                           HEADS OF SCHOOLS PRESENTING CANDIDATES FOR THE

INDIAN CERTIFICATE OF SECONDARY EDUCATION EXAMINATION-2014
Coordinating instructions for arrangements for ICSE Examination 2014
1. SUPERVISING EXAMINERS:

i.  CENTRE SCHOOLS will nominate a Supervising Examiner.
ii. SCHOOLS having more than 120 candidates will have two CENTRES and hence will have to   nominate two Supervising Examiners, also if the examination is being held in two or more rooms the school will have to nominate one supervising examiner for each room.
iii. The Supervising Examiner’s Remuneration, Traveling Allowances and Lunch Allowance will be  paid by the Centre School.
iv. Supervising Examiners must report to the Principal of the Centre School at least half an hour  before the examination.
v. In case of more than one supervising Examiner than one of them shall be designated as the Chief Supervising Examiner who will be responsible to carry out duties of Supervising Examiner in a centre having single Supervising Examiner, the other Supervising Examiner will assist the Chief Supervising Examiner to carry out these duties and supervise the examination in the second hall/room.

vi. All Supervising Examiners nominated must fullfill requirements laid down by the Council for nomination of Supervising Examiners.
2. INVIGILATORS:

i. As per the Council’s Regulations, all Invigilators have to be neutral.

ii. Allocation of invigilators will be done by the Zonal Convener.
iii. Schools will nominate Invigilators in the ratio 30:1 for Theoretical Papers. The Zonal Convener may request for additional nomination if circumstance warrant.
iv. Zonal Conveners will dispatch details for Invigilators required for the Theory Papers to the Schools. 
v. All Schools are then required to make lists of names of the invigilators nominated by them to the Centre and dispatch one copy to each of the following:

a) Principal of the Centre School

    
b) Supervising Examiner of the Centre School

    
c) Zonal Convener
vi. Care should be taken to ensure that the invigilators deputed are not teachers of the subject examination, and fullfill requirements laid down by the Council for nomination of invigilator.
vii. If an invigilator is absent for any reason, the School concerned is responsible for sending a  replacement.

viii. The Invigilators must report to the Chief Supervising Examiner of the Centre 15 minutes before the Examination are scheduled to begin.

3. PROJECT WORK-

Schools are requested to complete projects/files in ALL SUBJECTS by 15 December   2013.
2. PAYMENTS:

     A.   SUPERVISING EXAMINERS

i. The Remuneration for Supervising Examiners is Rs. 300/-per day for every day  on examination   duty. This includes both, Lunch and Traveling Allowance.
ii. The Supervising Examiner’s remuneration will be paid by the centre school after the conclusion of the ICSE Examination.
      B.   INVIGILATORS

The Remuneration for Invigilation is Rs. 150/- (Inclusive of Travel) per session. This will be paid    by the Centre  School immediately after the conclusion of every examination.
      C.    VISITING EXAMINERS

             i. Payments to Visiting Examiners will be made, directly by the Schools as 

                shown below, the MINIMUM PAYMENT BEING Rs. 100/-.

              * Home Science, Cookery & Needle Work – Rs.5/- per subject per   candidate.

              * All subjects/s Rs.5/-  per subject per candidate (Project).
              * The Schools will provide conveyance or adequate traveling allowance to Visiting

                 Examiners, if the need arises.

       D  FEES:-

CENTRE SCHOOLS

1) REGULAR CANDIDATES:
    Regular Candidates will be charged a rate of Rs. 750/= each to cover Local Centre Fee and  
    Stationery, Miscellaneous Expenses, Centre Fee for all subjects and Project Work 
     evaluation, by the respective schools. 
     Note: Rs. 20/= per candidate will be sent to the Zonal convener by cash on or before 15
     December 2013 including  non centre Schools.
 2)    Non-Regular (Private) Candidates:

        Non-Regular (Private) Candidate will deposit Rs.450/= as Local Fees directly with the 
       Centre School.

3)    Supplementary Candidates:

       Supplementary (single subject) candidates will deposit Rs.50/= directly with their school. 
       Fees from these   candidates will be retained by the respective school. 

Non-Centre Schools

Kindly note that items marked with * will apply to Non-Centre Schools too. However, part of the LOCAL CENTRE FEE i.e  Rs.130/- per candidate  must be remitted   by cash to  the Centre School.
ADMINISTRATIVE DIRECTIVES

1. As and when the Inspector is appointed you will be informed accordingly.
2. Principals and Supervising Examiners should be extra vigilant when Question Paper packets are taken out of the banks.

3. Special care and double checking must be done before breaking seal of the envelope containing Question papers to ensure right question paper is opened for that session. 

4. The Project Work for all subjects will be as per the Council’s instructions.

5. Confidential Booklet: Rules for the Conduct of an Examination Centre for the ICSE Examinations for the use of Conveners, Heads of Schools and Supervising Examiners should be followed strictly – without adding their own interpretations.

6. In case of queries raised by examinees regarding any questions of a Questions Paper, the Supervising Examiners/Invigilators/Principals are reminded to inform the candidates to answer to the best of their ability and understanding. They must also add that the problem shall be referred to the Council after the completion of the examination. Under no circumstances should unauthorized corrections/suggestions be offered to the candidates. If the Council sends any Correction Slips the same must be read out to the candidates before the start of the paper.
7. PRINCIPALS ARE REQUESTED TO NOTE THAT REPRESENTATIVES WHO COLLECT THE PARCELS OF THE ICSE EXAMINATIONS QUESTION PAPERS FROM THE ZONAL CONVENERS MUST BE PROVIDED THE SCHOOL CAR FOR PURPOSES OF SECURITY .IT IS NOT ADVISABLE TO SEND THESE STAFF MEMBERS IN RICKSHAWS, BUSES, TAXIS AS THESE ARE EXTREMELY VULNERABLE MEANS OF CONVEYANCE. If the School car is not available the Principals of schools will be required to arrange for one. This will be done at the expense of their school.
8. Suggestions, if any regarding the 2014 Examinations should be sent to the Zonal Convener Zone C, ICSE Examinations, Kolkata ,  e.mail  : convener.zonec@gmail.com
Brij Bhushan Singh.
Zonal Convener, Zone - C
ICSE 2014 Examinations

Headmaster
The Bhawanipur Gujarati Education Society School (ICSE)
12 B, Hey Sham Road,

Kolkata 700020.
02 Aug 2013
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