
PARENTAL CIRCULAR REGARDING IMPORTANT INSTRUCTIONS 
FOR  MID -TERM EXAM 

Dear Parent 

 As you are aware that the Mid- Term Exam is scheduled to begin from                

16 September 2020 onwards. In this regard we are circulating important 

instructions for smooth conduct of exam. 

1. To ensure smooth attempt of examination by your ward WIFI connectivity at 

home is must. Mobile data proves costly and has connectivity issues. 

2. Your ward has been messaging teacher regarding network issues. As per the 

recent spike in Covid cases it is pertinent that school would not open for middle 

and senior classes until the next few months. Hence Online classes shall continue. 

We advice you to find a permanent solution to this problem. 

3. Students have to complete their subjective paper in one and half hour 

pretty sufficient time. Your ward would find question paper shared on zoom 

portal. He/ she need not hurry with the questions nor force the teacher to move 

to the next page before other students have completed writing. Sufficient Time 

limit shall be given by teachers for every question on the day of exam which your 

ward can comfortably attempt the paper. 

4. In case your ward faces network issues then he/ she need to send message 

to class teacher( VI to X) and subject teacher ( XI- XII)in her personal inbox. 

He/She will allow entry to the class again. 

5. Check mobile data/ WiFi connection before attempting exam. Ensure 

other family members do not use their mobiles for watching videos or heavy files 

 (in case have WiFi at home), 

6. The moment your ward clicks on the link for exam he/ she should keep his/ 

her Video ON and Audio in Mute mode. Mobile should be kept focused on 

the writing material. While attempting teacher should be seeing what student is 

doing. In case students donot switch on the video the Observer shall note 

down the names of students and cancel their exam. 

7.  Ask your ward to learn how to convert scanned answersheet into PDF. He/ 

she can practice this at home. Blurred answersheet if uploaded shall not be 

evaluated by teacher. Hence before uploading on mail ID check clarity of all the  

 



   scanned pages. In Senior classes we have asked students to arrange two     

   devices. Teachers have explained the purpose clearly.   

8. In Objective ( Google form paper) kindly donot rush up for entering details . 

Teacher's will send you link 3-4 minutes before the time slot given. Open the 

form exactly at the time slot given if 8 am then open after 8 am if 8.30 am 

then after 8.30 am. You need to wait for the form to open up properly. Enter 

the needful details and answers and submit. Once you receive response 

submitted successfully that means your ward's paper has been submitted. 

Please do not send the screen shot of answers to the subject teacher. In case 

there is network issue and you do not receive message of response 

submitted then only send screenshot.  

9. Please do not convert Google form into PDF document and upload on 

Email ID. Only Subjective paper PDF is to be uploaded. 

10. Subjective paper will start exactly at the same time that has been 

mentioned in the previous circular. Link will be sent by teachers as 

mentioned. Ensure your child sits in the room ready with all the material 

required. As soon as your ward clicks on the link and enters the exam room 

teacher shall check attendance and share question paper. Rest is given in       

point no. 6. 

11. Kindly donot send any PDF submission of answersheet on school Email 
ID in case you do so then it will not be considered and evaluated. We are 
providing you separate Email ID for this purpose. 

Teacher's will send Email ID along with Subjective paper Zoom link. For 
every subject you will receive separate email ID hence you have to be very 
careful and vigilant. 

Don't do these: 
1. Send PDF in  school  Email ID 
2. Send on helpdesk email ID 
3. Send on Class Email ID 

   Important Note: 
For all the issues like to check whether their ward's/self response have been 
submitted or not, Google form not opening, details not able to view, you have to 
firstly ensure your mobile data or network connectivity is good.  

All the Best for the Exams 

Regards 

Principal 
   Examination Department 

 


