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HIGHER SECONDARY EXAMINATION, 2025

INSTRUCTION TC THE CENTRE-IN-CHARGE/CENTRE SECRETARY

The Higher Secondary Examination, 2025 will commence from 3rd March,
2025 and continue till 18th March, 2025. the time allotted for written
examination for most of the subjects is 3 (three) hours 15 (fifteen)
minutes (from 10.00 am to 1:15 pm) except for Music (MUSC), Visual Arts
(VISA), Health & Physical Education (PHED) & all Vocational Subjects for
which the time allottzd is of 2(two) hours (from 10.00 am to 12 noon).

~ Like last year, the question paper of each subject of the Higher Secondary

Examination, 2025 will be a single booklet, comprised of Multiple Choice

-Questions (MCQ), Shert Answer Questions (SAQ) and Descriptive Questions

(DQ). In the main answer script, specific pages are designated for answering
the MCQ and SAQ respectively and the rest of the pages are allocated for
answering the DQ. If any of the subjects does not have SAQ then the
designated space for SAQ should be left blank by the examinee, as the case

may be.

Duties and resggns:-.l_ﬂitie.s of Centre-In-Charge and Centre Secretary :

1. The Centre-in-Charge and Centre Secretary are entrusted with the
entire responsibgility of the examination venues under their control.
Hence, they have to undertake all the possible measures to complete
the examination maintaining its security, sanctity and confidentiality.
The duties of the Centre-in-Charge and Centre Secretary are to be
present with the Custodian at the time of receipt of the question papers
within the date as informed by the Council, send the message about
receipt of question papers, receive the question papers from the
Custodian on tae days of examination, hand over those to the Venue
Supervisors, collect tht_e written answer scripts, send the written

answer scripts and ASR to the Council promptly and securely, etc.

2. The Centre-in-Charge and Centre Secretary will inform the Venue

Supervisors abcut their duties and responsibilities.

3. The question papers and the question paper statement will be sent to
the Custodians within 26.02.2025. The Centre-in-Charge and Centre

Secretary will remain present at the time of receiving question papers

(S)



by the Custodian. They have to -verify the day wise question papers and
keep those in the safe custody of the Custodian. Once the question
papers are received by the Custodian, the nmessage of
acknowledgement should be sent to- the Council to the mail ID
(desxamination@wbchse.org) of DS (Examination).

Any kind of sorting of question papers is not needed for this year.
The question papers will be supplied in sufficient quantities with the
denomination of 5, 10, 20 and 30's poly pouches.

In the days of examinations, the _Centre-in-Charge and Centre
* Secretary along with police escort will receive the specific cloth bag(s) of.
question papers from the Custodian within 7:30 am and hand over
those to the respective Venue Supervisors within 9:00 am in presence
of at least 01 (one) DAC Member and /or Council Nominee and Police
personnel. The Centre-in-Charge and Centre Secretary will make all
the arrangement in advance.

The examinees will be able to enter into the venue after 9:00 am. The
concerned Head of the Institutions may depute the responsible
teacher(s) at the respective venue as per requirement for introducing
their examinees and requesting them to appear the examination by
obeying all the guidelines and norms of the Council. ' '

On the days of examination, the Venue Supervisor will hand over the
"Non-Transparent Printed Poly Pouch" sealed in a One-side Printed
Transparent Poly Pouch containing the specific number of question
papers of the subject to the concerned Invigilators at or just after 9:40
am and make the documentation in the Venue Supervisor Format
(Data Sheet). Please note that the sealed "Non-Transparent Printed
Poly Pouch" sealed in a One-side Printed Transparent Poly Pouch
should not be opened in the Venue Supervisor's Room, rather it
should be opened in the examination hall in the presence of
examinees.

Invigilators will open the "Non-Transparent Printed Poly Pouch"
sealed in a One-side Printed Transparent Poly Pouch in front of the
examinees at 9:55 a.m. and distribute the question papers and blank
answer scripts among the examinees at 10:00 a.m.

Children with Special Needs (CWSN) examinees should be allowed to
appear the examinations with writer (amanuensis) and/or extra time
after verifying the permission of the competent authority of the
concerned Regional Office of the Council.
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On the days of the examination, it is to be ensured that no unwanted/
unauthorised person should enter within 100 metres surrounding the
venue premises. The administration will impose section 163 of BNSS
in this respect. There shall be no photocopy shop opened, nor any
loudspeaker will be allowed near the venues. To ensure these, help of
the District administration and Police administration should be sought
for. 53
Nobody including the media persons without a valid identity card
issued by the Council will be allowed to enter the venue. The help of
the police personnel may be taken for this purpose. Photocopy inside
the venue premises is strictly prohibited. :
Carrying of mobile phone and/or any other kind of electronic gadgets
of communication (except the specific calculator of the examinees,
permissible by the Council) by any person inside the venue is strictly
prohibited. The Centre-in-Charge, Centre Sécretary, Venue Supervisor
and Council Nominee are only allowed to bring mobile phone inside the
venue for examination related purposes. If anyone other than the above
mentioned dignitaries comes to the venue with a mobile phone, he/she
must deposit it to the Venue Supervisor till the examination is
completed. :

If any of the examinees is detected with a mobile phone, smartwatch or
any other medium of communication or electronic gadget (except a
calculator permissible by the Council in the examination
hall/premises after caution, it should be immediately seized and all the
examinations of the candidate will be cancelled. The concerned
examinee will not be permitted to appear even in the remaining
examination(s), if any. In this case, the matter -should be
communicated immediately to the Council by the Venue Supervisor,
Centre Secretary and Centre-in-Charge through mail ID
(dsexamination@wbchse.org) to the Deputy Secretary (Examination).
The seized item(s) are also to be sent to the Council. :

If an examinee attends the examination of any subject from the venue
other than his/her allocated venue for his/her illness or due to any

other reason, the examinee's attendance in ASR should not be
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. Deputy Secretary/ Assistant Secretary of the Council within 03(three)

17

18.

mentioned as "Absent or AB" in the allocated venue. In this case
"Appeared from (Centre No.)" should be mentioned against his/her
attendance. A blank ASR should be provided for taking his/her
attendance in the current venue and herein "Transferred from (Centre

No.)" should be written against his/her attendance in ASR.

The written answer scripts of each day should be collected from the
Venue Supervisors and sent to the concerned Deputy Secretary/
Assistant Secretary of The Council securely and safely.

The Attendance-cum-Signature Roll (ASR) has also to be sent to the

days from the date of completion of last examination.

In case of emergency, the Centre Secretary and Centre-in-Charge may
contact the Council Help Desk Number/ Hon’ble President/ Secretary/
Deputy Secretary (Examination) or the concerned Deputy Secretary of
the Regional Office of the Council.

The contact numbers are as follows :

Help Desk Number 033-2337-0792
President's Mobile 9836402118  E-mail ID : president@wbchse.org
Secretary’'s Mobile : 9674006269  E-mail ID : secretary@wbchse.org
Deputy Secretary (Exam)'s Mobile : 7872915227 :
: E-mail ID : dsexamination@wbchse.org

Deputy secretary (KRO)'s Mobile : 9851905529

E-mail ID : dskro@wbchse.org
Deputy Secretary (NBRO)'s Mobile : 8670216017

E-mail ID : dsnbro@wbchse.org
Deputy Secretary (BRO)'s Mobile : 8670858898

E-mail ID : dsbro@wbchse.org
Deputy Secretary (MRO)'s Mobile : 8900328300

E-mail ID : dsmro@wbchse.org

« e e

Thanking you

[ Prof. (Dr.) Chiranjib Bhattacharjee |

Date : 24.01.2025 President

West Bengal Council of Higher Secondary Education
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