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Introduction

About Us

&0, Goenka Public Scheool at Dokshineswar is o promising signoture in the field of guality education,
It is an English medium co-educational CBSE School. Keeping in mind our motto: "Higher Stronger
Brighter”, we give our little ones the very best, ench and every day.

Wae at 5.0, Goanka Public School Dakshineswar strongly believe In and respect the individuality ond
multiple intelligences possessed by different children. We believe that every child is special and
neads dll, that will make him a unique holistic and sockally contributing individuwal. We with the
promizse to provide best of infrastructural focilities, high-tech labs, weli-stocked library, ond
adequataly equipped medlcal room, vast ploygrounds, cafeterio, etc. ensure that this process is
auvgmented and each child is nurtured well,

Vision

In ourr vision for the school, eoch and every student should devalop ond mold their ambitions
towdards parfection.

Each day should be o unique opportunity to conduct our lives with distinction, with ne room for
mediocrity. Each and every task, intaraction with a person or moment wa live reprasents a chance to
do it better thon anyone else. Dur vision |5 to revormp traditional systems towards an amazing Bend
of natlonal and athical valuas. Az a dynamic group, we constantly evolve and maximize our
potentiol. We hope thot each day becomes a rich one, never boring and ahways impoctiull

Mission

The school motto HIGHER STRONGER BRIGHTER tokes its core idea from a quest for excellences, an
insatiabla thirst for knowladge and a limitless croving for the latest

It is for us to strategize achool octivities so that no opportunity to build advantage is missed. In our
mission, each acadermic or extra experience, each small interaction must bulld into o larger mosalc
of understanding. Our constant aim is to raise awareness, broaden horizons, inspire debate and
inculcote valuas that are sterling In guality.
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SOP for Rules & Regulations of Teaching & Non- Teaching staff

THE CODE OF CONDUCT FOR THE TEACHING OR NON TEACHING STAFF

Non Vacation Staff ;

Principal /vice= Principal [ Head Mistress| All cadres entrusted with the administrative, financhal,
gecurity, maintenance and related octivities and any other etaff not included in the Vacation Stoff
category.

Vacation Staff:
HODs, Incharges, PGTEfTET&p'FETEfMurEEr',r Teachars/Astt. Teochers/ Longuoge Teachers/PETs/ Art
& Craft teachars/Muslc, Donce ond teachers etc.
Teaching and non Teaching stalf to note the following—
= A teacher/ Hel She etc) shall not enter into any transactions whether monetary or otherwlse
with any students and/or parents/ guardians and as such shall not misuse your position for
your personal gains and further shall not conduct yoursalt in such manner that shall be
detrimental and]or prejudicial to the interest of the institution
= Inthe event you may want to leave the employment, a notice of 30 days shall need to be
sarvad,
* Inthe event of termination/leaving of employment as the case may be full and final
settternent shall only be disbursed after 45 working daye from the last day of employment.
2 You will fulfill ol duties expected of you.
o You will obtain from communal or sectarian activity.
o You will not against any student on the ground of caste, creed, longuage, religion, ploce of
origin, socidl and cultural background or any of tham;
e You will not indulge in, or encourage, any form of malpractice connected with examination
or any other school activity;
o ¥ou will not neglect in correcting closs work or homework done by students;
While being prasent in the achoal, you will net absent yourself from the class;
2 You will not accept any job of o rernunerative choracter from ony source other thon the
school or give private tuition to any student or other persan or engage himsell in any
buskness.

PERSONAL DISCIPLINE

= Any activity/incident of the employee which may/will hamper the namea/goodwill of the
institution and the brand, the management hos the right for immediate termination in such
grounds,

= Be gullty of spreading rumors of any kind that moy domaoge the integrity of the school

= Be guilty of nceusing the school authorities or incite athers to rise against the school
monagement.

4]
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DUTIES RELATED TO STUDENTS

LHe/she shall carefully record anecdotes = good or bad = of the student in the school campus
and maintain a Student Portfolio file.

2 He/She shall In case of emergency contact first the school authorities and with their consent,
the parents,

USE OF TIME

1. The teaching or nonteaching staff shall cbserve punctuality and regularity in his/her
attendance and will not absent himselffherself without obtaining the previous permission
from the principal in writing.

2. The teaching or nonteaching staff sholl work within the fromework of the aims ond objectives
of the schiool

3. The teaching or nonteaching staff shall conform to all the rulss and regulations in force in the
school and will cbey all such lowiul orders and directions as he/she shall from time to time
receive from the Principal or Manager or someone duly authorized by him/her.

4. The teaching or nonteaching staff shaoll work honestly, efficlently and diligently undar the
arders and instructions of the Principal or one delegatead by him/her, and will make himself/
herself useful by actively participating In all school actlvities.

5.Ha/she shall corne prepared for the class with clear Lesson Plans, meanings, explanations ete.
to teach the students,

B.Ha/she shall teach the closs based on the Text Books (NCERT or CBSE) prescribed by the
school

7.Ha(she shall submit to the Principal Weekly Lesson plans in the given format and daily Lesson
Motas in the form of Teacher's Diary.

TIMING FOR TEACHERS & LEAVE RULES

Mail to Principal Ma'am Applying the leave in the
sooking permission NASCORP

Principal Ma'am reviews
and accordingly
approves or rejects
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B @

Al Teachers must be in school by 8,25 am

From 8.26 arm till 8.40 am will be consider as LATE

Frorm B.41 am till 10.00crm will be considered s HALF DAY.

From 10.01 am anwards it will ba marked ABSENT.

If a teachers leaves before 12,30 p.m, it will be considered as HALF DAY,

In casa of Maternity Leavas, you will have to inform the concarned authority 45 days abead of
Maternity leaves date with documentation. ignore (if not opplicable),

Flaasa note thare wolld be no carry forward of laaves and all laaves must be exhaustad by
March.

If a tecicher ks absent on the last working day before a long holliday( viz. Surmmer, Winter, Puja o
Criarali vun::utim]und the first working daoy the school reopens the ENTIRE HOLIDAY will be
considered as MON PAID LEAVE.

Medical Leave, if opplied for, must be accomponied by appropriote documentation

A single day's leave cannot be a medical leave. it will be a Casual Leave.

Special leave for 7 doys may be availed for own morrioge or death of o close family memiber,
4 LATES are dllowead in a month, any additional late arfval will attract a deduction fram Casual
Leave.

A teacher or a staff can avall 14 Casual Leave and 14 Medlcal Leaves in a year. In a manth, a
teacher can avail maximum 3 Casual Leaves (subject to approval).

All lsaves and changes of attendanca must ba booked through NASCORP in addition to the
mail sent te Principal Ma'am and marking o copy to HR. Otherwise adjustment (late or absent)
shall not be rectified and salary shall be deducted.

In any special or unovoidoble circumstonces Managaement or Principal, through a notification,
to the management, will approve the changes.
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Acts Constituting Misconduct:

Acts of Violence and Threats
Assaulting, threataning, or intimidating any student, employas, or officer of the Management
within the premises or outside, wheare such behavior is related to employment.

Dishonest Practices
Theft, froud, or dishonesty involving the School's business or property, or property balonging to
anather person within the School premises,

Corruption
Accepting or giving bribas, [legal gratification, or engaging in corrupt practices.

Financial Discrepancies
Possession of assets or property disproportionate to known income sources, withouwt sotisfoctory
axplanathon.

False iInformation
Furnishing false details regarding personal or professional qualificotions, age, or any matter
rmaterial to employmeant.

Prejudicial Acts
Acting ogainst the interests or reputation of the School.

Insubordination
Willful refusal to cormply with lowful and reasonable Instructions.

Unouthorized Absance
Absence without leove or overstaying sonctioned leave without justificotion.

Attendance Issuas
Habitual tardiness or unauthorized absence.

Work Negligence
Laziness, inefficiency, or neglact of assigned duties,

Unigque Legal Aspects:

Failure to Adhere to Educational Standards
Meglecting syllabus completion or refusing participation in mandatory co-curricular activities,

Confidentiality Breach
Unouthorized communication or misuse of sensithive information or docurments reloted to the Schools
operation,
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Unouthorized Commercial Activity
Engoging in extermnal employment, business ventures, or private tuitions without prior approval.

Conduct Affecting Morality
any act involving criminal rmoral turplitude, including physical or psychological harm to studants or staff.

Groupism and Factionalism
Creating disharmony among staff or encouwraging divisive proctices.

Penalties for Misconduct

Minor Penalties:

i. Censure; Official reprimand issuad to the employveas.

. Warning: Written or varbal cautionary notice.

iii. Suspansion Without Pay: For up to four days.

iv. Withholding of Increments: Without cumulotive effect.

v. Recovery: Full or partial compensation for domaoges coused by negligence or misconduct.

Major Panalties:

L Withholding Increments with Cumulative Effect Permanent financial impact on the employes.
ii. Demotion: Reduction in rank, grade, or poy scale.,

lil. Rernowval frorm Service: Without barring future amployment.

iv, Dismissal: Permanent disgqualificotion from future employment opportunities.

Legal Clarifications:

Distinction Between Non-Cumulative and Cumulative Penalties:
* Non-Cumulative: Temporarily delays salary increments without long-termn effects.
» Cumulative: Parmaneantly reduces entitiermeant to future Incraments.

Right to Appeal:
Employeess subjected to major penalties may exercise the right to appeal to o designoted
authority as per lagal provisions.

Compliance with Labour Laws:
Al disciplinary meosures will adhere to aopplicoble labor lows, ensuring foir trectrment and
dus procass.
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Additions to Code of Conduct:

Conflict of Interest: Employess must disclose relationships or aossociations that moy conflict with
thair rode or the School's interests.

Whistleblower Protection: Employess reporting misconduct or unethical proctices in good faith will
be sofeguorded agaoinst retaliotion,

Non-Discrimination Clause: Strict adherence to equality and non-discrimination, ensuring an
inclusive workploce aligned with statutory provisions.

Disciplinary Proceedings:

» Where suspension |s not necessary, but the amployvee’s presence in thelr current role s
inoppropriate, the monagsment may temporarily reassign the emploves to aonother role without
affecting thelr salary or benefits.

» The amployee under inquiry must not attermpt to iInfluence withesses, tamper with evidence, or
ahstruct the inquiry process. Any such action will be treated as gross misconduct ond may result
in Immediate dismissal.

» N cases of misconduct invelving child safety, including corporal punishment or abuse, the matter
will be reportad to the oppropriate legal or reguiotory outhorities, such as the National
Cormmission for Protection of Child Rights (MCPCR).

» All procesdings of the Inguiry must remain confidential, and any unauthorized disclosure of
information will result in further disciplinany action against the party responsible for the breach.

¢ The inquiry officer may review the employee's post perforrmance and conduct records to identify
any pattermns of repeatad misconduct, which will be included in the final Inguiry report.

* Employeas under suspansion or inguiry must inform the manogement of any materkal changes in
their circurnstonces, such as criminal charges or medical izswes, thot Moy Impact the inguiry.

» Emploveas undergoing disciplinary procesdings are not permitted to resign from their position
until the inquiry is concluded. Any resignation tenderad during this time will be held in obeyance
unitil the final decision is made,

¢ |f the employee iz found not guilty, they will be reinstoted in their role ond provided support for
reintegration Into the workploca, including, where appropriate, a forrmal apology from tha
management.
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* Employees are expected to demonstrate empatiy, fairmess, and impartiality in their iInteractions
with students, colleogues, ond parents.

* Any behavior or language that could be considered discriminatory, harassing, or offensive is
strictly prohibited and will result in disciplinary oction.

* Employees must ensure that their ottire ond appearance allgn with the professional standards
and decorum of the School.

= Any personal disputes or grievances between employess should be oddressed thn:lug:h
appropriate Internal channels and not disrupt the working environment.

* Emplovees must report omy unethical or unlowful activities within the School premises to the
Manaogerment promptly and confidentially.

* Employses must seek prior opproval before represanting the School in external events,
conferences, or public forums,

* Hoemployee shall use School resources, Including property, equipment, or maoterials, for personal
or unalthorized purposas.

+ Employees dra reapnrmible for mdintaining the :ﬂnfh:lanﬁuii:ty of their legin credentials and
school systems they access,

* Any delay or negligence in fulfiling assigned duties ond responsibilities will be recorded ond may
affect future apprdisals or promotions.

* Employses must ensure timely submission of reports, lesson plans, and other decumeantation
required by the School guthorities,

» Al staff must participate in training sessions, workshops, and professional development activities
as instructed by the School,

+ Employees should ensura that all official communication with parents, students, and axtarnal
parties s routed through the designated School channels.

= MNoemployees shall store, shaore, or distribute unouthorized content using School-provided devices
or systems.

* Employaes must immediataly notify the Management If they are unable to raport to duty due to
personal or professional reasons aond ensure complionce with leave palicies.

* Employees found misusing or domaging School property, whether intentionally or through
negligenca, will be hald liable for repair or replacemeant costs.

= Staff members are encouraged to provide constructive feedback and suggestions to the
Managerment for the bettermment of the 5chool's operations and policies.
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Personal Discipline:

* Employees shall not sollcit or accept glits, favors, or benefits from students, parents, or guardians
that could compromise their professional integrity or create o conflict of interast.

* Employees must refrain from making false claims, misrepresentations, or submitting forged
docurnents to the School for any personal or professional benefit.

* Any employee found engaging in behavior that tarnishes the reputation of the School, either
within or outside the workploce, shall be subject to disciplinary action.

= Employees ara required to submit oll School-izsued property, including identification cards,
teaching maoterials, keys, ond electronic devices, upon cessation of employment, Irrespective of
the raason for separation,

= Employeses must not use thair position to influence or pressura students, porents, or colleagues to
support personal causes or ventures.

* Employees are prohibited from engaging in any form of horassment or intimidation, including
verbal, physical, or emotional abuse, wWithin the workplace.

= Employeeas are required to seek prior written approval from the Management for any meadio
Interoctions, publicotions, or public stotements representing the School,

* Employees must maintain a clear boundary between personal and professional relationships
with students and parents to avoid any conflict of interest or parceived favoritism.

= Employaeas ghall not organize or participaote in any unouthorized meetings, protests, or activities
within the School premises.

s Emplovees must declare ony secondory employment or business interest to the Monogement to
avaid conflicts with their prirmary responaibilities at the School.

» Employees are strictly prohibited fram distributing political or raligious propaganda within the
School premises,

= Employvees must notify the School Maonagement immediately in case of arrest, detention, or
IMvolvernant in any legal proceeding, civil or criminal, during their employment.

» Employeses must refrain from any actions that would hinder the smooth functioning of the School,
such os deliberate delays or disruptions to scheduled activitles.

= Emplovees shall not misuse School focilities, such as vehicles, telecommunication systems, or (T
rasources, for personal use without prior authorization.

* Employses must ensure punctuality and adhars to the working hours prascribad by the Schoaol
and are required to log attendance uging the designoted system.
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DRESS CODE:

At all times, the professional stoff will set o positive exomple for the students by dressing in good
taste with decorurm in kesping with the character and reputation of the School. Any casual moda
of dress that invites undue ottention is discouraged, Jeans, shorts, T-shirts ond other such dresses
which tend to over expose the body are unacceptable for both men and wornen. Proper footwear
will be worn at all tirmes - thengs and beach slippers are net to be worn, They must aveoid flashy
designs and accessories. To be In decent dress (Sarees, Salwor Kameez, etc.) during School
functions, visit of important dignitaries, representing the School ot Workshops, Serminars and such
other activities. PE teachers should wear track suits according to the weather (formals on
ocCcasions).

HOURS OF WORK, ABSENCES & SUBSTITUTION

A) Days & Hours of Operation:

GDGPS observes five day a week — Monday through Friday but the administration (including
occounts, maintenance staff, etc.) office works on Saturdoys, axcept Ist & 3rd Soturday of the
rmonth.

The Administrative Office of the school will nomally remain closed on Sundays, 2nd and 4th
Soturdays of the month aond on holidays as per the list of Holidays.

B) Hours of Work:

The echool day beging ot 7.30 am. in Summerns and 7.45 am. in Wintars. Teachare are to be at school
by 7.25 a.m. and 7.40 am. respectively and to remain at school until 215/2.30 p.m, or until the end of
urgent work and/or staff meetings, etc,

C) Absenteeism:

Occosional absences are unavoidable. Proper planning will minimize its effect on the students and
staff. So teachars are expeactad to obtain parmission for thelr absances as soon as possible so that
alternate araongerments con be made,

For absance due to an amergency of tor a valid reason you must personally telephons the School
andfor Vice Principal preferably before 7.00 am, For any absence, lesson plans must be provided.
Lesson plans, written assignments or worksheets are to be submitted to the office not later than 7:30
am.

o Absentee Form: On return to duty, an Absentes Form is to be completed and submitted to the
School Principal — forms are avallable ot the office.

e Doctor's Certificate; For medical leave of more thon two (2) days, o doctors certificate hos to
ba attachad o the Absant=s Form.

o Salory Deductions: Absence without o volid recson will result in g solary deduction,
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D) Leave | Absences

The Principol opproves oll personol absences. Teochers must submit o written request on the
prescribed form sufficiently in advance. Teachers occosionally I:rnn':,r have ta) leave the School
cumpus early for urgent personal matters, Prior written approval should be obtained from the
Principal in all such coses.

Mote:

Marking attendance (entry / exit tima) in the Attendance Register [ Blo metric on a dally basis ks
mandotony,

Reparting time on Non-School days is by 9.00 am. and inany casa not later than 9.30 am. Late arrlval
without any prior intinmation or for want of o valid recson might result in red mark in the Attendance
Register, 3 red marks in a month would be counted as a day’s leave,

E) Attendance on important days:

» Compulsory on all important days so designoted in the exigencies of work.
* No leave adrmissible during such periods.
» Absence will invite [ attract disciplinary aetion, apart from salary deduction.

F) Unauthorized Absence:

Pericd of obsence not sanctioned in advance or regularized later will be treated as unouthorized
and may be trected as leave without pay or even Interruption or break in service.

Refuzal to work beyvond normal warking hours when required in exigencies of work and any other
action which affects the smoath functioning of the work in the School will ba treated as braach of
discipline,

G) Leave Applicability:

Leave ks mot a matber of right but an extension of focilities provided by the School to its employees
and is subjact to exigencies of work.

All leave must be availed only after prier approval. In unforeseen or emeargency situdtion, leave
may be avalled but approval must be sought ot the earliest. Leave on medical grounds excesding
2 days must ba supportad by medical certificate.

In all coses, leave application, duly recommended by the Section | Department Head, must be
submitted to the competent outhority on time for sanction.

Unauthorized leave, without valld [ justifiable reasons may result in leave belng treated os leave
without pay and rmay invoke disciplinary oction

(1) Casual Leave:

B days of Casual Leaves (CL) can be granted to oll members of staff per calendar year {i.e, January
- Decembet) on pro-rata basks. Approval for o CL Is at the discration of the Principal. Intervening
holidays will not be counted as CL Unovaited CL, if any, connot be carried forword to the next year
(Le. it lapses on 3let December). It s generally granted for short pericds and for unforeseen |
unavoidable circumstances and nermally for net more than two doys ot a time,
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(2) Earned Leave:

Teaching staff members are entitied to 10 doys of Eamed Leaves (EL) per year. In case of medical
reqsons, sarnad leave for more than 2 days must be accompanied by medical certificats. In
emergencies, where prior approval may not be possible, competent authority must be informed os
soon as possible. Any intervening holidays | off days will be counted as EL. t may be availed with
prior approval by the competent authority and subject to exigencies of work. It can be
occumulated up to a magimum of 300 days but not maore than 180 days con be ovailed ot any one
time.

(2) Encashment of Leave:
When a staff leoves the Orgonization, the EL at his | her account, if any, can be encoshed as per
Govt, rules.

(4) maternity Leave:

Lady staff members are entitled to 180 days of maternity leave on two occosions { two children
during her entire service. Maternity Laaves are approved subject to production of a "Live Baby
Certificate” issued by the Doctor attending the staff. In cose of miscarriage, a lady staff rmember is
entitled for 45 days of *Abartion (or Miscarriage) Leave’. Miscarriage or Abartion including indulged
but not threatenad: for 45 days in entire service to femole employees having less thon two surviving
chlidren.

(5) Extra Ordinary Leave:

i} In special circumstances when no other leave |s admissible and with prior permission at the sole
discretion of the Mandgamant

i} Will be treated as leave without pay.

lii) Period not to count for affording credit of Earned leave.

iv) Not admissible during notice period

Mota:
Vacation staff members are not entitled to sick / medical leaves.

(8) Vacations and Holidays:

i} Vocations nead not coincide with those of the students. They are expected to work after even the
students procead on vacotion and to join before the classes resume.

i) Pragence on the lost day before the vocotion and the first day after the vocaotion s mandatory
falling which the entire period of absence may be treated as Leave of the kind due and leave salary
allowed accordingly unless permission token in advance,

iii) They con be called during vacations in the exigencies of work, Refusal will attract disciplinary
action under the Conduct Rule provisions.

EDUCATION MATTERS:

Scope:

It is mandatory for a teacher to plan, orgaonlize, and administer learning experiances, which
contributs to each ond evary student’s aptimal developrnant — these experiences may occur within
as well as outside the classroom,

The areas of responsibilities include instruction, administration, co-curricular, professional
developrnent and activities.
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Instructions:

(1) Lesson Plan Books:

& teacher must develop yvearly, weekly and daily lesson plans in accordance with the curriculum
and guidsllines of the School. Effective teaching requires planning. The Lesson Plan Book will
contoin teaching plans and informaotion on student performance,

Thase must be handad aver ta the office at tha and of the year.

Teachers will prepare yearly, semester and weekly plans.

{2) Yearly Plans:
Prepared and submitted to competent authority for approval In the beginning of the session.

should changes be necessary to the yeorly plans during the yvear, these changes are to be
praparad and submitted during the first weak of aach term.

(3) Weekly/ Dally Plans:
Teachers must prepare daiy lesson plons, which are written in the Teachers’ Fian Bock,

(4) student Records:
Records of student performance, classroom assignments, and hemework assignments are to be
included in the Lesson Plan Book and kept up to date,

(5) Other related planning:

o Prepdre assignments, experiments, demonstrations, teaching alds, bulletin boards, ete.
Use oudic—visual oids, field frips, ond other resources to supplement and reinforce teaching.
Farticlpate in the selection process for textbooks, reference and Instructional Instrumants.
Plan, organize and direct azzamblies and other instructicnal programs,

=2 = =

(8) Assessment & Evaluation:
¢ Evaluate students’ learning strengths and weoknesses, customize teaching methods
decordingly, and pn::wde dssistance or attention during and after Sehool hours Determins
and Implement teaching methods appropriate to puplls” neads and objectives of the
school.
o Evaluate ond report pupll's prograss.
& |nitiote ond participate in confarences with pupils, pdrents undfnr sUperiors.

(7) Classroom Manogement:

Foster safe and healthy environment in the clossroom.

Establish and maintain disciplineg, through salf-assigned measunas.

Implementing of the School's procedure falrly ond consistently

d) Ensure cleanliness and tidiness of the classroom, students’ desk and other fumiture and
rmaterials. All teachers are to make sure that students pick up all books, writing instrumaents
and papers from the floor and leave the classrooms neat and tidy.

B 9 o Q

(8) Administration:

Maintain pupil's records of achlevernent, ottendancae, tast perforrnance, and prograss,
Anticipote supply and equipmant needs and submit requisitions well in time.

attend staff meetings os called by the Principal { Vice-Principal [ HODs etc.

Farticipote in curriculum development ond other professional activities os assigned by
Principal | Vice-Principalf HOD/ In-charges, ete.

g o g o
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(8) Co-curricular Activities:
All teachars are required to participate in and supervise co-curricular activities.

e The Co-erdinater of co—curricular activities will distribute formms early in the ocodemic year
asking teachers to choose their area of interest and provide information for the scheduling
and planning of these activities, Teachers will plon, orgonize, ond supervise these octivities
which include inter-scholastic sports, yearbook, clubs, and special events | functions.

o Teochers are also required to choperone students for excursions/ study trips as and when
asked by the Principal

{10) Professional Development:
Teachers ore expected to plan, orgonize and conduct in-service progroms during the weekly staff
rmeatings and on other occaslons.
All teachers are expected to keep themselves with the lotest knowledge ond technology by
reading, attending varlous workshops, seminars and participating In other related activities. It is
mandatory for the teaching staff to poricipote in all such activities every year which may be held
on or off the campus. After attending, the workshops [ seminars, the teacher concerned s
expectad to submit o poper highlighting:

o General information on the Topics | Subject

o Ussfulness to the School as well as to the emploves

o Suggestions [ Commenis, if any.

(1) General:
I.Beginning of the Acodemic Year:

¢ Prepara the bullatin boards In the classroom. Classroom bulletin boords serve as teaching
aids. They should be used extensively and changed regularly. At the baginning of the
academic year, the advisor assigns an area of the class bulletin boards for each subject.

o As for hallway and ployground bulletin boards, a schedule will provide opportunities for
aach teacher to display student work.

o Prepare the ssating chart and desk labels

e Edit ond update class lists.Prepare the seating chart and desk labels

o Edit ond update class lists,

2 On a regular basis:
o Take attendance at the beginning of the daay.
o Read and exploin announcements to the closs ond perform follow-up if and when required
o Ser/e as allalson between students, teachers, and managemeant
e Write comments oh Grade Reports in cooperation with other teachers.
¢ Ensure classroom ks well maintained = should problems exist, advise the Administrator |
office and/or complete the appropriate Work Grder Forms.

As follow-up to staff meatings and recaiving the waeakly bulletin, advisors will inform the
students about the items that dre of concern to therm during the morning homearcom
period. iInformation such as exam schedules, library numibers, discipline rules and
procedure, etc. should be posted on the classroom bulletin board.

Faculty Meetings:

Faculty maetings ara held on a regular basis. All teachers ara requirad to attend them. Other
rmeetings may be called as deermed appropricte by the management. A meeting may be
scheduled during a weekend or holiday for emergency purposes. Principal [ Vies Principal [ HM /|
In=charge / HOD are responsible for the schaduling and suparvision of weekly meetings.
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Teacher Supervision and Performance Evaluation:

« Principal [ Vice Principal are responsible for the supervision and evaluation of teachers’
parformance.

« Formal evaluation will include one and possibly more clossroom observations. During follow-
up meatings with Individual teachers, they will discuss and inform the teachars of thalr
performance and other reloted issues as per the teacher job description ete, All formal
obsarvations and assessments will be followed up by a confidential conference with the
Principal

» Throughout the academic year, informal discussions and meatings may ba held to discuss
issues and concems of teachers, porents and managerment.

Dupiicating Services:

The photocopy clerk does oll photocopying. Requests will be processed on a first come-first zarve
basiz.

Photocopy Request Form — these forms request the number of copies, date/ time required stc,
Completad forms are attached to the mastar(s) and passad on to the photocopy clerk duly signed
and approved by Principal] Authorised person.

rRemedial Classes:

Each term, G.0.GP.S crganizes remedial closses and study sessions to assist students develop
study skills and/or to provide remedial help. Students who have difficulties and/or are weak In
studiss may ottend these sessions on the recommendation of their teachers.

Teachers to put in ot least 200 hours of extra teaching per year apart from the regular teaching
schedule for rermediol teaching, speciol classes for Boord Exominations, for weak children or for
any other teaching related activity so designotad by the School beters [ after normal School hours
or during vacotions,

The compensation per day of actual stay beyond normal hours to be allowed for remedial closses
{ special closses for gifted children only ot the sole discretion of the Monogemeant.

Other Responsibilities:

In addition to their normal duties, stoff members are alzo required to ottend to certoin other duties
as and when assigned. These may relate to Invigllation, Evaluation, Functions, Competitions,
Examinations or ony other activity the School deems fit within or ofter School hours or on holidoys.
Fallure [ refusal to attract disciplinary action.

Meals and Pluygru-l.md Supnruisinn:

Teachers will be assigned supervision dutles on a reguiar, rotating basis throughout the year.
During supervision, teachers will;
= Be prasant in dinlng aredfclassrooms and playground thraughout the dgssigned periods
(reming peried, recesses, ot the end of the day after closses, ete,).
* Promenade around the playground andfor supervision area to ensure complete supervision.

+ Ensure students remain in ossigned areos,

* Ensure arderly quaulng in the Cantasan.

+ Ensure students are following playgreund regulations — littering, rough playing, impropsr
language |5 not parmittad.

+ Enforce discipline.
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Custodial and Maintenance Services:

The 5chool has custodial ond maintanance staff on duty during school hours. Sweapers are
emploved to ensure utmost cleanliness. Administration makes every effort to keep the campus
spick and span. Teachers can assist by:
* Ensuring that students acquire good monners, respect for property and school equiprment,
obaying rules of good conduct, and parsonal responsiblity.
¢ Students learn to maintaining clean ond tidy classrooms
* Inculcating good behavior In students both inside and outside thelr classrooms.
s [nitiating Work Order Requests if and when classrooms have not beean properly cleansd or
rocintoined.
" l'.',‘.unfinlng displays, postars, and written announcements to the designated bulletin boords.
» Mot disfiguring or making unautheorized classroom modifications or removing ficures hondles
items of furniture, atc.
» Immediately reporting domaged or non=working equipment to the administration -
occurrenceas such os o leaking taps, broken, domaged wash basins | a bare [ lnose elactric
wire, or an abnormal hissing sound from the A/C thermostat { damaged window glass ete,

Generdl Responsibilities:

e Mo corporal punishment to e ghven to any student under any circumstances. Students rmust
not be sant outside the class as a mode of punishment. Pleasa remeamber that students can ba
controlled batter inside the classroom than outside. Physical and [ or punishment that
amotiondlly hurte a student, is strictly prohibited.

* Taochers have to halp In dispersal as per instructlons kssued by the Monogement.

¢ |n-charges to ensure thot teochers maintgin their class fiubjé-::t registars, note down the
name of late coming students and Inform the In-charge. In-charges in turn should maintain a
recard of such habitually late coming studsnts for further action by the Headmistress/ Vice-
Principalf Principal.

¢ Deataoils of regular absentes students with proper authorization by the Principal, should be given
to the Headmistress | Vice Principal periodically for further actlon.

» All teachers, except those on other aossignments with prior opproval, must attend the assembly
and ansura that the assambly |5 conductad in the most orderly nmanner.

¢ Teochers must reach the venue on time for their regpective teaching pericd or some
competition/ function at some other school. Please adhere to the bell timings.,

» |f a student is found to be unwell, teacher should refer him [ her to the meadical room without
any delay.

With parents:

» Keap regular touch (through the almanac anly) with the parents espacially of the low
ochievars. This Is the only way, you can make them improve.

¢ Meeting with parents should be only through appointment with prier parmizsion.

e While writhng to or interacting with parents of low achlever, please rernemiber the fact that you
are talking to a parent who 18 under stress and seaks your advice and solution; not reparting of
problem in an aggressive or negative mannaer.

= Keap the Class teacher [ Section Incharge [ VP [ Principal informed about the interaction. Make
it a common goal for you and the parent to make the child succeed.




HANDBOOK FOR TEACHERS

With students:

Be firm and yet polite; they should havea the imprassion that hera is a person who maans
business,

Ba positive and encouraging; this is the bast way you can make tham achlave their best.

Be friendly; but know where to drow the line.

Remembear enforcing discipline means you cara for the child.

Empower your students by giving them responsibifities, This will constructively engoge them
and they will ba answerable.

show that you care, 50 that children find it easy to approach you and share thelr concerms with
WOLL

Ensure thot children do not feel humilioted in front of peers.

Words spoken by you matter o lot. Ba always on your guard.

* |t Iz not fruitful for a child to be punished by moking him [ her stand outside the closs.

In cose of disincentive, think before You dct.

With colleagues:

Welcomes new teachers joining your team and help them feel comfortable,

Kesep in touch with the teachers teaching your class and share commoaon Instructions,
announcements for the benafit of all,

As far as possible, avold discussing a child with the other subject teachars unless essential for
the betterment of the child,

Be polite at all times. A chonce remark in the staff roorm rmaoy cause undue stress.

Avioid situations of conflict in public. All such issuss should be cleared in private or with the VP |
Principal,

Ensura that you addrass aach other formally and communlcate in English, as studants imbibe
what they observe.

» Ba willing to help and support adch other. We are an extended lamily.
» Avoid getting into any kind of monetary transaction with anyone related to school,

With admin and support stafi:

Avoid interocting with them on personal basis. If at all, it should be a polite professional interaction.
They are on egqually important part of the school and working for the some commaon goal

Entry of tecchers ls strictly prohibited in the admin block during the teaching hours {unless called
specifically).

REPORTING:

For any academic concern, inform the teacher coordinator of that class, who in tum will get in
touch with the Section in charge [ VP [ Principal.

For any disciplinary or administrative problem, inform the VP, who will then iImmediately report
the matter to the Principal.

In case It is o matter of emargency and cannot wait to go through tha correct channsal, the
Frincipal should be opprooched,

all injuries, untoward incidents, should be reported to the infirmary and to the Sectlon In charge
{ v | Principal,
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POLICIES AND PROCEDURES:

A) Tuitions:
The employees will not take up private tuitions of any of the students studying in 3.0, Goenka
Public School. Strict punitive action as per tha RTE Act will be taken in case of non-compllance.

B) Public Appearances:
school employees are net to be invelved inany of the following activities without the written
approval of the Monogement
¢ Public appearancas on television or radio
» |nterviews with newspapers, magazines, ete.
= Chaperoning of trips, or activities which hove not besn approved or attending private parties
invalving studants In public ploces,

c) Confidentiality:

Teachers must use good judgment when discussing school business, student behovior or
achlevament. No school amployes shall reveal parsonal Inforrmation concarning any studant,
except under judicial process.

D) official Correspondence:
all official comaspondanca |s to ba signed or approvad by the Frincipal.

E) Sales on Campus:
students ond teachers are not permitted to sell or even sponsor to sell tems to other students for
personal finoncial goin.

SALARIES AND OTHER BEMNEFITS:

A. Conveyance and Transport

& Stoff members are entitled to use the School Bus focility free of cost,

» Safety of the children traoveling in the Bus and the Bus following the prescribed schedule hos to
be ensured. Some teachers may be deputed to be the 15t to boord and lost to deboard the bus
after all the students have baen handad over to outhorized persons.

¢ Stoff members deputed for official duties to claim conveyonce on the bosis of octual when not
provided with official transport.

Noata:

Staff members con use their own conveyance, the reimbursernent would however, be oz
authorized by the Managament.

The staff members deputed 1o same destination or nearby should shaore the facility,

For outstations: With prior parmission and as par the Class allowad at the sole discration of tha
Manogement,

Fee And Concessions:

The parmanent stafl exempt from paymeant of the fallowing tes — facility restricted to tweo ehildren
» Tuition Fee

annual Charges

Ay other monthly feas

50% concession on Books and Unliform

At the time of admission enly Rs. N800/~ is charged, All other fees is exempt.

For other parsonnel, decision to be taken on the merits of each case.
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RELIEVING FROM SERVICE:

The staff mamber laaving the service to ensure prescribed notlce, completion of popers, syllabus,
mark reqisters, etc. and to hond over tha eame to the designoted teacher or the respective In—
charge before final relief.

The School reserves the sole right to decide the dote of relieving, after receipt of notice,

1IN THE MORMING:

* Be in the school ot least 15 minutes before the school starts.

s Teachers who are not availing the school transport should reaoch school 15 minutes bafors the
rmorning bell and leove only after all the buses have laft (for strict cormnplianca).

» Chack the substitution chart for self ond other teachers in your department, Pleass poss on the
information to other teachers In your departrment. For the school administration, the duty
displayed is deamed to have been seen and meant for strict complionce.

* Moblle phones should be kept on silent mode ot all times during the school hours and not to be
carried to the class at any given time.

e |f you are a class teacher, go to the class and If you are o non-class teacher, take the rounds of
the corridor to ensure discipline.

» |f you notice dny class unattended, first attend to the class and send the information to the stafl
room te send the concerned teacher. The same should be reported to the class coordinator |
time tabis in charga.

INSIDE THE CLASS ROOM:
« Toke pride Inoyour class, The chifdren in your class will mirror your ottitbuce,

Ensura fruitful interaction with each child of your clase even during a substitution pariod.

All students should be sensitized towards the need of spacial children.

» Koep regularly counseling the students that there is no substitute for studies ond hord work. Make
themn career oriented.

» Alweays talk to the studants politaly and with respect. They will never be disrespactiul to a person

who respacts them.

Commond respect not demand!

English speaking should be encouraged and emphasized ot all times.

Chack the uniforms, cleanliness and order of the class room each time bafore starting the lasson.

Two out posses will be issued per class, to be used judiciously,

Do not distance yourself from the students by sitting on the chair. No teaching is possible while

sittingl

o Lza of bad longuage by the students should be checked at all times. [t should not be Ignored and

should be reported.

All the lights should be switched off in the reom if not in use.

All official documents should be taken care of and not [eft unattended.

Mo officlal document shauld ba taken home without prior permission.

Reach vour class s soon as the bell rings, You will be solely responsible for any incident in your

assigned class and period,

» Make sure to check substitutions [ duties disployed on the notice board In the staff room daily
and report to the class promptly. The elass should ba constructively engaged even during the
substitution pericd,

CLASS TEACHER:
s Your class s your professional home, so look aftsr it the way you look after your home.
= Mark the daily attendance carefully and mentien in the absentees | on duty students in the
proformo.
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= Attendance registers to be handad over on the first of avery month I[unlEtEE: it iz a holiday. In
such cases then it may be submitted on the next working day) to the Principal. Standard
procadura of making the attendance register is to be discussed and uniformly maintdinad.

» Ensure that the fumiture in the class room is arranged properly. In case of any domage |
breakoge f missing things }' repair, it should be reported iﬂmadhtaly in writing to the Saction In
charge; who will subseguently report to the VP [ Principal.

» Class white boards to have the date, No. of students present/absent daily. The subject should
be mentioned in every period,

= Writing on deske and cupbodrds by students is strictly prchihita-d. {Studanba will have to pay a
fine for damaging school property ).

» Kaep two out passes for your class in your custody. Appoint separate monitors for uniform,
assignments, Proforma, class board & equipment (like marker, duster, chalk etc), discipline,
bulletin board, anti-bullying and class out passes. Keep changing them on monthly basis to
make more students responsible, cccountoble ond train themn for positive leadership.

» Randomly check to saa if the children dre carrying any extra books, mobile phoneas or any othar
electronic devices,

* Ensure thot the birthday celebrations are os per the school policies.

s Mo studant should be allowed to keap or mark the altendance ragistar.

« Ary change of address, phone number, bus name shouwld be updated in the glmonoc and the
attendance register immediataly.

* Follow up with parents about the behavior ond performance of the student.

Keep track of:
a.» New admissions (ensure to help them settle In the class and to cope up with the work
missed)
b Withdraweals
c.» Absentesism (even if for a day)
d.» Wishing for Birthdays and ‘Get well soon = If required’
e.» Medicol certificates and leave applications o be kept properly,
t.» Bullying and disruptive behavior.
g. > Defaulters and Late comers.

Ready information (always):
a. = Class list
b.» Contact numbers
c.» Address
o, = Ernail IDs of parents
e.® Dafdulters
f.» Language [ activity options
0. » House
h. > Class achievement
|.» Datalls of special need children
j.» Medical history of the students with chronic ailments [ allergies or any other special need,

SUBJECT TEACHER:
* Ensure that the class room is inorder at all timmes and is clean and tidy when yvou leove the class.
» Check tha nurmber of students in the closs and report iImmediately 1o the saction in-charge

about amy student bunking the class.
* Prapare the lesson plan bafore entering the class.
» To submit the lesson plans | teachers diary to the respective HOD on scheduled date without foil,
* Please don't sitin the class while teaching or supervising or substituting.
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= Specify the bookstobe h-ruIJght in advance, especially for languages.

Rondomly check to see if the children are camying any extra books, mobile phones or any other
electronic devices,

F& syllobus to be given in the almanac (to be checked if copied comectly especially up to class
".I'l'l and completed a week in advance for all closses.

Keep in touch with the parents regarding the progress of the students through the almanac.
Check to sea il the remarks dre signed the next day. If not, contact and inform the parents to ses
the same and acknowledge.

Use the labs and smart classes regularly. Maintain d record of the same in your teaching dinr'f.
Log in details of usage of smart closses will be checked by the Principal,

To ensure that studants Tl in the index In copies, put the date and writa the haading, make rough
columns when required before storting work,

Teochers must sign along with the dote after checking the copies of the student, Every child must
dio the correction work which the teacher must check the next tirme the copy 1s submitted to
herfhim.

& minlmum of 'B2" grade in class X and Xl in particular, will be considered satisfactory
parformance of o subject teacher by the school management,

BUS TEACHER:

L

all teachers travelling in the bus must ansura proper disclpline, seating, cleanliness and use of
proper longuage by all inthe bus,
Bus In charge must toke the attendance of the children travelling in the bus.

¢ As perthe Supreme Court ruling, o teacher's presence is o mondatory of all times in the bus,

Flecse ansure that thera is a teacher in the bus from the first stop in the morning and till the last
siop in the ofternocon.

If thi bus teacher is on ledave, kindly ensure to give prior information to the ransport in charge to
make substitute arrongernent.

Kindly ensure to inform and try to arrange a substitute for your duty, if for any reasons you dre
unoble to board the bus in the ofternoon somedoy.

OTHER GENERAL INSTRUCTIONS:

-

Mo speaking In Hindl within the school premises or in the bus (except while teaching Hindi or
assantial).

One shall not ask for or accept (except with the prior sanction of the Principal/Manager), any
contribution, or otherwise associote yourzelf with the raiging of ary funds or make any other
collactions, whether In cash or in kind, in pursuance of any objective whatsoaver.

Mot to resort to any act which may be construed as harassment/corporal punishment as per
guldelines & norms prescribed by the Hon'ble Supreme Court of India in it jJudgment delivered on
13-09-1997.

Shouting at students is prohibited.

Assambly time-table to be adhered to as per directives.

Teacher's presence In assembly is mondatory.

Claegs teachars to occompany their class for assembly. Students should come osut and go back to
the class in a single file.

Moximum usage of computer and teaching aids while teoching.

» Attendonce register should be submitted in the school office at the allocoted place dally.
s Children would not be allowed in the corridors during periods fEnE:|;'uE|n'::in|:|iI':,.I etudents from class (Il

and above). In case of dire need, the out pass s to be camied by the child. If any child is found
outside the closs without the out poss, the subject teacher will be answarable for the saoms,
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= Class white boords to have the date, number of students present f names of students absant
daily, The subject and topic being towght should be mentioned in every period.

It is mandatory for all teachers to attend school on working Saturdays | special Tunctions f
excursions, Mo leoves will be sanctioned for such days.,

» |tis compulsony for all the teaching and non-teaching stalf to attend whenhever ony duty is
assigned outside their mormal duty, such as Picnic, Campalgn, Serminars, Extra Currkcular
Activitias, Competition, Sports, etc. and refusal to attand the same shall amount to misconduct of
dizobedience of the instruction and sholl be lioble for disciplinary oction,

= Whila presant in the school, if any employee is found to ba missing from his duly without any
Justified reason and permission, shall be considered absent without leave for the perlod of
absance. Such employes shall dlso be liable to disciplinary action.

= Teoachers should ensure that students in their class do not change their seots. Class teachers
should chonge the seating arrongemeant on weekly basis. it can also be changed need bosed
by a particular subject taacher for his | her subject.

Every employee shall be governed by the code of conduct. The following acts
shall constitute breach of code of conduct:
¢ Lize of abusive longuage, quarrelsome and rictous behaviour,

Habitual late coming and negligence of duty.

Insubordination and defionce of lowful order,

Disrespectiul bahaviour, rurmour mangaring and character assassination.

rMaking folse acousations or assault either provoked or otherwise,

Use of ligquor or narcotics on the school premises.

Embezziement of funds or misappropriation of school property or theft or froud.

Mutllation/destruction of school records and property.

conviction by a court of law for criminal offence.

Possession in school premises of weapons, explosive and other objectionable materials.

Indulging in or encowraging any form of molpractice connected with exomination or other

school acthvities.

Divulging confidential matters relating to school,

» Obstructing other members of the staff from lowful dutles and Indulging in any sort of agitation

to cosrce or embarrass the school outhorities,

Cearrying on personal monatary transactions, with the studsent and | or with the parents.

Taking active part in politics.

Propagating through teaching lessons or otherwise communal or sectarion activity.

rMaking sustoined neglect in correcting closs work or homework,

Taking private tuitions withaut permission of school autharitias.

Srganizing or attending any meeting during schoeol hours except when he [ she is required or

permitted by the Head of the school to do so.

* Absenting from work even though present in the school premises or absent without leave.

» Promoting directly or indirectly publications or acting as a selling agent or canvasser for any
publishing firm or troder is not permissibls,

» Asking for or accepting, except with the previous sanction of the management/Head of school,
any cordribution or otherwise ossocioting himself with the roising of funds of ony kind or
rmaking any collection whether In cash or in kind, in pursuance of any object whatsoaver,
except subscription from the members of any association of teachers,
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Guidelines for Code of Conduct for Male teachers:

The threot of an accusation of abuse can interfere with the development of a warm, caring
relationship between student and teachers. To help male teachers | staff prepare for an
emvvironment where the usudl student-teacher interactions may not be misconstrued I::intentiﬂnn::lh,r
oF unintentionally) a few guldelines are baing set dewn for thelr safety and security hara:
e Avoid touching a student
¢ Do not be alone with a student. If need arlses to be alone under extreme nacassary
condition kindly ensure you are under comero surveillonce,
& Mever be alone in d closed classroorn or any room/ auditorium | tollet with o student which
does not have o camera to prove your point of view in a dire situation,
o Do not usa social media [ internat to chat of communicate with students.
e Do not usa slighting rermarks while tolking to childran.
e Aggression — verbal or physical is officially forbidden in the school and s a punishable
offence for o teacher,
¢ Do not indulge in gender discriminatory behavior
e Maver indulge in gander bosed behavioral pattarm.
& Do not punish children without delng a proper orlentation with the in-charge [ VP and giving
verbal and ot least three written comploints in the student’s ALMANAT,
¢ Mewvar allow your guard to fall. Recognize and respact gender basad differences.

Contact details of an Employee:

All employeas shall notify to the School Managemaent, immediately on engagament, the detoils of
thair residential oddress and thereafter promptly communicate any change in their residential
addrass to the school offlce.

In coze the employee has not communicoted to school Monogement the change in his { her
rasidentlal address, his last known address shall be treated as his residentlal oddress for sending
any communication

The same applles to the land line number, mobiie number and emall ID.

Increments and Promotions:

Fromotion and increment of an emploves will be based entirely on merit and job performance
which would be reflected through the Annual Confidentiol Report=ACR. The Management along
with the Principal will be the finol outhority to judge the ability of on employes or the information
given by her [ him to the Management in discharging of her [ his duties.




HANDBOOK FOR TEACHERS

& Aggreasion — verbal or physical iz officially forbidden in the school and is a punishable
offence for a teacher.

o [Oo rot ]I"IﬂlJl-QE in gEI"IﬂEI' I:I'|E|:I'i"l'l|I'|-'I:.'|TI:I'I"FIl bahavior

e Mever indulge in gender bosed behaviorol pottern.

& Do not punish children without deing a proper orientation with the in-charge J VP and giving
verbal and ot least three writben comphlaints in the student’s ALMANAC.

o Mever allow your guard to fall, Recognize and respect gender based differences.

Contact details of an Employee:

all employaas shall notify to the School Managament, immediately on engagemant, the details of
theair residential oddrass ond thereafter promptly communicote any chonge in their residentiol
addrass to the school office.

In cose the employee has not communicated to school Monagement the change in his [ her
residential address, his last known addrass shall be treated as his residential address for sending
any communication.

The samea applles to the land line number, moblle number and email ID.

Increments and Promotions:

Fromaotion and incremeant of an employes will be bosed entirely on merit and job performance
which would be reflectad through the Annual Confidential Report-ACR. The Management along
with the Principal will be the final outhorlty to judge the ability of an employee or the Information

givan by her [ him to the Maonagement in discharging of her [ his duties.
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Leave Policy 2025-26

Following are the Leave Rules for Teaching Staff for Acadermic Session 2024-25
in cose of Moternity Leaves, you will hove to inform the concemed outhority 45 days oheod of
Maternity leaves date with documentation. Ignore (if not applicable).

ZIn cose, you ara resigning mid- session, no clearance or Experience letter will ba provided to you
Your resignation will not be accapted,

Fleose note there would be no cormy forword of leoves and oll leoves must be exhausted by Morch,
Please note that in case of planned leaves, it must be informed to the Principal af least 3 | {15days
for office staff in advance). In case of emergencies, o mall must be sent to the Principal latest by

7:30 am on the somea day. This is applicable to all,

5.If a teacher is absent on Friday AND Monday, he/she will lose 4 Cls( 3 will be adjusted against C/L
and 1 will be considered as LWP). A staff can take upto 3 CL in a month,

If a teacher is absent on tha last warking day before a long holiday( viz Summer, Winter, Puja or
Diwali vacotion}and the first working day before the school recpens the ENTIRE HOLIDAY will be
considered as NOM PAID LEAVE.

All lzaves and changes of attendance must be booked through NASCORP in addition te the mail
sent to Principal Ma'am and mark a copy to HR. Otherwise adjustment (late or absent) shall not be
rectifled and salary shall be deductad.

All faculties to be contact with the HR anly.

If the concerned employee is absent on the last day (Le. lost working day) of the month, he or she
muzt be informed in odvancea.

Medical Leave, if applied for, must be accompanied by appropriate decurmentation,

4 single day's leave cannot be a medical leave. It will be o CL

special leave may be availed for marricge/ death of a close family member.

if somebody is sent out of school for duty, proper opplication must be mode beforehand vio
MNascorm.
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