
 

 

 

 

 

POST EXAMINATION RESPONSIBITIES OF SCHOOL /AC 

 

The examination papers, including any unused scripts, must be placed in the plastic envelops(s) 

supplied, bearing the address of Board’s Head Quarters. 

Invigilators must ensure the attendance sheet is complete with the required details and that the 

attendance list has been fully completed with all absences noted.  

The school/AC must complete the Supervisor’s report and enclose the whole document with the 

question papers, a complete returned exam papers log and any answer sheets in the envelope(s). 

Envelopes must be sealed with the supervisor’s signature written across the seal. 

The examination papers and paperwork must be returned to Board’s Quarters, within three days after 

Exams. 

If there is any delay the Controller of Examination at Board must be contacted immediately. Failure to 

do so may result in the papers being voided.  

The Centre Representative is responsible for checking that there are the correct numbers of papers 

per level. 

The Regional Head should prepare the Gazette properly for each and every student after declaration 

of results. 

DURING THE EXAMINATION 

No candidates may leave the room in the first 30 minutes, during the last 15 minutes of their 

examination. 

After examination has been in progress for 15 minutes, no students can enter examination hall. 

Verify the identity of candidates by checking their Admit Card/Hall Tickets and after that which should 

be placed on the right hand corner of the desk. 

If no photo ID is provided, please record this on the attendance list. 

Lack of a suitable form of ID will prevent the candidate from completing the examination. 

After the examination has been in progress for 30 minutes, ensure that missing candidates are 

recorded on the attendance sheet by writing there absent. Please take care to update the attendance 

sheet to include any late-comers and any additional candidates.  

Exercise surveillance at all times. At no time should candidates be left unsupervised in an exam hall. 

EXAMNIATION GUIDELINES   

 Head Office:-RD number 1, mohalla Badh Adilabad, Telangana 504001 

Verification Address: - 3008b/12 Church Road Dashmesh Nagar Nayagaon Mohali Punjab-160103 

 



 

Do not allow a candidate to leave and return to the examination unless supervised by an invigilator 

while absent. 

Do not permit a candidate to communicate with anyone other than an invigilator during the course 

of the examination without permission. 

Your task is to invigilate the exam. During the exam, you must not read. Use a laptop or work on your 

own projects in any format. 

You should ensure that you regularly walk around the room and attend promptly to students with 

raised hands. If you have to communicate with another invigilator, please do so very quietly or leave 

the room if this is possible  

INSTRUCTION FOR INVIGILATOR - 

One or two invigilator is required to be present in every examination rooms. In room with more than 

25 Candidates, there must be one invigilator for every 25 candidates. 

Where examination take place in separate classrooms, there must be some invigilator available 

outside the rooms in case an invigilator inside a room needs assistance. 

Question papers must not be released to the supervisor/invigilator more than 30 minutes before the 

start of the exam. 

Bags and other belonging must be left either outside the examination room or placed in a secure area.     

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

STUDENT NAME______________________________________________________ 

FATHER NAME _______________________________________________________ 

MOTHER NAME ______________________________________________________ 

DATE OF BIRTH_____________________________GENDER___________________ 

CLASS ________________________EMAIL ID______________________________ 

AADHAR NO____________________________CATEGORY_________________________________________ 

CONTACT NO___________________________SESSION_______________________________________ 

ADDRESS____________________________________________________________________________ 

____________________________________________________________________________________ 

CITY NAME _______________________________DISTRICT ____________________________________ 

STATE____________________________________PINCODE____________________________________ 

INSTITUTE NAME______________________________________________________________________ 

 

 

 

 

1.  4.  

2.  5.  

3.  6.  

SUBJECT 



 

 

 

 

 

 

 

_____________________________                                                       ____________________________ 

           Signature of Student                                                         Signature of director with office seal 

 

 

 

 

I………………………………………………D/S/O/…………………………............ 

 
R/O……………………………………………………………………………………... 

 
F/O……………………………………………………………………………….......... 

 
Do hereby solemnly affirm and declare as under: 

 
1. That I am the permanent resident of the above said address. 

 
2. That the date of birth of my child is ………………………………………………………… 

 

3. That he / she wants apper in course……………for the year ……………………….. 
 

From Dravid Open Secondary and Higher Secondary Education Council  
 
Through…………………………………………………………………………………………………………………… 
 

4. That I fully understand of the rules, regulations and legal status of the 
Dravid Open Secondary and Higher Secondary Education Council. 

 
 
 

Head office-  

SELF DECLARATION 

 



 

 
                                                                                                                      
                                                                                                                Deponent  

                                                 Declaration 

I solemnly declare that the particulars given above are correct to the best of my knowledge 

I also understand that if the information provided by me in the from is incorrect, incomplete 

or false, my application will be rejected upon detection at any stage. 

 

                                                         

                                                                                                                       Deponent 


