Stutlents :

(

Clear and comprehensive iastnrctions are provided to students to guide them through the

examination plocess. Key aspects include:

Start and End Times: Sh.rdents are informed of the start and end times of the examination,

ensuring that they understand the allocated duraiion.
l\'Iaterials Allowedr Information about materials or resources allowed during the

examination, such as specific tlpes ofcalculators or reference materials, is provided.

Question Paper Distribution: Procedures for distributing question papers and how to fill in
personal information are explained.

Code of Conduct: Students are reminded of the code of conduct and the consequences of
cheating, plagiarism, or other violations.

Seating Instructions: Guidelines for where to sit, including assigned seats or seating

arran gements, are conrmunicated.

4.5 Special Instructions (if applicable)

Spec ia I lns tructi ons ( i.f a ppl icab le) :

In sorle cases, examinalions may reeluire special instructions due to unique circumstances.

t Key consider;rt ions include:
(

Accessibilily Needs: Special instructions are provided for students with disabilities or those

who require specific accommodations to participate in the examination.

Language Requirements: Special inshuctions may be given if the examination is conducted

in a language other than the student's primary language.

Use of Technology: If special technology or electronic devices are allowed, instructions on

their use and requirements are proyided.

4.6 l,ate Arrivals and Earl]' Departures

Late Arrivals

Recognised by UGC Accredited by NAAC with A+ Grade, Approved
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Allorved Devices: The policy specifies rvhich electronic devices, are not allowed during the

examination, such as calculators or specific reference materials.

Restrictions: Devices that could facilitate cheating or unauthorized comnunication are

typically restricted or prohibited.

4,I0 Academic Integrity and Cheating

A c u tl e mi c I n t e gri o* u n tl C h e a ti n g ;

The policy outlines the college's stance on academic integrity and cheating, emphasizing the

importance of maintaining ethical standards. Key considerations include:

Consequences: Clear consequences for cheating, plagiarism, or other violations of academic

integrity are outlined, including potential penalties and disciplinary actions.

Reporting Procedures: Procedures for reporing suspected violations are provided,

encouraging a culture of reporting misconduct-

Educational Resources: Infomration about available resources to help students understand

and uphold academic integrity is offered.

Examination Administration plays a pivotal role in ensuring that examinations are conducted

fairly, securely, and in adherence to established policies and procedures. This component

serves to maintain the integrity ofthe examination process, providing clear guidelines for
students and personnel involved in conducting examinations.

4.5 Instructions to Students

This part of the policy provides standardized instructions to be communicated to students

before, during, and after examinations. These instructions cover topics such as the timing of
the examination, materials to bring, permitted items, and rules regarding behavior during the

assessment.

Importance: Standardized instructions ensure that all students receive consistent

information, reducing the potential for misunderstandings or disruptions during examinations.

They help create a structured and controlled environment.

si*h
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(

(

eranple, clinical or
safety procedures, or'
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This part of the policy reiterates the college's corunitment to academic integrity and dre

consequences ofcheating or academic misconduct during examinations. It may specify
penalties, disciplinary actions, or repoting procedures.

Emphasizing academic integrity and the consequences of cheating reinfbrces

the e&ical standards of tbe institution and delers students fiom engaging in dishonest

;rracticcs.

5. Exanrination EYaluation

5.1 Evaluation Process.'

(

W
evaluation nThe evaluation process is a critical cornponent o

assessment and assigming of

Recognised bv UGC u/s 2(f),
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Feedtrack Timeliness: F'cedback on cxaminatiols is also provitled in a tinely mamrer.

ailowing studcnts to r"lndcrstand thcir pc[fbmrancc and makc ncc\'ssilrv irnprovc'mcnts.

5.4 Provision of Feedback to Students

Provision of Feedback to Students:

Feedback is a crucial part of the examination evaluation process, helping students understand

their performance and areas for improvenrent. Key considerations include:

Construcfive Feedback: l-eedback is constructive, prol'iding specific comments and

guidance on rvhat students did rvell and where they can improve.

Personalization: Feedback may be personalized to address individual strengths and

weaknesses, allowing students to focus on their unique needs.

Clarity: Feedback is clear and easy to understand, ensuring that sttrdenls can make sense of
the comments and suggestions provided.

Opportunities for Clarification: Students are givo'n the opportunity to seek clarification on

their fecdback ifthey havc questions or concems.

Feedback Channels: Feedback may be provided tluough various channeis. such as written

comrnents, one-on-one discussions, or digital platforms, to accommodate diverse learning

styles.

The Examination Evaluation component underscores the importance ofraaintaining a fair,
transparent, and effioient grading process that aligns rvith the college's educational objectives.

It emphasizes the need for clear gradiag criteria, prompt feedback, and a consistent approach

to assessment to supporl students' learning and development.

6. Examination Records

(

6.1 Record-Keeping and Data Security

I

Approved

Record-Keeping and

Recosnised bv UGC u/s 2(f),
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The retention of examination records is managed systematically, and clear policies are in
place for how long records are retained and what happens to them after their retention period

expires:

Retention Periods: Policies spccify how long different types of examination records are to
be retained. This may vary based on the nature ofthe record, but typically, records are

retained for a specific number ofyears.
Secure Storage: Retained records are stored securely in designated locations, ensuring that

they are protected from unauthorized access and environmental factors.

Data Destruction: After the retention period has passed, records are securely and

irreversibly destroyed using methods compliant with data privacy regulations.

Archiving: In some cases, older records may be archived for historical reference, but strict
access controls are maintained to prevent unauthorized retrieval.

The Examination Records component underscores the importance of maintaining a robust

and secure system for record-keeping and data security. It contributes to the integrity ofthe
examination process and ensures that records are both accurate and accessible when needed.

Furthermore, having a clcar policy for the retention and disposal of examination records aids

in compliance with data protection and privacy regulations.

(

KMCT Medical College Campus, Mukkam, Kozhikode - 573502 lj&i
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Surveillance and lVlonitoring: Surv'cillancc camcras an<lrlonituring systems are installed to

deter r.rnauthorizcd acccss and providc cvidcnce in case of sccurity brcachcs.

7.4 Rcporting Security Incidents

Reporlittg Setw ity Incidcnls:

In lhe event o1'any security breach or iflcidcnt that coLrld compromise tire security or
confidentialitl, of examinatior.r nralerials, a clear reporling procedure is in place. l his

includes:

Reporting Protocols: All personnel are intbrnred olhow lo report security incidents,

including whom to coutact and l,hat inlbrmation to provide.

Incident Investigation: When a securitv incident is reported, an rnvestigation is promptl-v

initiated lo cletermile the natr.rre and extent ol'the breach.

Corrective Actions: Appropriate corrective aclions are taken to address the inc,ident. prevent

fut1hcr brcaclrcs. and mitigatc any potcntial coilscqucnc.s.

I)ocu mentatiorr: Al1 secru'ity incidents, theil investigation, and actions taken are documented

fbr accountabilily anrl Iuturc rel'erence.

Security and confidentiality nreasures are critical to ensure the credibility a:rd t'airness ofthe
examination process at KIUCT Dental Collegc. These nreasl:res protect against unauthorizecl

acccss, lampcring, and security breachcs, r"rhimatcly prorloting tbc trust and intcgrity oflhc
acatlenric assessmellt process

Student Appeals and Grievances

Uxarnination ltevierv and Re-evaluttion Procedures

Exantination Revir:w and Re-eyaluolirsn Procedures:

This compt.rnent of the Student Appeals and Grievances process at KMCT Dental College

locuses on providing students with the opporturity to revieu, and, ifnecessary, request the re-

evaluation of their examination results. lt ensures that students have a fair and transparcnt

mechanisrn for addrcssing conccms about thcir gradcs and assessmcnt. Key aspccts of this

(

plocedule include:

Recognised by UGC u/s 2(f), by NAAC with A+ Grade,
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Inr"estigation: If the gfievance is deemed valid, an investigation is conducted to oollect

additional information, intcrview relevant parties, and assess the situation comprehensivcly.

Resolution and Decision: IJa-sed on the investigatioa, a decision is reached. If the grievance

is found to be substantiated, appropriate corrective aclions or lemedies are in,plemented. This

could include changes to examination results, procedural improvements, or other appropriate

measures.

Appeal Process: Students who are dissalisfied x'ith the outcorne of the grievance procedure

may have the riglrt to appeal the decision, providing an addilional layer of fairness and

inipat1iality.

Confidentiality and Non-Retaliation: The grievance procedure ensures contidentiality in
handling complaints and protects students from retaliation for raising concerns. These aspects

are vital for students to feel secure in using the grievance mechanisrn.

The Grievance Procedure is an essential component ofensuring the fair and equitable

treatmerlt of students and addresses concems or disputes that may arise in the examination or

broader college context. It promotes a cultrtre ofkansparency, accountabiliry, and

responsivencss within the acadcmic environment.

Examination Performance Assessment

The Examination Performance Assessment is a critical component of the intemal

examination policy at KMCT Dental College. It encompasses various processes and activities

aimed at evaluating and improving student performance in examinations. It provides a

comprehensive overview of student achievements and challenges, assisting educators and

administrators in data-driven decision-making, quality improvement, and providing support

to at-risk students.

Reporting Student Performance

How student performance is reported:

Reporting student performance involves the collection and communication of examination
results. It's essential to have a standardized and transparent reporting mechanism. KMCT
Dental College follows a clear process for reporting student performance, including:

. Grading System: The college employs a standardized grading system that clearly defines the

(

meaning of each grade and the corresponding percentage ranges.

. Transcripts: Student transcripts are prepared at the end ofeach academic

indicating the courses taken, grades received, and cumulative grade point
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Counseling Services: For students facing personal or psychological challenges that affect

their academic performance, counseling services are available. These services are provided

by licensed counselors who can address a wide range ofissues.

Interventions: Based on individual needs, interventions may include tailored study plans,

additional resources, or adjustments to the curriculum.
. Progress Monitoring: The progress of at-risk students is closely monitored, and adjustments

are made as necessary.

W,

(
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Policy and Procedure Audits: Examination policies and procedures are subjected to regular

audits, which are typically conducted by a dcdicated committce or individuals responsible for
policy revierv.

Alignment with Educational Goals: Examination policies are assessed to ensure that they

align with the educational goals and objectives of KMCT Dental College. Any misalignment

is idcntilied for correction.

Best Practices Integration: The examination policies are compared with best practices in

the field ofeducation and examination management. Any gaps are addressed, and best

practices are integrated.

Feedback Collection: Input and feedback are collected from stakeholders, including t'aculty,

students, and administrators. This feedback is invaluable in identifying areas where

examination policies and procedues may require revision.

Continuous Improvement: The review process is ongoing and ileratiye. It aims at

identifuing areas for improvement, such as increasing transparency in grading, enhancing

security measures during examinations, and streamlining administrative ptocesses.

. Policy Updates: Based on the results ofthe review. recommendations for updates or

revisions to examination policies and procedures are made. These updates are implernented

with careful consideration oftheir impact on students and faculty,

The continuous review and revision of examination policies and procedures ensure that

KMCT Dental College's examination system remains robust, relevant, and responsive to the

changing needs of the educational landscape. It fosters a cultue ofongoing irnprovement and

aligns the college's examination practices with its overarching mission ofdelivering high-
quality dental education.

(
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SOP FOR CONDUCTING INTERNAL EXAMINATION FOR STUDENTSI

DEPARTMENT OF PUBLIC HEALTI{ DENTISTRY

SOP FOR CONDUCTING INTERNAL EXANIINATION FOR STUDENTS

At the completion of the undergraduate training program the graduates shall be competent inthe

following.-

L Apply the principles of health promotion and disease prevention

2. Have knowledge of the organization and provision of health care in community and inthe

hospital service

3. Have knowledge ofthe prevalence olcommon dental conditions in India

4. Have knowledge of community based pre','entive measures

5. Have knowlcdge ofthe social, cultural and environmental factors which contribute tohealth

or illness

6. Administer oral hygiene instructions, topical fluoride therapy and fissure sealants

7. Educate paticnts concerning the aetiology and prevention of oral disease and

encourage them to assure responsibility for their oral health.

Scheme of Examination:

In order to evaluate the clinical skills of the students, department follows the Objcctive Structurcd

Clinical Evaluation (OSCE ) pattern of examination. OSCE is a reliable and an established and

with specific instructions is to be provided.

This pattem of examination avoid examiner bias because

are given specific instructions on what is to be observed at

the

effective multi station test for the assessment ofpractical skills in an objectiveand a tmnspalent 
1

manner. The clinical competence to be tested is broken down into specific skills, eachof wfficqn be

tested at a time. The examination is organized in the form of several "stations" throu8h whictr ttrd',r\,

candidates rotate. Each station focuses on testing a particular skill. A number of eXaminarion statioilrt

L

(
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Stations lTask
Score

1. STATIC

Station l -5 Spotters 30

2. INTERACTIVE

Station 6 i. Patient's examination and history taking

ii. Interpretation of IOPAs & OPG

iii. Recording of Indices

iv. Formulation of treatment plan &

explaining same to the Patient

v. Demonstration of Oral hYgiene

instruction to the patients

l5

05

20

l0

05

3. VIVA

Station 7 Grand viva : It is desirable to conduct the

viva voce independently by each

20

examiner. In order to avoid vagueness and

to maintain uniformity of standard and

coverage, questions can be Pre-

formulated before administering them to

each student.

4. RTST

Station 8 Records/ Log Books: The candidate is

given credit for his records based on the

scores obtained in the record.

DR .r

Kl"iu I

Manar.-,,
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Scheme ofclinical and practical examinations: The specific scheme ofclinical and practical examinations'

the type ofclinical procedures/ experiments to be performed and marks allotted for each are discussed and

finalized by the Head ofthe Department and other examiners and it is published prior to the conduct of the

examinations along with the publication of the time table for the practical examinations.

(

(
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SOP FOR CONDUCTING INTERNAL EXANIINATION FOR

UNDERGRADUATES

At the completion ofthe undergraduate training program the graduates shall be competent inthe

following.-

1 . Basics of clinical examination and diagnosis of a pediatric dental patient'

2. Shall be able to identify and differentiate between primary and permanent dentition.

3. An Understanding of physiological shedding of primary teeth and eruption of permanentteetl.

4. To recognize Early childhood caries & nursing caries and understand its possiblecause.

5. Counsel the patients regarding dietary habits and role of diet and nursing bottle in

development of caries.

6. To develop a preventive strategy for the patient including dietary changes, brushingtechniques,

sealants, fluoride treatment.

7. To identify self-correcting anomalies occurring during the transition from primary to

permanent dentition.

8. Identification of deleterious oral habits & counseling of the patients and parents for

eradication and correct management protocol.

Scheme of Examination:

In order to evaluate the clinical skills of the students, department follows the Objectil+ Structured

candidates rotate. Each station focuses on testing a particular skill. A nt stations

with specific instructions is to be

both the examiner and examinee are

station.

is to be observed at each

DEPARTMENT OF PEDODOryTICS AND PREVENTIVE DENTISTRY

tested at a time. The examination is organized in the form of severdl "stations" the
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Scheme ofclinical and practical examinations: The specific scheme ofclinical and practical examinations,

the type ofclinical procedures/ experiments to be performed and marks allotted for each uha

finalizedby the Head of the Department and other examiners and it is published prior to the conduct of the

examinations along with the publication of the time table for the practical examinations.

i
)

(

Stations Task Score

I. STATIC

Station l- 10 Spotters 20

Station 1 I Wire Bending l0

2. INTERACTIVE

Station 12 I. Patient examination and history taking &

formulating a diagnosis.

III. Performing the clinical treatment

required by the patient (restoration/ oral

prophylaxis/ fluoride/ pit & fissure sealent)

25

25

3. VIVA

Station 13 Grand viva: It is desirable to conduct the 20

viva voce independently by each examiner. In

order to avoid vaguenels and to maintain

uniformity of standard and coverage'

questions can be pre- formulated before

administering them to

each student.

4. REST

Station 8 Records/ Log Books: The candidate is given

credit for his records based on the scores

obtained in the record.

10
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SOP FOR CONDUCTING INTERNAL FOR FINAL YEARUNDERGRADUATES

At the completion of the undergraduate training program the graduates shalr be competent inthe
following.-

1. Basics of clinical examination and diagnosis of an Orthodontic patient.

2. Shall be able to identify and differentiate between different types ofmalocclusion.

3' An Understanding ofphysiological shedding ofprimary teeth and eruption ofpermanentteeth.
4. To recognize etiological factor causing any particular malocclusion.

5. counsel the patients regarding functional, esthetic and strucfural issues regarding

malocclusion.

6. To identify self-correcting anomalies occurring during the transition from primary to
permanent dentition.

7. Identification of deleterious oral habits & oounseling of the patients and parents for
eradication and correct management protocol.

8' To conduct appropriate investigations, like model and cephalometric analysis to arriveat a

proper diagnosis.

L To arrive at an appropriate teatment plan based on thorough diagnosis.

Scheme of Examination:

In order to evaluate the clinical skills of the students, department follows the objective Structured
Clinical Evaluation (OSCE) pattem of examination. OSCE is a reliable and an established and
effective multi station test for the assessment of practical skills in an objective and a transparent

manner. The clinical competence to be tested is broken down into specific skills, each of which eap be
tested at a time. The examination is organized in the form of several "stdtions', d6it'Ef,1uhi"t tr"
candidates rotate. Each station focuses on testing a particular skill. A number of examination stations

(

with specific instructions is to be provided. Ibls patternQamination avoid examiner bias because
both the examiner und ",,u-ir"fiiffirp""in. irstru"frslon.yhat is to i. "or"*.i ,i Jstarion. 'I'tllclare slven specrrrc 'f"t\"tp'prt is to be 
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1. STATIC

Wire Bending

l. Patient er,a-inutio.tind hislory taLirrg &-

formulating a diagnosis and treatment plan.

ll. To record a good Alginate impressionof

the patient.

Grand yiva: It is desirable to conducuhe

yiva voce independently by each examireiln=
order to avoid vagueness and to maintain

uniformity of standard and coverage,

questions can be pre- formulated before

administering them to

each student.

Records/ Log Books: iht ."rdid"t" i, gr*r,
credit for his records based on the scores

obtained in the record.

DR. MANCJ KUl"lAR. K.P
Principal

l(frcT Dental College
Manassery Mukkam

Spotters
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Scheme of clinical and practical examinations: The specific scheme of clinical and practical

examinations, the type of clinical procedures/ experiments to be performed and marks allotted for each

are discussed and finalized by the Head of the Department and other examiners and it is published prior

to the conduct of the examinations along with the publication of the time table for the practical

examinations..
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DEPARTMENT OF ORAL MEDICINE AND RADIOLOGY

SOP FOR CONDUCTING INTERNAL EXAMINATION FOR FINAL YEAR

UNDERGRADUATES

At the completion of the undergraduate training program the graduates shall be competent inthe

following.-

1 . Basics ofclinical examination and diagnosis.

2. An Understanding of the frequently encountered maxillofacial abnormalities and oral

mucosal lesions.

3. An in depth knowledge of the most prevalent potentially malignant disorders (PMD's)

amongst the Indian population.

4. Knowledge regarding t}te correct management protocol for commonly encountered oralmucosal

lesions.

5. Counseling of the patients for eradication of the deleterious habits.

6. Knowledge ofintraoral and extraoral radiographic techniques.

7. Competency at interpretation and reporting o3the intraoral and extraoral radiographs.

Scheme of Examination:

q- In order to evaluate the clinical skills of the students, department follows the Objective Structured

Clinical f,valuation (OSCE) pattern of examination. OSCE is a reliable and an established and

effective multi station test for the assessment of practical skills in an objective and a transparent

manner. The clinical competence to be tested is broken down into specific skills, each of which can be

tested at a time. The examination is organized in the form of several "stations" through which the

candidates rotate. Each station focuses on testing a particular skill. A number of examination stations

with specific instructions is to be provided. This pattem of examination 4void

both the examiner and examinee are given specific instructions on what

station.

on. xnr{o,t E, '^.rA!t. l(.P

lvianassery, Mukkam

each
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I. Patient examination and history hk-n[
II. Acquiring and Interpreting an IOpAR.

III. Formulating a diagnosis.

IV. Formulating a treatment plan and

writing a prescription for the same.

20

10

l0

Grand viva: It is desirrble to conduct the viva

voce independently by each examiner. In

order to avoid vagueness and to maintain

uniformity of standard and coverage,

questions can be pre-

formulated before administering them to

Records/ Log Books: The candidate is

given credit for his records based on the

scores obtained in the record. f.l{TAIc,r",---

DR. MANOJ KU!,,IIAR.
princii.al

KMCT Denlai Colleoe
Manassery Mukkair
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scheme of clinicar and practicar examinations: The specific scheme of clinicar and
practical examinations, the type of clinical procedures/ experiments to be performed and
marks allotted for each are discussed and finalized by the Head ofthe Department and other
examiners and it is published prior to the conduct of the examinations along with the
publication of the time table for the practical examinations..
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EXAM SCRUTINY CELL
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EXAM SCRUTINY COMMITTEE

TERMS OF REFERENCE COMMITTE

PURPOSE: The primary purpose of the committee, which is to oversee and ensure the

faimess and accuracy of examination results and the integrity of the examination process

within the dental college.

Composition of the Committee:

. This typically includes:

. CHAIRPERSON

. Dr. MANOJ KUMAR KP (Principal, HOD Dept of OMFS)

. COMMITTEE MEMBERS

. Dr SHEEJITH M Professor, HOD-Dept of Prosthodontics

. Dr HARISH KUMAR VV Professor, HOD-Dept of Periodontics

. Dr BINU PURUSHOTHAMAN Professor, HOD-Dept of Orthodontics

. Dr MANOJ VENGAL Professor, HOD-Dept of OMR

. Dr RAJEESH MOHAMMED Professor,HOD-Dept of Oral Pathology

. Dr DHANYA M Professor, HOD-Dept of PHD

. Dr ELSY P SIMON Professor, HOD-Dept of Conservative Dentistry

. Dr AMITH ADYANTHAYA Professor, HOD-Dept of Pedodontics

. Subject experts

. Dr Usha Balan Professor-Dept of Oral Pathology

. Dr.Ranjith.MProfessor-DeptofProsthodontics

. Dr Ravi.S.V Professor-Dept of Conservative Dentistry

. Dr.Marium Raheema Professor-Dept of Pedod.",tl;1-.-__--I

. Dr.Arun Paul Reader-Dept of Public Health Dentidtry, ' , 
i

ir
. Dr .Shobha.S Professor-Dept of Orthodontics '"- - ')
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. Dr.Benny Joseph Professor-Dept of OMFS

. Dr Ashir.K.R Professor-Dept of OMR

. Dr Santhosh.V.CProfessor-DeptofPeriodontics

. Administrative Staff

. Mrs.Sheeba.P.K

. StudentRepresentative

. Mr. Muhammed Anas

Authority and Scope:

1 Review Examination Papers and Materials:

(

. Carefully review and evaluate the examination papers, question sets, and

associated materials to ensure they align with the curriculum, course

objectives, and leaming outcomes.

2. Monitor the Examination Process:

. Oversee the entire examination process, including the preparation,

administration, and post-exam activities, to identifu and rectifu any
irregularities.

3. Maintain Exam Security:

. Ensure the security and confidentiality ofexamination materials, including
secure storage, distribution, and retrieval ofpapers, answer scripts, and related

documents.

4. Evaluate Grading and Assessment:

. Scrutinize the grading and assessment processes to ensure that they are

accurate, consistent, and in line with established standards and criteria.

5. InvestigateAcademicMisconduct:

. Investigate cases ofacademic misconduct, such as cheating, plagiarism, or
other irregularities during exams, and recommend appropriate actions or
sanctions.

6. Ensure Fairness and Consistency:

. Ensure that all students are treated fairly and that

different examiners and across various

7. Quality Assurance3

Recognised by UGC u/s 2(f), Accredited by NAAC with A+ Grade, Approved Research centre ot KUHS
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. Promote and uphold the quality of examinations by evaluating the suitability
ofquestion formats, exam durations, and assessment methods.

8. Report Findings and Recommendations:

. Communicate findings, recommendations, and decisions to relevant

stakeholders, including students, faculty, and the college administration.

9. Continuouslmprovement:

. Suggest improvements to the examination process to enhance its quality and

effectiveness, such as changes to examination formats, grading practices, or
security measures.

10. Compliance with Regulations:

. Ensure that the examination process adheres to institutional policies,
regulations, and guidelines, as 'well as any requirements from accrediting

bodies or relevant authorities.

1 l. Academic Integrity:

. Promote and uphold academic integrity within the institution, fostering a

culture ofhonesty and integrity among students and faculty.

12. Data Analysis and Reporting:

. Analyze examination data to identifu trends, areas for improvement, and

potential issues. Provide reports and recommendations based on data analysis.

13. Training and Development:

. Offer training and development programs for faculty and staff involved in the

examination process to ensure they understand and adhere to best practices.

14. Record Keeping:

. Maintain accurate and organized records ofall examination-related documents

and activities, including meeting minutes, reports, and correspondence.

15. Conflict Resolution:

. Address any conflicts or disputes related to examinations, ensuring fair and
pnbiased resolution.

16. Regular Meetings:

(

(

. Hold regular committee meetings to discuss ongoing examination-related
matters, share updates, and ensure that responsibilities are being met.

Recognised by UGC u/s 2(f), Accredited by NAAC with A+ Grade, Approved Research Centre of KUHS
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7.

8.

6.

Review Examination Papers and Materials:

. Carefully review and evaluate the examination papers, question sets, and

associated materials to ensure they align with the cuniculum, course

objectives, and learning outcomes.

Monitor the Examination Process:

. Oversee the entire examination process, including the preparation,

administration, and post-exam activities, to identify and rectify any

inegularities.

Maintain Exam Security:

. Ensure the security and confidentiality ofexamination materials, including
secure storage, distribution, and retrieval olpapers, answer scripts, and related

documents.

Evaluate Assessment:

. Scrutinize the assessment processes to ensure that they are accurate,

consistent, and in line with established standards and criteria.

Investigate Academic Misconduct:

. Investigate cases of academic misconduct, such as cheating, plagiarism, or
other irregularities during exams, and recommend appropriate actions or
sanctions.

Ensure Fairness and Consistency:

. Ensure that all students are treated fairly and that grading is consistent among

different examiners and across various examination sessions.

Quality Assurance:

. Promote and uphold the quality of examinations by evaluating the suitability
ofquestion formats, exam durations, and assessment methods.

Report Findings and Recommendations:

. Communicate findings, recommendations, and decisions to relevant

stakeholders, including students, faculty, and the college administration.

Continuous Improvement:

(

9.

. Suggest improvements to the examination process to enhance its quality and

effectiveness, such as changes to examination formats, grfffi?i@iitE$ti-------'-r
securily measures.
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10. Compliance with Regulations:

. Ensure that the examination process adheres to institutional policies,
regulations, and guidelines, as well as any requirements from accrediting

bodies or relevant authodties.

1 l. Academic Integrity:

. Promote and uphold academic integrity within the institution, fostering a

culture ofhonesty and integrity among students and faculty.

12. Data Analysis and Reporting:

. Analyze examination data to identify trends, areas for improvement, and

. potential issues. Provide reports and recommendations based on data analysis.
(

13. Training and Development:

. Offer training and development programs for faculty and staff involved in the

examination process to ensure they understand and adhere to best practices.

14. Record Keeping:

. Maintain accurate and organized records ofall examination-related documents

and activities, including meeting minutes, reports, and correspondence.

15. Conflict Resolution:

. Address any conflicts or disputes related to examinations, ensuring fair and

unbiased resolution.

16. Regular Meetings:

. Hold regular committee meetings to discuss ongoing examination-related
matters, share updates, and ensure that responsibilities are being met.

Record Keeping:

. Clarif, the procedures for record keeping, including the maintenance of
meeting minutes, reports, and other relevant documentation.

Conflict oflnterest: a

. Address the need for committee members to dis.lo"earrcofiIiliilfiilerest
and specifi the actions to be taken in the ca6J suph conflicts.

Amendment of Terms:

(
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. Outline the process for amending the Terms ofReference as needed to adapt

to changing circumstances.

Review and Evaluation:

. Specify a mechanism for periodic reviews of the committee's performance and

effectiveness in achieving its objectives.

(

(
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