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COUNCIL OF HIGHER SECONDARY EDUCATION ODISHA
PRAINAPITHA, SAMANTAPUR, BHUBANESWAR 751013
- ”INSTRUCTIONS TO CENTRE SUPERINTENDENTS”
- FOR THE ANNUAL H.S. EXAMINATION 2026 |

| N_O_TI-FICATION.'- '
No_.EC-I-_I-(CS)-36/20/36‘4/CH-SE/ ot._3-1.o1.zozs.

Centre Supermtendents are the key persons of an examlnatlon centre and they are

requnred to perform many works related to examination which are confi dential in

‘nature. They are required to maintain utmost secrecy of the information about the

' mwgnlators appomted or to be appointed, seating arrangements, names of persons -
g reportmg mal-practice, names of students booked under malpractlce etc and not to N

go publlc on these. '

- Used m_emo forms are confidential in nature-and n_obo,dy. can access these unless
otherwise directed by the Controller of Examinations. Nobody, other than those
permitted by Controller. of Examlnat|ons can_enter the. premises of examination..
centre during the examination period and half an hour before and at least half an
hour after the completion of examination in a sitting. The centre: superintendents are
responSIble for aII records and documents in connection with the examlnatlon

They shall have to keep a close Ilalson wlth the local law and order authorities for
5 smooth conduct of the examlnatlons. .

‘The duties and reSponsibilities of the Centre Superintendent and others working
under CS have been outlined-in the following sections, and these are not exhaustive. '_
The CS may contact the Controller of Examinations, on any issues or doubts or on any
points which have not been mentioned madvertently, for free and fair conduct of the
‘Annual H.S. Exammatlon 2026 - |

_gpomtment of Centre Supermtendent (CS) . : .
. Centre Supermtendents are appointed by the Council. Usually, the Council’ appomts
the PrlnC|pals/Headmasters/Headmlstress of the H. S..School (declared as examination -

| centre) as the Centre Superlntendent for that H.S. School exammatlon centre

~il. In case, the prlnC|paI is not ellglb!e to be the Centre Superlntendent or otherW|se not =
 ableto discharge the duty of Centre Superintendent, then she/he should intimate the
same to the Controller of Examlnatlons much ahead Wlth valid reasons and suggest




‘the name of the senior mest' member of the teaching staff to the Controller of
- Examinations for appointment as Centre Superintendent.

iii, The Council may depute Centre Superintendent to a Centre from other Colleges/H.S.

Schools in case of necessity. If the Centre Superintendent thus appointed from other

" College/HS School fails to .reach the examination Centre in time on the first day of

* examination, the Principal of the College or Senior most teacher {on recommendation

~of the principal) will act as Centre Superintendent on - ad-hoc basis, provided that

“he/she is not otherW|se mellglble If the deputed Centre Superlntendent fails to reach

the Centre even after the 1st day’s examination, the acting or ad-hoc Centre
Superintendent shall be treated as Regular Centre Supenntendent and he/she will
|mmed|ately brlng this matter to the notice of the Controller of Examinations.

.No 'p'ers'on 'Whose near relation is appearing the AHSE 2026 shall accept the

assignment of Centre Superintendent. Near relation includes father, mother brother
srster w:fe husband sON and daughter '

. _Appomtment of Deputv Supermtendents (DCS):

The Centre Superintendent will appoint Deputy Centre Supenntendent(s) under

intimation to the Controller of Examinations. However, one can’t be appointed as DCS

if his or her near relation is appearing the AHSE, 2026.Near relation includes father,
mother, brother, sister, wufe, husband son and daughter. . -

Number of Deputy Centre Supermtendents required for a centre:

Each Centre will have one Deputy Superintendent irrespective of the number of
students appearing in the Centre. However, the number of Deputy Supermtendents
to be appointed for a Centre is decided based on the number of students appearing in

- that centre, as mentloned below

-S| Number o_f'-students inthe - Number of Dy. Superintendents that |

No| - centre o can be appointed by the
A ' ~ Superintendent

1 - 1to500: ' : : ~ One

2 501 to 1000 - - - Two

3 1001t0 1250 | ~ Three

4 1251t0 1500 = Four
5 1501to2000 - | " Five
6 “ 2001 &_;ab'ove o  Six

. 3._|gpomtment of Deputv Supermtendent fora Sub-centre

In addztlon to the above, the Centre superlntendent shall appoint one or more Dy.
Supenntendent excl_usu_vely requ:red_for_ the Sub-Centre that has been attached to the

 Centre at a separate location. The number of DSs to be appointed for Sub-Centre is

decided based on the number of students appearing in it. The CS shaII have to foIIow

| : the rule supra as. mentloned for appomtment of DSs for a centre.
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However, one can't be appomted as DC for a Sub- Centre if his or her near relatlon |s
appearing the AHSE, 2026. Near relatlon mcludes father mother brother, 5|ster
W|fe, husband son and daughter '

i There is no prowslon of aggpomtrnent of Addltlonal Centre Superlntendent

ii. The Deputy Superlntendent appomted for a Sub-Centre will act as the CS in the sub
“centre. However, the senior most Dy. Centre Supermtendent of a sub—centre shaII

~ act as the Superintendent, on behalf of the CS. '

4. Appointment of Invigilators and Relievers:

i. The Centre Superintendent shall take all-out effort to appomt such person (preferably -
- teachers) who are sincere, competent vigilant and who can maintain a free and fair

conduct of examination and has the capablllty to check malpractlce in the
examination hall/room. : : -

ii. One invigilator is to be appolnted for. every 20 students or fractlon there of

iii.One Rellever wull be appointed for every 120 students or fraction there of

iv.If there is more ‘than one mwgllator allotted for an examination room/hall then the

“senior most anwgllator shall be declared as the Chief Invigilator who WI|| recelve the
blank answer scripts and Question papers from the CS/DCS. ' :

v If there is one: mwgllator for an examination hall/room, then he/she will receive the_

blank answer scripts and Question papers from the CS/DCS

- vi. However, one can’t be appounted as Inwgllator/rellever if his or her near relation is .

appearlng the AHSE, 2026. Near relation mcludes father mother brother sister, W|fe,
husband, son, and daughter . :
- 5. Appointment of Clerk and Menial for the examlnatlon
- The CS is authorlsed to appoint a clerk to help in deallng with confidentlal works.
He/she is also authorised to appount one Group—D employee of the mstltutaon to do
the errands. S

However, clerk/menlal can t be a551gned duties in the examlnatlon centre |f h|s/her
near relation is appearing the AHSE, 2026. Near relatlon includes father mother
brother sister, wife, husband, son;, and daughter _
6. Duties and responsrbllztles of Centre Superintendent : -

The CSs shall have the following. duties and responsubllltles

)] The Cs will appoint DCs, Invigilators, Rellevers, clerk, memals and others as per |
ruIe of the Council for smooth functlonlng of examlnatlon centre They must

ensure functlomng of CCT V camera in the ‘examination centre durmg the entire
- examination process, i.e. during opening of ‘question papers, progress of

exammatlon in the. exammatlon haII/room and sealmg of used and unvalued
. answer SCI‘IptS ete. : :

b) They are to create a faallty for keeplng the mobtle phones of aIl personnel deployed
in the exammat:on Centre : :




._._7

c) They are. to actlvate the CCTV camera in drfferent examination rooms/halls of thelr

institutions at least 1 hour before commencement of examlnatlon on a day and o

keep it active till the end of the exammatlon .
ISSUE & VERIFICATION OF ADMIT CARDS OF STU DENTS:

|) All students who have filled up forms onlme for AHSE 2026 have been issued admlt :

cards online by the CHSE. The respective Headmaster/Principal should download ~

| 'these from the SAMS e-space using their login 1D and dlstrrbute these to the

i)

students concerned only after taking her/his full srgnature and puttmg 5|gnature of o

. CS/PrmmpaI on the admit card at the appropriate place. .
Students at those College/School which are not declared as exammatlon centres,
‘are to be identified by the teachers of the concerned School/ College deputed for
the purpose on demand of the CS or hls/her representatlve near the entrance of -
examination centre and in the examination. hall/room (|f required by the chlef

' mwgllator) ' : : .

The Centre Supermtendent has every right to enquure about the identity of any |

' student at any time during a sitting of examination by asking him either to. sign

) h|s/her name on a piece of paper and compare the 5|gnature so obtained with the

~ signature on the Admit Card, or to show the admit card

2 The Centre Superlntendent and mvugllators are. requured to satlsfy themselves

“about the identity of the students of tagged H.S. Schools and students who have

- changed centres. If any student is not properly identified for any reason, he/she '

8.

- may be allowed to sit for the examination pendmg productlon of satisfactory
~evidence of hls/her |dent|ty on a later day. In doubtful cases, the matter should be

" reported to the Controller of Exammatlons lmmedlately

ISSUE_OF ADMIT CARDS T0 STUDENTS WHO HAVE BEEN PERMI'ITED CENTRE
CHANGE BY COUNCIL '

' |) Students who are permltted to change thelr exammatlon centres are |ssuedf'_

necessary intimation Ietters Such Ietters ‘are signed by the Controller of

~ Examinations.- The permission letters ‘are sent to the Centre Supermtendents

concerned either by post or through email for admattzng the students concerned in
the Annual H.S. Examlnat:on, 2026 after proper: identification.

u) In case the student produces his/her intimation Ietter duly signed bv the Controller o

of Examinations as above but the Centre Superlntendent does not receive the
copies of intimation Ietter/alphabetlcal lists together with Admit Cards, the Centre

| --Supermtendents are requested to admlt such students provussonallv obtaining

written undertakmg from the students to- the effect’ that their adm|55|on to the

B examlnatlon would be liable for cancellatlon if found |rregular

~ Such students be. asked to submit one copy of their photograph which should bear o
the full 5|gnature of the students and attestation of the Centre Supermtendents (on
the back of photograph in ‘each case and should be sent inan envelope inside Cover
No.13 b). ' ' - '




iii) The Name and complete address of all Centre change students and their full
signature should be noted at the end of the alphabetrcal |ISt sent to the Centre -
~Superintendents., oL - - ' -
iv) Special vigilance shall be exerased over the students who are appearmg at the
~ examination through change of centres Any misbehaviour shown or malpractlce
- adopted by such students should be reported confldentlally to the Controller by :
| “name separately
-9, CORRECT ION OF SUBJECT S PRINTED ON THE ADMIT CARDS BY CS/DCS IS
PROHIBITED -
” i) The CS/DCs can’t change the subjects /papers of a student prmted on the admlt :
~ card or CNR even a student claims to have oﬁered a subject other than the
' subjects prmted on the Admit Card or CNR (Cornputerlsed Nornlnal Roll -
downloaded from SAMS e—Space) o
i) Makmg provision for urinals for examinees:
The Centre Superintendent must see that there are separate urinals,.in the vlclnlty of
examination halls/rooms, for boys and ‘girls. If there is no permanent urinal, then
specially constructed temporary urinals either in the examination haII/room or close-
to the hall/room (separate for boys and girls) must be provided for use of Examlnees
All-out effort may be taken for separate toilets for boys and glrls
iii) Recording the time of temporary absence: _ -
A student is allowed a maximum of 2-3 mmutes temporary absence for attending the
nature’s call. Invigilators. must ensure that students surrender thelr question papers
and answer scripts before going to urinals. Further it is a must that the temporary
absence records are. maintained scrupulously and students do not take: more time
- than that is allowed. : ' '
" iv).Co-operating the observers appomted by EMH: . | -
‘An Observer shall be appo:nted by the EMH Supervisor on behalf of the Councn for
~ the examination centre whlch is tagged to that EMH, and such observer shall carry the
sealed packets of questlon papers from the EMH to the examination centres and bring” .
' _back the sealed packets of answer books to the EMH. The observer appomted for an
examination centre will assist the Centre Supermtendent in smooth conduct of the
examination. They Wl” go round the halls and submlt the reports in ‘the prescrlbed
form. - :
v) Recelvmg of Questlon packets from the EMH s__pervlsor (|f the centre is tagged to
another EMH): | . N
The supermtendent shall’ have to receive the sealed questlon packets {as per -
'programme) from the EMH observer at least 60 minutes before the commencement
| examination. She/he must -ensure. that the questlon packets handed over to h|m
~satisfy the followmg immediately. after receiving: from the observer: ' :
> Question packets recelved are of correct subject/paper quantlty and date as per
programme _ : : _
> Intact and sealed Any dlscrepancy found must be mtnmated to the EIVIH"
su perwsor and the Controller of Exa mrnatrons insta ntly (99373 90878)




- vi) Manalz"i'ng of thelQuestEOn- paper packets by the Centre Supe_rintehdent-':
> Sealed packets corltai'ning’ QuestiOn Papers of  different subjectsl as per
_programme, are to be received from the observer appointed by the Examination
~ Management Hub (EMH) on the day of examlnatton - '

» CENTRE-WISE QUESTION PACKETS OF A SUBJECT: The question packets of a

subject (Example: MIL-O) meant for the centre are kept in a larger paper
- packet/gunny bag. _ :
> The CENTRE PACKET OF A SUBJECT on its body bears the |nformat|on as given in
followmg example:
Name of the centre with Code: (AA21/.IALESWAR WOM ENS)
Name of Sub)ect/stream MIL (O)/Arts
~Total quantity of questlons (in terms of denommatlons eg. 20x4 40x2, 60)(2
100x1 etc. ) '
vii) Da Date of Exammatlon etc.
SUBJECT-WISE PACKET: Question papers of a particular subject

'(Example MIL-(O} are kept in sealed poly packet which is again covered in a paper_

packet) _ _
- On the body of each questlon packet a label with followmg lnformatlon is pasted
Name of the Exammatlon Annual H.S. Examlnatlon 2026.
~ Name of Subject (stream) MIL (0) ARTS, .
} Regular (R) (Students reglstered in 2024)

Ex—Re"g'uIar (Eork 23): (St_ude_nts re’gistered in 2023)
__ .~ OR o o B
Ex-Regular (Ex orE 22): (St’udents'_ registered upto 2022)

~ Name of the Examlnatlon Annual H. S Exammatlon, 2026.
~ Name of Subject (stream) PHYSICS-Science,
‘Regular/Ex-Regular (R/E): (Students reglstered upto 2024)

Name of the Examination: Annual H.S. Examlnatlon 2026.
- Name of Subject (stream): POL.SC- ARTS _
| Regular/Ex-ReguIar (R/E) (Students reglstered in 2024/2023)
o OR
B Ex—ReguI"ar (Ex or E 22): (Students re_g_istered' upto 2022)

Name: of the Examination: AnnuaI'H' S. Examination, 2026.
“Name of Sub)ect (stream): VOCATIONAL,
(VTS/ Integrated Vocatlonal Su b;ect/VocatlonaI Trade Su bject)
OR : : : _
IVS/VTS/VTP (Regular_/E-x—regular) (R/E):'(_Students Registered upto 2024}

TR et e e e




OR
Accou ntlng and Audlttng & Tax Assrsta nt (AA) (Reglstered upto 2023)
viii) Subject code: _
No. of Question papers:
Date & Day of Exal mination:
~ Time of Examination: _ :
> The CS must see that the question packets recewed from the observer are
- meant for his/her centre, and as per correct date, subject, paper and quantaty
> '_Further, it is to be seen that the packets are intact from all points of view. Any
doubt ‘arising during recelpt must be clarified from the Controller of
B Examlnatlons lmmedlately It is to be ensured that the Hub Supervlsor hasn’t
) _opened the centre wwuestlon packets in the EMH. ' : '
» The CS shall receive the Question Packets of a subject/paper, as per programme
- on the day of examination only, at least one hour before the commencement of -
- examinationina 5|tt|ng _ ' -
> Further, the CS has to vern‘y that the vehlcle carrylng questlon packet is
' "accompamed by an Observer appointed for the Centre by the EMH and escorted
by Police personnel provlded by the district admlnlstratron Any de\natlon in this .
regard is to be intimated to the Controller of Exammatlons |mmed|ately
> Openlng of Question packet: Question Packet is to be opened before 30 mlnutes
- of commencement of Examination on schedule date only.
» The CS must see that under no circumstance the seals of the QPs are broken '
) Before opening the question paper packets, the CS must match the |nformat|on
prmted on the QP packet and that in the programme

B S_L.N_O : PR_OGRAM-M_E ' _ . PRI_NT‘ED ON QP PACKET
o1 |~ NameofCentre
2 " Date &Time b . Date&Time

3 | Nameof subject, subject code, | - Name of subject, subject code,
. ' and_paper-(if-any) . and pa"per (if any)

">_The question packet WhICh is gomg to be opened is meant for hrs/her
: examination centre. : '
~ » The Date & Time printed on the packet is as per schedule.
» The name of subject subject code, and paper (if any) printed” is as per
programme : : -
» The Invugulators/Observers/ representatwes of dlstrlct admlmstrat:on are
present. - - e .
- » The - details - printed on  the _ packe’t- are 'also' v_erified by'_
| Invigilators/Observers/ representatives of district administration present.
- ix) The CS must ensure that the declaration form/certlflcate printed in the caution slip
accompanymg the question packets are srgned by all concerned The certlflcate is -
~as'given below:




“Certified that | have examined the packets in the presence of the
Invigilators/ Observers after the students assembled, and before it |
~was opened Ifound that the seals were mtact - :
SITEOF CUTTING | Question packet is to be cut open along the line |
' : o indicated to do so on the question packet
- PERSONS TO BE Question packets are to be opened in the presence
PRESENT ATTHE - | of Superintendent, Deputy superintendent {any one |
T'I-M"E_ OF OPENING if more than one is appointed as per rule), at least |
- | two invigilators, EMH observer and representative
of district administration. However,  the
Superintendent may open the Question packets in
‘absence of the representative of  district |
administration if she/he does not reach by the
: - stipulated tlme
CERTIFICATE TO BE -Certlflcate is to be signed by the invigilators,
~ GIVEN observer DS and CS for which the format is
S -printed in the caution slip
SI_G'NATUR'E ON THE Inv.lgilato__rs, observer, DS, CS and representative of o
BODY OF QUESTION | district administration (if present) are required to .. .
PACKET = sign- on the body of question packet mentlonmg .
' date and time. z
CCTv Question packets are to be opened under CCTV and
| care ~must be taken so that the contents of
| question papers are not captured by CCTV camera.
- OBJECTSTHAT ARE | Smart phone or any other imaging devices are not |
- NOTALLOWEDAT_ | allowed to- the site of QP packet opening. Any
~ THE TIME OF  emergency calls from the persons associated with |
' :OPENINGQP examination can be. attended gomg out51de the
PACKETS. | premlses ofquestlon paper opening.

10 MOST IMPORTANT NOTE :
i) In case the packet contalns anv matter other than the questlon papers reqwred'
- for the 5|tt|ng, the packet should |mmed|atelv be sealed and kept under the

personal custody of the Centre Supermtendent. This matter should be reported - '

to the Controller of Examlnatlons |mmed|atelv

i) The surplus questaons of the suttlng shall be immediately sealed and kept under .
jOII‘It custody of CS &observer appomted by EMH.




.|||)

Quest:on papers for the exammatlon haIIs will be sent through the centre _
Supermtendent /Dy. Centre Superlntendent in closed packets so that the same is.

- not exposed to anybody else untll these are opened by the chief invigilator.

| |v)

‘The mwgllators after dlstnbutlon of QPs will keep the surplus QPs in covers Wlth:._
gum sealing ~ which will be promptly colleoted by the Centre Superlntendent/ Dy
Centre Supermtendent ' -

~ IMPORTANT NOTE:

" The CS must contact the EMH superwsor to know the tentatwe tlme of arrwal of the -

'EMH observer in her/his examination Centre. In case the observer does not reach_' |

the examination centre in time, then the centre Sgpenntendent should contact the

EMH _supervisor _concerned and mtumate the problem to the Controller of
.Exammatlons lmmedlatelv ' -

11. Managlng the theory answer books and therr features

i) The answer books (for theory examlnatlon) have already been supplled to the H.S.
Schools which have been declared as centres for Annual H.S. Examlnatlon 2026.

at

o _ ||) Each theory answer book is thread strtched of 32 pages. The graph papers are pnnted -

page 28 and 30 of the script. :
Answer booklets will be dlstrlbuted to the student as detalled below :

S_I..NO_. - TYPEOF _ : ~TOBE USED BY
. ANSWER SCRIPT S : :
A C 32PAGE | (AL STUDENTS REGISTERED UPTO 2024)

> There is no.provision for supply of ad'_d_iti‘onal pa pers ar_id'-_gra ph pa pers-.

i)

Hence, the students are to be made aware of that they shall not be supplied with
additional answer booklet, by way of declaratlon by the |nV|g|Iator at the time of .
supplying the answer booklet of 32 pages : :
Features of answer scripts -
‘The front page of answer books su pplled for AHSE 2026 has followme featu res:
A vertlcal I|ne dlwdes it mto two parts

The Ieft 'par't of front page m’ainly contains a box to mention set code, eight boxes-
to write down the date of exammatlon one box to write the name of SUB.IECT '
and another box to write name of PAPER. This also bears QUESTION NUMBER

- COLUMN. (Q No-1 to Q. No 22) and MARKS AWARDED column. It has a row for -

writing total marks (prmted as TOTAL) below last question number i |n WhICh total
mark is to be written in digit. Below TOTAL row, there are four boxes in which
marks are to be written in words [(prlnted as MARKS IN WORDS (INDIVIDUAL _
DIGITS)]It also contains space for full signature of the examiner, scrutiniser, chief -
examiner and coding officer. Fmally, at the bottom of left part there is.a box for.
writing the CODE NUMBER - '




> The nght part of the front p_a.qe of Answer scnpt has followmg mformatlon: .
Series of answer script like OSTB/25 or OSTB /26 - I
Sl Number of answer script.
~ Logo of CHSE printed between two words- CHSE & ODISHA
' Annual/lnstant Examlnatlon 20. and two boxes for year

E:ght boxes for date
: Two boxes. for wrltlng name of SUBJECT & name of PAPER
~ One box to write the name of Question set (A, B, C,D)
rght boxes to wrlte the examination ROLL NO

~ Below each dlgrt of ROLL NO . there are ten bubbles (cnrcles) of WhICh-_
1%,27,3",6",7",& 8" bubble is having a digit [0 (zer0),1,2,3,4,5,6,7,8 or 9]

- whereas 4™ bubble is having 13 alphabets and 5 bubble is hawng 5 alphabets for

~ OSTB/25 and 6 alphabets for OSTB/ZG -

Below the ROLL NO panel there are ten boxes to write down the REGISTRATION_

NO. : _
Below Registration No, there s space for the use of mwgllators to wrlte the

subject code and full signature of the INVIGILATOR. - . N

| Below space for |nV|g|Iator SIgnature, there is a box for wntmg the PAPER CODE h

- IMPORTANT:

- Steps must be taken to farmllarlse the front page of theory answer script to all
'mwgllators and students much before the commencement of. examlnatlon
_The answer books with: new front—page desngn (OSTB/24 series and 0STB/26
series) as mentioned above must be used by all categories of exammees]

(|v) STOCKING & ISSUE OF ANSWER SCRIPTS TO THE EXAM!NATION HALLS: _
Blank Answer SCI‘IptS must be kept in almlrah or racks safely in-a room under lock o
and key T _ o _ : _ . |

~ The Answer Books bear serial numbers The Centre Superintendents are =

- requested to check the answer books recelved and use the answer books serially.
Before issuing the blank answer books into the examination room/hall, the cs
must ensure that all answer books supplled bear serial number and complete in

all respect. | - - : o - |
~ The answer books used |n each slttmg should be noted in the proforma supplled'
If an answer book remalns unused in a particular sitting that should be used in the
- hext sitting. Accurate account of the answer books should be malntamed No
~ stamp of the College/School or of the centre shall be affixed on the answer books.
Keeping in view of the reqwrement suff|C|ent stock of answer books should be )
 maintained.

'IMPORTANT |
Under no cwcumstance answer scrlpts without a serial number be |ssued to a

| student Hence, the mvrgllators are to take extra care while issuing a script to a
student However, if-an answer book page.is seen Jumbled then the page serial - |
" must’ be kept in place manually by the mwgllator wrth signature at all corrected- '

- pages.
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 IMPORTANT:

The Inwgllator must declare the followmg after dlstrlbutlng answer scrrpts |n a .

haII(room

- “Students! Please check the answer script and

- -see that itis complete in-all respect...see the
- ‘number of pages...see whether it has SERIAL
" NUMBER.... etc....If not then inform me”.

12, Steps to be taken for sitting arrangement

Rooms/hal!s selected for use for theory examlnatlon must not be scattered and :
far_ away from each other. All-out efforts are to be taken to conduct theorv_
exammatlon in halls/rooms which-are close to each other or selected in such way
there will be no difficulty in supervising. the examlnatlon by the observers and"
squad members appointed by the Council.

IMPORTANT:

~ of availability of rooms/halls fit for examination in close proxlmltv. with_any il

If any CS is found to f‘ iX exammatlon rooms/halls m a scattered manner in_spite

intention, then such examination centre erI be taken into task, and if the evil

~ intention is establlshed in any suttzng, then steps will be taken for cancellatlon of:'

'that S|tt|ng and that H.S. School will not be selected as an’ exammatlon centre

- for the next AHSE examinations, and that H S. will be tagged to anv other
- -;exammatlon centre in the dlstrlct._ - e o
Following pomts are to be followed wh|Ie arranging seats in_an exammatlon L

__b)

; arrangement must be made according to 4n+ 2 plan {i.e. 6+4 or 6+mu|t|ples of 4)'- _ .

(i)

hall/room:

Each student should ordmanly be allowed a floor space of 7.5 sq ft. However the
Centre Superlntendent should use hls/her dlscretlon to make the best possible-
arrangement ' '

Seats for students. should be- arranged serlally accordmg to thelr roll numbers

Since, the questlons in most papers are prepared in 4 sets i.e. A,B, C, D, sitting |

such that no two adjacent students will get the same question set.
Three Examples of (4n+2) S|tt|ng arrangement |s mven below for reference

L | -(_4x3) 2 - |
'ROW |  COLUMN-1 COLUMN 2 ~ COLUMN-3
e n

Wi~ |in|&([WIN|=
rlolo|s(»olo|e|>
-n_w:»cﬁuu:'_:-cn
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B ‘D B
11 . C A C-
12 D B D
13 A - C A
14 B D B
(i) - |
- - | (4x2)+2
. ROW COLUMN-1{ COLUMN-2 ~ COLUMN-3
1 A C A
2 B D B
3 - C A C
4 D B »)
5 A C A
7 - C A C
8 D B D
9 A C A
10 B D 8
{iii) |
N e (4x1)+2
. ROW COLUMN-1 | . COLUMNZ COLUMN-3
1 - A C A
2 B D B
3 o C A C
4 D - B D
5 A C A
6 B D B

13, MAINTAINING BELL TIMING FOR E)(AMINATION :( FOR 3 HOURS E)(AMINATION'

STARTING AT 10 A. M.}

| BE_I'.L'_I__'IMING TYPE OF EVENT TO OCCUR
NO L - |- RINGING | =~ o
- L |- BELL |
1 | BEFORE 30 MINUTES OF o Entry into
COMMENCEMENT OF - examination centre
- | EXAMINATION (9.30A.M.) | LONG BELL through main gate
o - | after thorough
checkmg




2 | BEFORE 10 MINUTES OF

LONG BELL

'-='Dist'ribu_tion-.of blank

| COMMENCEMENT OF - | +ONE answer booklets. -
| EXAMINATION {9.50 A.M) STROKES: | : |
. 3 | BEFORE 5 MINUTES OF . | LONG BELL - Distribution of
| COMMENCEMENT OF - | +TWO. Question papers.
| EXAMINATION (9.55 A. M) | STROKES i L
4 | COMMENCEMENTOF - TSHORT Start of answering
.| EXAMINATION (10.00A.M} { CONTINUOUS | by students.
5 [ ONEHOUR pAST(11.oo_A.M.)_ | onEsTROKE | :)haciitcating_One_H'ou-r-
6 _-Two HOURS.PAST(lZ.OO NOON)- |TWO .~ Indicating two
: - | STROKES Hours past.
7 12 HOURS 55 MINUTES PAST ' 'THREE - Indicating five
(12.55 P.M) STROKES minutes remaining.
| 8 -END OF EXAIVIINATION (1. OOP M) 'L'ON:G:BELL Indicating end of__
- _ examination.

NOTE: For examinations of duration 2.30 Hours/2 Hours / 1.30 Hours, the
invigilators will intimate the students before five' minutes of completion of 2.30
Hours /2 hours/1.30 hours and collect used answer books from them at 12.30
p.m /12 Noon/11.30 a.m. respectively, if these examinations are scheduled in a

- sitting in which there are examination of subject or. papers of 3 Hours duratlon

14 Instructlons to be: gwen to students

Followmg mstructlons are to be notlfled to all students appearlng for Annuai H.S. - |

_ Exammatlon 2026:

Students are requwed to reach the exammatlon centre at Ieast 30 mmutes before the

commencement of the exammatlon

Students shall be allowed to enter the exammatlon centre on p_oductlon of_ valrd
admit card |ssued by the CHSE which has been signed by the student and the Centre

Superintendent. Thev are also reggrred to carrv thelr Reerstratlon Number sllp and .

the identity proof. : .
‘The students of a tagged H.S. School must be accompanled bv any of the authorlsed' :
staff members of thelr H. S School who WI|| help in rdentlflcataon of thelr students at

~ the main gate.

The students shall be checked at the main entrance to the. exammatlon centre and
also near. the door/ gate of the exammatlon hall/room. enter by the team of squad _
members of the exammatlon centre to prevent malpractlce in the examlnatlon
hall/room by the students - : :

Students are not allowed to carry moblle phone/pager/ imaging dewces/anv other. -

electronlc devuces/books etc. that mav help them |n adoptmg malpractlce msnde the

_ examlnatlon hall/room

vi) :

Books, Papers. etc. if any, brought by the students are to be kept out5|de the
Examlnatlon HaII/room and out of reach of aII students :
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o vu) The students shaII onlv be allowed to enter the exammatron room/hall to occupy the|r
| seats15 mlnutes before the com mencement of the exa mlnatlon
!MPORTANT : S : -
Before dIStI‘IbUtIOI’I of questtons it is mandatorv for the anlE’.ﬂatOl’S to announce the
followmg in the examinanon hall/room o ' '

- “If inadvertently any one is in possession of any papers/electronic |
- gadgets other than Admit Card/Registration Number, which are not
allowed into the examination: halllroom, please immediately hand
over the same to me. Possessmn of such items by any one, if
detected after commencement of examination, shall be treated as |

- 'adoptmg malpractlce”

vm) Sample check of students shall be carrred out at least once in a srttmg_wﬁh the help
__ of Inwgllators/Squad personnel/ Observers.
" ix) The students are required to see that the roll number, subject,. the set (A/B/C/D) |
- and other information are- written clearly and correctly in the front page of the )
answer script to avoid confusion.

X) Reportlng at-the examlnatlon centre en- mass-. by the students at the tlme of

" commencement of examination or later shall be viewed seriously. All such cases
" will be promptly reported to the Controller of Examlnatlons/Control Room at the

_ Council on the same day for further. actlon _ - _

- ><|)'l'he students. should be careful while wrltmg their RoII Numbers and registration
numbers set of question in the front page of the Answer booklet. Thev must check
it twice or thrlce it these are correct.

. IMPORTANT: ' : :
. xu) The students are required to appear in subjects as indicated in the admlt cards. If
any, student appears in a subject other than that mentioned in the admit Card, the
-appearance WI|| not be taken into consideration and the student will be marked
: absent in'the paper which is included in the list of subjects in the Admit Card.
xiii} The students are required to use only black ball point pen to wnte their answer.
~ xiv) The students will be a allowed to the examlnatlon hall/room before 15 mlnutes of
commencement of examlnatlons :

xv) The students will be supplled with blank answer scrlpts 10 minutes before :

_ commencement of examination. - .

xvi) The  students. will be supplied with guestlon Lper 5 mlnutes before the
| commencement of examination. |

xvn) The. students shall  be allowed to wrlte answer at 10.00 a. m, onlv lfor all

sub|ects/papers except for Biology: Sect|on ll(Zoology) (Scaence)] which shaII be
answered at 11.50 A.M. on the dav of examlnatlon _ .

_ xvnl) Three strokes of bell will be- glven 5 minutes before the end of examlnatlon
indicating that the examination time is going to be finished, and the students are
requ:red to complete wrltlng by that_time and glance through the answers .
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: 'wrltten A Iong beII after three strokes erI mdrcate the end of exammatlon and

xix)

| invigilators will mstruct "‘STOP WRITING”)

The_students shall have to. hand over the used answer scrlpts to the mvrgllator

- concerned and will_sit snlentlv t||| answer scrlpts from aII students |n that_'_

- xx)

' _haII/room are collected

The students can’t !eave the hall/room unless d:rected by the chlef mwgllator to |
do so. | o | -

15. DISTRIBUTION OF BLANI( ANSWER BOOKS: : :
The CS shall ensure that the answer scrrpts supplled to the student are the correct
ones asper the followmg mstructrons | :

SL | ANSWER TO BE USED BY ) ~ STUDENTS 'REGISTERED _

16.

. correctson of the name of the Student, Father’s/Mother $ name, Sex Caste etc., if -

NO| SCRIPTTYPE | - : IN THE YEAR
1 32 PAGES | . (ALL STUDE_N.T_S-) ~ UPTO 2024

Superlntendents should organise mternal squad and make at least two visits to .

~each Examination HaII/room in each sitting of examlnatlon accompanled by the

|nternal squad
Correctfon of CNR:

IMPO RTANT:

' 'Correctlon of the CNR'is an |mportant step: in the examination process It is highly -

essentlal to av0|d any. kind of mistake in prmtlng names father’s name etc. in
Mark sheet and original certlflcate Hence, it is mandatorv to get necessarv' '

any, ofa student m the CNR supplled by CHSE on the 1% day of the Examination.
- This can be done by c1rculatmg the CNR among the students on thelr first sitting of
' exammatlon and asking to go through all entrles against hls/her Roll number and '

name. Only corrected page of Nominal Roll (CNR) shaII be handed over to the’

_'observer of Examination Management Hub (EMH) on the 5" day of t'he'_
Examinations in a sealed cover super~scr|b|ng “CNR” with name of the Centre &

" Centre code and signature of Centre Supenntendent Such corrected CNRs will be
- coIIected by the Councrl from the EMH at the t|me of dellvermg the 2nd phase of :

17.

-questlons
' REPORT OoN THE CONDUCT OF THE EXAMINATION

(to be sent in Cover: No. 13)

' a) After the examination is over, the Centre Superlntendents are requested to report

on the prescribed proforma supplaed whether all instructions. have been fully -

carried out. Any suggestion with a view to improve the method of conductlng the
- Examination will be duly considered by the Council. _ S .
b) In case, the Centre Supermtendent desrres to send any mtenm report of urgency,- :
-the same should besent in a plain pa_per fu_rn_lshrn_g all details. ' |
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(C) TAKING ATI'ENDANCE OF STUDENTS AND PREPARATION OF ABSENTEE STATEMENT

Attendance of students in a sitting of examination: :
l) No Examlnee will be allowed to enter the examlnatlon hall half an hour after the

Commencement of. the Examlnatlon

- u) A student should not be allowed to submrt the paper and. leave the examlnatlon N

hall durmg the 1st hour of examlnatron She/he shall not” be allowed to take
question papers out of the hall until the examination is over. :

o |||) Students must 5|gn |n fuII on the. roII sheet on the flrst day of the. appearance at'. '

the Exammatlon

'_ " iv) Attendance of every student should be taken in proforma-lit in every S|tt|ng _
V) After every sitting, the absentee Roll: Numbers must be marked “ABSENT”. in the

“roll Sheet, in red ink; before preparation of memo form This will prevent wrong |

o entry of absentee in the memo. form.
'vi) One hour after the commencement of the exammatlon, an examinee if she / he -

desires may be permitted to go out to attend the call of nature, One of the
Invigilators and if necessary, also-an attendant, should keep watch on them
during their temporary absence from the examination hall. A record of such
absence shall be maintained by the Invigilators i in Proforma- IV whlch should be
kept in the envelope and sent to the Councll in Cover No 11.

A record of the students leaving the examination hall before the warmng bell is
given be malntamed by the |nV|g|Iators for each 5|tt|ng under column No 5 of
Proforma-lll. : o

18 ABSENTEE STATEMENT (To be sent in_Cover N0-13 b)

| 19.

This Absentee statement is an important document at the time of processmg of'
result. Hence the Centre Supermtendents are requested to be very careful in -
_ preparing the statement and note the following:

 Based on attendance taken dally on the roll sheet/alphabetrcal list, one

consolldated statement of absentee Roll Numbers sub;ect-wrse for Regular &Ex-
_Regular students shall be- preparecl separately for Arts, Commerce, Sczence &
- Vocational streams. = :
. IMPORTANT: . : S
i) The students who are exempted from appearlng certain sub]ects (example |
' 'compartmental students). should not be marked absent in the subjects for
~ which they have not filled up examlnatlon form. ' -
)} Those who have changed Centre and appeared elsewhere, _ should be_
o recorded separately as changed to other Centre”. : '

These statements should be kept in the envelope meant for the purpose and sent' o

| . to the Controller of Examinations. - : .
'COI.l.ECT ION OF SPARE QUESTION PAPERS BLANK ANSWER BOOKLETS AND '
USED ANSWER BOOKS . S
(i) After dlstrlbutlon of questlon papers to candldates, the surplus questlon'
papers will be kept m5|de an envelope with gum sealmg so that the question

B papers do not remam exposed The surplus questlon papers erI be collected by o

the Centre Superlntendent/ Dy Superlntendent at 10: 35 AM. All spare coples of o
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questlon papers mcludlng those coIIected from the examlnatlon halls must be
preserved |nS|de an iron chest under custody of the C.S. properly sealed with
_ joint signature of C.S. and the observer on the body of the seal and the observer
~ appointed by EMI-I shaII have to ‘move for at least three tlmes into the
'exammat:on halls to ensure smooth and falr conduct of examlnatlon at that B
- centre. S '
The number of spare questlon papers and number of QPs dlstrlbuted in a
_particular sub_Ject in a sitting should be venf_le_d immediately after 45 m_m_utes of
the commencement of the Examination. Discrepancies, if any noticed, be brought
to the knowledge of Controller of Examinations. The packets containing these -
unused question papers must be sealed and preserved under lock /seal by the
o Centre Superlntendent till publncatlon of result. Thereafter these shaII be given to '-
college library for reference of students. L
(ii) Blank Answer Books, if any, not dlstrlbuted to the students shall be collected_
from the mwgllators within. one hour from the commencement of the
'Examination. This should be used in the next sitting. The stock of answer booklets ~
‘with the centre after end of the exammatlon be ascertamed The same shall be -
used in the next Examination or will be used as per the direction of the CounC|I :
" The stock posmon be intimated to.the PPS section of the Councn o
 20.DESPATCH_ OF USED & UNVAI.UED ANSWER BOOKS TO THE E EXAMINATION
MANAGEMENT HUBS (EMHS) Co
i) Memo forms: 4 (four) coples of memo should be prepared detallmg the number
of students present/absent, Centre change cases and MP cases. Answer Books o
- should be properly packed in cloth with strong packing paper inside and sealed .
with the seal of the Centre Supenntendent All packets of Answer Books should be
" sent to EMHs through the EMH Observer. The packet should have only sender’s
address (Name. of the Examination Centre) The date of examination, subject and
paper and the number of scripts contained .in the packet may be super scnbedj-
above Centre s name as per ‘example given below on the Ieft sude enabllng the ©
zonal valuation Superwsor to know the posut:on even before opening the packet
* Packing caption:
Suppose the .date of Examlnatlon |$18 02. 2026, Paper is MIL (Odla) Scuence_'
stream, Regular and Ex- regular students appeared 225 then the superscrlptlon on
the packet of used & unvalued Answer Scripts will be as follows: -

| Date of Exam: -18. 02.2026. . \ - To, I
Subject: -MIL(0) -~ | | - ~ {To be filed by EMH Supervisor}
Subject Code: —602R/602E | | - — -
| Stream: -Science

| Total Nos. of student appeared -22&

NG
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) :Two coples of memo form contalnlng details of Answer Books are to be -

| _21'.

“kept inside each packet of the Answer Books despatched to EMHs. One .

- copy of memo form in respect of all subjects is to be sent to the Councilin. -

Cover No.13 (a) and another copy of memo form be retained at the Centre.

i) Besides memo form, a copy of the questlons from each set. be kept with the

. memo form sent with unvalued answer script.
iv)  The Centre Superlntendents are requested to use their personal metal seals
for sealrng of answer book packets -

REPORTING MALPRACT ICE (MP) CASES

(i) All case so malpractice is to be reported through the Superintendent of the
“concerned Centre.in the prescrlbed form (Form- 20). -

(ii} For each mdwrdual case separate reports are to be made.

~(iii) The person detecting the case of malpractice should seize the incriminating

'materlals from the students and get the mcnmrnatlng materials signed by the

student and get a written statement of the student.

Incase the student refuses to give hrs/her signature on the incriminating materlals
- or/and a written statement; the same should be noted/recorded at item No. 16.

" The Inwgrlator should-also give his/her statement at itemNo.15 of form 20.
~ (iv) The person detecting the case should put his/her signature on the

rncnmlnatmg materials and fill up item Nos 5(a)(b} 6,7,8,9 10,13/ 14 and 15 of

form - 20 before handlng them over to the Centre Superlntendent The
incriminating materlals should be tagged/ stapled to Form 20 and then handed _'
‘over to Centre Supermtendent

- {v) The Centre Superintendent after receiving the Form No.20 along with

staple/tagged incriminating materlal should hand it over to the Dy. Centre |

Su perlntendent personally.

(w) The Dy. Centre Supermtendent should take utmost care in fiIIlng up all blank -

-columns metlculously and see that no column is left blank and then hand it over

to the Centre Supermtendent personally.
(vii) The Centre Supermtendent after proper enquiry will forward all such cases

~ after giving his/her views at item No 18 of form 20.and putting: hls/her signature
- and seal on the body of the lncrlmlnatmg materials and Form 20.-

| .(VIII) The Centre Superlntendent should ‘ensure that the documents are kept in a..

- sealed- cover super-scrlbed as directed and handed over to the EMH observer at

the end of the sitting.

The CS should retain photocopy of the mcrrmmatmg material along wuth the Form

20 of reported cases for future reference. - :
(ix) In no case the |ncr|m|nat|ng materials should be verified W|th the answer

papers to ascertain their use as it is the duty of the Council to get it check through

com petent authorltles _
(x) Followrng documents (related to MP cases) are to be sent by the Centre
Superlntendent on the very day of examlnatlon ina sealed cover super scrlbed

Cover No 11
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'> Form No.20 filled in all respect | . |
> Incriminating materlals signed by the student and the mvugllator /by the person

detecting the case and the Centre Superlntendent hlmself/herself
» Answer Book of the student booked under malpractrce. .
'- IMPORTANT NOTE

'> Cover No.11 (Relatmg to MP case) duly sealed and addressed to Shrl Abmash-

Satapathy, Deputy Controller  of Exammatlons, €/2, Samantapur, -
Chandrasekharpur, Bhubaneswar-751013 {79785 05879) is to be handed overto

- EMH observer along with the answer book packet(s)
> Under no cwcumstance the answer scripts of the students booked under

malpractice be sent to the valuation zones.

S Under no crrcumstance the admit card of the students booked under malpractlce

22

be seized and_sent to CHSE. The student will be allowed to appear in other-_ .
' remammg sub|ects/5|tt|ngs -

> Photocoples of the form 20 may be downloaded from CHSE website.

(xi) The Centre Supermtendent should send a consolidated report separately
stating the roll numbers of students reported for adoptlng unfair mean sat his/her
Centre on the last day of the Examlnatlon to the Controller of Exammatlons by
name. _ o L
(xii) Dlsapllnary actlon will be taken agamst the Centre Supermtendents if the )
: procedure is hot followed wh|Ie reporting the cases of malpractlce
- {xiii} In case. malpractice is detected by a Squad Member, the Centre
Superlntendent should sign on. the incrementing materials and malpractrc
certifi cate prepared by the Squad Member (prepared in trlpllcate) and keep two
copies of it and give one copy to the Squad Member. Out of the two copies, one.
is to be sent to the Controller of Exammatlons at the end of the Exammatlon and
the otheristo be retamed as off‘ ice copy for future reference

'SUBMISSION OF DOCUMENTS BILLS AND UNUSED BLANK ANSWER PAPERS
STATEMENT: ) -

The Centre Supermtendent is to see that all documents are sent to the Councﬂ' '
soon after the Examlnatlons are over. For this purpose covers to be used are
stated here under. : :

These covers contain the most. important. documents reqwred for publlcatlon of

. Result Hence this must be despatched |mmed|ately to reach the Council within
. seven days after Examination is over. Delay in thrs regard will be viewed seriously.
" No other material should be sent inside this cover. This packet should contam the- -

following. -
The followmg documents should be sent to the Controller of Examlnatmns

Council of Higher Secondary Educatlon Odlsha Bhubaneswar by name.
(1) Cover No.13(a) - :
“ (i) Seat Charts.
(i) Undertaklng and other papers of Centre change students and Proforma 1l
(|||) Copy of Memo- Forms . ' '
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Duplicate copies of Certificate of Centre Superintendent ~
‘General Report and Certificate of Centre Su perantendent
_(2) CoverNo.13 (b): . :
(i) Consolrdated absentee statement sheet
- {i) Report on correctlon of subjects in Roll Sheets Admit Cards along—W|th
- _undertaklng glven by student :

(3) Unused Artlcles Cover No 13(c]
(i) The detalled account of unused Blank Answer Books Practical Answer Books,
Memo Forms,. Envelopes, and other Forms be dlspatched to the Controller,
" Council of ngher Secondary Education, Odisha, Samantapur Bhubaneswar—
751013. :
(||) Detailed account of questlon papers recewed used and balance should be
reported to the Controller of Examinations, - Council of ngher Secondary
Education, Odisha, Bhubaneswar-751013. |
(iii) The Employees deputed to submit Practical Examination related material in
" the CHSE(0), Bhubaneswar are entitled TA/DA as per rules. - '
- (2) SUBMISSION OF ACCOUNTS AND VOUCHERS
Cover No. 4 o
All matertals relating to accounts should be dispatched in this cover by reglstered
post within 30 days after the Examination is over. This cover should contain
-.C_entre C_harge._Bll_Is _ Pr_ofo_rm_a -1 & I, Utilization Certificate and all other. pape_rs'-
relating ‘to accounts, and this should be sent to the CONTROLLER OF
~ EXAMINATIONS, COUNCIL OF HIGHER SECONDARY EDUCATION ODISHA_
'-SAMANTAPUR BHUBANESWAR 751013 '
(a) CO- OPERATION WITH THE FLYING SQUAD AND EMH OBSERVERS
Council arranges to send flylng squads and EMH observers to Exammatlon ”
~Centres to ensure that Examinations are conducted as per Council Rules. The
Squad members/ EMH Observers ‘may be sent dlrectly by the Council. Centre
Superintendents are required to allow these Squad members to do their jobs:
~ without any hindrance on productlon of identity card.issued by CHSE. The Squad
-members/ EMH Observers are authorized to check the students at the gates, in

. the rooms, collect seat chart, report malpractlce etc.

(b} PROVISION FOR PHYS!CALLY CHALLENGED EXAMINEES

Proper provusm_n_ls to be made available by the Centre Superintendent to the
physically ~ challenged examinees - as per letter  No.18357/CS(W&CD)
dated17.09. 2013 of the Chief Secretary Odisha and CHSE(O) Notlflcatlon
No.569,Dated.18.01.2017.The students who have been allowed scribe andfor
compensatory time by CHSE shall be allowed scribe and Jor compensatory time of
20 minutes per. “hour of exammatlon If the scribe allowed by the Council for an
examinee of CWSN' category does not turn up in a sitting, then the student will be
allowed another scribe on request of the student and under intimation to the
: Controller of Examinations. However, such scribe allotted shall be as per the CHSE
~ guidelines, and the CS must keep all ~documents. re'_quired_'-re'lating to the
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educatlonal quallflcatlon ID proof preferably AADHAAR Card/voter ID/CoIIege '
Identlty Card. . .
(c) SUBMISSION OF UTILIZATION CERTIFICATE : |
(i) All types of payment “for conduct of internal Assessment/prOJect work/ o
| practlcal/theory examlnations shall be spent out of the retained money, collected | |
from the students @ 40/- -per student for theory & @ 30/-for each practlcal
- {Rs.60/-for Botany: & Zoology paper) and @ 10/- from the students per paper for
- conduct of internal assessment exam/project work. . _
(i) After completlon of internal assessment, practical and theory examlnatlons
Pnnupals/HMs are requested to submit their utilization certificates (UC), taking
into amounts of all expenses towards centre contlngent expendlture for obtammg '
clearance certificate from the Council. : :
(iif) If any, surplus amount arises out of the retalned money shaII be refunded by '
the PrlnC|paIs/H Ms through www. .onlinesbicollect to the Council. '
{iv) If any, claimed excess, the detailed bills & vouchers a!ong with a copy of
instructions to Centre Supermtendents along-with photocopy of ‘bank passbook
front page and utilization certificate must be: submitted by the Prlnapals/HMs.
within 30 days after completlon of annuaI examlnation to the Councn 2

DUTIES AND RESPONSIBILITIES OF DY CENTRE SUPERINTENDENTS
(i) He/ She shall render all assistance to the Centre’ Superlntendent in the conduct
~of the Examination and malntenance of records as and when requnred by the
Centre Superintendent. | o |
- (ii) He/ She should receive all Form No.-20 (MP Form) anng with the mcrummatmg
materials either from the invigilators, the squad members or the Centre
‘Superintendent and take due carein fllIlng up all the columns meticulously. No
column should be left blank. After the examination in a 5|ttmg is over, the Deputy
Centre Supermtend is: reqmred to collect the answer scrlpts of the students
booked under malpractice and staple the Form 20 and incriminating mater:al to-
‘the respective scripts, pack it and seal it and hand over to the EMH Observer (To .
- be signed on the body of each page of the mcrummatmg materials). -
-(|||) The Answer script has two portions to be filled in by student. In the non-
) detachable portion of the: paper, a student is also requnred to write the name of
the subject date of Examinations and QUESTION IN SET.
The Deputy Centre Superintendent should ask the Inwgllators to ensure that this
jnformatlon are also written by the student. '
24. DUTIES OF CHIEF INVIGILATORS
The Chief Inwgllator WIII recelve the foIIowmg from the CS
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> Seat chart showing Rol! numbers aIIotted subject of examlnatlon Room
No., hame of invigilators, name of relievers etc.

> Slgnature sheet (proforma-lil)

> Required number of blank answer scripts

> Questaon papers from the CS/DCS
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) Others (|f any)

i,

v,

vi.

vii.

viii.

xi.

i,
: :"xiv._
XV,

XV

- She/he will allot the rows/columns in the hall/room in which students are
seated, to the othermvugllators and himself: R

-She/he will have to distribute requlred number of blank answer SCI’IptS
among themselves as- per the number of students allotted before 10 -

' mlnutes -of commencement of examlnatlon

She/he will have to- distribute - the required _question’ papers among :

_ 'themselves as per students aIIotted before 5 mlnutes of commencement -
—of examlnatlon ' : . _

She/ he will ensure -that the mvugdators in charge of respectlve_' |
row/column verlfles the student seated in a seat in all details hke
Whether the student occu pymg the seat has valld Admlt card and: appearlng_

- for AHSE 2026.

Whether the student has been aIIotted that SpECIfIC room and seat.

‘Whether the student has written the Roll number, Reglstrat:on Number'

Subject, set of Questlon and date of exammatlon etc. correctly.
Has- properly darkened the bubbles ‘against the RoII Number and

_reglstratlon number and set of Questlon etc.

She/he has noted down the Answer script serlal number |ssued to each -
student allotted to him agatnst their-Roll numbers,

She/he has taken the sugnature of each student allotted to hlm agalnst
their Roll numbers. -

B She /he has put her/his 5|gnature in the deSIgnated place on the front

page of the answer script and Proforma-Ili. .

_ Written “ABSENT” agamst the student who has remained.absent. .
Returns the unused answer scrlpts and questlon ‘papers to the Chlef-
ln\ngllator {in case some students allotted to him are absent). |
Maintains Temporary absence of the students allotted to him.
Moves between the rows/ columns_ of students aIIotte_d to him. .
Keep watch on the students leaving the room permanently after one hour
so that they hand over the Question paper-and the used answer script.
Collects the answer scripts from the students aIIotted fo h|m at the end of

' examlnation and submlts to hlm

Stays. till all the answer scnpts are recewed from other m\ngllators and

) tallied as per absentee statement.

Accompanies with the Chref rnwgllator to the room of Cs and stays t|II the
receipt of answer scrlpts is over by the CS. 5 .
To ensure that the mwgllator is not performlng any works other than as.
‘assigned by the Chlef mwgllator/DCS/CS related to exammatron in the

aIIotted room/hall -




25 DUTIES OF INVIGILATORS
i. The mvlgllator will act as per the dlrectlon of the Chlef Invugllator (lf more
- than one mwgllator has been appomted for an examination hall/room). .
ii. The mwgilators in charge of respectlve row/column WI|| have to venfy the-
following: ' : N
> Whether the student occupylng the seat has a valid admlt card and
o ~ appearing for AHSE 2026 for that day and sitting, =
Re "_Whether the student has been allotted that specific room and seat
- »  Whether" the student has written the Roll number Reglstratlon
" Number, Subject set of Questlons, date of examination etc. correctly.
»  The Invigilators must thoroughly verify the information filled up by the
students on the cover page of the answer scripts and cross check it
3 W|th that of Admit Card and put thelr full 5|gnature on the space
prowded at the bottom right corner of the page only after belng
~ satisfied to do so. - o
»  Whether an Ex-regular student has occupled the seat of a Regular |
- student samply because last three digits are same, and I|ke wise.
D Whether the student has been supplled with correct answer script (i.e.
| one answer book of 32 pages is. to be gwen to. Regular/Ex-reguIar'
~ students. :
~ »  InBiology S|tt|ng (Saence stream) a second blank answer script wnII be
supplied to the students for answerlng Section-I| (Zoology) after o
_ ~ collection of Botany answer scrlpts at11.30 AIVI '
~» Has properly darkened the bubbles agamst the Roll Number and
- registration number etc. : T
> Shall have to check the correctness of RoII Number, Sublect and Set
- code of the guestlon paper. (lf anv) mentloned bv the student in
de5|gnated places or boxes on the 1st page of the answer booklet and .
glve a certificate to that effect as prlnted on the cover page |
> Soon after. the dlStI‘lbUtIOﬂ of questions, the student must be asked to
| _wrlte the SET. Code and Roll Number at the approprlate place of
~ Question paper.
> Shall be responsible for any error in. thls regard the answer books .
.- should not be signed by mwg:lator earller in- antlt:lpatlon that student o
_ will fill upmformatlon correctly. IR e :

- » Each Answer Book has two portions, one detachable and another non-" |
 detachable.. Inwgllators to be instructed to see that students fill up
.. both these portions as instructed. . i~ .

> Al students must be asked to limit their answers to 32 pages (as the'
case may be) because there is no_provision of addlt!onal Answer
o ooks[scrlpts ' ' = '
> _The Question Papers shaII be dlstrlbuted 5 (flve) minutes before the'_ o
- commencement of the Exammatlons except the QP of BIOLOGY-II '




: VERY IM PORTANT:

(Zoology) WhICh WI" be dlstrlbuted at 11. 45 A M on dav of Blologv
Exammatlon as per programme

After the dlstrrbutlon of questlon papers student should. be mstructed
to write their -answer at 10. 00 a.m. / tlme of commencement of
examination and to use both sides of .the papers meant for wrltlng
answers. o :

Whether the student has been suppl:ed with correct Question Paper
-accordmg to their regrstratlon number (Please refer the Programme of
AHS Exam- 2026)

26, DECLARATION IN EXAMINATION HAlg ROOM BY INVIGILATOR AFTER'

. DISTRIBUTION OF QUESTION PAPER

-On the top of each guestion pape “total number- of pages" is prlnted Soon |
after the distribution of questlon to students, the mvugllators shall have to ask

the stud

ents to check the followmg

>
>

o

»
>

. Students' Please check:

Whether the answer booklet |ssued to you contalns all pages (Sl No.-1 to 32) _
-Whether the question paper supplied to you is correct in all respect (please check
the subject paper, (Regular, RegulariEx—Regular or Ex-Regular printed-on QP) |-

~ Whether the QP issued to you contains all the pages (Total number of prmted '
'_pages has been mentioned on the top of 1% page of QP)
s there any page missing.in the QP? .- :

Is there any mlspnnt in the QP supplied to you'? '

If a student complains within five minutes of the start of examination, then it

“shall be

| there)

replaced by another questron paper (preferably same set, |f set of QP |s

T'he defective qUestion' pape‘r recovered from the student shall be
returned separately to the Controller of Examinations with a detailed
report, |mmed|ately after the S|tt|ng for the examination is: over along

“witha forwardlng letter.

Vi

vii.

She/he must note down the Answer script serial number |ssued to
each student allotted to him. against their Roll numbers.
- She/he must. ‘take the srgnature of each student allotted to him
~against their Roll numbers.
She /he must put her/his signature in the de5|gnated place on the_
~front page of the answer script and Proforma It
Must write “ABSENT” agamst the student who has remamed absent
‘Has to return the unused answer scripts and question papers to the
_Chlef mwgtlator (in case some students allotted to him are absent)
| Must ‘maintain Temporary absence record of the students allotted to
him. o
Must move between the rows/ columns of students allotted to h|m
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i

x_i.-

Xii;
Xiil.

Xiv.

Must keep IWatch"on 'the students leaving the: room perm'a"ner'itly'

~ after one hour and collect the Questron paper and the used answer

”_'scrapt from them _ - _

| Must collect the answer scrlpts from the students aIIotted to hrm at
‘the end of examination and submits to the chief invigilator (to CSif |
-' he/she’is the srngle ln\ngllator in the room/hall) - :
Must stays till ‘all the answer scripts are received from other_ .

: mwgllators (if there are more than one mwgllator) and tallled as per ’

“absentee statement. : : .
Must Accompany the Chief mvrgllator in case there are more than

one mvrgllator) to the room of Cs and stays till the recelpt of answer
scripts is over by the CS. : '
To perform any other ‘works related to conduct of examlnatlon

aSS|gned by the Chlef mvrgrlator/DCS/CS inside the examination
~ room/hall. . o
The rules Iald down for the gurdance of the students are prmted on
" the back of the Admit Cards. It is the duty of the Invigilators to..

acqualnt themselves W|th the rules for the strict compllance

The Inwgllators should keep moving among the students and should .

not be engaged in gossip or any other work WhICh may defeat the

~very purpose of mvugllatlon : : .
- No invigilator shall talk to students for the. purpose of correctlng a- |
misprint or resolwng any ambrguuty in the question paper during the .
hours of the Exammatlon He/she only will listen any other problems'
like request for temporary absence, requirement of water, health .

issues of student etc. Wthh are felt to be resolved soon
There is no prov15|on of addltlonal answer scrlpt

A:_stl.ide_n_'t is not supp'osed:_'to ‘write -enyth'ing_exce_pt answers in the
answer script which will lead to Malpractice (MP). o

.27, DUTIES OF REI.IEVER

A reliever has to perform followmg functlons

Checklng of: the students near the main. gate/exammatlon haII as per

| direction of the CS/DCS.

*After completion of one hour of exammatron she/he has to report in the

'room(s)/hall(s) allotted to him and will relieve each |nV|g||ator fora time
of 5 minutes twice during the __last two hours of an exa mination sitting.

She/he  will _heve_ .to'__re’rfnain _till' the end of - the' examination -

Centre/ premises.
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vi.

If"required “she/he will "ha\re' to collect the answer scripts from the
students as per the dlrectlon of the chief mvugulator of the room or on
request of an lnwgtlator ina room in Whlch she/heis doung duty
She/ he must escort the used answer scripts to the room of CS.

The rellever should properly carry out the work of the mwgllator in the
temporary absence of the mwgllators onglnally appomted ‘They should
~ also present themselves for gate checking, distribution of questions and

- answer scribts- | - | |

IMPORTANT NOTE:

a. A teacher who teaches partlcular paper/ subject shall not be

appointed as mvrgllator/ rellever on the date of examination in the

~.same subject :

: Teachlng staff attached to the coachmg centres or engaged in prlvate'

'__tuztlon/ coaching should not be a55|gned any examlnatlon work_
including Invigilation.

. The Centre Supermtendent should satisfy hlmself/herself before the

commencement of the examination that the mvn_gia_tors/rellevers
have made themselves acquainted with the duties of invigilation
and with the instructions printed on the back of the admit cards and

_ _page-z of the front cover of answer books.
.- No person. whose near relation is appearing at the centre shall accept .
~the job of lnwgllator or any other examination/ Valuation related
" work. The Centre Superlntendent should ensure this.
. NEAR " RELATION includes father, mother, brother, sister-,' wife,

husband son, and daughter.

f. The service of teachers. at Schools/CoIleges who are deputed to -

identify the students from thelr mstitutlons may  be utlllzed for

_rnwgriatlon purpose
. They shall not, however be allowed to invigilate in the rooms where

students at thelr own.School/ColIeges are appearlng the

'examlnatlon
. Teachers who are. consndered worthy of trust and confrdence and

capabie dlschargmg their dutles most: efflaently should be appomted

as mvrgrlators

28 DUTIES OF THE CLERK

ER
.

.

- To keep record of used and- unused answer scripts. :
_ To keep record of all other records related to the conduct of exammatlons _

assist the Deputy. Supenntendent/_Supermtendent sitting

arrangement
To assist in makmg seat charts room wise answer book allotment packlng-
of answer scripts etc :

2%
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Any other works as requwed for the smooth conduct of examlnat!on as per |
“the direction of CS and DCS -

29.DUTIES OF MENIAL

The Group-D employee appomted for domg the errands as per dlrectaon of the
CS/ DCS/CIerk related to the exammatlon o

30.REMUNERATION AND CONTINGENT EXPEI\I_DI‘I‘-UR_E_(Theorv-Iixarnination-'zozﬁl:_

Sl.

- Assignment works of the personnel - Remuneration
1| Remuneration to Centre Superintendent. | Rs.70/- per sitting.
"2 | Remuneration to Dy. - ‘Centre| Rs.60/- per sitting.

| Superintendent. B N -
3 Remuneration to Invigilator. . | Rs.50/-per sitting.

4 Clerks o IR Rs.25/- _'for_'10'0 students |
S | - S or part per sitting. |
5 | Menials - ) o - Rs.15/-for 100 students or

SR | L | - | part persitting.
6 | Miscellaneous contingency ~ Rs.7/- perstuden_t. |
o - - - | ~ (subject to minimum of |
T L " Rs.400/- per centre). '
7 Making of photocopies of different forms | Rs.1000/- per centre.
~ N.B: 1.All expenditure in this regard shall be met from the retained money only.

" 2.The Centre Contingent Expenses Bill / Ut_i-Ii-zat:ion.'Ce_rt-ifi_ca't'e (UC)

pertaining to'ln'ternal A'ss'essment Practi'CaI and Theory Exarni'nation's shall- .
be submitted W|th|n 30 days from the date of completlon of AHSE, 2026.
3.Any surplus amount remaining after settlement of expendlture shall be o
refunded to the Councrl through SB Collect | | |
4. Consequently, the clearance status shall be reflected on the ofﬁmal"

- website by the end of May each year.

5.The earlier issued mstructlons regardlng payment of TA, DA/CA
remuneratlons and other contmgencnes for conduct of Practrcal"z'

_Exammatlons of AHSE 2026 shall be followed vide Letter No. EC II {CS) )

..36/20/4824/CHSE (0)/ dt: 31. 12 2025, -
31. ROLE OF PRINCIPAI._/ HEADMASTER/ HEAD MISTRESS OF THE COLLEGES/ HIGHER }

SECONDARY SCHOOLS WHICH IS AN EXAMINATION CENTRE:

In case the Pnnupal/ Headmaster/ Headmlstress of the HS School is not the Centre_ .
Superintendent, she/he shall remain present at the centre and render all possible B
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: .concerned

- co- operatlon as and when reqwred by the Centre Superlntendent for smooth

conduct of the Annual HS Examlnatlon 2026 — o -
. : By order of the Ch'a.irma n, .

o e fe oy 311 e
Dr Prasanta Kumar Parida
Controller of Examlnatlons _
-2, Samantapur, Bhubaneswar -
Tel Ph 0674 - -2300907/ 99373 90878
E- mall—coechseodlsha@gmall com

Memo No. 365/ CHSE/ Dt. 31. 01.2026 .
‘Copy forwarded to General Manager, OCAC, Acharya Vlhar Bhubaneswar/ DDG &
SI0, NIC, Odisha State Centre, Sachivalaya Marg, Bhubaneswar for information and =
necessary action. They are requested to upload this Not:flcatlon on the website of
T WWW. samsodlsha gov.in and WWW, chseodlsha hic. |n respectlvely for mformatlon of all

/%:?lm)*l\é‘r oy'lf\xa_mi‘n(a?o_ G
Memo NO 366/ CHSE/ Dt 31 01 2026 :

Copy forwarded to Prmcupals of all Examlnatlon Management Hubs (EIVIHs)/ AII :
: [Examination, Centres/ PS to Chalrman / Vice- Chalrperson/Secretary/PS to Controller
of Exammatlons/ SO-FS-IV /. Exam Issue Branch / All Ofﬁcers / All Zones /AII Sectlons

of the Council for mformatlon and necessary actlon _
Mof I:hamln tiéns -

mu o
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'COUNCIL OF HIGHER SECONDARY EDUCATION, ODISHA
PRAJNAPITHA, SAMANTAPUR, BHUBANESWAR-751013 -
UTILIZATION. CERTIFICATE TOWARDS CENTRE EXPENSES :
FOR PRACT ICAL / PROJECT AND THEORY PAPERS
' PART A R

- H.s.scnool. CODE.
‘Name & address of the H.S. School: __ —

Name of the Examlnatlon Annual / Instant H.S. Examlnatlon, 20
Name & Address of the Centre Superlntendent ' '

Statement for en'rolmen_t of students t_owards retaining money for theory papers, as follows:

@ Rs.40/:per

_ H.S.SCHOOL | ARTS | cOMM | sC | voc. | C.cC.COURSE | TOTAL <4
: : AR B - : student

Own H.S. School

| Tagged H.S.
| S¢hool(s) &

| code™

| Total -

Statement for enrolment of students towards retaining’ money for pl‘EICtICaI/pI'OjeCt papers, as .

follows: -
Total retain money recelved

@ Rs.30/-for eech '
practical /project -

H.S.SCHOOL | ARTS | COMM | sC- VOC. | C.C. COURSE - TOTAL etk '
- o S . paper (Rs.60/-for -

_ Botany & Zoology )

Own H.S. School | -

| Tagged H.S.
~ | School(s)-& -
| code

- Total
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| PART-B

ABSTRACT OF EXPENDITURE

S! No. | - I Head -wise Expenditure E Utilized Amount
1 Remuneratlon to Centre Supermtendent for Theory ' -
-2 Remuneration to Dy. Centre Superintendent for Theory only
3 Remuneration to Invigilator for Theory
4 Remuneration to Laboratory Assistant
5 | Remuneration to Laboratory Attendant
6 Remuneration to Store Keeper '
7 Remuneration to Clerks
8 Remuneration to Menials :
9 Remuneration to Mechanic (Physics)
10 Remuneration to: Specimen Coliector (Blology)
11 Remuneration to Internal Examiner
12 Remuneration /TA/ DA to External Examiner
5l Remuneration to personnel for internal assessment examinations
of all non-practical/project subjects for aII streams :
I a) Other misc. Expendlture for Theory -~ -
_ " b) Practlcai
15 ‘TA/DA to submit for practical mark-fonis & other related
documents in the CHSE
16 | Postage
17 |- Temporary Urinal, |fany
18 | If any other claim-
19 Total:a'm'oun-t'Utilized' '_
PART-C
Certified that Rs. (Part- A)has been retamed from the students/ tagged mstrtution(s)

towards centre expenses for Practlcal and Theory examinations of Annual/Instant ngher Secondary .
Examination 2025. __ _ o
A sum of Rs. : - (Part B} has utilized" for the above purpose for which it was-
retamed/recewed money of the H.S. School concerned and the surplus amount of’ Rs.
_ is hereby refunded to the Councal through SB e-collect.(copy attached)

The Original bills and vouchers along with Utlhzatlon Certlflcate (UC) shall be submitted at this end

- forthe-audit. purpose in future..

If any:claimed excess, the Prlncrpais/HMs are requested to submlt the bills & vouchers in the details
prescribed centre contingent booklet, utilization Certlﬁcate (UC) along-wrth photocopy of
instructions to CS & front page of bank passbook for payment : '
CERTIFIED  THAT, all expenses towards centre contingent have been mcurred by me. as. per the
; norms/ rates prescrlbed by the Council and ensured that the money was uttllzed out of the retained

' money as per the scheduled programme for the AHSE 2026. '

Date: = - | o . - 'Si_gnature&_seal
o a ' ' ' Designation
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