
 

Standard Operating Procedures (SOP) for Handling Exam Grievances 

KMICS is committed to maintaining transparency and efficiency in its assessment procedures, ensuring 

fairness and accountability for all stakeholders. To address concerns related to internal and external 

exams, the institution has established a comprehensive grievance redressal system. This SOP outlines 

the procedure for handling exam grievances to uphold the institution's commitment to academic 

integrity and student welfare. 

Internal Exam Grievance Procedure: 

1. Submission of Grievance: 

• Students must fill out the "Internal Exam Grievance Form" (provided below) with 

detailed information regarding the grievance. 

• The completed form should be submitted to the Examination Cell In-Charge within 

seven days of the exam result declaration. 

2. Review and Evaluation: 

• Upon receiving the grievance, the Examination Committee will convene to review the 

submitted form and supporting documents. 

• The Committee will evaluate the validity of the grievance based on established criteria 

and evidence provided. 

3. Resolution: 

• If the grievance is found to be valid, appropriate measures will be taken to address the 

concern. 

• This may include re-evaluation of the answer script, correction of errors, or any other 

necessary actions to rectify the situation. 

• The decision of the Examination Committee will be communicated to the student 

within a stipulated timeframe. 

4. Appeal Process: 

• If the student is dissatisfied with the resolution provided, they may appeal to the 

principal within three days of receiving the decision. 

• The principal will conduct a thorough review of the case and provide a final decision, 

which will be communicated to the student. 

Procedure for External Examination Grievance 

Procedure for Revaluation and Challenge Valuation: 

1. Requesting Photocopy of Answer Script: 



 

• Visit the official website of Osmania University (OU) to access the online procedure 

for securing the photocopy of your answer script. 

• Download and print the application form. 

• Submit the printed application attested by the principal. 

• Complete the required details and make the necessary fee payment through the 

designated bank channels. 

• Await the delivery by post. 

2. Revaluation Process: 

• Visit any unit of TS ONLINE LTD to obtain the revaluation request form. 

• Fill out the form completely and ensure to attach a copy of the memo. 

• Make the cash payment as per the prescribed fee structure. 

• Submit the revaluation request form along with the payment and memo copy in 

person at the Examination Branch of Osmania University. 

3. Challenge Valuation Eligibility: 

• Only students who have applied for both photocopy and revaluation are eligible for 

challenge valuation. 

• Upon receiving the photocopy and revaluation results, if unsatisfied, proceed to the 

challenge valuation process. 

Note: Ensure to adhere to the university guidelines and timelines for each step of the revaluation and 

challenge valuation procedure to avoid any delays or discrepancies. 

Conclusion: 

KMICS is dedicated to maintaining the integrity and fairness of its examination processes through 

transparent and efficient grievance redressal systems. The outlined procedures for handling exam 

grievances prioritize student welfare while upholding academic standards. 

The SOPs provide clear guidelines for students to submit and address both internal and external exam 

grievances. Through structured processes, such as the Internal Exam Grievance Procedure and the 

Procedure for Revaluation and Challenge Valuation, students can voice their concerns and seek 

redressal within specified timelines. 

KMICS emphasizes adherence to university guidelines and timelines, ensuring fairness and consistency 

in the assessment process. By upholding these SOPs, the institution reaffirms its commitment to 

academic excellence and fosters a supportive learning environment for all students. 
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Practical Examination Timetables M.Sc. Organic Chemistry/ 
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