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Dt. 04/04/2024

SUB: General Affiliation up to Senior Secondary Level- Reg.

Sir / Madam,

Contd...2/-

The Principal (80156)
Mount St. Mary’s Convent College
Behind Mahindra Tractors,
Lalpur, Rudrapur, Udham Singh Nagar
Uttarakhand-263153

While complimenting the school for its Affiliation with the Board for Secondary level, this office 
welcomes your school as a member of CBSE family to take responsibility for establishing itself as an ideal 
abode of education to serve the Society/Nation. Being a CBSE affiliate, it becomes imperative on the part 
of school to follow the provisions contained in the CBSE Affiliation and Examination Bye-laws, including 
instructions issued by the Board from time to time and also to motivate / encourage, the teachers and 
other staff to study the Bye-laws, Rules, Provisions and Syllabus/Curriculum and ensure participation in 
various other activities being undertaken by the Board. The school needs to fulfill all the conditions given 
in the affiliation grant letter including the following:-

This has reference to CBSE HQs letter no. CBSE/3530682/SS-00057-2425/2024-25 dated 
31.03.2024 whereby, Fresh Affiliation for Senior Secondary School Examination of the Board for a 
period of five years w.e.f. 01.04.2024 to 31.03.2029 has been granted to your school with Affiliation No. 
3530682 and School No. 80156 for future correspondence and control.

1. The Board has also decided to prepare a unique email id for each affiliated school. This email id is 
linked to the new school number / code assigned by the CBSE. School Number / Code given above is 
five digit number allotted to the school. New email ID will be - 80156@cbseshiksha.in . For further 
details Board HQs letter no. CBSE/CE/ROs/2020 dt. 04/02/2020 may be referred please.

$
YEARS OF 
CELEBRATING 
THE MAHATMA

Central Board of Secondary Education
Regional Office - Dehradun (Uttarakhand)

F: CBSE/RO/DDN/EXAM-X/2024/SCH-80156

\ * \

99, mletPICp YR?, UY - 248001
99, Kaulagarh Road, Dehradun, Uttarakhand - 248001

Tele — 0135-2757744 / 2753250, Email - roddn.cbse@nic.in, Website — www.cbse.nic.in

2. Admission to the school / examination is to be restricted as per Rule 6.1 and Rule 12 (i, ii, & iii) of 
Examination Bye-laws. While granting admission, required documentation and procedure prescribed 
by the Board must be adhered to, and special care be taken about eligibility in terms of age factor. The 
admission be granted only after ascertaining the age related eligibility criteria. The school shall ensure 
to properly keep the School Records i.e. Admission Form, Transfer Certificate and Admission 
Withdrawal Register to maintain complete record(s) of the students, for which sample formats are 
enclosed here with, in order to ensure uniformity of the documents among all the schools of the 
Region/CBSE. Correctness of the particulars of the student viz. Candidate Name, Mother’s Name, 
Father’s Name, DoB, etc. be ensured during admission, strictly on the basis of viable documentary 
records viz. Service Record of Parents, Aadhaar, Voter ID, Passport, Date of Birth Certificate, previous 
School Records of candidates, wherever applicable, so as to avoid post-result corrections and 
problem to the students.
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The admission be granted only after ascertaining the age eligibility criteria for a particular class in 
which Admission is being sought. A student seeking admission to any class in a ‘School’ will be 
eligible for admission to that Class only if he/she satisfies the requirements of age limits (minimum) 
as determined by the State / UT Government and applicable to the place where the School is 
located. As per the normal age criteria and eligibility for admission in school also be ensured as per 

rules.
As per Rule 14.2.1, Every affiliated school shall present a list of exact number of students and their 
particulars in respect of Classes IX, X, XI & XII at the time of beginning of an academic session in 
the manner prescribed by the Board.
As per Rule 14.2.2, No affiliated school shall present those candidates to the Board’s examination 
who are not on its rolls. Also, no school is allowed to promote NON-ATTENDING culture of classes 

by the students.
As per Rule 14.2.3, No affiliated school shall present those candidates to the Board’s examination 
who are enrolled in an unaffiliated School/Branch. Also, No school is allowed to grant the 
admissions more than the limit of sections granted to the school by CBSE HQs Delhi, otherwise, at 
the event of no place/space for registration in the classes, the school itself will be held responsible.
As per Rule 14.2.4, No affiliated school shall present those candidates to the Board’s examination 
who are on its roll but have not attended the school regularly or do not meet the requirement of 
minimum attendance for appearance in the Board’s examination.
As per Rule 14.2.5, Every affiliated school shall sponsor regularly its bonafide and eligible students 
in Boards Class X and Class XII examinations from the year mentioned while granting affiliation / 
upgradation regularly without break or inform with reasons thereof in writing well in time about the 

non-sponsoring of the candidates.
As per Rulel4.2.6, The school affiliated to the Board shall not sent candidates for examination of 
any other Board/ University. It shall prepare candidates for the Secondary and Senior Secondary 
Examinations of the CBSE only. For Skill subjects, only those subjects can be offered for 
which permission has been given by the department of Skill Education, CBSE, Delhi.

10. The school is required to restrict the number of sections as per the infrastructure facilities available 
in the school as per Appendix- V of Affiliation Bye-laws. The optimum number of students in a 
Section of a class should not be more than prescribed number of students in a section at Middle and 
Secondary level of the school shall preferably be proportionate to each other. The Section-Teacher 
ratio as prescribed must be maintained to teach various subjects and school shall appoint qualified 
and trained teaching staff on regular basis as per provisions of Affiliation Bye-laws of the Board. It is 
necessary on the part of the school to ensure availability of qualified/trained teachers in order to 
subjects / sections / number of students and subjects being taught should not be left without 

teachers
11. As per Rule No. 14.4, the building and furniture of Affiliated Institutions shall be placed at the

disposal of the Board for conducting any Examination and Spot Evaluation free of charge. The 
management and the Principal shall cooperate with the Board in the conduct of examinations, 
evaluation of scripts and other ancillary activities. If directed by the Board, the School shall provide 
Teachers and Principal to act as examiners in all subjects offered by the School. In case they fail to 
do so, the Board shall have the right to take appropriate action including initiating action for 

disaffiliation of the School. ...
12. The school shall submit their information through Online Affiliation School Information 

System (OASIS) as per details given in Circular No. Affiliation - 06/2018 dt. 24/04/2018. Lin 
for OASIS is available on Board’s website - www.cbse.nic.in. All information related to 
school and teachers should be correct and based on facts/details, it may be noted that, no 

column of OASIS Link be left blank.
13. As per Rule no. 2.4.9, every affiliated school is required to develop their own

iphone nos., copies of
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Transfer Certificates issued etc. as may be directed by the Board from time to time. The website so 
created should also have information with regard to fees charged, faculties available with the school 
and all information about the school campus. Further, the school may ensure uploading of TC 

issued status on School (s) Website for needful as per rules.
14 The school is required to follow the safety guidelines as issued by the Board vide No-

Affiliation 05/2018 dated 27/03/2018 captioned ‘Safety of Children in schools and shall ensure 
absolute safety of the children in school premises and transit thru school transport system, i any_

15. It is necessary for every affiliated school to become a member in the local Sahodaya of CBSE 
schools and ensure participation in activities being carried out by the Sahodaya School Complex in 
the academic development of the school. Needs to maintain Healthy relationship with the 

stakeholders, follow the rules/regulations as prescribed.
16. School must nominate its teachers for CBPs/Training/Workshops conducted by the Board from time 

to time and ensure relieving for participation as per schedule / directions.
17. Infrastructure and facilities in the Laboratories and Library & Sports: - All affiliated schools may 

review about the availability of infrastructure. In case, there is any short fall in present available 
facilities, the same may be updated with all parameters and required material, the brief of the 
categorical items are given hereunder for information and implementation mandatorily: -

a. Laboratories Laboratories aim to create opportunities to provide students with hands-on 
experience of laboratory experiments, to bridge the gap between theoretical concept and 
their application in everyday life. Students can also learn technological and scientific skills if 
they participate in various laboratory exercises.

b. Library & Sports Library plays a fundamental role in learning process holistic 
development of students. It provides various academic resources, such as educational 
materials, trainings courses, scientific publications, technological research etc. Library also 
plays important role to develop communication skills (reading, writing, speaking and 
listening) amongst the students. Sports develop the various skills in the students like 
patience, discipline, learning from failure, Sportsmanship, teamwork, leadership etc. and 
contribute to the physical & mental well being of the students.

18. The school shall follow the RTE Act, 2009 and instructions issued thereon by the CBSE/Respective 
State / UT Govt, from time to time. The school will also abide by the conditions prescribed, if any, by 

the State Government concerned.

The school should keep Affiliation and Examination Bye Laws readily available for reference 
purpose. The School is advised to visit website of the Board i.e., www.cbseacademic.nic.in I 
www.cbse.nic.in, etc. and to see all circulars on these CBSE websites regularly as most of the 
activities of the Board including submission of Registration of Class-IX and List of candidates 
for Class-X Board Examination are online and in electronic modes.

You are also requested to ensure implementation of procedure / provisions of Person with 
Disabilities Act-1995 read with as amended in 2016’, Right of Children to Free and Compulsory 
Education Act-2009, promotion of Swachh Bharat Abhiyan, Cashless Transaction and Digital India, and 
to procure all the manuals including books, teachers manual (s) pertaining to the course of study from 
CBSE, so that system be strengthened as per instructions of the Board in the larger academic interest 
of the students. The school may also ensure to appoint Wellness Teacher / Counselor, as per 
guidelines of the Board. The school may ensure maintaining of Academic Standards, imparting of 
quality education, also due care be taken for CWSN candidates by providing all facilities including ramp, 
toilets & availability of wheelchair etc. to the categories and children as per rules. The school must 
ensure that, No candidate under CWSN may be disallowed from granting of admission on any pretext 

etc.

http://www.cbseacademic.nic.in
http://www.cbse.nic.in


receipts). Original/manual

roddn.cbse@nic.in

With best wishes ! Yours faithfully,

Ends.: As above.

Email address

roddn.cbse@nic.in
Officer with Designations Branch_______ __
O/o the Regional Officer_________________
Deputy Secretary______________________
Assistant Secretary_________________
Accounts & Finance Section________________
Computer / IT Cell - For all technical queries.

Confidential Unit (CNS, HE, Examiners, Practical 
Examiners/ Evaluation)
EPABX numbers of
Regional Office - 
Deh radun_________

Telephone No.
0135- 2757744 +Ext-201 
EPABX No.+ Ext- 203

~EPABX No. + Ext- 305 
~EPABX No. + Ext-101

EPABX No. + Ext- 205 
Helpline No- 7579214383 
EPABX No. + Ext-301

_________________  Helpline No- 7310704042
ExtSbere’-2M5&M66’l0853R&|8-Tog3 Computer - 205, Accounts - 101, St°res & Pu rchases " 

106, Exam X - 103, Exam XII - 102, Confidential - 301 O/o RO - 204, Admn & Legal 206------

(Gopal Daft)/ 
Regional Officer

-4-

Besides, the Board has been taking various initiatives to strengthen the CBSE affiliates. For 
ease and convenience of the functionaries of newly affiliated institutions, the Board has prepared a 
presentation on Self Learning Material containing useful information required by new schools, which is 
available on Board’s website. The Board has also introduced - Handbook for Principals; Handbook 
for Teachers; Handbook for Students and Handbook on Cyber Safety which are being forwar e 
herewith this letter for information and reference of the school. The school is requested is study e 
Self - Learning Material (SLM) developed by the Board for newly affiliated schools. Circular No* 
Acad. 35/2020. Also for maintaining of academic standards of the school & implemen a ion o 
Policy/Rules/SOP’s accordingly, the school is requested to ensure expediting circulars No. 
07/2023, 39/2023, 09/2023, 11/2023, 14/2023, 10/2023, 12/2023 issued by HQ and this office letter 
No. CBSE/RO/DDN/PA-RO/2023 dated 05.04.2019, 08.04.2019 and 18.07.2019.

Each correspondence to the Board should have a covering letter bearing the Affiliation 
No School No., Mobile/Phone No., email.id, seal and signature of the Principal of the school 
and must be complete in all respect. This helps the Board to promptly communicate with 
school/disposal of cases as per requirement and improve efficiency. In order to improve efficiency 
speedy disposal of communication, now onwards, the schools under the jurisdiction of this; Regional 
Office will send their requests in electronic mode through e-HARKAR/L The ink fore-HARKARA is 
available at CBSE website.This Portal works at 2 stages, first at school level and second at department 
level Steps involved in using e-HARKARA have already been sent to all schoo s. It is Rapid 
Communication System for schools (to enable a paperless functioning through online, scanning, 
registering and routing the correspondences along with creation of file, referenc'n9’^°rreSp° îC® 
attachment, approvals and finally movement and tracking of files as well as receipts). Onginal/manua 
documents may be sent only if necessary and desired by this office.

Please ensure that the Rules / Guidelines I Bye-Laws of the Board including ^“EWORK 

and significant guidelines in the context of the secondary and the senior 
SCHOOL CERTIFICATE EXAMINATION dated 01.09.2020 (SOPs) are carefully studied / followed 
and be taken care before making any correspondence to this office or sending case I communication. 
SOP must be taken care in reference to implementation of system / procedures / rules.

In case of any difficulty/queries, following contact details of the office are for information and any 

assistance etc.

mailto:roddn.cbse@nic.in
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st>o^o/Sr.No.

1.

2.

ta/Father with Aadhar Card No. (optional)rntn/Mother with Aadhar Card No. (optional)

7.

8.

9.

10.

2.

tR T[^ rrcj Wet

3.
4.

v^t/Female [

HRt |--
Month I—

HTH
Month

3FJ0 yidviltcl
ST

Day
erf

Year

Disabled

Year

here name of the institutionj^ybegotprinted with complete address--------------------
 ura q>i irai-Frai <i>

wpa qirfttiro rrff ftwq 
Photograph of the student 
with Mother/Father jointly

ADMISSION FORM

TR/
Session 

rfrtft ttR

SG Child

I----- 1

tt/unfsfe Tt WTR rf rii WI T5 tid'd Do

W farrf trf?T iJlfirf:
Class in which admission is sought for:

(a) tofi W dTH: 
Full name of the Child (in capital letters):.

(b) aw tpri wr:
Aadhar Card No. (optional)  

(c) forfr/Sex: yw/Male |
fed ------- r
Day--------

STlfafe ibRvl'R <rf
EWS

I I
arfrftotflo

OBC |

belong to Gen./SC/ST/OBC/EWS/Disabled/S.G. Child attach certificate if applicable. 

PlHfefeld A TI trf Wl'rf trf) trfll 
wwt M
Gen. Cat.
I I

ijg w/Home town
[ DECLARATION BY THE PARENTS 

'1 W^KI WW WdT/Weft rfi gRT 
qrf irft rf wrf 'J3) fufrirftfl Aft vihft I
I hereby declare that the above information furnished by me is correct to the best of my knowledge & belief, if any 

information or document supplied by me found to be incorrect, I will be responsible for the same.

rfsw Pnrff rfcwg 1 shall abide by the rules of the Vidyalaya.

uR (srffr ii)/Date of Birth :

if/In words  
ar h rfwr WI 31 nrrf 3TFg

Age of the student as on 31st March:

wi 5>i w wj^/Blood Group of the child 
w aw wtr W/ajcjpid vi’idi 

you I „ .

a^ouiiRi 
SC

1 I
5. w/ftffl w afra/Details of parents:- 

HWT/ta <r>7 rfRT/Oetails of Mother/Father

(I) w/Name (in capital letters)

(ii)^rfcn/Nationality
aiwi/Occupation ____________

(Hi) <t>[i|fera rn WH, 'pi wn ^WW/Name of the 
office & full address with Telephone No.
(iv) WRfra W trf

Full residential address with tele, no. 

(v) Wft W/Permanent Address

(vi) <ufe aw/Annual Income

6. wfe affeiw tf>T Rtn (tlfe rf):
Name & Address of local guardian (if any):  

feci ftaisra 5T HIH 4 TtTT wi rf:
Name & Address of the previous school with Class:  
rftfel [ciaielR gRT uil^l (ft/rf. R f^W fee?
No. & date of T.C. issued by previous school with status of result:

TRI fe?n felOT ^OHTofe ara an:
Whether previous school was affiliated with CBSE: (Yes / No)  

fe [tlWell [feelfl ciirflfl Hltzrffe fetl TFW drf 5 rf tfii <W HTH .................... ....
If, the previous school was not affiliated with CBSE, specify name of the Board.

11. (a) fen rfen nfein/Result of previous examination: (b) rffeRf/Percentage

12. fe fet fe ywiRd fen/Subjects proposed to offer: 1 2........................................... 3.
4 ..........5 6

13. feHeTfl <rf W SW fed Wrjd <rfe fe R’l *i^l rf I
Whether school has the approval of the Board to offer thus subject.

14. W TejMMW WT-RR feFf t? 5T/dfi 
Whether the transfer certificate is attached: YES/No

15. niq-w/Mother tougue:

o/Sr.No


FOR THE OFFICE USE ONLY

1.

wfl/Admission Incharge

2. 

vwl/PRINCIPALW(/Date:

.Fee Receipt No

TOTAL 

NoYes

.Vol.

wHw/Office Suptd.f?rfSj/Date:.

frtfSr/Date:.

Rdisfi $ sr (vO'SvjpsiRo)/
Registration No. of the student in Admission Withdrawal Register is.

Admitted to Class
Dated
Details of amount received:

Section 
issued.

Admission Fee 
Tution Fee 
Any other fee 
Computer Fee 

.........  $ I
after checking the relevant papers and

tWg Wimidi MlKi'lMXl’fl Wil....

Please admit to Class Section 
realise the dues.

Sign, of Principal/Official Seal

Wil Mlvl4>l ’i 'UH Wf f^IT 7PITI

Name has been entered in the Class Attendance Register: (/)

mhiPki Rb<ii viidi t afk th? wmkiI $ afra w eft I? i
Certified that I have checked the application form and the relevant papers are found in order.

JRT PiufRa ’TH'St STJiiR HTR 3l-j*ilRd f^iT vfitil $ I
Admission considered by the school is in accordance with the provisions of the Board & approved.

_______ qif™.

mhiPm fein utrar t n<|fe4i ura nftFsi if ’it w ^j'icih Tn wnfero sri ura fit^r w i
Certified that all the entries have been made in the Scholar's Register and the dues have been received.



HERE NAME OF THE INSTITUTION MAY BE GOT PRINTED WITH COMPLETE ADDRESS

Format
WMI^l TFW-tVTRANSFER certificate

1.

2.

3.

6.

7.

Class in

12.

13.

14.

15.

16.
17.
18.
19.
20.

8.
9.

4.
5.

10.
11.

,3>cwo/S.R.No:............. tfifa "fio/Admission No:....  
........ Status of school: Secondary/Sr. Secondary

cur ^atH/Name of the Pupil:  

anw Ho/Adhar Card No.(optional)
wn aw/Mother's Name:

swR ao/Adhar Card No.(optional)
faat aa ara/Father's Name:  

 
 

anw ao/Adhar Card No.(optionai)  
 'ii'^lam/Nationality:............................................................................................................................

 aar sr^owfcf/aroano/ Rw-si wf FLrt

Whether the pupil belongs to SC/ST/OBC Category :  
wra ^fiaaa mwfcilaT/Date of birth according to the Admission Register (araW/in figure) 

(aicat 3/In words)  
 aar fcnsff an ater afWa arjoW t ?:

Whether the student is failed :  
 

iRci f4aa/Subject(s) offered:  
 Rwcil aaa ferrsff arcaaav aar.......................................................................................................

which the pupil last studied  
  Raiieiq/afi aftstr va afWa/School/Board Annual examination last taken withresult:  

 
aar aw asnr ff aafwtr an ari^raaJt :

Whether qualified for promotion to the next higher class:  
aar ferraft ferwr a^t ta af4 an ■gnuH a^ Rar t:
Whether the pupil has paid all dues to the Vidyalaya :  
aar f/arafi a?r afrt Raraa wa a?t aft, afa st, tfr aaaft aajfft :
Whether the pupil was in receipt of any fee concession, if so the nature of such concession:  

 441 Rejiaft VHO^fto^fto l^qxul "ft:

Whether the pupil is NCC Cadet/Boy Scout/Girl Guide (give details):
Rejicia fftarsft aw an anft aft W5r:
Date on which pupils' name was struck off from the rolls of the Vidyalaya  
fftaraa wteft an anan/Reason for leaving the Vidyalaya:  
affcm fftfSr na> 'WfMWi aft war awn/Total number of attendance till last date:  

WWW 3ii4xui/Generalconduct:  
aft< stw fewftt/Any other remarks:  

wa-aa arrft aaa aft frtfat/Date of issue of certificate:

chiRawr/Prepared by affaawf/Checked by ?o waift/anafaw afea
(Name & Designation) (Name & Designation) Sign. ofPrincipalwithOfficialSeal

wiHRRa aa wft gw Ftwaffta <ft www/arwa fftwew aawa aWcr gw afcwwrafftn s™ awft i
Note:- If, this T.C. is issued by the officiating/lncharge Principal, in variably countersigned by the Manager.

fftaraa a./School No.: ao/Book No.:
Affiliation No.: Renewed upto
Registration No. of the candidate (in case Class-IX to XII):

cwo/S.R.No


FORMAT

School Code Affiliation No Name of the School:-.

ADMISSION-WITHDRAWAL REGISTER

fctfir tRTT

Address ss

come

1816 17 19 2010 1 12 13 14 158 95 6 73 421
1

1

2

3

4

5

6

7

8

9

10

Date of 
Admission

f^Kn 3>T ^TFT 
cRTT oUd'diil

Name 
and 

Address 
of 

Guardian 
(if any) 
with 

Occupati 
on

Name 
of the 
School 
from 

where 
the 

student 
has

Signature 
of 

Principal

sP.

S.
N.

HTcfT

Mother's 
Name 
with 

Aadhar 
No. 

(optional)

Father's
Name & 

Occupation 
with Aadhar 

No.
(optional)

Cla

Special 
Catego 
ry of 
Child 

(Disabl 
ed)

W HI'x!^0!

No. & 
date of 

Transfer 
Certificat 
e issued

^'WIW
Signature 

of
Recipient

•11*1
Name of 
student 

with 
Aadhar 

No. 
(optional)

writ
Perma 
nent

STJ.vTT./

/ 3T.fa. 
vn.

/'HHI-U
SC/ST/ 
OBC/ 

General
Date of 
Birth / 
DOB 

Supportin 

g 
Documen 

ts with 
No. & 
Date

fcfUTera 
fcfTR

anTji 11

WFffa 
Residen 
tial

(life
cFT —11*1 
czra^rra 
cRH qcTT

viR fcrf^T 
/ 'Ji'*iRiRT

trra 
(Refill)

Remarks

Office

^>afi

M<sdl 2JTI 
Class in 
which 

previou 
sly

Studied

Conduct


