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HIGHER SECOI{DARY EXAMTNATTON, 2025

IIiSTRUCTIOIT TO THE VENUE SUPERVISORS

The Higher Secondary Examination, 2025 will commence from 3rd March,
2025 alrrd co:rtinue till 18th farch, 20126. The time allotted for written
examination lor most of the subjects is 3 ltbrcef houn 15 (6ftceaf
nlauter (from lo.fi) an to 1.15 prf except for Music, Visual Arts, H6alth
& Physical Education & all Vocational Subjects for which the time allotted is
of 2 (twol houn lfrom lo.d) an to 12 aoonf.

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), Short Answer Questions (SAQ) and Descriptive Questions
(DQ). In the r-.ain answer script, specific pages are designated for answering
the MCQ and SAQ respectively and the rest of the pages are allotted for
answering thr: DQ. If any of the subjects does not have SAQ then tl:e
desigrr.ated sp ace for SAQ should be left blank by the examinee, as the case

may be.

Dutles and r€ sponslbllltler of Veaue Supcrelsor

The Ven-re Supervisor is entmsted with the entire responsibility of
conductirg the examination in the venue properly and hence, he/she
has to undertake all the possible measures to complete the
ex^miqalion maintaining its security, sanctity and confidentiality. On
t.I:e days of ex"minations, the Venue Supervisor will supen ise the job

of receiving tJ:e question papers of that day, keeping those in his
custody sccurely, distributing'Itoa-tre,arpareat Hated Poty Pouch'
sealed i:r a one-side Printed Transparcnt Pqly Pouch containing
question papers in the halls with accuracy, sending the written answer
scripts to the desigrr.ated place pronptly and securely, maintaining the
necessar/ records in his/her custody properly. etc.

On the lays of the examination, the Venue Supcrvisor should be

present vrithin 7:r$5 an at tlle examination venue.

Ttre Ventre Supenrisor has to prepare the Tluty Allotreat Rstcr" for
the Invigilators and inform them in this respect at leaat one day in
advance from the date of examination along with their duti,es and
responsibilities.

The Ven're Supenrisor will engage Ol (oncl Invigilator pcr block of
25 (teerrty-f,vcl students. However; at least (Xl (teol Invigilators
should b,: present in each examination hall to conduct the examination
smoothly and peacefully. In case of insufrciency of tnvigilators, the
concernel D.I. of Schools (S.E.) should be consulted irnrnediatcly to
mitigate t:he problem.

Invigilators have to be instmcted to attend the duties at tJ:e

examination venue at and from 8:45 en positively.

2
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6. Ttre examinees will be able to enter into the venue after 9:00 am. Ttre

concerned Head of the Institutions may depute their responsible

teacher(s) at the respective venue as per requirement for introducing
their examinees and requesting them to appear the exatt'ination by

obeying the guidelines and norms of the Council.

? . Carrying of mobile phone and/or any otJrer kind of electronic gadgets

of communication (except tJ:e calculator of the examinees permissible

by the Council) by any person inside the venue is strictly prohibited

except the concemed Centre-in-Charge, Centre Secretary, Venue

Supervisor and Council Nominee. The above-designated persons may

use the mobile inside the venue, only for examination's related

purposes. If anyone other than the above-mentioned dignitaries comes

to the venue with a mobile phone, he/she must deposit it to tl:e Venue

Supenrisor till the examination is completed.

8. On the days of examination, adequate teaching/non-teaching stalf
(both male and female as per requirement) must be deputed at the

main entrance of the venue from 9:(X) en to 11:(X) am to check and

ensure in presence of police personnel tlmt no exaainee enters into the

venue with a mobile phone or any other electronic gadgets. Verbal

caution of taking strict meaaures if found with a mobile phone or any
other gadget (except the calculator of tJ:e examinees permissible by the

Council), must be given at the entr5r point. PosGrs provided by Council

for this purpose shall have to be affixed in ttre prominent places at the

main entql of tJle venue and inside the venue as well.

g. The Venue Supervisor will have to arrange for graph papcr and tlread
(to tie up the loose sheets and graph paper, if taken by the examinees).

10. In the vcnue, a suficient number of tables, chairs, fans, and lights are

to be arranged. Supply of drinking water and provision of toilet are also

to be done. tn this connection, the Venue Supervisor may
communicate with the DI of Schools (SE) and the District
Administration.

I 1. The Venue Supenrisor's Room shall be marked and treated as a
'Conidcntld Rooa' and no one will be permitted to enter into tlle
room without permission of the Venue Supervisor.

12. On the days of examination, the Venue Supervisor will hand over the

'IIon-Tren:puant PHttcd Poly Pouch' sealed in One-side Printed
Transparent Poly Pouch containing the specific number of question
papers of the subject to the concemed Invigilators at or just after 9:40
a.n. Plcere trotc th.t tho reelcd "Ifoa.Treallnrent PHlted Poly
Pouch" cortehhg thc qucrtlon papcrr should aot bc opcacd ln
the Vcaue Sripcrvtror'r Room, rrther tt rhould bc opencd ln thc
crernlaetfoa hdl ln thc prtetclcc of crlalncca.
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13. During the handover of the question Pap€rs to the Invigilators' Venue

Supe*i"ors must fill up the "lleaue Supcrvlsor Fornat (Deta Shcetf

""ppfi"a 
by }le Council along with the signatures of the Invigilators'

Tfre Council may ask to sena the format after the examination' if

required.

14' Venue Supervisors will advise the Invig'lators to ensure that tlrere is no

mobile phone or any other medium of communication inside the hall

(except the calculator of the examinees permissible by the Council) and

thereafter they will open the 'Ifor'TrruPareat Hnted Poly Pouch'

sealedinaone.sidePrintedTtansparentPolyPouchinfrontof
.r.-L*" at 9:35 ..8' and distribute the question papers and blank

answer scripts among. tJ:e examinees at 1O:OO a'a' Once the

distribution is compteted, the "I{on-ttanlt}ercnt Hatcd Poly Pouch"

;";,.i"it* the remaining unused question papers has to be deposited

to the Venue Supenrisor immediately'

15. If any of the examinees is detected with a mobile phone' smartwatch or

any other medium of communication or electronic gadget (except the

calculatoroftheexamineespermissiblebytheCouncil)inthe
Ilirr",ion hell/premises, it should be immediately seized and all the

exarninations of tlre candidate will bc cancelled' The candidate will not

be permitted to appear even in the remaining o<amination' if any' In

this case, the matter should be communicatcd immediately to the

C,ouncil by the Venue Supenrisor, C'cntre Secretary and Centre-in-

Charge througtl rnail ldrcrnlaetlol@ntchsc'otg) to the Deputy

Secre-tary (Examination)' Ttre scized item(s) are also to be sent to the

Council.

16. Every question paper is provided with the Qucstloa Pepcr Scrtel

Ifunber (Q.P. Sf. IfoJ' Ttre Venue Supervisor r*ill instruct the

invigflators to advise tf'c e"amine" in writing this Q'P' 8l' Ifo' on the

to, 
"atfra comer .of the first page (cover page) of answer scripts

PositivelY.

17. Police personnel must be deployed before receiving the question papcrs

in the venue and they will remain posted till handing over the writteu

answer scripts to the authorised person(s) safely and *aTtV'
Necessary intimation is to be made to the local Potce Station

accordingly.

18. On the day of the qxamination, it is to be ensured that no unwanted/

unauthoriscd person should enter rrithin 1(X) nctrcs surrounding the

venue premises. The Administration will impose section 163 of BltSs

inolisrespect.Tlrereshallbcnophotocopyshopopened,norany
loudspeaker will be allowed near the venues' To ensure all these' help '

of tlre local administration and police administration should be sought

for' 
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19. Nobody without a valid identity card issued by the Council will be
allowed to enter the venue. No outsiders or media persons will be
allowed to enter the venue under any circumstances. The help of police
personnel may be taken for this purpose, if necessary. At the entrancF
of the venue, one person should be posted to identi_S the teaching -r
non-teaching stafr of the schools.

2O. Special arrangements and room should be providcd for sick and
Children with Special Needs (CWSN) candidates, if any. Separate

. seating arrangement is advisable for thc cxaminees of Music (MUSC),
Health & Physical Education (PHED), Visual Arts MSA) & Vocational
Subjech- Medical arrangements/facilities strould be provided in every
venue.

21. If ea examinec attcnds the cxamination of any subject from the venue
other than his/her allocatcd venue for his/her illncss or due to any
other reaaon, the cxaminee's attendance in ASR should not be
mentioned as "Abscnt or AB. in the' allocated venue. In this casc
'Appcared from (Centre No.)" should be mentioned agairsf his/her
attendance. A blsnk ASR should be providcd for taking his/her
attendancc in tlre current venue and hercin Transferred from (centre
No.)" should bc writtcn "gainst his/her attendance in ASR.

22. The venue supenrisors/Hols w l ensure that no teachers will take
leaves on the days of cxamination except in dire emergcncies ; rather
they ale sinccrcly involved in the exanination dutics.

23. The Venue Supenrisor will contact the Centre-in-Charge, Centre
Secretary, District Administration, police Administration, DAC
Members, and concerned Council Nominec, evcn with the Cciuncil, in
case of emergency.

TtankingYou

Dats: 24.Ot-2O25 [ ftof. (Dr.l Chirarjib Bhattacharjec I

Prc.ldcat
Ecrt Bca3d Coulctl ol Etgter gccoa&r5r Educadon

'/
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