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ub Online for Submission Academic ae

As directed , I am to inform you that the Council is going to add new facility in the
existing online portal on and from 27th of April ,2023 tot submission of Academic
Applications. The online portal would provide interface to submit the following
applications:

. Application for Renewal of Recognition of schools

. Appllcation for permission for introduction of Subject and continuation of
Subject permission

. Appllcation for Co-Ed permission

o Application for Medium inclusion
. Application for Excess Admission over prescribed limit
. Appllcation for Change of School Name & Address

. Application for Post Conversion

An User Manual for interacting with the online portal is also being uploaded along with
this Notification . Please read the User manual carefully and in case of any confusion ,

mail to noreplv@wbchse.ors.in.

The Institutions may log in into the online portal using the username and password

already alloned to them. ln case, any school finds any type of problem in logglng in into

the system or in interacting with the system, you may inform us throu8h mail to
noreply@wbchse.org.in.

The lnstitutions are beins reouested to submit a I aoDlications throush online mode .

fee ol 5 0 wil b th ach of the submltt
applications.
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. Renewal of Recognition Request

. Subject Permission Request

. School Medium Change Request

. Excess Admission Request

. Post Conversion Request

. School Details Correction Request
o Co-Education Permission Request

SALIENT FEATURES

All schools should fill up their teacher profile. TQffiols r@ffilowed to submit any
academic application if teacher profile is not filledffi. The schoolsrufurld regularly update the
school profile I editable parts ] and teacher profile. ffi". %. g$
The schools should check their type ,categorf and sLiu@tEa. ffig4t,XftiCleXffffinown in the
school profile. lf the information shown is not apropriate oi'ihEh6lO61are'ffint , the school
should send the correct informalion€long with s:ufp-rting documenlsffithe Council through a
mail lo noreolv@wbchse.oro.in. '@. ,.& &s
scanned documents which argggufu Mru"-@ffi u" compressed before
uploading. Please note thaffiffients dffiErymore 1hffi1000" kb won'l be allowed lo be
uptoaded. ffi %. -"%.

Please find the steo-wise comoressio n Drocess qiven in this User Manual.
The schools will have to pay a convenience fee of Rs. 50 only with all types of applications.
Once an application is submitted along with requisite fee, the schools can see the latest status of
the application and can download or print a money receipt from School Forms Challan under
Reports section .ln case, any more document.is wanting by the Council , it will be reflected
against that partiiular application . Once the permission is allowed, that will also be reflected
along with the permission letter, which may be downloaded and printed from Reports section .

The schools should regularly check the School Forms status and School Payment Status
interfaces to check the latest status of their submitted application and the payment made by the
school to lhe Council respectively.
Category of teachers explained :

1 Permanent teachers appointed for Class Xl,Xll with hioher scale
Permanent teachers

I Normal Section with
HS scale l

Permanent teachers appointed for up to Class X level but getting
higher scale

3 Permanent teachers

I Normal Section with
Lower Scale l
Retired teachers Retired teachers engaged by school

6 Part-time teachers Part-time teachers engaged by school
Teacher of Self-
financed schools

All teachers of self-financed schools irrespective of their category

1

USER MANUAL FOR THE SCHOOLS FOR SUBMITTING ONLINE ACADEMIC APPLICATIONS

Activities under I Forms---) School Aoplication I related to Academic Section:

HS Teacher
2

Permanent teachers appointed for up to Class X level but getting
lower scale

4
ContractualGovt.

teachers
Contractual teachers appointed by the Government
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RENEWAL OF RECOGNITION REQUEST

School proflle current information - NOT EDITABLE HERt.

School should check the data shown here. May make necessary changes in the School profile and
for the uneditable fields in school profile , should mail to noreplv@wbchse.orq.in

Auto populated Fields:

. Subjects taught
r Last Renewal Upto
. Last renewal Memo No.

ln case , the school finds any problem with the data shown in any of the above
mentioned auto-populated fields , please mail to noreplv@wbchse.oro.in with proper
supporting documents

Fees Calculation Module:

ln case, the school finds any problem with the fee calculated in this module, please
mail to !.elCply@w.bchgg.,.9lgj! with proper supporting documents. Please note that,
the fee calculated depends on the category of the school; The School should check
the category shown in the school profile .lf the information shown in the category field
in school profile is not appropriate or the field isvacant , the school should send the
correct category along with supporting documents to the Council through a mail to
Iloreply@wbchse.orq.in

Please read the instructions about document upload cautiously

HM declaration: regarding teachers I Format RRHD ] --Mandatory
o Format downloadable from Download Center of the Council website.

HM declaration regarding contractual teachers I Format GCDL ]
o Format downloadable from Download Center of the Council website and alsogiven in

page 31 of SansadParichiti November,2022
o All HM declarations regarding contractual teachers should be clubbed together while

scanning and to be uploaded as a single pdf file.

Current engagement letter for part-time teachers
o All engagement lefters of part-time teachers should be clubbed together while

scanning and to be uploaded as a single pdf file.

2

Category of teacher Documents to be uploaded Upload Guidance
For Gow. Contractual
teachers

HM declarffin I Format
GepLl %.

[1 document per teacherl

For Part-time teachers Current engagement letter
+ NOC of current date I

Format PTCL I + Last

Qualification documents I
PG/HonsI

Scan all documents related to all Part-
timeteachers in to a single pdf file and upload the
file

[3 documents per teacherl

Last Qualification
docu mentIPG/Hons]

[1 document per teacher]For Teacher . of Self-
financed sch&

\',:,4 :/

Documents to be uoloaded:



NOC of current date for part-time teachers I Format PTCL ]
o Format downloadable from Download Center of the Council website and alsogiven in

page 30 of SansadParichiti November,2022
o All NOC for partlime teachers should be clubbed together while scanning and to be

uploaded as a single pdf file.

Last Qualification document for part-time teachers
o All qualitication documents for paft-time teachers should be clubbed together while

scanning and to be uploaded as a single pdf file.

*** Please don't provide Madhyamik and HS docum fthe teachers

Last Qualification document for teachers of Self-fi sch

together while scanning and to be u

*** Please don't provide Madhyamik an

Last Renewal of Recognition permiss

o

a single pdf

ry

s should be clubbed

e
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o All qualification documents for teachers of

teachers



SUBJECT PERMISSION REQUEST

School profile current information - NOT EDITABLE HERE.

School should check the data shown here. May make necessary changes in the School profile and
for the uneditable flelds in school profile , should mail to noreplv@wbchse.orq.in

Auto populated Fields:

o Subjects taught
ln case, the school finds any problem with the data shown in the above mentioned
auto-populated field , please mail to noreolv@wbchse.orq.in with proper supporting
documents

Subjects prayed for Section:

The school can applv for subiect permission J introduction or continuationl for at most 5
(five) subiects in one aoolication.

Fields to be entered

. Subject ( select from list) -- Mandatory
o ls Lab based (auto-populated )
. Permission Type ( select from list) -- Mandatory
o Post Sanctioning Memo No
. Post Sanctioning Date
. Category of teacher ( select from list) -- Mandatory

Self-financed schools should always select "Teacher of Self-financed school"
. Name of Teacher -- Mandatory
. Subject(s) of highest qualification -- Mandatory

Based on the category of the teacher, the school will find a table .just above the Upload
Section mentioning the particular documents which are to be uploaded. All documents for a
particular teacher should be clubbed together while scanning and to be uploaded as a single
pdf file.
A copy of the table being given here also.

Category
Teacher

of Number of
Documents

Documents
uploaded

to be Upload Guidance

For permanent HS

teachers appointed
for Class xl,xll

2 Approval of appointment memo +

Last Qualifi cation documents

IPG/Honsl
For Permanent
teachers I Normal
Section with HS

scale l

3 Approval of appointment memo +
Consent Letter IFormat: NSCI ]
+Last Qualifi cation documents

I PGlHons]
For Permanent
teachers I Normal
Sectlon with Lower
scale l

Approval of appointment memo +
Consent Letter I tormat : NSCL ] +
Last Qualifi cation documents

IPG/Honsl
For Retired teachers Engagement Letter +PPO + Last

Qualification documents t

4

Upload Document Section for a particular teacher:

&.

Scan all documents
related to a

particular teacher
into a single pdf file
and then upload the
file through the
upload button
provided against that
particular teacher

3

3



PGlHonsl

For Govt.
Contractual teachers

2 HM declaration I Format : GCDL ]
+ Last Qualification documents

IPG/Honsl
Current engagement Letter + NOC of
Current Date I Format : PTCL ]
+ Last Qualification documents

IPG/Honsl

Part-timeFor

teachers

Last Qualification document

IPG/Honsl

For Teacher of Self-
financed School
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Please read the instructions about docum tu d cautiously

the Council

Managing Committee Resoluti ortion) --Mandatory-
--- All documents should
single pdf file.

bbed to while sc g and to be uploaded as a
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**x Please don't provide Madhyamik and HS documents of the teachers

Documents to be uoloaded:

HM declaration regarding teachers I Format SPHD ]
o Format downloadable from Download Center

--Mandatory
website.

Dl lnspection Report for introducing Lab-based subjects -- Mandatory

*

b.





SCHOOL MEDIUM CHANGE REQUEST

School profile current information - NOT EDITABLE HERE.

School should check the data shown here. May make necessary changes in the School profile and
for the uneditable fields in school profile , should mail to noreplv@wbchse.orq.in

Fields to be entered:

. Medium during form submission( select from list)-
Select Continuatio or Discontinuation

lf Continua tionselected. Field to be entered:
Medium to be introduced

School Medium Chonge Request Add Form

W63t Bengol Council o, Highersecondory Educotlo.
r/'dy€r-artulel2!4roJ,sct.-t,xdre-Toooat

Folm lor Medluh Chonge neqlest

School Fotlle curmr in omoiloo

,bdc..h-.b.oql

o'eiqEoosrcr@r
cdlp.y.a h6ir&r tu^dsPEdeErrE{rr..

€

All are mandato ry fields

Documents

Please read the about document upload cautiously

ln case of Continuation

. Recommendation from School Education Department-Mandatory

. HM forwarding letter and declaration about duly qualified teachers- Mandatory

ln case of Discontinuation

Managing Committee Resolution ( only attendance sheet and relevant portion )--
Mandatory

rlE d-rin r_. oba.xhd.i o

lf Discontinuation selected. Field to be entered:
Medium to be discontinued



EXCESS ADMISSION REQUEST

School profile current information - NOT EDITABLE HERt.

School should check the data shown here. May make necessary changes in the School profile and
for the uneditable fields in school profile , should mail to noreply@wbchse.orq.in

Auto populated Fields:

. Academic Year

. Renewal up to the year ---in case , the school finds any problem with the year shown
here , please mail to noreply@wbchse.oro.in vvith proper supporting documents

Fields to be entered:

. Renewal of current session in process -- Mandatory

. Number of extra seats prayed for --- Mandatory

. Number of Madhyamikpassoutsthis year ---Mandatory

61e @r &
Auto populated Fields: ,*r*.d -ffi;ffi. #*. Excess Permission Allowed Last Year -- No data will be reflected here in 2023. Data will be

shown from next year.
. Earlier Permission this year (if any) -- Data will be reflected here only if the school has

applied multiple times for excess permission for the same academic year
ffi @",ffi .@ !@F

cbnqroo.qfu
cr{.!'rffi MtEwes/rrtb

f,'ece-Fq!.h

Documents to be uploadell:

Please read the instructions about document upload cautiously

Recommendation from Dl/ Local MLA,/MP --Mandatory

E-kll*larE(.rr,

f,,fucrffib.*F



School profile current information - NOT EDITABLE HERE.

School should check the data shown here. May make necessary changes in the School profile and
for the uneditable fields in school profile , should mail to noreplv@wbchse.oro.in

Auto populated Fields:

. Subjects taught
ln case , the school finds any problem with the data shown in any of the above
mentioned auto-populated fields , please mail to noreplv@wbchse.org.in with proper
supporting documents 

.t3*+;"
Fields to be entered:

. Subject From ( select from list)

. Subject To ( select from list)

west Bengol council of Higher secondory Educotion
vqc.gd tlIeqr llr ao.r oJ, s-ro.-( ronc. - 7006r

toam toa Posl Corworslon R€quest

s.hool p.ofile cuneit i^tormotioi

r....r ,l E&d..(E)

105165 - ,o .!r J{rr s6ruisrr{.!65
e6{,.'cul€,rinB{r-,
dEqr(D€gltu

cdnd, c rrftrd.. ffirse6s.dsd.d/,!ri!Jtd

en

Please read about document upload cautiously

School Education Department Permission Letter

Managing Committee Resolution ( only attendance sheet and relevant portion )--
Mandatory

POST CONVERSION REQUEST

Both are mandatorv fields



School profile current information - NOT EDITABLE HERE.

School should check the data shown here. May make necessary changes in the School profile and
for the uneditable fields in school profile , should mail to noreplv@wbchse.orq.in

Fields to be entered: .&
. Field you wish to change( select from list)
o New Value

Both are manda fields. a e Sch or
Address of the school or b tn the ld mention the
full address of the school.

Documents to be uploaded:

Please read the instructions about cument d cautiously

Permission Letter from Madhya

Bank pass Book-1"t Page

Managing Committee
Mandatory

tion ( only ance s and relevant portion )--

E

I$hGd ErFr bq5. !:'ad den!.dd (50d.&.)..F.lrrr&ri..d.@ h rc' b€r..d 6d.h. E 4
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SCHOOL DETAILS CORRECTION REQUEST

#



CO-EDUCATION PERMISSION REQUEST

School profile current information - NOT EDITABLE HERE.

School should check the data shown here. May make necessary changes in the School profile and
for the uneditable fields in school proflle , should mail to noreplv@wbchse. orq.in

Auto-populated Field:

. Type of lnstitution
ln case , the school finds any problem with the data shown in the above mentioned auto-
populated field , please mail to noreplv@wbchse.oro.in with proper supporting documents

Fields to be entered for permission for Boys to CG.Ed:

. Name of approved lady teacher/matron

. Ladies Common Room (Y/N)

. Ladies Toilet (Y/N)

Fields to be entered for permission for Girls to Co-Ed:

. Name of approved male teacher

. Boys Common Room (Y/N)

. Boys Toilet (Y/N)

-, 

--. 

!-

!nx

West Bengol Council ot HigherSecondory Educotion
vrdy..osd rhdvq ./r rEr oJ, sctq-rL xdroto - ,oo.et

Form tor Co- Ed(rcotion Pemission Requelt

|l.drehd-.(a)

Sci.!L prrr'ie crai:"t n' r.r.oiicn

63!5 - 
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aor386

€

I udo.dp.EF.,rs-E r.rtd--s..a fpoeJffiffi.ffibblrdau*t rrE td h.qrdi6"rn,*@ rors
GtlEtn l0@rl arprLd..!*rb.q Ely.qGDd I r.9rbLd ,rtr?.r riadrhadq,'{rr diirr.ad.a coEilryrrqd

b. tn. drF..ro.r F.@ ro E d..r o(r BdrirE I

All are mandatory fields

Documents to be uoloaded:

Please read the instructions about document upload cau$ously

. Dl lnspection Report -- Mandatory

. Recommendation Letter from School Education Department

. Managing Committee Resolution (only attendance sheet and relevant portion )--Mandatory



ln Case of Query qenerated by the Council

Once an application is submitted along with requisite fee, the schools can see the latest status of
the application on their dashboard. ln case, there is any more document wanting, it will be reflected
against that particular application on the dashboard. Once the permission is allowed, that will also
be reflected along with the permission letter, which may be downloaded and printed.

lf the Council asks for any missing document, the school will open the application in Edit mode and
submiuupload the req
same upload button.

uired document along with all other docume mitted earlier through the

For example, three documents

'1. Current engagement Letter,

2. NOC of Current Date I Format : PTCL I and

3. Last Qualification documents IPG/Hons]

needs to be uploaded for Parttime teachers while ng for Subject

All three documents are to be uploaded asi asasi file.

Now, the school by chance m ad 2i.e rrent Date I Format:PTCL].

The Council will ask for this docu

All three d

z the school Document 2 but should

rI a
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Compressing scanned documents using iLovePDF app

Link :httos://www.iloveodf.com

Step 1 : Open "ilovepdf in your bowser

Step 2: Select "Compress PDF

Step 3: Select pdf file from your computer

Step 4: Take the option "Extreme Compression ,,

Step 5: Compress PDF.

Step 6: Download compressed pdf. Save in your computer.

Step 7: Upload the compressed pdf file.
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