
Wsst BENGAL srATtr couNCrL oF TtrcuNtcrq.L & VocATToNAL EDUCATtoN
AND SKII.L DtrVf LOPMtrI{T

(A Statutory Body under the Covernment of West Bengal Act XXVI of 2013)
Department of Technical Education, Training & Skill Development, Covernment of West Bengal

Karigari Bhawan,4th& 5th Floor, Plot No. B/7, Action Area-lll, Newtown, Rajarhat, Kolkata-700160

Memo No. WBSCTVESD/TED/2O23-24/1,774 Dare: 10.06.2024

NOTIFICATION

Guidelines for the concerned lnstitutes regarding forthcoming external exctminations of theoretical subjects Jbr
the Even semester diploma students (Regulor & Casual) in Engineering & Technology/Architecture/MOPM &

Part Time diploma students in Engineerincl &'lechnology (Academic Session 2023-24)

The WBSCT&VE&SD has decided to conduct external theoretical examinations for the Even
semester diploma students IRegular & Casual) in Engineering & Technology/Architecture/MOPM & Part
Time diploma students in Engineering & Technology (Academic Session 2023-24) during the period from
73.06.2024 to 28.06.2024.

General guidelines for the aforesaid examinations are placed here in under for convenience of all
concerned,

1,. Saraswaly Press Ltd.[SPL) shall deliver the confidential materials directly to the local Police station

ISafe CustodyJ of the examination centers. However, SPL wi]l deliver the blank answer scripts &
Ioose sheets directly to the Institutes.

2. Two members of the examination committee of the concerned lnstitute have to be present at the
Police station during receipt of the confidential materials. One member of the team must be a

teaching faculty.

3. Concerned Institutes have to verify the confidential materials in the safe custody in presence of Police
Personnel.

4. One room has to be earmarked fbr all confidential activities relaled to the examinations. Opening of
sealed packed containing question papers must be done in the earmarked confidential room. All
other teaching and non-teaching stafT are prohibited from entering the aforesaid confidential room
with mobile phones.

5. Concerned lnstitutes have to open the sealed packets of question papers 30 minutes before
commencement of the examinations in presence of the Observer and Centre-jn-Charge

6. Question paper distribution will start only after invigilators and Centre-in-Charge are completely
certain that no student is carrying a mobile phone.

7. SPL will supply question papers directly to the Police station by 12.06.2024. SPL will supply Blank
answer scripts, loose sheets in sealed packets to the Institute by 1,2.06.2024.

B. Duration of examinations will be 3 hours except few subjects of specific branches IAIi.CH & ID).

9, Maximum 40 students may be allotted in a single examination hall. Minimum two invigilators should
be allotted in each examination hall.
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10. Institutes u,ill hold the examination in the classes which have CCTV installed and functioning as

far as practicable. The CCTV will be switched on at all time of holding the examination and daily
record must be sent to the Council by the concerned examination centres.

i 11. Students will not be allowed to enter the examination hall if they are found to possess anything other
than admit card, non-programmable calculator, pen, pencil and instrument box. Due checking should
be made befbre entering the examination hall by the students.

12. Students who have power [correction] glasses will only be allowed to wear specs fglasses]

13. No bags /books will be allowed in the main examination venue.

To prevent entry to the examination centres with mobile phones, the Centre-in-Charge is requested

to inform the students in advance that the students will not enter the examination centre with

rnobile phones. If anyone is caught entering the examination centre with a mobile phone, then the

students examination will be cancelled and the concerned students will be debarred from taking the

examination, for which neither the Centre-in-Charge nor the Council will be responsible.

Students with mobile phones are strictly prohibited from entering the examination centre, Strict

mobile checking is to be done at the main gate of each examination centre under the supervision of

deployed police. Girl students are to be tapped and checked for mobile phones only by lady

staff/teachers/invigilators. Other than Centre-in-Charge, all others teaching and non-teaching staff

are prohibited from entering the examination premises with mobile phones.

Concerned teaching and non-teaching staff who are engaged in examination work should not leave

the examination centre after the examination has started.

Every Centre-in-Charge is requested to take immediate action to marked students R.A. [Reported
Against) if any one of the below mentioned reasons occur during the examination. The reasons are:

iJ Entering the examination centre with a mobile phone, ii) cheating and other malpractice or using

dishonest means, iii) Harassing the invigilators or staff by the students, iv) destroying the

examination centre's property, v) Tearing the answer scripts, secretly taking it outside the

examination hall, making any indecent comments on the answer scripts, vi) Repeated talking with

other students in the examination hall during the examination ignoring the warning oi invigilators.

18. Use/possession of mobile phones and any other communication device is strictly prohibited in the

examination hall and if found so, shall be confiscated. The concerned students must be marked as

R,A. and FiR must be lodged against the students who are caught with mobile phone in the

examination hall.

19. Answer scripts of the students marks as R.A. must be separately packed and necessary proofs must

be attached with the answer scripts of the concerned students. Written confession of the R.A.

students must also be attached with the answer scripts. Sealed packed containing answer scripts of

the R,A. students must be sent to the Council's office at Karigari Bhawan, [4th FIoor), Plot No. B/7,

Action Area-lll, Newtown, Rajarhat, Kolkata-700160 by special messenger within stipulated time.

20. In case there is any complaint of lawlessness, cheating and other malpractice from any examination

centre, the result of the concerned examination centre may stand 'WI'IHHELD'.

21. No student will be allowed to seat for the examination if he/she appears 15 [fifteen) minutes after

the start of examination,

14.

15.

16.

17.
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22. No student will be allowed to leave the examination hall for whatever purpose without submitting
the answer script.

Attendance of the students must be recorded during the examinations. A blank format of Attendance
sheet is attached here in under as Annexure-L

24 Clentre-in-Charge rvill be responsible fbr saf-e custody of answer scripts after each day of
examination.

25. After completion of each day's examination, shorted answer scripts must be kept in a separate
packet. The packet containing answer scripts must be signed by the Observer and Centre-in-charge
and sealed in presence of the Centre-in-Charge and Observer of the examination centre immediately
after completion of each day's examination. Each sealed packet of answer scripts of the students
mustalso contain two copies of question paper of the respective subject, one duly filled in and signed
Attendance Sheet and one blank Marks foil for the appearing students in prescribed format fattached
herewith as Annexure-ilJ. A standard Top Sheet [as used during all previous offline examinations]
must be attached on each sealed packet.

26. There will be no separate packet for the answer scripts of casual candidate.

27. Signed and sealed packets containing answer scripts of the students have to be submitted to the
respective Centralised Evaluation Centres [CECs) by hired vehicle within stipulated time. Necessary
guidelines for in this regard will be issued in due course of time,

28. Concerned Institutes must email the details of the answer scripts of their students in prescribed
Excel File format (attached here in under as Annexure-Ill) to the concerned CDCs within stipulated
trme.

29 All other modalities of the aforesaid examinations will be same as that of the odd semester external
theoretical examinations held in January 2024.

Head of the Institute of all concerned Institutes musttake note of the above and do the needful for
successful completion of the examinations,

C1""P*
Chief Administrative Offi cer

WBSCT&VE&SD

Memo No. WBSCTVESD/TED/ 2023 -24 / 17 7 4(2 / 4)

Copy forwarded for information to:

1. The Chairperson, WBSCT&VE&SD

2, The Director, DTET

3. SAO ITEJ, WBSCT&VE&SD

4. SAO IExamination), WBSCT&VE&SD

Date:10.06.2024

AI,&lFe
Chief Administrative Offi cer

WBSCT&VE&SD
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Annexure-I 

ATTENDANCE SHEET FOR EXTERNAL THEORETICAL EXAMINATIONS (JUNE 2024) 

 

 

 

 

 

 

 

Date of Examination:________________________________ 

 

Total Number of enlisted students:____________________ 

 

Sl

No

. 

Name of the 

Student 

Registration 

Number 

Roll Number Status 

(Regular

/Casual) 

Signature of 

the Student 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

 

 

Total Number of students present: _______________________ 

 

Total Number of students absent: _______________________ 

 

Signature of the Invigilators with 

date:________________________________________________________________ 
 

Signature of the Observer with date: 

___________________________________________________________________ 

 

Signature of Centre-in-Charge with 

date:________________________________________________________________ 

 

 

NAME OF THE INSTITUTE  

Name of the Subject  Name of the Branch  

 



Page 2 of 3 

 

Annexure-II 

MARKS FOIL FOR EXTERNAL THEORETICAL EXAMINATIONS (JUNE 2024) 

 

 

 

 

 

 

 

 

Date of Examination:________________________________ 

 

Total Number of students present:____________________ 

 

Sl

No

. 

Institute 

Code 

Registration 

Number 

Roll Number Status 

(Regular

/Casual) 

Marks 

Given by 

the 

Examiner 

Marks 

Obtained 

After 

Scrutiny 

 

 

 

 

 

 

 

 

 

Full Name of the Examiner (IN BLOCK LETTERS):    

Designation:    

Institute Name:                                                                                                                                 

Mobile No:_________________________________                   Email Id: 

____________________________________ 

Full Signature of the Examiner with date:   

 

Full Signature of the Scrutinizer with date:        

 

 

 

 

 

 

N.B: STUDENTS DETAILS MUST BE FILLED BY THE CONCERNED INSTITUTE. 

 

 

 

 

NAME OF THE INSTITUTE  

Name of the Subject  Question Code 
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Annexure-III 

 

Sl No. 
Institute 

Code 

Name of the 

Institute  

Branch 

Code 
Semester 

Name of the 

Subject 

Question 

Code 

Total 

Number 

of 

Answer 

scripts 

                

                

                

                

 

 

 

 

________________________________________________________________________________________________________________ 

Signature of the Head of the Institute with Official Seal 

 


