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Distribution of Marks
The mark distribution for all papers of DCA course

(Appendix 1)

SL Paper Marks

No. Code Name Internal Terminal Total
Theory | Practical | Theory | Practical

1 | DCOI |Information Technology 50 - 100 - 150
2 | DC 02 | PC and its Operations 25 25 50 50 150
3 [ DC 03 | Office Automation 25 25 50 50 150
4 | DC 04 | Linux based Office 25 25 50 50 150
5 | DC 05 |Internet 25 25 50 50 150
Total Marks] 750

Components of Internal Marks for Theory Part (DC 01)

S1. No.

Component

- Marks

Remarks

1

Class tests

Assignment

15X2=30

10X2=20

1. Minimum 2 class tests are to be conducted.
2. Each test carries a weightage of 15 marks.

3. If more than 2 tests are conducted, the best
two results are to be considered.

1. Each assaignemnt carries a weightage of 10 marks.
2. Minimum 2 assignments are to be submitted

3. Ifmore than 2 assignments are submitted, the
best two results are to be considered.

Total

50

Components of Internal Marks for theory Part (DC 02, DC 03, DC 04 and DC 05)

SI. No.

Component

Marks

Remarks

1

Class tests

Assignment

10X2=20

5X1=5

1. Minimum 2 class tests are to be conducted.
2. Each test carries a weightage of 10 marks.

3. If more than 2 tests are conducted, the best

1. Assignment carries a weightage of 5 marks,
2. Minimum | assignment is to be submitted

3. If more than 1 assignment is submitted, the

two results are to be considered.

best one results is to be considered.

Total

25
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Components of Internal Marks for Practical Unit I & 11

The practical components are divided into two units:

SI. No. Unit Portion for Practical

] ] DC 03 Office Automation

DC 04 Linux based Office

DC 02 PC and its Operations

1S

DC 05 Internet

The performance in the lab and class test conducted in lab are accountable for scoring the practical

component of internal examination. The mark distribution in each unit is detailed below.

Sl. No.| Unit Portions for Practical Components for Internals
I I DC 03 | Office Performance in the lab * 15
Automation Class Test (Lab) 10
Total 25
DC 04 | Linux based Performance in the lab 15
Office Class Test (Lab) 10
Total 25
2 I DC 02 | PC and its Performance in the lab * 15
Operations | . Class Test (Lab) 10
Total 25
DC 05 | Internet Performance in the lab 15
Class Test (Lab) 10
Total [ 25
Total Internals for practical components 100

* Scoring indicators of performance in Lab are

1. Procedure for solving the problem : 5 marks
2. Proper use of facilities available in the software : 5 marks
3. Perfection in the output : 5 marks

Additional Requirements:
Each student has to maintain Record Book for each Unit. which contains the following infromation
(a)  Sl.Number and name of Experiment
(b)  Date of Expt.
(c) Aim
(d)  Procedure/instructions used to solve the problem
(e)  Output obtained (printout is to be pasted in the page without lines)

13



The minimum number of experiments to be done in each Unit are given below.

Unit | Portion for Practical Area of Experiment Number of
Expts.
l Office Automation (DC 03) a) Word Processing 4
Linux bascd Office (DC 04) b) Spread Sheet 3
¢) Presentation 3
Total* 10
I PC and its Operations (DC 02) | a) Windows OS 1
Internet (DC 05) b) Linux Commands 1
c) Web Designing 5
d) Malayalam Computing 3
Total 10

* While doing practical from each area, ensure that the features MS Office and
LibreOffice appilications are equally explored.

Class test for practical should be conducted for each portion of Unit I and II
Utilisation of both MS Office and LibreOffice is to be tested.
Terminal Examination - Theory

The DC 01 (Information Technology) paper has a maximum score of 100 marks and the
duration examination is 2 hrs and 30 minutes

Format of Question paper for DC 01 is given below:

Section [Type of Questions | Score |Number of Questions| Total Marks

I Objective 1 10 outof 11 10

I1 Very short 2 10 outof 12 20
Answer

[1 Short answer 3 8 outof 10 24

10Y Descriptive 5 6 out of § 30

\Y% Essay 8 2 outof 3 16
Total 36 out of 44 100

For other papers (DC 02, 03, 04 and 05), maximum score is 50 marks and duration of examina-
tion is 1hour and 30 minutes each

Format of the question paper for DC 02, 03, 04 and 05 is given below

Section |Type of Questions | Score |Number of Questions| Total Marks
[ Objective 1 5outof6 S
I Very short 2 8 outof 10 16
Answer
I11 Short answer 3 8outof 10 24
v Essay 5 1 out of 2 5
Total 22 out of 28 50

14



Terminal Examination Marks - Practical

There will be two units for practical evaluation. Unit I consist of office packages from
DC-03 and DC-04. Unit Il consists of Malayalam Computing from DC-02 and
Web Designing from DC-05.

The structure of the question paper wilt be as follows:

Unit Part Topic Procedure Score
] A Document preperation
(3 exercise)
(MS Word & Writer) One marked question each from
Work Sheet Creation any of these two parts are to be 5
; +
B (3 exercise) attempted. One using MS %
(MS Excel & Calc) OfTice suite and the other using a
Presentation Making LibreOffice.
C (2 exercise)
(MS Powerpoint & Impress)
1 A Malayalam Computing | One marked question each from
(3 exercises) any of these two parts are to be 50+50
B HTML Coding attempted. =100
(5 web pages)
Marks distribution for the practical examination is given below:
Unit | Paper Question Procedure| Output Viva Record book | Total
1 DCO03 1 20 20 5 5 50
DCO04 2 20 20 5 5 50
Total Marks for Unit I 100
| DC02 1 20 20 5 5 50
DCO5 2 20 20 5 5 S0
Total Marks for Unit II 100
Note :

A For the conduct of practical examination, SCOLE-Kerala shall appoint an External Examiner to
evaluate the practical performance of the students appearing for the examination. The Chief Su-
perintendent shall appoint an Internal Examiner considering the experience in the conduct of prac-
tical classes of DCA course.

A Duration for practical examination is 2 hours for each Unit. Examination for Unit I and
Unit II will be done in the forenoon and afternoon session, respectively.

A A batch of 12 students to be in one session and marked question paper should be given to each
student. Two marked questions are to be attempted from each unit.

A Minimum 5 questions are to be asked in the viva session from each unit.

A Students should submit the record book certified by the centre Co-ordinator and is to be evaluated

and signed by the External Examiner. 15



Record book should contain the following
* name and register number of the student.
¢+ the name and address of institution from which the course is done.

¢ the name of examiners who values the record (both internal and external).

* date of exam.

Index page of record books contains.

SI. No., Name of Experiment, Page Number, Date of Experiment.

The valued answer scripts of the practical examination 1o be handed over to the Cheif

Superintendent of the examination centre.

TIME TABLE FOR DCA EXAMINATION MAY 2025
TERM END PRACTICAL EXAMINATION

Term end practical examination shall be conducted on 27.05.25, 28.05.25, 29.05.25, 30.05.25
TERM END THEORY EXAMINATION

Term end theory examination shall be conducted as shown below.

Date Time Paper
20.05.2025 10 AM - 12:30 PM DC 01 Information Technology
21.05.2025 10 AM - 11:30 AM DC 02 PC and its Operation
22.05.2025 10AM - 11.30 AM DC 03 Office Automation
23.05.2025 [0AM-11:30 AM DC 04 Linux based Office
26.05.2025 10AM - 11:30 AM DC 05 Internet

SL.No. Letterof Grade | Range of Scores Description

1 A+ 90% and above Outstanding

2 A 80%-89 % Excellent

3 B+ 70%-79% Very Good

4 B 60%-69% Good

5 C+ 50%-59% Above Average
6 C 40% 49% Average

7 D+ 30%-39% Below average
8 D 20%-29% Marginal

9 E below 20% Below marginal

The cut off point is C (40%- 49%) grade. For eligibility of Diploma a candidate need to score a minimum of
C grade (40 % - 49%) for each paper in total and seperately for theory papers and practical of concerned
papers. No pass/Fail will be there. Rank, Distinction, First Class, IInd class etc.. also will not be there.
Eligible (E) or Not Eligible (N.E) wil be marked in the remark column of each paper in the mark list.
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Appendix 2

LAST DATE FOR SUBMISSION OF

APPLICATIONS WITH PRESCRIBED FEES BY THE STUDENTS

Last date for receiving application of DCA Examination 24.04.2025
without fine

Laste date for receiving application of DCA Examination 29.04.2025
with fine Rs. 20/-

Last date for receiving the receipt of application for condonation- 29.04.2025

shortage of attendance to the office of The Executive Director,
SCOLE Kerala, Thiruvananthapuram

17




Appendix 3
RULES TOAPPLY FOR CONDONATION - SHORTAGE OFATTENDANCE

A minimum of 75% attendance is compulsory for DCA students for appearing DCA Examination
Attendence percentage divide as follows:-

A minimum of 75% attendance is compulsory for students- 10% of attendance shall be condoned by
the Head of the Instituition with proper reason. The Executive Director, SCOLE-Kerala has the
power to grand 5% condonation for students with atleast 50% attendance. Students who failed to get
minimum attendance shall apply for condonation of attendance in the prescribed form (appendix 10).

A candidate who secures less than 50% of attendance is not eligible for condonation of attendance.

Exemptions may ordinarily be granted to a student who has failed to keep 60% of the attendance if the
following conditions are satisfied.

a)  SCOLE-Kerala Chalan Receipt of remitting the fee for Rs. 100/-.
b)  The exemption sought for is duly recommended by the Principal concerned.

¢)  The reasons given for failure to attain the minimum prescribed attendance are satisfactory and
supported by documentary evidence.

d)  Entries in each column of the application is correct with proper documents.

The application need to be recommended and forwarded to the superior authority, only if the entries in
each column of the application is correct, documents are proper and the candidate is eligible for
condonation.
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Appendix 4

LIST OF DCA TENTH BATCH EXAMINATION CENTRES

SINo School Code Name
1 1021 Govt M.G.H.S.S Pattom
2 1024 GOVT. HSS, VENJARAMOODU, TRIVANDRUM
3 1053 JANATHA HSS, THEMPAMMOODU
4 1057 ST.MARY'S HSS, VETTUCAUD
5 1059 ST.JOSEPHS HSS, THIRUVANANTHAPURAM
6 1061 MVHSS Arumanoor
7 1062 GIRLS HSS VENGANOOR
8 1066 ST. MARY S HSS, PATTOM, TRIVANDRUM
9 1071 S.N.V. HSS, ANAD, TRIVANDRUM
10 1145 GOVT. VHSS, VITHURA, TRIVANDRUM
11 2001 GOVT. BHSS, CHAVARA
12 2003 Govt. HSS Karunagapally
13 2004 GOVT.MODEL, BHSS THEVALLY
14 2077 T.K.M H.S.S Kollam
15 2083 St Mary's HSS Kizhakkekara
16 3023 Catholicate H.S.S
17 3031 SNVHSS, ANGADIKKAL
18 3037 SNDP HSS,MUTTATHUKONAM,PATHANAMTHITTA
19 3042 PSVPMHSS, AYRAVON
20 904010 EVHSS Elamannur
21 4013 Govt. Girls HSS Mavelikkara
22 4016 KKM GOVT HSS, ELIPPAKULAM
23 4020 Govt. HSS Ayaparamba
24 4041 POPE PIUS XI HSS,BHARANICKAVU
25 5056 SBHSS Changanacherry
26 5066 ST JOSEPH'S GHSS,CHANGANACHERRY
27 5085 ST THOMAS HSS,ERUMELY ,KOTTAYAM
28 6003 GOVT. HSS KALLAR
29 6024 SN HSS, NANKICITY
30 6067 Govt Tribal HSS KATTAPPANA
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31 7015 GMHSS CHERUVATHUR

32 7021 Govt Girls HSS Aluva

33 7028 GOVT.HSS , MANJAPRA

34 7034 SRV Govt. MHSS Ernakulam

35 7188 AL- Farooghia HSS Cheranellore

36 8003 Govt Model Girls HSS Irinjalakkuda

37 8028 GOVT HSS,NANDIKARA, THRISSUR

38 8062 ST ANTONY S HSS,PUDUKAD, THRISSUR

39 8137 Govt. Model HSS for Girls Thrissur

40 8170 ST.THOMAS HSS, VALLACHIRA, TRISSUR

a1 908036 GVHSS For Deaf Kunnamkulam

42 9122 C.A. HSS, COYAL MANNAM

43 11006 GOVT. HSS, THIRURANGADI

44 11054 ORIENTAL HSS, THIRURANGADI,MALAPPURAM

45 11079 JNR HSS, SALAH NAGAR

46 10038 MARKAZ HSS,KARANTHOOR,KOZHIKKODE

47 10045 FAROOQK HSS

48 10067 MUHAMMEDALI JOUHAR HSS, ELETTIL

49 10098 G V HSS Kuttichira

50 10100 GHSS Payambra

51 10169 Markaz Girls HSS Karanthur, Kozhikkode

52 10172 St. Vincent Colony Girls Higher Secondary School

53 12002 GHSS MEENANGADI

54 12017 W.0O.HSS, PINANGODE, WAYANAD

65 12035 GHSS Vaduvanchal

56 12052 GOVT.SARVAJANA HIGHER SECONDARY
SCHOOL,SULTHANBATHERY, WAYANAD

57 13058 St. Joseph HSS Vayattuparamba

58 13066 NAM HSS Peringathur

59 13143 CHM HSS, ELAYAVOOR

60 14003 Govt HSS Kumbla

61 14017 GHSS UDUMA

62 14066 Govt Model Residential HSS For Girls Kasargode

20




V.

vil.

Viil.

Xl.

APPENDIX -5
INSTRUCTIONS TO CONDUCT THE PRACTICAL EXAMINATION (DCA)

On receipt of the appointment letter, official from SCOLE-Kerala fixing the external examiner he/she
shall confidentially intimate the Chief Superintendent of the centre assigned to them about the date and

time of examination in that centre and shall conduct the examination on the specified date.

Chiel Superintendent shall make all necessary arrangements and make available all necessary mate-
rials to conduct the Practical Examination in consultation with the External Examiner. The Principal

shall appoint an Internal Examiner and Lab Assistant to assist the External Examiner, if required.

Practical examination having 2 hours duration and it should be conducted in two sessions (Forenoon

and After noon)

Question papers and blank mark sheets for entering marks shall be supplied to the Chief Examiner by
the Examination Co-ordinator. The Chief Examiner shall issue the same to the External Examiners.
The External Examiner shall conduct the Practical examination as per the instructions given by the
Chairman/Chief Examiner and the sole responsibility of correctness of the evaluation of the perfor-

mance shall rest with the External Examiner.

The mark sheets shall be prepared in duplicate as soon as the Practical examination is over and put in
a cover and sealed. Marks shall be entered in figures and words in black ink. In the case of single digit
mark, a hyphen shall be put on both sides of the digit. Register Number of absentees should be marked
in red ink as ABSENT. There is also a provision for entering practical examination marks in the link

provided in the SCOLE-Kerala Website and it is compulsory.

The cover containing original mark sheets shall be put in a cover and sealed. The cover shall be
superscribed as CONFIDENTIAL and sent by speed post on the same day or at the latest by the next
working day to the Chairman/Secretary, DCA Examination Board, SCOLE-Kerala without fail. The

postage stamp in this regard can avail from the Chief Superintendent of Examination centre.

Examiner should keep the copy of the mark sheets under his/her safe custody in sealed covers, which

shall be destroyed only after one year from the date of publication of results or otherwise instructed.

As soon as the practical examinations are over, the External Examiner shall hand over all the answer
scripts in a sealed cover to the concerned Chief Examiner under proper receipt. The Principal shall
keep the answer scripts of practical examination under safe custody for one year from the date of

publication of results and produce the same before the authorities if directed.
Examiners should keep the scores awarded to the candidates strictly confidential.
Admissible remuneration as per rules shall be disbursed by the Principal of the centre to the examiners

If an Examiner is not in a position to attend the work due to any unavoidable circumstances, such as
serious illness, death of close relatives, etc. he/she should immediately intimate the fact to the Chief
Superintendent of the centre to which he/she is posted as well as to the Chief Examiner for making

substitute arrangements.
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APPENDIX -6
THE RATE OF REMUNERATION FOR THE CONDUCT OF THEORY AND PRACTICAL
EXAMINATION

(As approved by 3" General Council, SCOLE-Kerala)

A. Conduct of theory examination:

l. Chief Superintendent : Rs. 425/- per day
2. Deputy Chief Superintendent : Rs. 400/- per day
3. Invigilator : Rs. 375/- per day

4. Clerk/Lab Asst : Rs. 200/- per day

Principal can utilise Lab Assistant/ Clerk as the supporting staff to assist the work in connection with
the theory examination

5. Stationery charges : Rs.300/- per exam centre
6. Photo copying charges & Rs.300/- per exam centre
7. Postage charges N Rs.600/- per exam centre

B. Conduct of Practical Examination

1. Chief Superintendent : Rs.425/- per day

2 External Examinor : Rs.20/- per student for each unit exam
3 Internal Examiner : Rs.100/- for a batch in each unit

4 Preparation charges : Rs.50/- for a batch in each unit

5 TA to External Examiner : actual TA as per KSR

(12 students shall be treated as one batch)
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Appendix 7

STATE COUNCIL FOR OPEN AND LIFELONG EDUCATION-KERALA
DIPLOMA IN COMPUTER APPLICATION (DCA) EXAMINATION-20....

APPLICATION FOR DCA EXAMINATION

Affix a recently
taken passport size
photo (attested by

the School
Principal)

Name of Study Centre

2 Centre Code

3. Name of Examination Centre 4. Centre Code
5. Admission No. 6.Year of Admission
7. Register No., Month and Year of passing SSLC
8. Name of the Candidate English
(Block letters as in SSLC)
Malayalam
9. Sex: |[] Male | [] Female | 10. Religion 11. Caste
12. Whether belongs to: |1 sC |[J sT | [d oBc| [J oec| [ Others
13. Date of Birth In figure
In words
14. Postal Address of the Candidate
Phone No. Pin Code
15. Papers appearing now (Specify the subjecis)
Paper
Code Name

S E IS ST b
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16. Details ofprevials attempt (Supplenwnta;Candidates only)- "l_"heov

Reg.No Month & Year * Paper
Code No. Name Marks Obtained

17. Details of previous attempt (Supplementary Candidates only)- Practical

Reg.No Month & Year Paper
Code No. Name Marks Obtained

18. Details of examination fee remitted

Online

Payment ID Date of payment Fees Remitted

DECLARATION
[ hereby declare that the details furnished above are correct.

Name and Signature of the Candidate: Name and Signature of Father/ Guardian
Place :

Date:

CERTIFICATE
Certified that the details furnished by the candidate is verified with the office records and found correct.

Name and Signature of the Co-ordinating Teacher: Name and Signature of the Principal
Place:
Date:

(Office Seal)

(Attach copy of SSLC or equivalent certificate,
mark sheets of previous attempts)
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Appendix 8

< L.
Sclg STATE COUNCIL FOR OPEN AND LIFELONG EDUCATION-KERALA
mwALE DIPLOMA IN COMPUTER APPLICATION (DCA) EXAMINATION, 20...

APPLICATION FOR CONDONATION - SHORTAGE OF ATTENDANCE

1. Name of Study Centre:

Centre Code :

2. District of Study Centre:

3. Name of the candidate as per the Admission

Register [in block letters]

4. Postal address of the candidate
as per the Admission Register :

5. Total No. of working hours during the academic year:

6. No. of hours present:

7.

No. of hours absent:

8. Minimum percentage of attendance prescribed

9. Percentage of hours for which condonation is required

10. Reason for absence

11. Particulars of condonation fee remitted (online)

Payment ID

Date of payment

Fees Remitted

Signature of the candidate

RECOMMENDATION OF THE PRINCIPAL
Certified that timely application for leave was made and leave has been granted. Condonation may be

permitted.

Place:
Date:

(Office Seal)

Name and Signature of the Principal

|
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Appendix 9

LIST OF REGISTERS TO BE MAINTAINED IN CONNECTION WITH THE
DCAEXAMINATION - 20......
Question paper account register
Duty register
Stationery (Answer book and additional sheet account register etc..)
Seating arrangement register
Students attendance register

Stamp account cum despatch register
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Date Time Paper
20.05.2025 10 AM - 12:30 PM DC 01 Information Technology
21.05.2025 10AM - 11:30 AM DC 02 PC and its Operation
22.05.2025 10 AM - 11.30 AM DC 03 Office Automation
23.05.2025 10 AM-11:30 AM DC 04 Linux based Office
26.05.2025 10AM - 11:30 AM DC 05 Internet
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