Some General Guidelines for understanding the conducting/processing of Board Exams for newly appointed Govt.Teachers.
Thoroughly go through and conduct the exam according to the instructions given by the Punjab school education board or any board who is conducting the Exams.                     The tips given below can give you only an idea not the whole process of different rules and procedure which are adopted for smooth conducting of exams :-
1. The controllers of examination centre collect the Answer sheets as well as Question Paper   according to the examination centre/no. of examines.
2..The superintendent collects, attendance sheets of examines who are appearing in that centre ,memo, Bills forms, , flying squad sheet, attendance sheet form of Examination staff according to duty, Performa for sending packets of answer sheets at collection centre. Performa for receiving answer sheets, Stamp regarding exams ,List showing no. of students appearing in each paper..
3. The day before the examination superintendent with the help of controller sets the exam. Centre and also confirm about the supervisory/invigilators staff.
4. On the day of the examination the sitting plan is displayed so that the examines could sit according to the sitting plan.
5. On the first day of exam at least before 30 minutes, The superintendent gives the necessary instructions to the examine regarding precautions to be taken in the exams.
6. The questions papers are taken ten minutes before the actual starting of the exam 
So that the superintendent could count and distribute among supervisors for distributing among the examines at the beginning of the examination. The answer sheets are also taken and the record of taking answer sheets is noted down on the form mentioned for answer sheets.
7. The superintendent also takes a certificate from the supervisory staff that none of their relative has been appearing in the exam.centre etc.
8 The supervisor checks the examines to prevent unfair means by the examines.
9. The questions paper is given according to the given instructions of the Punjab school education board/any board who is conducting the exams.
9. After 15 minutes of the question paper the answer sheets is given to the examines or any other system adopted by a board who is conducting the exam.
10. Then deputy superintendent affix a stamp of board exams on answer sheets and also got the signature of the examine on the attendance sheet along with the answer sheet no. of the examine.
11. When the time is over the answer sheets are taken and collected by the supervisors.
12. Then the answer sheets are counted and put in a polythene bag then in the cloth bag according to memo and the address where it has to be sent is written on it with permanent marker on one side and the detail regarding the answer sheets is written on the other side of the cloth bag .

13. Then memos as well as some question papers according to the need for evaluation of the concerned subject are also put in each of the cloth bag. and the bag is seamed and the sealing wax is used on the series of the stitches and the stamp which has been made by the superintendent of the centre superintendent is also affixed on it. as Sometimes superintendent got a stamp made of copper of his name for affixing it on the sealing wax of the cloth bag.

14. After that the cloth bag is submitted/depoisted at the collection centre by the person/messenger who is eligible according to the instruction issued.and the receipt is taken.

In the last packet the Roll Number slips are put in the packet and send to the collection centre alongwith other documents.
15. Then the bills are prepared according to the duties given by the supervisory staff and the bill is submitted .
 Precautions;-
As a Centre superintendent you should instruct to supervisory staff/invigilators to tally the photo affixed on the Roll no. slip with the candidate/examine and also with the Attendance sheet’s Photo of the examine So as to avoid Impersonation.
1. The Centre Superintendent should ensure that no unauthorized article, books, papers, mobile phone etc are kept in the toilet block. The Centre Superintendent should take a round of the toilet block himself immediately after start of the examination. 

2.Centre Superintendent should make all necessary arrangements to prevent the cases of impersonation/cheating etc. during the examination. Centre Supdt should instruct the Invigilators to prevent all these activities strictly.
3.The Centre Superintendent should send a letter to the area SHO to provide adequate police personnel [male /female both] for the day of examination for maintaining law and order as well as carrying out frisking at the entry gate.
4.All necessary arrangements for conduct of exam should be made well in advance, prior to the day of examination. 

5.Centre Superintendent should ensure that no Candidate or Invigilators or other staff possess the Mobile Phone with them in the centre premises.
6.Candidates/Examines are NOT ALLOWED to bring Cell Phones, Calculators, and Electronic Watches with calculation facilities, Slide Rules, Books, Bag/Briefcases etc. inside the EXAMINATION CENTRE PREMISES. Necessary arrangement should be made at the entry gate itself to ensure that no candidate carries any of these items. The provision for safe keeping of the belonging of the candidates and the staff on duty may be made at the entry gate of the Examination Centre itself. Possession and/or use of Mobile phones, Pager, Calculators or other electronic device even by the Invigilators at the examination centre premises are strictly prohibited. The invigilators in the rooms shall ensure that none of the candidates possess the above-mentioned items/devices with them failing which invigilator shall be held responsible. 
7.Candidates are NOT ALLOWED to go out of the examination room during the examination period. Water may be arranged inside the examination room with the assistance of the Class IV employees. In case a candidate has to necessarily go to the toilet, he/she should be thoroughly checked before going and while coming back to ensure that the candidate is not carrying any Mobile phone, Pager, calculator or any other unauthorized article. Candidates must not be allowed to take Question Booklet or Answer Sheets with them, while going to toilet. During this process, one of the invigilator shall have strict vigil over the movement and conduct of the candidate.
8. The seating plan of the candidates/examines should be properly drawn up and pasted at the entry gate as well as in each room. 

9. Ring the bell indicating the starting of the examination.(1 to 9 instructions government of nct of delhi in 2008)
                       ------------------o------------------
*Record the answer sheets taken and used in the answer sheet preparation form after the attendance of the examines on their attendance sheet.
*Count the total number of question paper which you have got, used and left.
*Get the attendance of the supervisory staff on the attendance sheet.

*keep a carbon copy of every sitting plan.
Important phone numbers, fax numbers and e-mails concerned with the exam must be noted down.
*count the number of invigilators/supervisors, deputy required as per the instructions of the board.
* Compare the Question paper code given by the centre controller with the subject code given in the date sheet.
*check the question paper whether they are distributed according to the sitting plan or not.
Disclaimer;-

Although a great effort has been done for guiding the newcomers, but hreat will not be responsible for any loss due to the above said guidelines, so thoroughly go through and conduct according to the instructions given by the Punjab school education board/any Board. If you found any error in the above said instructions then let it be conveyed to us at our contact no. or at our e-mail hreat.org@gmail.com .
