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1. INSTITUTIONAL PLANNING 

Institutional planning is a complex concept and should be approached scientifically. It is a 

cooperative affair, undertaken by all the staff members of the school, who realize their full 

responsibilities and duties. Its success depends on the attitude, training, a will to face realities 

and a cooperative spirit among the planners at each level of the institutional hierarchy. The 

plans should be drawn in such way that the development is maximum within the resources 

available. Institutional planning is an organized way of doing things in an institution. It leads 

to the attainment of objectives through intelligent and optimal utilization of the resources of 

the institution. 

MAJOR AREAS  

As the Institutional plan seeks improvement in all directions it must touch upon the varied 

aspects of the functioning of schools. It must take the shape of an over-all scheme for the 

improvement of the school in respect of following: 

IMPROVEMENT OF LIVING & LEARNING CONDITIONS 

¶ Construction, maintenance, and repair of School buildings. 

¶ Provision of facilities to the pupils like supply of drinking water, sanitary facilities, 

nutritious food, medical facilities, assistive devices for CwSN etc. 

¶ Collection of Library books, Magazines, Journals, Instructional Materials and Audiovisual 

aids for the school. 

IMPROVEMENT OF ACADEMIC FACILITIES 

¶ Division of the curriculum in each subject into monthly and weekly units and subunits. 

¶ Conducting diagnostic tests 

¶ Organization of remedial teaching for desiring children. 

¶ Organization of extension lectures, conferences, etc. in the institution. 

¶ Support of teacher improvement programmes like in-service training, refresher courses, 

and orientation courses etc. for teachers. 

¶ Planning of Academic ambiance in campus like creation of open learning spaces, 

maintaining learning atmosphere in classroom/ Labs, preparation of bulletin boards, wall 

magazine etc. 

IMPROVEMENT OF CO-CURRICULAR ACTIVITIES 

¶ Organization of physical education and sports activities in the school. 

¶ Organization of Art, Culture and literary activities 
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¶ Organization of social service projects. 

¶ Organization of pace setting activities 

SCHOOL IMPROVEMENT PROJECTS 

¶ Development of Herbal / Kitchen Garden 

¶ School beautification projects (eg. landscaping, knowledge parks etc.) 

¶ Waste management project 

¶ Energy conservation project 

¶ Green School project 

INVESTIGATION AND RESEARCH 

¶ Designing Investigative projects for the students according to their interests 

¶ Collaborating with the research institutes and the faculty in the relevant area for support 

to the student 

¶ Using Atal Tinkering Laboratories for conducting investigative projects 

¶ Action Research and Evaluation 

SCHOOL SAFETY PROGRAMME 

¶ Implementation of School Safety Policy 2016 

¶ Conducting safety audits (Structural as well as nonstructural) 

¶ Conducting disaster management mock drills 

¶ School Safety Pledge 

¶ Health check-up of students  

INCLUSIVE EDUCATION 

¶ Adding accessibility features 

¶ Provision of assistive devices to CwSN students as per need 

¶ Use of assistive educational technologies 
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2. ANNUAL PEDAGOGICAL PLAN 

Role of Principal as pedagogical leaders of their Schools, expectation of Principals to transform 

into pedagogical leaders for improving student learning is relevant in the light of the National 

Education Policy 2020. Accordingly, it is expected that all Principals must prepare annual 

pedagogical plan for their respective School. 

To assist Principals in preparing Annual Pedagogical Plan, National Institute of Educational 

Planning and Administration (NIEPA) has released a Booklet i.e., άtŜŘŀƎƻƎƛŎŀƭ [ŜŀŘŜǊǎƘƛǇΥ 

Handbook for leading learning in SchoolǎέΦ The link of this document is also given in the 

Annexure - 1 

The Handbook consists of the following four parts: 

¶ Part I: Understanding School leadership for leading learning in Schools. 

¶ Part II: Pedagogical leadership framework for leading learning. 

¶ Part III: Annual pedagogical plan for leading learning. 

¶ Part IV: Tutorials for capacity building for leading learning. 

 

This handbook takes a conscious shift to challenge Principals and other educational leaders in 

question their assumption and reflect on their leadership practice as pedagogical leaders. In 

this direction, it attempts to: 

¶ Facilitate building and extending the perspective of School leaders for leading learning. 

¶ Deepen the understanding about School leadership. 

¶ Meet the demands of education in the 21st century. 

¶ Apply the knowledge of the pedagogical leadership framework for leading learning in the 

everyday life at school through Annual Pedagogical Plan (APP). 

 

All schools will prepare Annual Pedagogical Plan (APP) for the session in the format given 

in the Annexure ς 2.  
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3. NATIONAL EDUCATION POLICY 2020: MAIN FEATURES 

Individuals' creative potential is emphasized in the National Education Policy. It is based on the 

principle that education must develop not only cognitive capacities -ōƻǘƘ ǘƘŜ ΨŦƻǳƴŘŀǘƛƻƴŀƭ 

ŎŀǇŀŎƛǘƛŜǎΩ ƻŦ ƭƛǘŜǊŀŎȅ ŀƴŘ ƴǳƳŜǊŀŎȅ ŀƴŘ ΨƘƛƎƘŜǊ-ƻǊŘŜǊΩ ŎƻƎƴƛǘƛǾŜ capacities, such as critical 

thinking and problem-solving ς but also social, ethical, and emotional capacities and 

dispositions. The rich heritage of ancient and eternal Indian knowledge and thought has been 

a guiding light for this policy. 

THE FUNDAMENTAL PRINCIPLES OF THE POLICY 

¶ Recognizing, identifying, and fostering the unique capabilities of each student, by 

sensitizing teachers ŀǎ ǿŜƭƭ ŀǎ ǇŀǊŜƴǘǎ ǘƻ ǇǊƻƳƻǘŜ ŜŀŎƘ ǎǘǳŘŜƴǘΩǎ ƘƻƭƛǎǘƛŎ ŘŜǾŜƭƻǇƳŜƴǘ ƛƴ 

both academic and non-academic spheres. 

¶ Flexibility, so that learners have the ability to choose their learning trajectories and 

programmes, and thereby choose their own paths in life according to their talents and 

interests. 

¶ No hard separations between arts and sciences, between curricular and extra-curricular 

activities, between vocational and academic streams, etc. to eliminate harmful hierarchies 

among, and silos between different areas of learning. 

¶ Multidisciplinary and holistic education across the science, Social Science, Arts, Humanities 

and Sports for a multidisciplinary world in order to ensure the unity and integrity of all 

knowledge. 

¶ Emphasis on conceptual understanding rather than rote learning and learning-for-exams. 

¶ Creativity and critical thinking to encourage logical decision-making and innovation. 

¶ Ethics and human & Constitutional values like empathy, respect for others, cleanliness, 

courtesy, democratic spirit, the spirit of service, respect for public property, scientific 

temper, liberty, responsibility, pluralism, equality, and justice. 

¶ Promoting multilingualism and the power of language in teaching and learning. 

¶ Life skills such as communication, cooperation, teamwork, and resilience. 

¶ Focus on regular formative assessment for learning rather than the summative 

assessment that encourages ǘƻŘŀȅΩǎ ΨŎƻŀŎƘƛƴƎ ŎǳƭǘǳǊŜΩ 

¶ Extensive use of technology in teaching and learning, removing language barriers, 

increasing access for CwSN students, and educational planning and management. 

¶ Respect for diversity and respect for the local context in all curriculums, pedagogy, and 

policy, always keeping in mind that education is a concurrent subject. 

¶ Equity and inclusion as the cornerstone of all educational decisions to ensure that all 
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students are able to thrive in the education system. 

¶ Synergy in curriculum across all levels of education from early childhood care and 

education to school education to higher education. 

¶ Teachers and faculty as the heart of the learning process ς their recruitment, continuous 

professional development, positive working environments, and service conditions. 

¶ ! ΨƭƛƎƘǘ ōǳǘ ǘƛƎƘǘΩ ǊŜƎǳƭŀǘƻǊȅ ŦǊŀƳŜǿƻǊƪ to ensure integrity, transparency, and resource 

efficiency of the educational system through audit and public disclosure while encouraging 

innovation and out-of-the-box ideas through autonomy, good governance, and 

empowerment. 

¶ Outstanding research as a co-requisite for outstanding education and development. 

¶ Continuous review of progress based on sustained research and regular assessment by 

educational experts. 

¶ A rootedness and pride in India, and its rich, diverse, ancient, and modern culture and 

knowledge systems and traditions. 

¶ Education is a public service, access to quality education must be considered a basic right 

of every child. 

¶ Substantial investment in a strong, vibrant public education system as well as the 

encouragement and facilitation of true philanthropic private and community participation 

FOCUS ON EXPERIENTIAL LEARNING, PHYSICAL HEALTH AND WELL-BEING 

¶ Multi-disciplinarily and holistic education across the Science, Social Science, Arts, 

Humanities and Sports for a multidisciplinary world in order to ensure the unity and 

integrity of all knowledge. 

¶ In all stages, experiential learning will be adopted, including hands-on learning, arts-

integrated and sports-integrated education, and story-telling-based pedagogy, among 

others, as standard pedagogy within each subject. 

¶ Certain subjects, skills, and capacities should be learned by all students to become good, 

ǎǳŎŎŜǎǎŦǳƭΣ ƛƴƴƻǾŀǘƛǾŜΣ ŀŘŀǇǘŀōƭŜΣ ŀƴŘ ǇǊƻŘǳŎǘƛǾŜ ƘǳƳŀƴ ōŜƛƴƎǎ ƛƴ ǘƻŘŀȅΩǎ ǊŀǇƛŘƭȅ ŎƘŀƴƎƛƴƎ 

world. These skills include health and nutrition, physical education, fitness, wellness, and 

sports. 

¶ Bag-less days will be encouraged throughout the year for various types of enrichment 

activities involving arts, quizzes, sports, and vocational crafts. 

¶ Project-based Clubs and Circles will be encouraged and supported at all levels of schools, 

School complexes, districts and beyond. Examples include Science Circles, Math Circles, 

Music & Dance Performance Circles, Chess Circles, Poetry Circles, Language Circles, Drama 
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Circles, Debate Circles, Sports Circles, Eco-Clubs, Health & Well-being Clubs/ Yoga Clubs, 

etc. 

¶ Students will be given plenty of opportunities for participation in sports, culture/arts clubs, 

eco-clubs, activity clubs, community service projects, etc. 

FOCUS ON SKILL DEVELOPMENT 

¶ Scope of school education will be broadened to facilitate multiple pathways to learning 

involving both formal and non-formal education modes. 

¶ Students will be given increased flexibility and choice of subjects to study, particularly in 

secondary school - including subjects in physical education, arts and crafts and vocational 

skills. 

¶ ¢ƘŜǊŜ ǿƛƭƭ ōŜ ƴƻ ƘŀǊŘ ǎŜǇŀǊŀǘƛƻƴ ŀƳƻƴƎ ΨŎǳǊǊƛŎǳƭŀǊΩΣ ΨŜȄǘǊŀŎǳǊǊƛŎǳƭŀǊΩΣ ƻǊ ΨŎƻ-ŎǳǊǊƛŎǳƭŀǊΩ; 

ŀƳƻƴƎ ΨŀǊǘǎΩΣ ΨƘǳƳŀƴƛǘƛŜǎΩΣ ŀƴŘ ΨǎŎƛŜƴŎŜǎΩ ƻǊ ōŜǘǿŜŜƴ ΨǾƻŎŀǘƛƻƴŀƭΩ ƻǊ ΨŀŎŀŘŜƳƛŎΩ ǎǘǊŜŀƳǎΦ 

¶ Subjects such as physical education, art and crafts, and vocational skills, in addition to 

Science, Humanities and Mathematics will be incorporated throughout the school 

curriculum. 

¶ Beginning with vocational exposure at early ages in middle and secondary school, quality 

vocational education will be integrated smoothly into higher education. 

¶ Every child is to learn at least one vocation and be exposed to several more. 

¶ Sampling of important vocational crafts, such as carpentry, electric work, metal work, 

gardening, pottery making, etc., as decided by State and local communities during Grades 

6-8. 

¶ A 10-day bag-less period during Grades 6-8 to intern with local vocational experts such as 

carpenters, gardeners, potters, artists and other similar internship opportunities to learn 

vocational subjects to students throughout Grades 6-12 Including the holiday period. 

¶ Vocational education will be integrated into the educational offerings of all Secondary 

Schools in a phased manner. Secondary Schools will also collaborate with ITIs, polytechnics, 

local industry, etc. Skill labs will also be set up. 

ETHICS & VALUES 

¶ The curriculum and pedagogy of our institutions must develop a deep sense of respect 

towards the fundamental duties and cƻƴǎǘƛǘǳǘƛƻƴŀƭ ǾŀƭǳŜǎΣ ōƻƴŘƛƴƎ ǿƛǘƘ ƻƴŜΩǎ ŎƻǳƴǘǊȅΣ ŀƴŘ 

ŀ ŎƻƴǎŎƛƻǳǎ ŀǿŀǊŜƴŜǎǎ ƻŦ ƻƴŜΩǎ ǊƻƭŜǎ ŀƴŘ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ ƛƴ ŀ ŎƘŀƴƎƛƴƎ ǿƻǊƭŘΦ 

¶ To instill a deep-rooted pride in being Indian, not only in thought, but also in spirit, intellect, 

and deeds, as well as to develop knowledge, skills, values, and dispositions that support 

responsible commitment to human rights, sustainable development and living, and global 
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wellbeing, thereby reflecting a truly global citizen. 

¶ Aim of education will not only be cognitive development but also building character and 

creating holistic and well-rounded individuals equipped with the key 21st century skills. 

¶ Specific sets of skills and values across domains will be identified for integration and 

incorporation at each stage of learning, from pre-school to higher education. 

¶ Certain subjects, skills, and capacities will be emphasized in schools such as, scientific 

temper and evidence-based thinking, creativity and innovativeness, sense of aesthetics and 

art, oral and written communication, health and nutrition, physical education, fitness, 

wellness, and sports, collaboration and teamwork, problem solving and logical reasoning, 

vocational exposure and skills, digital literacy, coding, and computational thinking, ethical 

and moral reasoning etc. 

¶ Students will be given a logical framework for making ethical decisions at a young age. 

¶ Traditional Indian values and all basic human and Constitutional values will be developed in 

all students. 

¶ Excerpts from the Indian Constitution will also be considered essential reading for all 

students. 

¶ Basic training in health, including preventive health, mental health, good nutrition, personal 

and public hygiene, disaster response and first-aid will also be included in the curriculum, 

as well as scientific explanations of the detrimental and damaging effects of alcohol, 

tobacco, and other drugs. 

¶ The school curriculum will include material on human values such as respect for all persons, 

empathy, tolerance, human rights, gender equality, non-violence, global citizenship, 

inclusion, and equity. It would also include more detailed knowledge of various cultures, 

religions, languages, gender identities, etc. to sensitize and develop respect for diversity. 

¶ Quality higher education must aim to develop good, thoughtful, well-rounded, and creative 

individuals. 

¶ It must enable an individual to study one or more specialized areas of interest at a deep 

level, and develop character, ethical and constitutional values, intellectual curiosity, 

scientific temper, creativity, spirit of service, and 21st century capabilities across a range of 

disciplines including Science, Social Science, Arts, Humanities, Languages, as well as 

Professional, Technical and Vocational Subjects. 

¶ A holistic and multidisciplinary education would aim to develop all capacities of human 

beings - intellectual, aesthetic, social, physical, emotional, and moral in an integrated 

manner. 

¶ Constitutional values (such as seva, ahimsa, swachhata, satya, nishkam karma, shanti, 
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sacrifice, tolerance, diversity, pluralism, righteous conduct, gender sensitivity, respect for 

elders, respect for all people and their inherent capabilities regardless of background, 

respect for environment, helpfulness, courtesy, patience, forgiveness, empathy, 

compassion, patriotism, democratic outlook, integrity, responsibility, justice, liberty, 

equality, and fraternity) will be developed in all students. 

ENVIRONMENT EDUCATION 

¶ Environment education will include areas such as climate change, pollution, waste 

management, sanitation, conservation of biological diversity, management of biological 

resources and biodiversity, forest and wildlife conservation, and sustainable development 

and living. 

¶ Other disruptive technologies that are expected to change the way we live, and, therefore, 

change the way we educate students, including those relating to clean and renewable 

energy, water conservation, sustainable farming, environmental preservation, and other 

green initiatives; these will also receive prioritized attention in education. 

THE VISION OF NEP-2020 

¶ An education system rooted in Indian ethos that contributes directly to transforming India, 

that is Bharat, sustainably into an equitable and vibrant knowledge society, by providing 

high quality education to all, and thereby making India a global knowledge superpower. 

¶ The curriculum and pedagogy of our institutions must develop a deep sense of respect 

towards the fundamental duties and cƻƴǎǘƛǘǳǘƛƻƴŀƭ ǾŀƭǳŜǎΣ ōƻƴŘƛƴƎ ǿƛǘƘ ƻƴŜΩǎ ŎƻǳƴǘǊȅΣ ŀƴŘ 

ŀ ŎƻƴǎŎƛƻǳǎ ŀǿŀǊŜƴŜǎǎ ƻŦ ƻƴŜΩǎ ǊƻƭŜǎ ŀƴŘ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ ƛƴ ŀ ŎƘŀƴƎƛƴƎ ǿƻǊƭŘΦ 

¶ To instill a deep-rooted pride in being Indian, not only in thought, but also in spirit, intellect, 

and deeds, as well as to develop knowledge, skills, values, and dispositions that support 

responsible commitment to human rights, sustainable development and living, and global 

wellbeing, thereby reflecting a truly global citizen 
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4. SCHOOL ASSEMBLY 

School assembly is the time when the entire School community (teachers and students) 

assembles at and vindicate the schoolΩǎ ƛŘŜƴǘƛǘȅ ŀƴŘ ŀǎǇƛǊŀǘƛƻƴǎΦ ¢ƘŜ ǎŎƘƻƻƭ ŀǎǎŜƳōƭȅ ƛǎ ǘƘŜ 

best platform for the students to inspire and to motivate. It works as a platform to develop self-

confidence creativity and aesthetic sense among students and helps in acquiring knowledge 

and information. The school will ensure that school assembly has a proper sitting arrangement.   

It is mandatory that principal - vice principal, all teachers and students attend school assembly 

regularly and on time. The Balvrund teams would manage and conduct the day-to-day morning 

assemblies throughout the year. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Music teacher should ensure proper pronunciation, timing, rhythm and melody in prayer. Other 

songs and community songs can be added depending upon the time available and the demand 

of occasion.   Other activities are to be properly worded and modulated with variety. As far as 

possible the content of the speech to be specific to the day and edited properly. 

Principal/teachers should invariably address the morning assembly. It is to be conducted in 

different languages. The PETs, Music Teacher and Duty Master will ensure that all activities are 

Sr No ACTIVITIES 

1 Seating Arrangements 

2 Meditation (Omkar, Yoga, Asana, Mudras, Pranayama etc.) 

3 Shlokas and Prayers 

4 Bhajans and Melody 

5 To recite tables 

6 
Panchang, Newspaper reading, ideal reading (Tri language should 

be included) Worth knowing, Current Affairs 

7 
/ƘƛƭŘǊŜƴΩǎ ǎƻƴƎǎΣ !Ŏǘƛƻƴ ǎƻƴƎǎΣ tƻŜƳ ǊŜŎƛǘŀǘƛƻƴΣ {ǘƻǊȅǘŜƭƭƛƴƎΣ aƻƴƻ 

acting, Mime act 

8 
Speech by principal/teacher/day special speech/book 

review/questioning/quiz competition 

9 
Ψ!ŀƧ ƴƻ 5ŜŜǇŀƪΩ ό.ƛǊǘƘŘŀȅ ƎƛǊƭκōƻȅύ              

Ψ!ŀƧ ƴǳ DǳƭŀōΩ ό¢ƛŘȅ ǎǘǳŘŜƴǘǎύ 

10 National anthem  

Total Duration: 25 to 30 minutes 
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performed within the time limit and students leave the assembly to their respective classrooms 

in an orderly manner. The school band may be used at the time of conduct of the prayer and 

during the dispersal of the students. 

 

Note: All the staff concerned have to ensure that there is effectiveness in planning, preparation 

and presentation of assembly activities to achieve its intended and specified goals. 
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5. SCHOOL CALENDAR 

A school calendar is a schedule of all the activities and events that are conducted in an academic 

session. The events may include examination schedule, vacation schedule, schedule for games 

& sports activities, celebration of important days, schedule of pace-setting activities, Ek Bharat 

Shrestha Bharat activities, Art in education activities, flagship program (youth parliament, FIT 

India, etc.). Such a schedule enables the school to conduct all curricular and co-curricular 

activities in a more productive and defined structure so that all the activities may be guided 

towards attainment of educational goals. The year long activities in an effective manner with 

advanced preparations. Hence each school has to prepare an effective working calendar for the 

year, well before the beginning of the academic session by incorporating areas such as 

Scholastic, Co-Scholastic, along with important days /  functions /  activities etc. 

¶ All academic and co academic activities in the academic session can be included in the school 

calendar. 

¶ Monthly working days, vacations, birth anniversary celebrations of dignitaries, national 

religious and social festivals celebration, Celebration of important days, celebration of 

school foundation day, main program like youth parliament, fit India, BAL VRUND, BAL 

sabha, bal mela etc. can be included in school calendar.   

¶ School will conduct all the curricular and co-curricular activities of the school so that all 

activities can guide towards the achievement of academic goals. For this the School has to 

plan in advance to get effective result.  

¶ Text, videos, ppts, literature etc. For celebrating social days in the calendar can be displayed 

and the form of QR code in which the history importance and usefulness of the special days 

can be learned in the school through various activities and methods. 

¶ Summer camp can be organized during summer vacation in Schools in which students can 

be taught vocational courses mentioned in NEP 2020, besides skill-based activities craft base 

activities sports activities in which (horse riding chess Kabaddi, kho-kho, swimming skating 

karate boxing archery etc.) music painting etc can be organized. 

¶ In NEP 2020 (10 bag less days) under which visits to various places over pre-vocational 

activities can be organized for example knowing and learning the skills of carpenter Potter 

and other craftsman. 

¶ Emergency numbers like police, fire, ambulance, helpline etc. can be included in the school 

calendar. 
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6. SCHOOL TIMETABLE AND ALLOTMENT OF PERIODS 

The following points are to be taken care while preparing the timetable: 

¶ Preferably the services of Art Teacher, Music Teacher, and Librarian are to be taken for 

running supervised study periods in the afternoon. 

¶ Concerned subject teachers are to be put on duty for remedial teaching. 

¶ All staff members including PETs will be put on duty during supervised study as per the 

requirement on rotation basis. The daily routine details of total no. of periods to be given to 

the teachers & no. of periods to be allotted to each subject/ class wise is given as under: 

¶ SUBJECT WISE CLASS WISE ALLOTMENT OF PERIODS: (40 MTS DURATION) 

Class 
VI  TO VIII 

P
e
ri

o
d

s 

 
Class  IX 

P
e
ri

o
d

s 

 
Class   X 

P
e
ri

o
d

s 

Gujarati 7 Gujarati 5 Gujarati 6 

English 6 English 5 English 7 

Hindi 5 Hindi 4 
Hindi/ Sanskrit 6 

Sanskrit 2 Sanskrit 4 

Mathematics 6+1* Mathematics 6+1* Mathematics 5+1* 

Science  6+1* Science  5+1* Science  5+1* 

Social Science 6 Social Science 5 Social Science 6 

 Library  2 Library 2 Library 3 

Computer 2 Computer 4 Computer 5 

Ph. Education 1 Ph. Education 2 Ph. Education 1 

Art /Drawing 1 Art /Drawing  2 Art /Drawing  0 

Music 1 Music 1 Music 0 

 Work Exp. / Skill 

Course 

1 Skill Course / 

Vocational  
1 

Skill Course / 

Vocational 
0 

*This period should be allotted for laboratory activities only 
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tŜǊƛƻŘ !ƭƭƻǘƳŜƴǘ ƛƴ DŜƴŜǊŀƭ {ǘǊŜŀƳ 

DǊƻǳǇπм [ŀƴƎǳŀƎŜ ς 9ƴƎΦ aŜŘ κDǳƧ aŜŘ лс 

DǊƻǳǇπн !ƴȅ ƻƴŜ [ŀƴƎǳŀƎŜ лс 

DǊƻǳǇπо ¢ǿƻ {ǳōƧŜŎǘǎ мн 

DǊƻǳǇπп о {ǳōƧŜŎǘǎ му 

 
!ƴȅ ƻƴŜ ǎǳōƧŜŎǘ  

tƘΦ 9ŘǳŎŀǘƛƻƴκ5ǊŀǿƛƴƎκ/ƻƳǇǳǘŜǊ 
ло 

 [ƛōǊŀǊȅ ло 

 

tŜǊƛƻŘ !ƭƭƻǘƳŜƴǘ ƛƴ {ŎƛŜƴŎŜ {ǘǊŜŀƳ 

{ǳōƧŜŎǘ ! π DǊƻǳǇ . π DǊƻǳǇ 

CƛǊǎǘ [ŀƴƎǳŀƎŜ с с 

aŀǘƘǎ мм л 

.ƛƻƭƻƎȅ л мм 

/ƘŜƳƛǎǘǊȅ мм мм 

tƘȅǎƛŎǎ мм мм 

{ŜŎƻƴŘ [ŀƴƎǳŀƎŜ лп лп 

tƘȅǎƛŎŀƭ 9ŘǳŎŀǘƛƻƴ лм лм 

[ƛōǊŀǊȅ лп лп 

 

Note: Skill subjects in Class IX and X will  be an additional subject. 

Reference: Madhyamik Shikshan and Parikshan July 2018 

 

¶ Maximum of 36 periods per week may be allotted to each teacher depending upon the 

availability of teachers in the concerned subjects. TGT (MATHS) will also handle Class VIII 

Physics portion. 

¶ In respect of class XI & XII, two periods per week are earmarked for practical in the 

concerned subjects like Physics, Chemistry, Biology, Computer Science/Informative 

Practices/Skill subjects etc. 
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¶ For music and arts, students of a class should be divided in two batches. Each batch should 

include half of the students of the class in order of their roll numbers in the class attendance 

register. The periods for music and arts for a class should be held simultaneously, one batch 

of a section will attend music and other batch of the same section will attend arts class. 

¶ For class IX and X, the practical / other laboratory activities are to be conducted on regular 

basis as per curriculum. 

¶ For class VI to VIII, at least one period per week should be earmarked for lab activities in 

Mathematics and Science. 

¶ Trained teachers / Social Science teacher (PGT/TGT) will take at least one session in their 

regular periods in each month on gender sensitization in their respective classes and it 

ǎƘƻǳƭŘ ōŜ ǊŜŦƭŜŎǘŜŘ ƛƴ ǘƘŜ Ŏƭŀǎǎ ŀǎ ǿŜƭƭ ǘŜŀŎƘŜǊǎΩ timetable. 

¶ Class-wise & teacher wise timetable should be displayed in each classroom/ lab/ smart 

classroom. 
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7. DAILY ROUTINE 

¶ Every school shall have a daily routine for children which shall be prominently displayed at 

various places within the hostel premises 

¶ The daily routine may provide, inter alia, for a regulated and disciplined life, personal 

hygiene and cleanliness, physical exercise, yoga, educational classes, vocational training, 

organized recreation and games, moral education, group activities, prayer and community 

singing and special programme for Sundays and holidays and national holidays, festive days, 

birthdays 
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Summer Season Timetable (Morning School)  

Monday to Saturday (School time 7:15 am to 1:40 pm) 

Sr. No. Name of Activity Time 

1 Rouse 5.00 a.m. 

2 Morning Roll Call/PT/Yoga 5.30 to 6.15 a.m. 

3 Bath & Change 6.15 to 7.00 a.m. 

4 Milk/Alternative item 7.00 to 7.15 a.m. 

5 Assembly 7.15 to 7.35 a.m. 

6 School Time 7.35 to 8.55 a.m. 

7 *Breakfast 8.55 to 9.30 a.m. 

8 School Time 9.30 to 11.30 a.m. 

9 Recess 11.30 to 11.40 a.m. 

10 School Time 11.40 to 1.40 pm 

11 Lunch & Rest 1.40 to 3.00 p.m. 

12 
Remedial/Supervised Study& Club/ 

CCA activities 
3.00 to 4.30 p.m. 

13 Reporting on Ground 4.30 to 4.40 p.m. 

14 Games & Sports 4.40 to 5.40 p.m. 

15 Roll Call & Tea/Snacks 5.40 to 6.00 p.m. 

16 Games & Roll Call 4.45 to 5.50 p.m. 

17 Bath & Change 6.00 to 6.30 p.m. 

18 
Evening Supervised Study in Academic 

block /Dining 
6.30 to 8.00 p.m. 

19 Dinner 8.00 to 8.45 p.m. 

20 
Counseling by H.M./A.H.M. Roll Call 

and Conduct of Happy Hours 
8.45 to 9.15 p.m. 

21 Self-Study 9.15 to 10.15 p.m. 

22 Light Off 10.15 p.m. 
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Winter season Timetable (Morning School)  

Monday to Saturday (School time 8:00 am to 1:40 pm) 

Sr. No. Name of Activity Time 

1 Rouse 5.45 a.m. 

2 Morning Roll Call/PT/Yoga 6.15 to 7.00 a.m. 

3 Bath & Change 7.00 to 7.45 a.m. 

4 Milk/Alternative item 7.45 to 8.00 a.m. 

5 Assembly 8.00 to 8.20 a.m. 

6 School Time 8.20 to 9.30 

7 *Breakfast 9.30 to 10.00 a.m. 

8 School Time 10.00 to 11.45 

9 Recess 11.45 to 11.55 a.m. 

10 School Time 11.55 to 1.40 

11 Lunch & Rest 1.40 to 3.00 p.m. 

12 Remedial/Supervised Study& Club/ CCA activities 3.00 to 4.15 p.m. 

13 Reporting on Ground 4.15 to 4.30 p.m. 

14 Games & Sports 4.30 to 5.30 p.m. 

15 Roll Call & Tea/Snacks 5.30 to 5.50 p.m. 

16 Bath & Change 5.50 to 6.15 p.m. 

17 
Evening Supervised Study in Academic block 

/Dining 

6.15 to 7.45p.m. 

18 Dinner 7.45 to 8.30 p.m. 

19 
Counseling by H.M./A.H.M. Roll Call and Conduct 

of Happy Hours  

8.30 to 9.00 p.m. 

20 Self-Study 9.00 to 10.00p.m. 

21 Light Off 10.00 p.m. 

*Breakfast may be shifted as per suitability of School. 

Note: Flexibility is given in scheduling the activities to the schools for any change; however, 

duration of activities should remain the same. 
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8. SUNDAY & HOLIDAY ROUTINE 

Summer Season Timetable 

Sr. No. Name of Activity Time 

1 Rouse 5:30 a.m. 

2 Milk/Alternative item 6.00 to 6.30 a.m. 

3 
Roll Call, Cleaning of House surrounding 
/Dormitories/Beautification of Campus& Kitchen Garden 
activities on rotation basis. HMs /AHMs on rotation 

06:30 to 08:00 a.m. 

4 Cleaning of Clothes, Bath & Change 08.00 to 09.00 a.m. 

5 Breakfast 09:00 to 09:30 a.m. 

6 Own time 09.30 to 10.00 a.m. 

7 

Organized Study / Special Class-for Olympiads 
/preparation for professional competition/ career 
counseling/ Special Assembly or function on the Holiday 
(School will arrange staff duties for supervision on rotation 
basis) 

10:00 to 12:00 Noon 

 

8 Library hrs. 

12.00 to 01.00 p.m. 

(Batch -I) 

02.30 to 3.30 p.m. 

(Batch -II) 

03.30 to 4.30 p.m. 

(Batch -III) 

9 Own time 

12.00 to 01.00 p.m. 

(Batch -I) 

02.30 to 3.30 p.m. 

(Batch -II) 

03.30 to 4.30 p.m. 

(Batch -III) 

10 Lunch & Rest 01:15 to 02:30 p.m. 

11 Roll Call, Tea & Snacks 04:30 to 5.00 p.m. 

12 TV/Optional Games 5.00 to 8.00 p.m. 

13 Dinner 8.00 to 8.45 p.m. 

14 
Counseling by H.M./A.H.M. Roll Call and Conduct of Happy 
Hours 

8.45 to 9.15 p.m. 

15 Self-Study 9.15 to 10.15 p.m. 

16 Light Off 10.15 p.m. 
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Winter Season Timetable 

Sr. No. Name of Activity Time 

1 Rouse 6:00 a.m. 

2 Milk/Alternative item 6.15 to 6.30 a.m. 

3 

Roll Call, Cleaning of House 

surrounding/Dormitories/Beautification of 

Campus& Kitchen Garden activities on 

rotation basis. HMs /AHMs on rotation  

06:30 to 08:00 a.m. 

4 Cleaning of Clothes, Bath & Change 08.00 to 09.00 a.m. 

5 Breakfast 09:00 to 09:30 a.m. 

6 Own time  09.30 to 10.00 a.m. 

7 

Organized Study / Special Class-for Olympiads 

/ preparation for professional competition/ 

career counseling/ Special Assembly or 

function on the Holiday (School will arrange 

staff duties for supervision on rotation basis) 

10:00 to 12:00 Noon 

 

8 

Library hrs. 12.00 to 01.00 p.m. (Batch -

I) 

02.30 to 3.30 p.m. (Batch -

II) 

03.30 to 4.30 p.m. (Batch -

III) 

9 

Own time 12.00 to 01.00 p.m. (Batch ς

II & III) 

02.30 to 3.30 p.m. (Batch ςI 

& III) 

03.30 to 4.30 p.m. (Batch ςI 

& II) 

10 Lunch & Rest 01:15 to 02:30 p.m. 
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Note:  

1. Sunday will be the working day of Librarian. Weekly off may be provided to Librarian on 

Saturday. Library will be opened on Sunday from 12.00 to 04.30 p.m.  

2. Flexibility is given in scheduling the activities to the schools for any change, however, 

duration of activities should remain the same. 

 

Since Librarian will be engaged every Sunday in the afternoon, she/he may be given off in the 

Saturday afternoon 

  

11 Roll Call, Tea & Snacks 04:30 to 5.00 p.m. 

12 TV/Optional Games 5.00 to 8.00 p.m. 

13 Dinner 8.00 to 8.45 p.m. 

14 
Counseling by H.M./A.H.M. Roll Call and 

Conduct of Happy Hours 

8.45 to 9.15 p.m. 

15 Self-Study 9.15 to 10.00p.m. 

16 Light Off 10.00 p.m. 
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9. REMEDIAL TEACHING 

Remedial teaching period is the time during which the low achievers identified based on their 

performance      in assessments in a particular subject will be looked after by the teachers for 

corrective instructions so that they can also achieve the mastery level in the subject. Low 

achievers are those students who are unable  to cope up with the work normally expected of 

their age groups. It is due to their, distraction and lack of concentration, lack of conceptual 

understating, inability to express ideas, and lack of motivation. At the beginning of the 

academic year, the teacher should identify the students whose performance is not up to a 

desired level and their individual difficulties should be noted. Proper diagnostic measures 

should be taken to identify the learning difficulties with causes before implementing any 

remedial measure. Remedial instruction should be arranged in a systematic manner according 

to the nature of the pupil difficulties. Special steps must be taken to improve their knowledge 

level and drill / practice is necessary for every student. 

The instructional content must be very carefully graded keeping in mind the capacity, 

requirement,    educational and experience levels of the students. In the gradation of teaching 

materials, the principles of proceeding from easy to difficult and simple to complex must be 

scrupulously followed. Remedial work should be given in small doses, and it should be so 

organized as to give a sense of achievement to the student. The remedial programme for 

supportive learners includes motivation, individual attention, restoration and development of 

self-confidence and special methods of teaching. The teacher should adapt a friendly, helpful, 

and sympathetic attitude towards the student and always try to win their confidence. Every 

teacher must maintain all the record of remedial and enrichment programme. 

REMEDIAL / SUPERVISED STUDY 

The following is the framework of remedial and supervisory study schedule in school for the 

academic year. It is decided to have remedial classes only for needy students by allotting duties 

to the concerned subject teachers. Each class will have remedial for one subject per day. 

Overall, 09 teachers will be engaged for seven classes (VI to XII), provided two streams are 

available at the senior secondary level in the school.   For non-remedial students, duties may 

be allotted as given below for supervision. Further, the remedial teaching and supervision 

should go simultaneously in an effective manner as per the following schedule: 
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REMEDIAL /  SUPERVISED STUDY SCHEDULE 

CLASS 

CLASSES 

NUMBER OF TEACHERS FOR 

REMEDIAL DUTY PER DAY 

NUMBER OF TEACHERS FOR SUPERVISED 

STUDY DUTY PER DAY 

VI (A&B) 01 
01 

VII (A&B) 01 

VIII (A&B) 01 
01 

IX (A&B) 01 

X (A&B) 01 01 

XI A 01 
01 

XI B 01 

XII A 01  

01 
XII B 01 

 

Note: Only the needy students of both the sections of a class for remediation should sit in one 

classroom and the remaining students should sit in another classroom for supervised studies. 

If number of students is more for supervised studies, students can sit in dining hall/ Labs or 

other available spaces. 

 

EVENING SUPERVISED STUDY 

Duties are to be allotted to teachers for evening supervised study by involving all the teachers. 

Creative teachers are also to be involved in the supervision, both for non-remedial supervision 

and evening supervision as well. It should be ensured that every teacher gets almost the same 

workload by combining both duties. 
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10. ASSESSMENT STRUCTURE FOR CLASSES IX to XII 

¶ Scholastic Area: 

The Assessment scheme will have theory, internal assessment/practical components as per 

syllabus given for each subject by GSEB. Annual Examination for class XII is conducted by 

GSEB Board whereas Internal Examinations are conducted by School as per GSEB guidelines. 

School conducts all examinations/tests for Class IX and XI. Syllabus of half-yearly 

examination will be as per split-up syllabus of school whereas annual examination will be 

based on full syllabus for the academic session. 

¶ Assessment Scheme for class IX and XI 

TEST MARKS MONTH 

Unit Test 1: 25 Marks JULY 

Unit Test 2: 25 Marks AUGUST 

First Test: 50 Marks  SEPTEMBER/OCTOBER 

Unit Test 3: 25 Marks NOVEMBER 

Unit Test 4: 25 Marks DECEMBER 

Second Test: 50 Marks JANUARY/FEBRUARY 

Annual Exam: 80 Marks APRIL 

Internal Marks: 20 Marks 

o 5 Marks based on Unit Tests conducted before first term exam 

o 5 Marks based on Unit Tests conducted before second term exam 

o 5 Marks based on Notebook submission 

o 5 Marks based on Subject enrichment activities (Listening, Speaking, 

Assignment/Project) 

¶ Assessment Scheme for class X 

TEST MARKS MONTH 

Unit Test 1: 25 Marks JULY 

Unit Test 2: 25 Marks AUGUST 

First Test: 80 Marks  SEPTEMBER/OCTOBER 

Unit Test 3: 25 Marks NOVEMBER 

Unit Test 4: 25 Marks DECEMBER 

Preliminary Test: 80 Marks JANUARY 

Board Exam: 80 Marks MARCH 

Internal Marks: 20 Marks 
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o 5 Marks based on Unit Tests conducted before first term Exam 

o 5 Marks based on Unit Tests conducted before second term 

Exam 

o 5 Marks based on Notebook Submission 

o 5 Marks based on Subject enrichment activities (Listening, 

Speaking, Assignment/Project) 

¶ Assessment Scheme for class XII 

TEST MARKS MONTH 

Unit Test 1: 25 Marks JULY 

Unit Test 2: 25 Marks AUGUST 

First Test: 100 Marks  SEPTEMBER/OCTOBER 

Unit Test 3: 25 Marks NOVEMBER 

Unit Test 4: 25 Marks DECEMBER 

Preliminary Test: 100 Marks JANUARY 

Board Exam: 100 Marks MARCH 

Note: Assessment and Promotion rules will be as per the latest guidelines given by GSEB.  

¶ Assessment of compulsory Areas: 

General Studies, Health and Physical Education should be done continuously by collecting 

information, reflecting on and using the ƛƴŦƻǊƳŀǘƛƻƴ ǘƻ ǊŜǾƛŜǿ ŎƘƛƭŘǊŜƴΩ ǎ ǇǊƻƎǊŜǎǎ ŀƴŘ ǘƻ 

plan future leaning experiences. The documented data, after interpretation should be 

reflected in the Report Card in the form of Grades. The concerned teacher should make an 

objective assessment of the level of performance/ participation demonstrated by student 

throughout the academic year and finally assigned grades. 

¶ Grading for Assessment of General Studies: 

Grade Description 

A1 Top 1/8th of the passed candidates 

A2 Next 1/8t hof the passed candidates 

B1 Next 1/8t hof the passed candidates 

B2 Next 1/8t hof the passed candidates 

C1 Next 1/8t hof the passed candidates 

C2 Next 1/8t hof the passed candidates 

D1 Next 1/8t hof the passed candidates 

D2 Next 1/8t hof the passed candidates 

E Essential Repeat 
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ü Subject Enrichment Activities: These are subject-specific activities aimed at enhancing 

the understanding and skills of the students. These activities are to be carried out 

throughout the term as per the details given below: 

ü Languages: Aims to develop effective listening and speaking skills. The language 

teachers may devise their own methods and parameters for assessment of languages. 

ü Mathematics: For the activities in mathematics, refer to the activity books of NCERT 

and Handbook on Teacher Energized Resource material released for different classes. 

ü Science: Practical work and activities in Science may be undertaken as suggested by the 

NCERT as well as Handbook on Teacher Energized Resource material released for 

different classes. 

ü Social Science: Map or the Project work may be undertaken as suggested by NCERT. 

 

¶ GRADES FOR INTERNAL ASSESSMENT IN HEALTH, SEWA AND PHYSICAL EDUCATION 

 (With work experience subsumed unit) 

S.No. Area Grades 

1. Games, Health 

and fitness 

While filling online data, following grades may be filled against HPE: 

(A1,A2,B1,B2,C1,C2, D1,D2,E) 

2. 

SEWA 

While filling online data, following grades of SEWA shall be filled 

against work education/work experience:(A1,A2,B1,B2,C1,C2, 

D1,D2,E) 

3. 

Discipline* 

The students will also be assessed for the discipline which will be 

based on the factors like attendance, sincerity, behaviour, values, 

neat and tidiness, respectfulness for rules and regulations, attitude 

towards society, nation and others. Grading on Discipline will be 

assessed term-wise on a 3-point grading scale 

(A=Outstanding, B=Very Good and C=Fair). 

(* The grades should be reflected in the progress card of class XI students and provided to GSEB 

for Class XII if desired by the Board) 
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¶ Grading Scale for Scholastic Areas Class IX & XI 

(Schools will award grades as per the following grading scale) 

Marks Range Grade 

91-100 A1 

81-90 A2 

71-80 B1 

61-70 B2 

51-50 C1 

41-50 C2 

33-40 D 

32 & below Essential repeat 

 

Note:  

At-least 10% of the questions on the pattern of competitive exams questions pertaining to the 

subjects should be part of the question paper in Internal Assessment (20 Marks) (Class IX&XI)  

¶ Assessment structures for classes VI to XII  

ü Current Assessment system of Gujarat will be followed in the schools for std 6 to 8. 

ü School based Comprehensive Evaluation (SCE) will be followed to prepare report card 

like format A, B, C, E and F for std 6 to 8. 

ü Link to relevant Government Resolution provided in Annexure - 1 
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11. ASSESSMENT OF SPEAKING AND LISTENING SKILLS 

Out of the four stages of language learning, listening, speaking, reading and writing, the first 

two stages, Shravan and Katha, are the foundational stages and hence their importance is 

expected to be formally assessed according to which the student's speaking and listening skills 

can be assessed as follows: 

¶ Listening and Speaking are assessed on the following parameters 

The listening and speaking skills are to be assessed on the following parameters 

1. Interactive Competence (Initiation and turn to take relevance to the topic) 

2. Fluency (Cohesion, coherence and speed of delivery)  

3. Pronunciation 

4. Language (Accuracy and Vocabulary)  

¶ Assessment of Listening skills  

Assessment of listening skill mainly assesses the ability of the student to listen and understand 

the instructions. Among the various factors for the interpersonal development of the student, 

listening and interpreting the instruction material is the main factor on which the assessment 

of listening skill is focused. 

Following are some of the sub-skills for the assessment of listening skills 

(a) Listening for Specific Information 

(b) Listening for general understanding 

(c) Predictive Listening 

(d) Listening for pleasure 

(e) Insensitive Listening 

(f) Evaluative Listening 

The above skill-based assessment can be done through activities mentioned below: 

I. Draw this  

For this active listening activity, either teacher or a student lead will list step by step instruction 

for an image and teacher will assess the students according to the picture drawn by students. 

II. Audio Stories: 

Once the story is finished playing aloud, assess the students by summarize what the heard in 

as much details as possible if time allows, replay the story so students also can see if they were 

correct. 

III. Simon says: 

This classic childhood game is perfect for practicing listening skill in small groups. To make this 
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game into a centre. Teacher or student lead will say a command than wait to see if the student 

responded correctly like these activities. 

¶ Speaking Skill  

How many skills are developed in children through speaking skills. The first skill is to speak or 

express what has been heard. The assessment of the first skill is paramount importance, so it 

is the main component of the overall education assessment. 

Areas for assessment for speaking skills: 

- Vocabulary 

- Sentence Construction 

- Expression 

- Fluency 

- Pronunciation  

- Precision 

- Interaction 

Activity for assessment of speaking skill: 

¶ Oral language is one of the most important skills of students can master ς both for 

social and academic success. Learners use this skill throughout the day to process 

and deliver instruction, make requests, ask questions, receive new information and 

interact with peers. 

¶ Picture cued story telling: students narrate a story based on a set of pictures they 

have already seen. 

¶ News Event: Asking students to narrate a news event. 

¶ Group Discussion: Asking students to discuss on particular topics and teacher 

evaluate as per active participation of each student. 

Besides, describing events and happenings, telling stories, presenting real and imaginary, 

presenting oral reports or short summaries of activities and trips, excursions, etc   

¶ Organization of competitions like elocution, speedy elocution. 

¶ Active participation in group discussion. 

¶ Personal Expression responding giving opinions. 

¶ Proper ascension and presentation with confidence.  

¶ Can present himself with proper arguments. 

¶ The listening comprehensive section tests the studenǘǎΩ ŀōƛƭƛǘȅ ǘƻ ƭƛǎǘŜƴ ŦƻǊ ōŀǎƛŎ 

interpersonal, instructional and academic purposes. 

¶ A number of sub skills such as listening for specific information, General 
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understanding, predictive, inferential, intensive and exhaustive listening and 

listening for pleasure are developed. 

¶ A good communication skill raises the self ς esteem of a student. It is essential that 

students acquire proficiency in it, by the time they leave the portals of the schools, 

speaking and listening should be fostered in children to equip them with better 

communication skills. So, it is important to formal testing of speaking and listening 

skills at the school level. 

¶ Some of the sub skills that are developed through speaking skills are speaking 

intelligible using appropriated word stress, sentence stress and intonation patterns, 

narrating incidents and event, real and imaginary in a logical sequence, presenting 

oral reports or summaries; making announcements clearly and confidently, 

expressing and arguing a point of view clearly and effectively, taking active part in 

group discussions, showing ability to express agreement or disagreement, 

summarizing ideas, eliciting the views of other, presenting own ideas, expressing 

and responding to personal feelings, opinions and attitudes, participating to 

spontaneous spoken discourse in familiar social situations. Students who stammer 

may be given extra time during the assessment process as per the need of the child. 

¶ It is necessary to master in listening and speaking skills for the clear understanding 

of subject content of all subjects through that students can participate in discussion. 

They can express the ability to agreement or disagreement and can provide a 

summary of thoughts. The evolution of listening and speaking skills are essential for 

all round development of students. 

¶ During the evaluation process of students with language deficits in listening and 

speaking, additional time is given to them and the evaluation process and methods 

are necessary adjusted accordingly. 
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12. DEVELOPING COMMUNICATION SKILLS 

Developing English communication skills in the students has always been a challenge. The new 

entrants at class VI generally have very low language competence. The learners have different 

levels of competence depending on the Schooling background and the individual capacity of 

the learners. On the first day the teacher faces a heterogeneous group of predominantly low 

competence language learners and language teaching begins with a note of despair. And yet, 

it is a fact that in the months and years to come the desperate efforts of the teachers are amply 

rewarded when they find many of the students communicating well in English, and quite a few 

of them very effectively. At the initial stages, in classes-VI to VIII the Schools have young 

learners who are at the stage of language acquisition, when skills of oral communication in a 

language is believed to be spontaneously acquired by the learner if sufficient exposure is 

provided. At the higher level, from classes-IX to XII the learners become comparatively    mature 

in terms of language competence and mental age. They have to make conscious effort for 

learning higher levels of written and oral communication skills. To overcome the difficulties of 

this typical language learning situation there has to be different strategies/ approaches for 

developing communication skills at these two different levels. 

At the initial stage (Class-VI ς VIII) 

Competence at the entry level Competence at the terminal level 

L: Letters of the alphabet, numbers,   

a few words 

L:  Word, connected speech in day to day use 

Prose passages on familiar subjects 

S: Same as L 
S:   Approx. 500 words and 20 structures. 

R: Alphabets, words of 3 to 4  letters. 

Short sentences of a few words 

R:  Words & passages on familiar topics, stories,  

contents in other subjects 

W: Same as R 
W: Correct sentences, short paragraphs on known 

topics, notes/ question & answer in other 

School subjects 

The requirement at this stage is to create an άŀŎǉǳƛǎƛǘƛƻƴ like ǎƛǘǳŀǘƛƻƴέΦ It is a situation, 

in which the   learner regularly listens to the target language being used in a real life situation 

for a considerable period of time, and he/she is compelled to speak the target language since 

he/ she gets response from the other members in the target language only. In order to create 

the acquisition like situation the School may take up the following measures: 

¶ In order that students get the facility to listen to a Standard English speech (including word 

stress and intonation) the English teacher in particular and teachers in general have to 
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cultivate good spoken English. 

¶ Teaching in class rooms and particularly in the language class room must be interactive. If the 

teaching is lecture based (as it generally is) one way traffic, the learners will get least chance 

of speaking and the language competence acquired through listening, speaking and writing 

will remain dormant at the competence level and will not surface at the performance level. 

¶ In order to make the learners aware of the distinct English speech sounds and prosodic 

features (stress, intonation, pause rhythm etc.) at the initial stage, the new entrants should 

be taught to sing nursery rhymes with proper articulation of English speech sounds, word 

stress and intonation. 

¶ Language games involving simple basic skills of oral communication, like picture description, 

pick and speak; role play in a given situation (customer at a shop, passenger at a railway 

station, man at a post office etc) should be played in the classroom. The teacher should not 

insist on correctness but should encourage uninhibited, stress-free oral communication. 

¶ Basic reading and writing skills are also to be introduced and practiced at this stage. Words in 

isolation and short sentences should be read out by the teacher and the students should be 

asked to repeat the model reading. Since many new entrants are able to write just the 

alphabets, and even less, they should be given practice in handwriting in the four-line English 

handwriting notebooks. They should practice cursive writing with proper use of capital letters 

and punctuation marks. 

¶ The learners should also be made to listen to recorded model speech in way of news reading, 

storytelling, or other recorded material in the language laboratory; although live models 

(teachers) are always better, provided the teacher herself/himself regularly practices model 

reading/ speech. 

¶ The language teacher has to realize and appreciate that her/ his charge has to overcome an 

almost insurmountable communication barrier to communicate with her/ his teachers and 

peers in English. Hence the teacher has to make a conscious effort to cautiously bring herself/ 

himself down to the level of the child. He/ she should consciously use a warm and inviting 

body language; should be playful and indulgent with the children (without compromising with 

discipline, of course) in order to help them overcome inhibitions, hesitation and poor level of 

language competence and open up and communicate (listen and speak) in English. 

¶ The course material, i.e. the textbooks and workbooks should be used as a pretext for 

practicing oral communication, and the teaching method has to be interactive. 

¶ Communication skills of the learners, who had an English medium background before joining 

the School, may be utilized for leading peer group communication and conducting language 

games so that being in a group of lower level of language competence they do not get de-
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motivated. 

 

At the initial  stage (Class IX-XII) 

Competence at the entry level Competence at the terminal level 

L: Word, connected speech in day 

to day use. Prose passages on 

familiar subjects. 

L: Listen to and understand normal speech on general 

topics/radio and TV news. 

S: Approx. 500 words and 20 

structures. 

S: To communicate normally for day to day needs. To 

be able to participate in discussion in peer groups 

R: Words & passages on familiar 

topics, 

R: Silent fast reading with comprehension. Read aloud 

with proper articulation of phonemes, word stress, 

intonation and pause. 

W: Correct sentences, short 

paragraphs on known topics, notes/ 

question & answer in other School 

subjects. 

W: To write correct sentences, with the competence 

to use 1500 words and 50 structures. Composition 

of essays in paragraphs, writing notes, reports, 

letters etc. 

 

Language teaching strategy at the higher level: 

¶ Classroom teaching has to be interactive (the point is deliberately repeated) with a view to 

providing the learners the opportunity to participate in discussion and communicate ideas 

effectively. 

¶ The language laboratory may be used to further exercise listening skill with the help of 

recorded speech in Indian and British variations. Teachers may diagnose and rectify mother 

tongue influence in the speech of the students. 

¶ Maximum possible opportunity is to be provided to the learners to speak English in various 

contexts and situations. For these activities like group discussion, seminar, declamation, 

debate and extempore speech etc have to be organized. The morning assembly activities give 

good practice in news reading, conducting quiz and delivering short lectures. 

¶ English course material may be properly used for developing both silent and loud reading 

skills. The Reader should be used for loud reading. The teacher himself should face the 

class after rehearsing loud reading with correct pronunciation of words, word stress, pause 

and intonation. The supplementary reader should be used for practicing the skill of silent and 

fast reading with comprehension. 

¶ Students should be encouraged to read simplified, abridged story books/ classics and comics 
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graded for each class. Such reading materials are available in the market, published by various 

publishers. The         language teachers, the librarian and the Principal have to ensure that such 

reading materials are available in the library and the learners are guided to read books of the 

grade suitable for him/her. 

¶ Vocabulary is the building block of a language. But vocabulary should not be taught 

indiscriminately by rote learning. The teacher should identify words which will be in the 

active vocabulary (know and use the word actively), passive vocabulary (know the meaning 

of the word when it is used, but may not be actively used by the learner himself) and ad-

hoc vocabulary (know the meaning of the word for one time passive use only) of the student 

and need not insist on the ǎǘǳŘŜƴǘΩǎ mugging up the meaning of all words. Besides, 

vocabulary should not be taught in isolation; it must be taught in context. 

¶ While teaching the Reader (for detailed study), it is expected that all important components 

like vocabulary, structures, idioms etc. are explained and drilled and the content is analyzed 

thread bare. The learner has to master local, global and inferential comprehension. While 

reading the supplementary reader, the students are to be assisted to read by themselves, 

fast and silently. The aim is not mastering the language components but to comprehend the 

passage globally and enjoy independent reading. 

¶ Writing is the highest of all the four language skills. While training/developing communication 

skill of students, writing skill has to be integrated with all the other four skills. In higher classes 

care has to be taken to ensure that the students write correct English in terms of spelling and 

syntax. Teaching of grammar as a subject is not required. In place of learning definitions and 

rules of grammar it is more useful to practice functional grammar and usage. Written 

composition may be strengthened by practicing exercises in transformation of sentences, 

narration, use of modal auxiliaries, voice etc. through which the learners get ample 

opportunity to compose sentences creatively and correctly. In longer compositions, together 

with correctness attention has to be paid to coherence and lucidity. Students should be 

guided to use familiar words and sentence structures. Use of unfamiliar vocabulary and 

uncertain syntax for the sake of style will end up as a botched piece of composition. 

And finally, a word for English Language Teachers- If language teaching techniques are 

cultivated and applied creatively to develop communication skills in the young learners, 

language teaching can be a great fun and rewarding experience. 

¶ HINDI / ENGLISH LANGUAGE LAB: 

Hindi and English Language Labs must be established with an aim to improve Language 

teaching- learning by making it more experiential and to focus on the ability to converse and 



 

38 
 

interact in the language and not just on the literature and grammar. The four skills of reading, 

writing, listening and speaking have to be practiced. In Language lab solution thrust has been 

put on tech driven and experiential language learning. The teacher can follow the progress of 

each student, which makes it possible to deliver timely feedback and individualized instruction. 

Components of Language Lab: 

1) Software with Course Content 

2) Training manuals for the teachers on the usage of language lab software 

3) Headphone Sets 
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13. COMMON EXAMINATION 

Question papers for all Unit Tests for classes IX to XII will be prepared at Board level for the 

Academic Year as per composition of question papers issued by GSEB. 

GSEB shall decide about the modus operandi for preparation of common question papers for 

half yearly and yearly exams of non-board classes and pre-board exams of board classes, their 

evaluation. Separate instructions will be issued by DEO from time to time. 

¶ School has to analyse the results and result analysis is to be submitted to DEO within a week 

of the last paper.  10% of the evaluated answer books in all subjects should be verified by 

Principal and Vice Principal. 

¶ Identification of supportive learners (low achievers) will be done on the basis of 

performance of students in tests. 

¶ Remedial teaching is to be taken up immediately after the diagnosis of supportive learners 

strictly under the supervision of the Principal/Vice-Principal. Monthly review of the 

performance of supportive learners will be done in all subjects and in case no improvement 

is observed, the strategies will be modified to achieve improvement. 
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14. IMPROVEMENT OF INTERNAL EXAMINATION PROCESS 

The analysis of performance of the children in various scholastic and co-scholastic activities has 

guided to work on the further supporting the internal examination system. Question papers for 

Terminal/Half Yearly and Yearly Examinations for IX and XI, Pre-Boards for Class X /XII 

Examinations are to be prepared by GSEB. GSEB will finalize the schedules and panel of experts. 

The question papers will be delivered to school before the examination. The schools have 

already procured high speed printers to enable printing the question papers required for the 

day. It is the duty of each School to ensure that their printing system is kept intact throughout 

the year, so that during the examination period the systems function faultlessly. The school 

shall organize the testing under the strict supervision of the process. Improvised system of 

vigilance shall also be worked out in the process. School Principal should ensure that the e-mail 

ids to which question papers are delivered, and passwords are accessed by him/ her only. 

With a view to make examination a participatory process to be taken by the children, it was 

proposed to give experience of the examination to the teachers from time to time. During the 

trainings many teachers volunteered to introduce an examination in the subject concerned as 

similar to the ones students participate at the Board level, to give a full-scale experience to the 

teachers. The papers evaluated by subject experts are discussed to improvise the answer. With 

their feedback strategies to support the children on examination pattern are being worked out, 

these strategies will be shared amongst the peer group to improvise the practices. After each 

Content Enrichment Training (CET) programme, the teachers solve GSEB based question paper 

of the highest class they teach. 
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15. SCHEDULE OF TESTS / EXAMINATIONS 

SCHEDULE FOR UNIT-TEST (UT)/MID-TERM EXAM & YEARLY EXAMINATION:  
Unit Test (for class IX & XI) 

 

SN Assessment Schedule 

1 UT-I July 

2 UT-II August 

3 First Test September /October 

4 UT-III November 

5 UT-IV  December 

6 Second Test January 

7 Annual Exam April  

 

SCHEDULE FOR ASSESSMENT FOR CLASS-X & XII  

SN Assessment Schedule 

1 UT-I July 

2 UT-II August 

3 First Test  September/October 

4 UT-III November 

5 UT-IV December 

6 Preliminary Exam January (as per GSEB schedule) 

7 Board Exam March 
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16. COVERAGE OF SYLLABUS & CONDUCT OF VARIOUS EXAMINATIONS  

For board as well as non-board classes X and XII, IX and XI respectively, 100% syllabus has to be 

completed as per below table. 

 

SCHEDULE OF TESTS / EXAMINATIONS 

Particulars Board Non-Board 

Completion of Syllabus for the 1st 

exam. 
September September 

REVISION 

1st Exam October October 

Completion of Syllabus for the 2nd 

exam/ Preliminary Exam 
January January  

REVISION 

2nd Exam/Preliminary Exam January-February January-February 

Completion of Syllabus for final exam 

(IX and XI) 
Revision March 

REVISION 

Board exam / Annual Exam March April  
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17. BENCHMARK FOR PASS PERCENTAGE AND SUBJECT AVERAGE FOR THE 
ACADEMICS 

Class-X: For class-X, the students have to score minimum of 85% Marks in each subject. 

Class-XII: The following pass percentages and subject averages for class-XII Board Exam are 

fixed as target. 

Pass percentage: 100% 

SUBJECT-WISE AVERAGE FOR CLASS-XII 

SUBJECT TARGET FIXED (in%) 

English Core 80 

Hindi Core/Elective 85 

Mathematics  80 

Physics 80 

Chemistry 80 

Biology 80 

Bio-Tech 80 

Informatics Practices 85 

Computer Science 85 

History 80 

Geography 85 

Economics 75 

Accountancy 75 

Business Studies 75 

Any Skill Subject 85 

Classes- VI to IX: For classes VI to IX, apart from ensuring 100% pass, the subject average is 

fixed as under: 

¶ For languages: 85% 

¶ For Mathematics, Science and Social Science- 80% 

FOR CLASS-XI: Pass Percentage- 100% 

SUBJECT-WISE AVERAGE FOR CLASS-XI 

Subject Target Fixed (in%) 

English Core 70 

Other Language Core / 

Elective 

70 
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18. ALLOTMENT OF STREAMS  

No entrance test shall be conducted for admission to class XI. The candidates are selected 

based on marks/ CGPA obtained by them in class X in State Board. 

The students declared Passed in Class X by the State Board shall be automatically granted 

admission to class XI in the same. However, offer of stream viz. Science, Commerce; Humanities 

will be strictly on merit. 

The Merit List may be prepared on the following criteria: 

¶ Science Stream with Mathematics: Aggregate marks scored in class X + marks scored in 

science + marks scored in Mathematics. 

¶ Science Stream without Mathematics: Aggregate marks scored in class X + marks scored in 

science. 

¶ Commerce Stream with Mathematics: Aggregate marks scored in class X + marks scored in 

Social Science + marks scored in Mathematics. 

¶ Commerce Stream without Mathematics: Aggregate marks scored in class X + marks scored 

in Social Science. 

¶ Humanities Stream: All students declared passed in Class X by CBSE/ State Board. 

A student who was earlier not found eligible for admission to a particular stream may be 

allowed fresh admission to a particular stream in class XI in the next academic session. If he/she 

improves his/her performance within one year from the same board. 

  

Subject Combinations to be made available in various streams 

¶ Science Stream with Mathematics: English, Physics, Chemistry, Mathematics & Computer Science/ 

Biology/ Hindi/ Regional Language/ Any other subject. 

¶ Science Stream without Mathematics: English, Physics, Chemistry, Biology & Computer Science/ 

Hindi/ Regional Language/ Any other subject. 

¶ Commerce Stream with Mathematics: English, Accountancy, Business Studies, Economics & 

Mathematics. 

¶ Commerce Stream without Mathematics: English, Accountancy, Business Studies, Economics & 

Informatics Practices/ Hindi/ Regional Language/ Any other subject. 

¶ Humanities Stream: English, History, Geography, and 2 subjects out of Economics, Political Science, 

Hindi, Regional Language or any other subject. 
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19. ROLE OF TEACHERS IN SCHOOL 

A meaningful profile of teachers can be carved out of enlisting duties of a professional school 

teacher. Since Schools are residential & co- educational schools, the teachers ought to extend 

a deep sense of understanding and show parental care and affection. Thereby, they identify 

the latent talents and skills of the child. They are the custodians of the children vested under 

their care and take care of their psychological and emotional safety as well. Subsequently, it 

is proved that wards from vernacular mediums stand first in class within three months of 

their inception. All these require qualities of head and heart. 

The teachers have to be not only competent but also periodically updating their knowledge 

and skills. The teachers have to make learning an easy task for students. Teacher is a 

systematic planner of curriculum transaction with annual plan and unit plan as well. 

Consistent value-oriented teaching inculcates in the learner an urge to lead a healthy and 

meaningful life. Life skills such as empathy, sympathy, helping each other, problem solving, 

decision-making, and collaborative pursuits are acquired by the learner. Students acquire 

entrepreneurial attitude during their stay and study in school. Their classrooms, CCA and ECA 

provide ample opportunities. 

{ǘǳŘŜƴǘǎ ǎǇŜƴŘ ŀ ƭƛƻƴΩǎ ǎƘŀǊŜ ƻŦ ǘƘŜƛǊ ǘƛƳŜ ƛƴ ǎŎƘƻƻƭΦ Lǘ ƛǎ ƛƴŘƛǎǇŜƴǎŀōƭŜ ǘƘŀǘ ǘƘŜ ǘŜŀŎƘŜǊǎ 

should develop a strong and continuous rapport with the students bestowed to their care. 

Here the teacher is objective regardless of their family or financial background. 

¢ƘŜ ǘŜŀŎƘŜǊ Ƴǳǎǘ ōŜ ŀ ƎƻƻŘ ŎƻǳƴǎŜƭƭƻǊΦ !ǎ ŀŘƻƭŜǎŎŜƴǘ ŎƘƛƭŘǊŜƴΩǎ ƳƛƴŘǎ ŀǊŜ ǘǳǊōǳƭŜƴǘ ǿƛǘƘ 

stress, teachers are to play a significant role in grasping things in the proper perspective and 

act as a guide. Hence children look upon teachers as their mentor. 

The teacher must be alert for the signs of physical and emotional problems that a parent 

might miss. Poor class performance can be a sign of such stress. Here teachers are required to 

have certain level of stress management. Teachers have to motivate the parents which in turn 

make parents recognize the real talent of their children. 

Teachers are to play such a vital role in almost all aspects of ǎǘǳŘŜƴǘǎΩ ƭƛŦŜ ŀƴŘ ŘŜǾŜƭƻǇƳŜƴǘΦ 

It is apt to say that School teacher must be more than a computer, a book of knowledge, a 

parent, a friend, a guide, a philosopher, a role model and more than anything but everything 

to his/her students. School teacher is to be a responsible professional, accountable to the 

students, society and nation at large. 

Profile of an Effective Teacher: 

¶ He communicates warmth, understanding and empathy to his students 

¶ He generates enthusiasm for learning in his classroom. 
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¶ He creates positive classroom learning environment through climate of acceptance, caring, 

feeling of being safe and secure, etc. 

¶ He makes effective use of his available time. 

¶ His positive attitude and beliefs have a powerful impact on student learning. 

¶ He has effective communication skill. 

¶ He values his pupils and accepts their opinions. 

¶ He is democratic in his orientation and does not ridicule his learners. 

¶ He is the master of his subject and is capable of giving explanations at different levels so 

that he can reach all his students. 

¶ He possesses conceptual clarity 

¶ He has healthy attitude towards his profession. 

¶ IŜ Ŏƻƴǎǘŀƴǘƭȅ ǳǇŘŀǘŜǎ ƘƛƳǎŜƭŦ ōȅ ƎŀǘƘŜǊƛƴƎ ǎǘǳŘŜƴǘǎΩ ŦŜŜŘōŀŎƪ ŀƴŘ ǎŜƭŦ-analysis. 

¶ He is more like a friend, philosopher, and guide to his learners. 

¶ He grows professionally by participating in special lectures, in-service workshop etc., so that 

he is in touch with the latest happenings in his field. 

An effective teacher is thus, a multifaceted professional playing the different roles of a 

facilitator, curriculum creator, counselor and a role model for his learners. He knows how to 

manage his stress effectively and takes pride in being ΨǘŜŀŎƘŜǊΩΦ 

 

Qualities of an Ideal SchoolΩǎ ¢ŜŀŎƘŜǊΥ 

¶ He/ She should identify himself/herself with the institution. 

¶ He/ She must have the commitment towards his/her profession. 

¶ He/ She must have positive attitude towards the system. 

¶ He/ She must be sincere and punctual. 

¶ He/ She should possess profound knowledge in the subject & lang. competence 

¶ He/ She must have the clear concept of the objective of SchoolΩǎ ǎŎƘŜƳŜΦ 

¶ Possess Effective Communication Skill. 

¶ He/ She must use the latest teaching technique. 

¶ Democratic in approach. 

¶ Good rapport with Principal, fellow-workers, students, and Parents. 

¶ Good moral character. 
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¶ Adopt need-based remediation for the slow learners. 

¶ He/ She should know the role of a principal, vice principal and teachers in the School 

system. 

¶ He/ She should be a life-long learner 

¶ He/ She must have lot of patience. 

¶ He/ She should not loose his/her temper for petty reasons. 

¶ He/ She must be in a position to correlate his subject with other subjects. 

¶ Must know the psychology of the students. 

¶ Readiness to admit the mistake. 

¶ Impartial towards his students. 

¶ Physically fit and mentally alert. 

¶ Must possess the organizing ability. 

¶ Should prepare his/her lesson well before entering into the class. 

¶ Should not adopt corporal punishment. 

¶ Friend, philosopher, and guide. 

¶ He/ She should assist the administration in all possible ways. 

¶ Good sense of humor. 
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20. COMPETENCY BASED EDUCATION, PEDAGOGY & LESSON PLAN 

 The fundamental principle of NEP 2020 is to recognize, identify and foster the unique capabilities 

of each student, by sensitizing teachers to promote eacƘ ǎǘǳŘŜƴǘΩǎ ƘƻƭƛǎǘƛŎ ŘŜǾŜƭƻǇƳŜƴǘ ƛƴ ōƻǘƘ 

academic and co- curricular spheres. 

 Any change in education system is only possible through classroom transaction and the teacher 

is the only agent who can make it happen by adopting student centric creative pedagogy through 

competency-based education to achieve the objectives of NEP-2020. 

¶ Competency is a set of skills, abilities, knowledge that helps an individual to perform a given 

task in real life. Every learning should go into imbibing these skills to lead a productive and 

joyful life, 

¶ Learning outcomes are an integral part of Competency Based Education (CBE). Proper 

framing of learning outcomes and linking them with pedagogical processes is crucial to the 

success of CBE. 

¶ The sum total of Learning Outcomes, Curriculum, Pedagogy, Assessment and Criterion 

Referenced Testing is the Competency Based Education. 

¶ The different aspects of Competency Based Education are illustrated as hereunder: 

LEARNING OUTCOMES (LOs): 

¶ Learning outcomes is a statement of what a learner should know, understand and be able 

to demonstrate after learning a given topic/ concept. 

¶ It is mandatory for all Schools to follow the learning outcome approach in teaching and 

learning as it is central to the learning process in CBE. 

¶ Simple rule of verifying a learning outcome is an action verb/ phrase + object of verb + 

clause/phrase indicating level of achievement + context or condition, if any.  

¶ NCERT has released learning outcomes for Elementary (Class-I to VIII), Secondary (Class-IX 

& X) and Higher Secondary (class-XI & XII) which define the learning outcomes and linking 

them with pedagogical processes.  

¶ Although learning Outcomes are given class-wise in each subject however the same are to 

be mapped with the content of each chapter/ unit.  

¶ NCERT has developed minimum level of LOs in each subject, but teachers may adopt higher 

level of LOs in their respective subjects. 

¶ Teachers need to use learning outcomes as a tool for improving education and not as a 

means of simply completing a topic. 
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PEDAGOGICAL STRATEGIES / PROCESS: 

As per NEP-2020, the teaching and learning should be conducted in a more fun and creative way 

with collaborative and exploratory activities for students. 

¶ Experiential learning should be adopted including hands-on learning, art-integration, 

sports- integration, storytelling/ toy based pedagogy along with other standard pedagogies 

during teaching learning process. Focus of each adopted pedagogy should be inquiry-based, 

discovery-based and analysis-based with explorations of relations among different subjects. 

¶ The teacher should work on pedagogies and assessments most likely to ensure that the 

stated outcomes of learning are achieved and plan the lesson accordingly, well in advance. 

¶ The teachers should connect all learning to real life practice and relate local and global 

social issues with curricular contexts by using technology. 

¶ The teacher should make use of resources available at DIKSHA platform 

¶ Once in a week students should present the topic of the lesson in progress by rearranging 

the classroom setting suitable for group work. 

¶ ¢ƘŜ ǘŜŀŎƘŜǊ Ƴŀȅ ŀŘƻǇǘ ά9bD!D9έ ƳƻŘŜƭ ƻŦ ŀŎǘƛǾƛǘƛŜǎ ŦƻǊ ŎƭŀǎǎǊƻƻƳ ǘǊŀƴǎŀŎǘƛƻƴ.  

 

Assessment Practices to gauge achievement of Learning Outcomes: 

¶ The assessment must be authentic, reliable, valid and necessary matching with the learning 

outcomes cited in the beginning. 

¶ Multiple methods of assessment like MCQ, Quiz, Puzzles, short answer and long answer 

problems, portfolios, presentations, group projects, open ended questions, reflective 

assignments should be used with minimum stress on the students. 

¶ Teachers should prepare at least two competency-based questions from each unit/ lesson 

which can be included in assessment. 

¶ Criterion Referenced Testing should be done so that the teacher can know at what level of 

learning the student is. 

¶ The rubrics should be shared with the students prior to any assessment/ test. 

21st Century Skills: 

¶ NEP-2020 emphasizes integration of 21st Century skills in education system which is 

required for successful adult life in the 21st century. 

¶ While planning the lesson, teacher should think which 21st Century skill is expected to 
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develop while delivering the content. The link for the handbook is given in Annexure - 1 

¶ 21st century learning, these include critical thinking, communication, collaboration, and 

creativity. Life Skills: Flexibility, initiative, social skills, productivity, leadership. Literacy Skills: 

Information literacy, media literacy, technology literacy. 

   

Sr No Name of the Area Vice Principal Principal 

1 Teaching Periods 12 08 

2 Classes to handle One of the classes to be 

handled on regular 

basis preferably a board 

class 

One of the classes to be 

handled on regular 

basis preferably a board 

class 

3  Classroom Observation 

(in Four phases i.e. First Week of July, 

Last Week of September, First Week of 

January, and First Week of March 

covering all teachers in each phase) 

Classes VI, VIII & IX 

Observations & 

suggestions are to be 

reported as per 

Annexure - 3 

VII, X-XII 

Observations& 

suggestions are to be 

reported as per 

Annexure - 3 

4 Monthly monitoring of correction by 

teachers of Home Work, Classwork, 

Assignments and Project Works 

VI to X (Format for 

supervision of checking 

of Note Book 

Assignments as per 

Annexure - 4 

XI and XII (Format for 

supervision of checking 

of NoteBook 

Assignments as per 

Annexure- 4 

5 Preparation of various activities Academic Calendar, 

Time- Table, 

Institutional plan, and 

Exam timetable as per 

GSEB instructions 

Preparation of annual 

Pedagogical Plan 

6 Maintenance of records Academic Records Monitoring and 

guidance 

7 Monitoring All academic and CCA 

(Co-curricular-

activities) of all classes 

 

8 Monthly meetings to be conducted in 

the first week of every month after 

class hours 

Subject Committee 

meetings, Academic 

Performance Review 

1. House Prefects 

Meeting in presence 
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committee meetings, 

tests and exams 

of House Masters 

Annexure- 5 

2. Class Prefects 

Meeting in presence 

of Class teachers 

Annexure- 6 

3. Staff meeting 

Annexure- 7 

4. Maintenance & 

Repair (M&R) meeting 

Annexure- 8 

5. Mess Committee 

meeting  Annexure 

- 9 

9 Visit to Dormitories At least thrice a week ω At least twice a 

week 

10 Verification of records  Timely submission of 

Academic Records, 

Question papers and 

Results 

ω Monitoring and 

guidance & follow-

up 

11 Coverage of Syllabus Monitoring of 

monthly coverage of 

syllabus in all classes 

as per 

Annexure - 10 

 

ω Guidance & 

Compliance 

12 Timetable and arrangements In charge ω Monitoring and 

compliance 

13 Ensuring Attendance {ǘǳŘŜƴǘǎΩ ŀǘǘŜƴŘŀƴŎŜ 

including supervision/ 

remedial/ class 

attendance. 

Annexure - 11 

ω Staff attendance 
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Competency Based Lesson Plan: 

[Ŝǎǎƻƴ Ǉƭŀƴ ƛǎ ŀ ǘŜŀŎƘŜǊǎΩ ǊƻŀŘƳŀǇ ƻŦ ǿƘŀǘ ǎǘǳŘŜƴǘǎ ƴŜŜŘ ǘƻ ƭŜŀǊƴ ŀƴŘ Ƙƻǿ ƛǘ will be done 

effectively during class time. 

¶ Lesson plan makes the teacher aware of learning outcomes to be achieved, pedagogy to be 

adopted, the activities to be organized and how assessment is to be done to achieve learning 

outcomes. 

¶ The competency-based education can only be implemented through well planned lesson 

plan by the teacher. 

¶ .ŀǎŜŘ ƻƴ ǾŀǊƛƻǳǎ ŎƻƳǇƻƴŜƴǘǎ ƻŦ /ƻƳǇŜǘŜƴŎȅ .ŀǎŜŘ 9ŘǳŎŀǘƛƻƴΣ ŀ ŦƻǊƳŀǘ ƻŦ ά[Ŝǎǎƻƴ tƭŀƴέ 

is attached as Annexure  -  12 to be adopted by all teachers including creative teachers. 

¶ Inclusive Education is an umbrella term that encompasses consideration and strategies to 

support the diversity of the learner in a given context by minimizing barrier to learning. 

Teachers may refer CBSE Handbook on Inclusive Education (Link is provided in Annexure  - 

1) 

  



 

54 
 

21. EFFECTIVE CLASSROOM MANAGEMENT  

In School, teachers have to promote discipline in their respective classes through effective 

classroom management. The quality of their teaching through well planned activities that suit 

the learning needs of ǘƘŜ ǎǘǳŘŜƴǘǎ ǿƛƭƭ ǎǳǎǘŀƛƴ ǎǘǳŘŜƴǘǎΩ ŀǘǘŜƴǘƛƻƴ ŀƴŘ ŎŀǇǘǳǊŜ ǘƘŜƛǊ ƛƴǘŜǊŜǎǘΣ 

thus minimizing opportunities for misconduct. 

Effective classroom management brings positive results into class. Of all the variables, 

classroom management has the largest effect on ǎǘǳŘŜƴǘǎΩ academic achievement. Both 

students and teachers benefit from a well-organized class. Teachers see that their smart work 

produce gains in relationships as well as in knowledge. A classroom that is managed well 

through good preparation, motivation, effective       presentation and evaluation, yields 

excellent results in terms of achieving learning objectives. The following suggestive tips 

would help the teachers to achieve effective classroom management:  

¶ Setting clear learning goals and designing lessons in order to meet the needs of as many 

different learning styles as possible, will help the teacher to engage all students of the class, 

not just the auditory or visual learners. Having lesson plans that are strategically designed in 

order to teach effectively does take more time to prepare, but the benefits experienced in 

the classroom is well worth the effort. 

¶ The entire duration of a period may be split into three parts respectively for introducing the 

topic / concept, presentation & interaction, recapitulation & feedback. Lecturing for the 

entire duration of the period will make students to get bored and boredom produces 

distraction. Incorporating various activities in the classroom will help to keep students 

engaged, interested and it will also help to sustain the motivation levels. Emphasis should 

be on child centric learning. 

¶ Even the best teachers need to discipline their students. If a disruption arises involving 

disrespectful or noisy students, the teacher should not let their temper rise as it will serve 

to encourage the negative behavior. Just reaching and standing by the side of the 

problematic student, instantly serves to stop the misbehavior. If it needs more drastic 

attention, the students may be called separately, and discussion held with them about 

the reasons behind their action. This helps to prevent the involvement of the 

administration in most instances. 

¶ The most effective classroom management tool comes simply through being a caring 

teacher. If students know that the teacher cares about them, they not only complete the 

assigned work in time but will be more likely to give their best behavior. Interaction with the 

students about their area of interest and motivation & guidance towards strengthening 
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them will improve the Teacher-Student relationship. Recognizing that they have a life 

outside the class, i.e., at School Campus, and exhibiting ǘŜŀŎƘŜǊΩǎ ŎŀǊŜ ŀōƻǳǘ ǘƘŀǘ ƭƛŦŜ ǿƛƭƭ 

bring positive results into the classroom also. Students behave well with teachers whom 

they like and perform better in their subjects. 

¶ Provide a safe and comfortable environment that is conducive to learning. 

¶ Help each child in growing to his or her fullest potential. 

¶ Provide meaningful and appropriate homework activities. 

¶ Demonstrate professional behaviour and a positive attitude. 

¶ Use special activities and ICT in the classroom to make learning enjoyable and stress free. 

¶ Use equitable and positive classroom behaviours such as establishing eye contact, moving 

around the class and increasing proximity to restless students, sending a silent signal, giving 

a quiet reminder, re-directing student's attention, beginning a new activity, offering a 

choice, using humour, waiting quietly until everyone completes the task, asking a directed 

question, providing appropriate time for all students to respond to questions, recognizing 

and appreciating the students for their responses, avoiding discouragement, creating an 

atmosphere wherein the students are motivated to pose questions, attributing the 

ownership of ideas to the students who initiated them, allowing and encouraging all 

students to participate in class discussions and interactions, making sure to call on students 

who do not commonly participate, not just those who respond most frequently, providing 

positive reinforcement and feedback, etc. 

¶ Use an appropriate tone of voice; speak clearly and deliberately in an adequate pitch. 

¶ Teacher-student relationships should not be left to chance or dictated by the personalities 

of those involved. Instead, by using appropriate strategies, teachers can influence the 

dynamics of their classrooms and build strong teacher-student relationships that will 

support student learning. 

¶ During the teaching -learning process a teacher must focus to develop 21st century skills i.e., 

12 skills    under the 3 categories: Learning skills, Literacy skills and Life skills. 
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22. ACADEMIC MONITORING & SUPERVISION BY PRINCIPAL & VICEς 
PRINCIPAL 

Sr No Name of the Area Vice Principal Principal 

1 Teaching Periods 12 08 

2 Classes to handle One of the classes to be 

handled on regular 

basis preferably a board 

class 

One of the classes to be 

handled on regular 

basis preferably a board 

class 

3  Classroom Observation 

(in Four phases i.e. First Week of July, 

Last Week of September, First Week of 

January, and First Week of March 

covering all teachers in each phase) 

Classes VI, VIII & IX 

Observations & 

suggestions are to be 

reported as per 

Annexure - 3 

VII, X-XII 

Observations& 

suggestions are to be 

reported as per 

Annexure - 3 

4 Monthly monitoring of correction by 

teachers of Home Work, Classwork, 

Assignments and Project Works 

VI to X (Format for 

supervision of checking 

of Note Book 

Assignments as per 

Annexure - 4 

XI and XII (Format for 

supervision of checking 

of NoteBook 

Assignments as per 

Annexure- 4 

5 Preparation of various activities Academic Calendar, 

Time- Table, 

Institutional plan, and 

Exam timetable as per 

GSEB instructions 

Preparation of annual 

Pedagogical Plan 

6 Maintenance of records Academic Records Monitoring and 

guidance 

7 Monitoring All academic and CCA 

(Co-curricular-

activities) of all classes 

 

8 Monthly meetings to be conducted in 

the first week of every month after 

class hours 

Subject Committee 

meetings, Academic 

Performance Review 

committee meetings, 

tests and exams 

6. House Prefects 

Meeting in presence 

of House Masters 

Annexure- 5 

7. Class Prefects 

Meeting in presence 
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of Class teachers 

Annexure- 6 

8. Staff meeting 

Annexure- 7 

9. Maintenance & 

Repair (M&R) meeting 

Annexure- 8 

10. Mess Committee 

meeting  Annexure 

- 9 

9 Visit to Dormitories At least thrice a week ω At least twice a 

week 

10 Verification of records  Timely submission of 

Academic Records, 

Question papers and 

Results 

ω Monitoring and 

guidance & follow-

up 

11 Coverage of Syllabus Monitoring of 

monthly coverage of 

syllabus in all classes 

as per 

Annexure - 10 

 

ω Guidance & 

Compliance 

12 Timetable and arrangements In charge ω Monitoring and 

compliance 

13 Ensuring Attendance {ǘǳŘŜƴǘǎΩ ŀǘǘŜƴŘŀƴŎŜ 

including supervision/ 

remedial/ class 

attendance. 

Annexure - 11 

ω Staff attendance 

 

Note: 

1. If the principal/ Vice Principal is on leave/ duty during the schedule of classroom observation, 

he/she will complete classroom observation within one week after resuming duty. 
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2. The above-mentioned duties are to be performed by the Vice-Principals in addition to the 

duties mentioned in the circulars and guidelines given by the Commissioner of Schools and 

GSEB and other letters issued from time to time by the authorities. Also, refer to Annexure-13 

pertaining the formats for the visit to dormitories by the Principal and Vice-Principal. 

3. Area of work, 

¶ Classroom Observation 

¶ Report of students Notebook/Homework and Activities. 

¶ Preparation of various Activities.  

¶ Conservation of Academic Records.  

¶ Planning of Monthly Meetings. 

¶ Visit of Hostel/Dormitory 

¶ Monitoring of monthly coverage of syllabus in all classes  

¶ Observation of timetable 

¶ Assure the attendance of students and Academic and Administrative class 

¶ Record of Experimental Work 

¶ Activities of prayer assembly 

  



 

59 
 

23. PANEL INSPECTION 

The supervision and monitoring of the Gyanshakti Residential Schools of Excellence 

/Gyanshakti Tribal Residential Schools of ExcellenceΩ activities are of utmost importance for the 

assessment, consolidation and further improvement of the School. The system of the panel 

inspection of every School is aimed to achieve the same. 

The panel inspection team shall consist of following officers: 

Sr No Penal Member 

1.  District Education Officer 

2.  District Primary Education Officer 

3.  DIET Principal/Senior Lecturer 

4.  Taluka Primary Education Officer 

5.  Education Inspector 

6.  Assistant Education Inspector 

7.  District Project Engineer 

8.  District Gender Coordinator 

9.  Any other officer as may be nominated by the 

DEO/DPEO 

Note: The penal shall be headed by the senior officer among the DEO or DPEO 

One-to-one meeting with the teachers by the panel members is to be ensured and to be taken 

in a positive spirit. The principal and staff must complete all the preparations and update the 

records of various academic and administrative activities for inspection. The inspection team, 

besides suggesting improvement in all the areas in their inspection report, should also bring 

the same to the notice of the staff during the concluding meeting. The panel inspection team 

members should also interact with newly admitted, board class, migrated and CwSN (Children 

with Special Needs) students. 

The following key standards of school performance are to be assessed during panel inspection: 

¶ Use of creative pedagogy (Art/sports/storytelling/toy-based pedagogy) by the teachers in 

the classroom. 

¶ Learning environment in the classroom and outside the classroom in the campus. 

¶ Effectiveness of residential components. 

¶ Effectiveness of co-curricular activities including art, music, skill and games & sports. 

¶ Effectiveness of migration scheme including learning of the third language. 
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¶ Up-keeping of the school campus. 

¶ Community service & pace setting activities. 

¶ Record keeping. 

¶ Interpersonal relations. 

¶ Best practices adopted by School. 

¶ Conduct Flagship Programmes in Gyanshakti Residential/Tribal Residential School of 

Excellence. 

¶ The extent and the manner in which the school protects and supports the children. 

¶ The schedule of the panel inspection will be informed by the DEO, well in advance. 

For the conducting an effective panel inspection of the schools, following action points are 

to be implemented: 

¶ Respective DEO will plan panel inspections of each school to be circulated well in advance. 

¶ Panel inspection of all Schools must be completed by December. 

¶ School principal should send duly filled pre-inspection details of the Schools as 

per Annexure - 14, well in advance to each member of the panel inspection team at least 

10 days before the scheduled inspection in the pre scribed pro-forma.  

¶ The panel inspection should be completed in 03 days (including the day of arrival & 

departure) with mandatory stay on the campus for at least two days to observe the various 

aspects of Schools including its residential components. 

¶ During the inspection, the panel inspection team will observe and verify the details 

submitted by the principal and action taken on suggestions given by the previous panel 

inspection team. 

¶ After conducting a panel inspection, the team will suggest actions to be taken Schools Level, 

the DEO and the concerned ŀǳǘƘƻǊƛǘȅΩǎ level in different areas as given in the report format 

(Annexure - 15) 

¶ After conducting the panel inspection, the penal inspection team will submit the report 

office of the Concerned Authority before leaving the inspected Schools by mail. 

¶ The concerned authority will analyze the actions suggested by the panel inspection team 

and the actions suggested may be modified keeping in view of different levels with his/her 

comments in the Panel Inspection Report. 

¶ After finalization of the report at the respective DEO level the copy of the same should be 

forwarded to the concerned Schools for implementation of the action suggested Schools 

level as well as the internal note should be issued to the concerned section of the DEO for 

implementation of action suggested at the DEO level. 

¶ The reports of panel inspections conducted in a month must be submitted to the Samagra 
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Shiksha State Project Office Gandhinagar on or before the 10th day of following month 

by the DEO in the specified format. 
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24. ACADEMIC STAFF 

Teaching Staff Academic (Class VI to VIII) 
 

Subject 

Class VI to VIII 
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Gujarati 7 168 3 4 42 28 

English 6 144 3 4 36 24 

Hindi 5 120 3 3 40 26.7 

Sanskrit 2 48 3 2 24 16 

Mathematics 7 168 
8 

4 42 28 

Science  7 168 4 42 28 

Social Science 6 144 

6 

4 36 24 

Computer 2 48 1 48 32 

Ph. Education 1 24 -     

Art /Drawing 1 24 -     

Music 1 24 -     

Work Exp. / Skill 
Course 

1 24 -     

  46 1008 26 26 310 207 

PTR    34.6 34.6     

 
Teaching Staff Academic (Class IX & X) 
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Gujarati 5 40 7 56 96 3 3 32.00 21.33 

English 5 40 7 56 96 3 3 32 21.33 

Hindi 4 32 6 
  

48 80 3 3 26.67 17.78 

Sanskrit 4 32 0 32 1 1 32 21.33 

Mathematics 7 56 7 56 112 
6 6 36.00 24.00 

Science  6 48 7 56 104 
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Social Science 5 40 6 48 88 3 3 29.33 19.56 

Computer 4 32 5 40 72 2 2 36 24.00 

Ph. Education 2 16 1 8 48 1 1 48 32.00 

Art /Drawing 2 16 0 0 40 
1 1 40 26.67 

Music 1 8 0 0 32 

Work Exp. / Skill 
Course 

1 8 0 0 32 1 1 32 21.33 

  46 368 46 368 832 24 24 34.67 23.11 

PTR          25 25     

 

¶ Workload of Ph. Education, Art /Drawing, Music and Work Exp. / Skill Course of Class- IV to VIII is 
counted in Secondary section.  
 

Other Academic Post  
 

Name of Post No 

Head Teacher / Principal 1 

Vice Principal 1 

Lab Assistant 1 

Librarian 2 

Office Superintendent   1 

Accountant  1 

Head Clerk  1 

Senior Clerk  5 

Junior Clerk  3 

 
Eligibility for teachers for Gyan Shakti Residential Schools  

For the teachers to apply to Gyan Shakti Residential Schools, Gyan Shakti Tribal Residential Schools, 

Raksha Shakti Schools and Sanskrit Shakti Schools, following will be a required eligibility: 

¶ For application to teach in Grades 6-8: Shikshak Abhiruchi Kasauti- Secondary (Teacher 

Aptitude Test- TAT- Secondary)- Teachers with a Graduation degree and a B. Ed degree will be 

eligible to undertake this Test 

¶ For application to teach in Grades 11-12: Shikshak Abhiruchi Kasauti- Higher Secondary 

(Teacher Aptitude Test- TAT- Higher Secondary) for Senior Secondary Schools Grades Teachers 

with a Post-Graduation degree and a B. Ed degree will be eligible to undertake this Test. 

(Please refer to GR No. ED/MSM//e-file/3/2022/5921/G dated April 29, 2023.) 
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25. HOSTEL STAFF  

1. A hostel shall maintain an adequate number of staff to manage the hostel. The strength of 

hostel personnel shall be directly related to the number of students residing in the hostel to 

effectively manage the day to day running of the hostel complex. 

2. A hostel shall engage the number of wardens engaged shall be on a ratio of one (1) warden 

for a unit. (Separate unit of 1000 Boys and 1000 girls) 

3. The recruitment or engagement of wardens shall be executed by the management of the 

hostel, and - 

 The wardens must be competent to exercise overall control in respect of the execution & 

maintenance of general discipline and spirit in the hostel, including the welfare, study and 

recreation activities of hostel students. 

 The post of wardens shall be full time in nature. 

4.  It shall be required for management of hostels to provide wardens to care for the girl and 

boy hostellers separately, who shall be engaged full time. 

5. The hostel shall engage the following staff in adequate number as prescribed by the 

competent authority viz; 

 Assistant Warden/ householder 

 Counsellor 

 Nurse 

 Head Cook,  

 Assistant Cook 

6. ǿŀǊŘŜƴΩǎ !ǎǎƛǎǘŀƴǘ ²ŀǊŘŜƴκ householder shall be any person possessing such minimum 

qualifications/skills/ training /certification by any institution of the Central 

Government/appropriate Government or Recognized University/Board. As prescribed by the 

appropriate government. 

7. The management of the hostel should ensure that at the time of joining the employee has to 

furnish an affidavit that they have never been convicted under Juvenile Justice Act, 20 i5; 

and Child Labor (Prohibition and Regulation) Act,1986, Child Labor (Prohibition and 

Regulation) Amendment Act, 2016, and Protection of Children against Sexual Offences 

(POCSO) Act, 2012. 

8. The salary/wages and allowances payable to, and the terms and conditions of service of, the 

staff will be such as prescribed by the appropriate Government. 
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Student-Staff Ratio: for 1000 Boys/girls  

Sr. No. Designation Ratio Total No. of 

Staff 

Qualification 

1 Warden 1000:1 1 Any graduate + Residential 

experience minimum 3 years  

2 Assistant 

Warden 

150:1 7 Any graduate + Residential 

experience minimum 1 years  

3 Counselor 500:1 2 Graduate with psychology subject  

4 Nurse 500:1 2 Passed. Secondary Examination 

(Class XII) or equivalent. 

DǊŀŘŜ ά!έ ό¢ƘǊŜŜ ȅŜŀǊǎύ 

Diploma/Certificate in Nursing 

from a recognized institution 

or 

B.Sc. (Nursing) from a recognized 

University/Institution  

5 Head Cook 1000:1 1 Not Applicable  

6 Assistant Cook 50:1 20 Not Applicable 

 

Duties and Responsibilities: 

1)  Warden: 

¶ Warden shall be the overall in-charge of the hostel. 

¶ Warden of the hostel shall maintain regularity and punctuality in attending the residential 

educational institutions. 

¶ Check and keep updated records of all children at all times. 

¶ Ensure the safety, security and psychological well-being of children residing in hostel. 

¶ Immediately report the matter to concerned officials of district administration, in 

connection to any violations of rights of children, especially serious offences pertaining to 

child abuse and child sexual abuse as per Section 22 of the POCSO Act, 2012. It shall be the 

duty and responsibility of the wardens to spread awareness regarding POCSO E-Box of 

NCPCR amongst all the children residing in the hostel. 

¶ Warden should ensure regular health check-up of children at least once per quarter by a 

registered medical practitioner. 

¶ Warden shall ensure overall improvement of the condition of the institution from time to 

time. 
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¶ Warden shall ensure reviewing the standards of care are being followed. 

¶ Warden shall facilitate the setting up of children's committees for different age groups of 

children, that is in the age group of 6 to 10 years, 11 to 15 years and 16 to 18 years and 

these children's committees shall be constituted solely by children. 

¶ The Warden shall ensure that the children's committees meet every month and maintain a 

register for recording their activities and proceedings and place it before the Management 

Committee in their monthly meetings. 

¶ The Warden shall ensure that the children's committees are provided with essential 

support and materials including stationery, space and guidance for effective functioning. 

¶ The Warden of hostel shall support child participation of the children's committees in the 

following: 

a. Electing their leaders and in devising the procedure to be followed for conducting 

the elections. 

b. Conducting the elections and monthly meetings 

c. Framing rules for the functioning of children's committees and following it. 

d. Maintaining records and Children's suggestion book and other relevant documents. 

e. Any other innovative activity. 

¶ The Warden shall ensure that the residential educational institution must at all times be 

equipped with basic First Aid & Medicine Kit containing band-aids/bandages, cotton wool 

and disinfectants for minor injuries. ORS packets, scissors, thermometer and antiseptic 

ointment should also be part of the medicine kit. 

¶ And such other activities defined in guidelines or as deemed fit. 

¶ Maintain and certified all Registers.  

¶ The Attendance Register of Hostel to be verified and countersigned by Warden at 9.30 

p.m. daily.  

¶ The Warden has to ensure that the child is being provided medical treatment properly.  

¶ Necessary arrangements should be made special diet for sick child if necessary and 

instructions issued to Catering Asset/ Mess staff accordingly.  

¶ The Warden has to ensure availability of medical room, staff nurse/common medicines/ 

consultant doctor/vehicle for hospitalization of children in emergencies. 

¶ The cleanliness of mess surroundings, utensils and food preparations should be checked 

regularly by Catering Assistant, Staff Nurse and Principal. Regular arrangements for 

disposal of waste food stuffs should be made.  

¶ Full medical check-up of all newly admitted students to be conducted within 15 days of 

admission.  



 

67 
 

¶ A Warden will exercise a benevolent fatherly/ motherly influence on the students.  

 

2)  Assistant Warden: 

¶ Assistant Warden shall take regular attendance of children twice a day. 

¶ Inspect the dormitories and other premises of hostel on daily basis. 

¶ Take necessary action deemed fit and report any matter pertaining to sickness, injury, 

abuse of children in hostel to the Warden. 

¶ Ensure safety and security of children at all times. 

¶ Assistant Warden may also check the quality of food on day-to-day basis. 

¶ Maintain and update asset and stock register of dormitories and other rooms designated 

to the Assistant Warden. 

¶ Preparing daily routine and diet scale of children. 

¶ The Assistant Warden to submit daily report to the Warden on the format to be 

prescribed by the hostel indicating the welfare and presence of children.  

¶ The records about the sick children are to be maintained and informed to the Warden 

daily in the evening in a prescribed format.  

¶ Carries- out all other duties assigned by warden. 

¶ Ensures that all the children in the House devote sufficient time for studies in order to 

improve their own performance as well as overall academic performance of the House.  

¶ Ensure that maximum number of children take part in various co-curricular, sports/ games, 

pace setting and other activities.  

¶ He/she must create such a confidence in his/ her students that they confide in him/ her in 

all matters and treat him/her as a local parent.  

¶ He/ she will interact with the students as frequently as possible and ensure that students 

speak to him/her without any fear in case of any problem.  

¶ He/ she should be very affectionate and polite with the children and should avoid any 

physical punishment or scolding.  

¶ He/ she will be very courteous to the parents and create a confidence in them that their 

child is living in a very safe and secure environment. 

¶ He/ she must ensure and educate all the students in respect of their moral values, correct 

behaviour, self-discipline, turn out and punctuality.  

 

3)  Counselor 

¶ ¢ƻ ǇǊŜǇŀǊŜ ŜŀŎƘ ǎǘǳŘŜƴǘΩǎ ǇǊƻŦƛƭŜ ŎƻƴǘŀƛƴƛƴƎ ǎƻŎƛƻ ŘŜƳƻƎǊŀǇƘƛŎ ŘŜǘŀƛƭǎΣ ŦŀƳƛƭȅ ƘƛǎǘƻǊȅΣ 

school history, behavioural observations, family health history, developmental history, 
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ǎƻŎƛŀƭκŜƳƻǘƛƻƴŀƭ ǎǘŀǘǳǎΣ ǇŜǊǎƻƴŀƭ ŀǘǘƛǘǳŘŜǎΣ ƛŘŜƴǘƛŦȅƛƴƎ ǎǘǳŘŜƴǘΩǎ ǇǎȅŎƘƻƭƻƎƛŎŀƭ needs based 

ƻƴ ǎǘǳŘŜƴǘǎΩ ǇǊƻŦƛƭŜΦ  

¶ To provide group counselling to the children facing developmental or inter-personal issues. 

(Group Counselling shall be carried out in each class by the counsellor, periodically, to 

establish rapport and to create confidence among the students to approach the counsellor, 

when facing any emotional disturbances). Group Counselling session may be conducted 

during arrangement periods / supervised study time.   

¶ Arrange face to face interaction, at a time appropriate with the teachers to discuss the 

issues faced in the class and to understand the way forward or remedial measures to be 

carried on.   

¶ To provide individual /personal counselling to children at regular intervals  

¶ To assist children to recognize and build on strengths, and to deal with academic pressures 

felt if any in consultation with the teachers concerned. 

                                                                

4) Nurse 

¶ He / She will enquire about sick students from the staff nurse of the school. 

¶ Fulltime nurse in Hostel 

¶ The 7 working hours can be adjusted in a day as per the local requirement of school. 

However, in emergency situation, the staff nurse will be available. The decision regarding 

emergency situation will be decided by the principal/Warden of the concerned school. 

¶  Staff Nurse may be given one day weekly off preferably on a working day of the school, as 

per the local requirement. Since the number of sanctioned post of Staff Nurse in a school is 

only one and also in view of the services of dispensaries being generally limited on Sunday 

it is advisable to have the services on Sunday and give an off during weekdays.  

¶ The school shall decide weekly off day in advance in consultation with staff and implement 

after due notification. It shall be ensured that Staff Nurse shall be available during Parents 

meeting day to have effective discussion with parents about the respective wards. Hence 

the weekly off may be worked out accordingly in the absence of staff nurse on duty, 

Principal will take the sick students/staff to by Hospital using school vehicle or any local 

arrangement. 

¶ A Staff Nurse will carry out all the duties and responsibilities assigned from time to time by 

school. 
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5)  Personal Hygiene of the Head Cook/Assistant Cook: 

1. To prepare Morning breakfast, Lunch, evening breakfast and dinner as per menu 

The Head Cook/Assistant Cooks must wash the hands properly, frequently and at 

the appropriate times before, during and after cooking. 

2. Cook has to work according to the time schedule given by School. 

3. Soap for hand washing should be provided to the Head Cook/Assi. Cooks. 

4. Head Cook/Assi. Cooks shall keep the fingernails regularly trimmed and avoid 

fingernail polish 

5. The hair of the Head Cook/Assi. Cooks should be combed and properly tied while 

cooking and serving food. 

6. The Head Cook/Assi. Cook having contagious/ infectious disease/ open wound shall 

be barred from cooking food till he/ she recovers and alternate arrangement for 

that period should be made by the HM 

7. Head Cook/Assi. Cook must not chew tobacco/ betel/khaini etc. during preparatory 

work, cooking and while serving food 

8. Before starting cooking, check that all utensils used are washed and that rations and 

vegetables and milk or milk products are not spoiled/unusable. 

9. The HMs and Hostel wardens shall educate & sensitize the Head Cook/Assi. Cook in 

this regard and ensure adherence of the same by the Head Cook/Assi. Cook 

10. Though Head Cook/Assi. Cooks are primary accountable to maintain personal 

hygiene standards as mentioned in the guideline, regular supervision and 

compliance to the guidelines is to be ensured by the Hostel wardens 

11. In case of noncompliance to these guidelines by the Head Cook/Assi. Cooks, this 

shall be brought to the notice of the HM for suitable disciplinary action including 

disengagement of the concerned Head Cook/Assi. Cooks 
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26. MINIMUM STANDARDS FOR TOILETRIES AND OTHER ARTICLES 

Following items/material shall be provided by school to all students every year.  

No. List of Items Quantity to be issued per child 

1 Uniform Items 2 Pair 

1. Shirt- White (full sleeves) 

2. Trouser/Tunic-Mixture Grey. 

3. Cycling shorts ς black (for girls). 

4. Vest -White. 

5. Black Rubber band 

6. Turban ς Maroon (class VIII and 

above, for Sikh boys) with light blue 

under turban. 

7. Sweater ς As Per School 

Specification. 

8. Blazer- Navy Blue (with insignia) 

(Compulsory from Class VI onwards). 

9. Handkerchief ς White. 

10. Shoes ς Black (Plain with laces). 

11. Socks/Belt/Tie ς As per School 

Specifications. 

12. School has to provide laundry 

service. Unless a laundry service is 

provided, the necessary equipment 

for washing clothes must be 

provided by the school. 

2 Sports Uniform  2 Pair  

3 Textbooks   All Subject 

4 Notebooks, Workbooks, 

Drawing book, Test Book, 

Student Dairy 

As per syllabus and Grade Appropriate 

requirement  

5 School Bag & Stationery 1 School Bag & Grade Appropriate 

Stationery 

 

Toiletry: Every resident of the hostel shall be issued oil, soap and other material as per the 

following scale: 

 

No. List of Items Quantity to be issued per 

child 

1 Hair Oil for grooming the hair 100 ml per month 
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2 Toilet soap/hand-wash. 2 bars of 100gm per month. 

3 Toothbrush 1 in every 3 months. 

4 Toothpaste 100gm (a tube) per month. 

5 Comb 1 in every 3 month. 

6 Shampoo sachets 8 in a month (1Omll per 

sachet). 

7 Bathing soap 2 bars of 125gm per month. 

8 Hair clip/ band 2 bands in 3 month. 

9 Moisturizer or cold cream  

 

(During 250 ml in a month. 

winters) 
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27. MESS MANAGEMENT AND INCLUSION OF MILLET  

MESS MANAGEMENT 

A. Mess and its effective functioning play a vital role in the success story of the schools and 

paves the path in promoting discipline among the students.  

In this regard, the following points to be implemented: Students should be in proper 

uniform during breakfast and lunch on all working days and in decent dress during dinner 

and on holidays. 

1. Permanent house-wise seating arrangement has to be made for all students to ensure 

the regular attendance.  

2. A prayer may be conducted before every meal.  

3. Warden/ Assi. warden and Mess Duty Officer to ensure effective serving of food under 

hygienic conditions and zero level wastage of food. Staff associated with the House 

should dine with their wards and ensure table manners and food habits.  

4. Sick students to be provided with special diet as per the instructions of Doctor / Staff 

Nurse 

5. Tasting of food before serving to the students has to be done by Staff Nurse/Mess 

Committee regularly and a report in this regard is to be maintained by her in Mess on 

day-to-day basis which can be inspected by the principal.  

6. Lighting arrangement in case of power failure, drinking water facility and washing 

facility are to be ensured  

7. Safety and Security aspects in the mess as mentioned in detailed Guideline regarding 

Mess Management are to be strictly implemented  

8. Mess Duty officer/Committee members/ Staff Nurse are to ensure that health and 

hygienic conditions are maintained in and around the dining hall.  

9. Mess staff should be neatly dressed while on duty.  

10. Periodical medical check-ups and personal hygiene of the mess staff are to be ensured 

by the warden; warden should give guidance to the Cook in preparation of food so as 

to add taste and nutrients.  

11. Mess meetings, as defined by school are to be conducted every month to discuss about 

the issues related to Mess and to suggest changes in the menu, if necessary, with in the 

existing financial provisions to provide balanced and nutritious diet to children.  

(Reporting format attached)  

12. Vice Principal / Mess In charge should ensure the supervision of procurement of 

provisions and other items.  
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13. Purchase of cooked food items / snacks should not be entertained.  

14. The verification committee should verify and certify the quality and quantity of every 

item that come to store.  

15. District level mess committee meetings must be conducted quarterly  

 

B. Enhancement of Provision for Mess:  

Keeping in view the calorie requirement of 2420 calories to 2820 calories for growing 

children in the age group of 10 to 19 yrs., the following scale of ration is recommended. 

Ration Scale  

No Name of the Item Average Quantity 

(Per Day Calories 

2400 ς 2800) 

1 Ata 250 gm 

2 Rice 150 gm 

3 Bread 6 pieces 

4 Milk 300 ml 

5 Butter 28 gm 

6 Pulses 100 gm 

7 Potato 150 gm 

8 Fresh Vegetables 150 gm 

9 Seasonal Fruit 1 

10 Sugar/Jaggery   50 gm 

11 Onion 25 gm 

12 Salt 10 gm 

13 Tea Leaf 03 gm 

14 Masala 10 gm 

15 Sweet dish (Like Suji 

Halwa/Kheer.) 

25 gm 

16 Paneer  100 gm for 

Vegetables (twice in a 

month) 

17 Oil/Ghee 50 gm 

¶ The above quantities are suggestive for average Consumption in School mess.  

¶ The quantity of cereals consumed may be slightly less for younger boys/girls and little 
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more for older boys/girls.  

¶ Quantity of cereals required for breakfast or for sweet dish should be managed from 

within wheat/rice quota. In addition to the above, the students should be given requisite 

quantities of tea, salt, condiments spices pickles, jams etc.  

Suggestive Menu: 

¶ The following suggestive menu is recommended for students of different age group with 

freedom to the principal with school Mess Committee.  

¶ Keeping in view the availability of food stuff, climatic condition and food habits of the area 

all schools should prepare weekly mess menu while ensuring that as far as possible items 

are not repeated within same week.  

¶ The weekly mess menu should also be displayed prominently in the Schools Mess. 

Suggestive Daily Menu 

Breakfast Lunch Tea & Snacks Dinner 

1. Milk  

2. Select any one suitable 

out of  

a. Stuffed Paratha/Methi 

Thepala 

b. Dhokla/Muthiya/hand

wo  

c. Sprouted beans 

d. Bread & Butter/Jam 

e. Poha/Pan cake/Sev 

usal/fried rice with 

ground nuts etc 

f. Poori Sabji 

g. Upma/Utpam/vada/Do

sa/idli with 

chatni/sambhar 

h. Fada Khichadi  

3. Fruit (4 days a week) 

1. Chapati and rice  

2. Curd/Raita/Salad 

3. Green 

Vegetables 

4. Dal/Sambhar/Ch

hole/Rajmah/Spr

out  

5. Sweet Dish 

(Once in week 

and during 

festival)  

1. Tea 

2. One out of  

a. Pakoda 

b. Biscuit 

c. Sukhadi 

d. Suki Bhel/ 

Sing 

Chana/Kha

khra  

e. Methi Puri 

f. Veg 

Sandwich  

g. Samosa  

h. Any Other 

substitute 

1. Chapati/Bhakh

ari and/or rice 

/Khichadi - Kari 

2. Seasonal 

vegetable 

3. Dal/Sambhar/C

hhole/Rajmah/

Sprout/ Dal 

Dhokli/Aloo 

Paratha/Dal 

Bati/Paneer (as 

per above 

paneer weekly) 

4. Sweet Dish 

(Once in week 

and during 

festival) 
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 Inclusion of Millets 

General Assembly has adopted a resolution and declared 2023 as International Year of Millets 

(IYOM). The resolution is intended to increase public awareness on the health benefits if millets 

and their suitability for cultivation under tough conditions marked by climate change. In 

ŎƻƴǎƻƴŀƴŎŜ ǿƛǘƘ ǘƘŜ DƻǾŜǊƴƳŜƴǘ ƻŦ LƴŘƛŀΩǎ ƛƴƛǘƛŀǘƛǾŜ ŦƻǊ ǘƘŜ L¸haΣ {ŎƘƻƻƭǎ ŀŎǊƻǎǎ ǘƘŜ /ƻǳƴǘǊȅ Ŏŀƴ 

take active role in generating awareness and mobilizing students, teachers, other school officials 

and communities about beneficial effect of millets for farmers, consumers & environment and 

prompt a culture of consuming millets. Millets have multi benefits and are called nutria-grains since 

they are rich in micronutrients like Minerals and B-complex Vitamins. Millets crops are 

environmentally beneficial as they have properties of drought tolerance, crop sturdiness, Minimal 

purchased inputs, resistance to pests and diseases.  

Jowar (Great millet), Bajjra (pearl millet), Ragi (finger millet), Arke (Kodo millets) are prominent 

millets that are easily available. 

¶ Students should be provided information on cultivation, harvesting, storing, marketing etc. of 

Millets.  

¶ Good quality IEC (Information, Education, and Communication) materials about locally 

available Millets may be prepared at school level and displayed in classrooms & mess. Experts/ 

Farmers may be invited to share their knowledge. 

¶ Activities related to millets in the form of competitions (Essay/ Poem/Quiz etc.) may be 

conducted 

¶ Exhibitions showing different with the nutritional values recipes may be organized. 

¶ During meetings with parents /guardians should be made aware about the benefits of millets 

cultivation and daily consumption. Experts may be invited to deliver talk on millets during 

meetings. 

¶ Millet based recipe should be included in at least one meal (breakfast/lunch/snacks/dinner) on 

every day. The recipe included in the meal should be mentioned in the menu and displayed in 

the mess. 

¶ Talks on millets should be organized in the morning assembly periodically. 

¶ In the art and craft class students should be encouraged to create different articles of artistic 

value, showpiece, and toys etc. using parts of millet plants. 

¶ Samples of various millets should be displayed on a display board in the dining hall (by pinning 

see through sachets containing millets) along with the recipes to familiarize the students about 

millets. 

¶ Food supplements may also be provided to the students. 

¶ De-Worming tablets may be given to students periodically. 
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¶ All Procurement to be done as per the defined financial norms.  

¶ Guidelines related to Hostel Level Mess Committee is given at Annexure ς 16.   

¶ Detailed mess management guidelines is given at Annexure ς 17.  
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28. EARLY IDENTIFICATION AND INTERVENTION FOR MENTAL HEALTH 
PROBLEM OF SCHOOL GOING CHILDREN AND ADOLESCENTS 

As there is a perceptive rise increase in challenges related to psychosocial wellbeing of 

students, it is crucial to foster emotional and behavioural safety climate in schools. Also, there 

is a strong growing need to equip teachers and allied caregivers with requisite information and 

skills to facilitate early identification and basic intervention (psychosocial first aid) for the flag 

signs of mental health conditions in children and adolescents. 

Schools therefore need to ensure that learning and holistic development takes place in a safe, 

secure and a happy environment for every child. This comes in tandem with the overarching 

ƎǳƛŘŜƭƛƴŜǎ ƻŦ ¢ƘŜ aƛƴƛǎǘǊȅ ƻŦ 9ŘǳŎŀǘƛƻƴ Ƙŀǎ ŎƻƳŜ ƻǳǘ ǿƛǘƘ ŀ ƘŀƴŘōƻƻƪ ƻƴ ά9ŀǊƭȅ ƛŘŜƴǘƛŦƛŎŀǘƛƻƴ 

and intervention for mental health ǇǊƻōƭŜƳ ƻŦ ǎŎƘƻƻƭ ƎƻƛƴƎ ŎƘƛƭŘǊŜƴ ŀƴŘ ŀŘƻƭŜǎŎŜƴǘǎέ ς 

Modular handbook for teachers and allied stakeholders, The innovative landmark modular 

handbook has envisaged the following broad aspects: -   

Section A  

A Whole School Approach, Prevention, Promotion and Management of Mental Health and 

Wellbeing, Education for self-reliance. School Structure, Ethos, Roles and Responsibilities. 

Section B  

Early Identification and Management of Common Mental Health Concerns, Flag Signs and Risk 

Factors, What Teachers can do, Advice for Parents. Common Emotional and Behavioural 

Emergencies in Schools, Promoting Resilience. 

Section C  

Planning Sensitization & Collaboration with Stakeholders, Emerging Concerns for Children with 

Special Circumstances: Mental Health Perspectives, Annexures / Supplementary Reading 

Material-Handouts, photocopiable sheets, SOPs & Flow Charts).  

In addition, the role of Peer Educators in schools has been highlighted as an evolving and 

dynamic support for awareness building of Life skills, Mental Health and Wellbeing paradigm. 

Involving students as Peer Educators/Mentors is an empowering step in building young leaders 

for life skills based positive mental health programs for better coping skills and healthy 

lifestyles. Good practices models for comprehensive school mental health initiatives are to be 

acknowledged and encouraged. This modular handbook on mental health shall generate 

support in forthcoming National and Regional dialogues on this aspect of child development 

wherein mental health paradigm takes on a crucial role for joyful and learning in 21st century 

schools across India.   
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All Principals must ensure to provide soft copy of the handbook to all teachers, counsellors and 

staff nurse to utilize the content of the handbook to ensure mental health and well-being of 

students.  

COUNSELLORS IN SCHOOL:  

One male and one female counsellor should be engaged on contract basis in school and for 

effective engagement of counsellors, the directions should be given by school from time to 

time. Orientation training for the newly engaged counsellors is conducted through NLIs also 

the counsellors are given training through NIMHANS for their capacity building. Apart from 

exposing them to their duties and responsibilities as Counsellors they were also directed to 

maintain records in the formats provided during the different training Programmes.    

DUTIES AND RESPONSIBILITIES OF COUNSELORS: 

Counselling Related   

!Φ tǊŜǇŀǊŀǘƛƻƴ ƻŦ wŜŎƻǊŘǎ ¢ƻ ǇǊŜǇŀǊŜ ŜŀŎƘ ǎǘǳŘŜƴǘΩǎ ǇǊƻŦƛƭŜ ŎƻƴǘŀƛƴƛƴƎ ǎƻŎƛƻ ŘŜƳƻƎǊŀǇƘƛŎ 

details, family history, school history, behavioural observations, family health history, 

ŘŜǾŜƭƻǇƳŜƴǘŀƭ ƘƛǎǘƻǊȅΣ ǎƻŎƛŀƭκŜƳƻǘƛƻƴŀƭ ǎǘŀǘǳǎΣ ǇŜǊǎƻƴŀƭ ŀǘǘƛǘǳŘŜǎΣ ƛŘŜƴǘƛŦȅƛƴƎ ǎǘǳŘŜƴǘΩǎ 

ǇǎȅŎƘƻƭƻƎƛŎŀƭ ƴŜŜŘǎ ōŀǎŜŘ ƻƴ ǎǘǳŘŜƴǘǎΩ ǇǊƻŦƛƭŜΦ  

Counselling  

¶ To provide group counselling to the children facing developmental or inter-personal issues. 

(Group Counselling shall be carried out in each class by the counsellor, periodically, to establish 

rapport and to create confidence among the students to approach the counsellor, when facing 

any emotional disturbances). Group Counselling session may be conducted during 

arrangement periods /supervised study time.   

¶ Arrange face to face interaction, at a time appropriate with the teachers to discuss the issues 

faced in the class and to understand the way forward or remedial measures to be carried on.   

¶ To provide individual /personal counselling to children at regular intervals  

¶ To assist children to recognize and build on strengths, and to deal with academic pressures felt 

if any, in consultation with the teachers concerned. 

¶ To provide referral services to the needy children in consultation with Principal/ Vice Principal 

¶  To provide consultation to school staff and parents regarding the developmental and 

adjustment needs of students 

¶ The counsellor shall interact with the class teachers periodically to understand the class 

progress and general behaviour of each student in the class and appropriately maintain a 

separate file for each student. 

¶ Assessment of each student should be carried out in the beginning of the academic year, half 

yearly and annually, in collaboration with the class teacher.  
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¶ To orient the newly admitted   children / Migrated children   and to assist to adapt to the   school 

system 

¶ To liaise with experts invited for interaction with the children with a view to support life skills 

and personality development.  

¶ To administer appropriate and standard tools of testing as recommended by school to diagnose 

the learning deficiency of the child concerned and to suggest suitable remedial measures  

¶ To administer specialized tools/tests, wherever required, for special needs with the consent of 

Principal. 

¶ To organize Guidance program to meet the personal, social and career goals of children and 

thereby assist in their course and curricular placement in the school and after leaving school 

and to familiarize students with the latest and upcoming career trends 

¶ Counsellor is required to give students the opportunity to speak and share details comfortably. 

¶ The terms of engagement shall contain required clauses regarding maintenance of the 

confidentiality by the counsellor with respect to information/ profile of the child. 

¶ Counsellors have to attend to the special counselling requirement of CwSN students. 

¶  Any other duties as may be assigned by the principal in the school in view of requirement of 

residential school   

 Contribution to Residential System of school:  

¶ The Counsellors shall visit to hostels regularly and pay attention to health, hygiene and general 

life of the students in the hostel Observations/suggestions/ action plan for improvement may 

be communicated to warden with intimation to Principal. Follow up of the suggestions should 

be recorded and communicated to the principal.   

¶ The Counsellors should be available in the hostel every day at appropriate hours to observe the 

students in their natural environment.  

¶ The Counsellors in coordination with HM / AHM will supervise for the proper upkeep and 

maintenance of the concerned hostel.  

¶ Counsellor will coordinate with the HM & AHM for ensuring overall congenial environment of 

the hostel. 

¶ Counsellor will monitor participation of students in all day School activities. Nonparticipating 

students will be counselled for involvement. 

¶ Counsellor will develop students understanding ς Changes during adolescent age and being 

comfortable with them.   

¶ Establishing and maintaining positive and responsible relationships.  

¶ Understanding and challenging stereotypes and gender sensitization.  
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¶ Individual Counselling in cases of indiscipline, substance abuse, ragging and bullying etc.  

¶ Recognizing and reporting abuse and violation  

Specific activities of counselors:  

(The activities appear to be duplicate sometimes, however, the content will be varied by the 

counsellor to suit the age group)  

¶ Welcome of new entrants and getting to know activities  

¶ Pairing of older and the new entrants for planning fun activities 

¶ Talent expression activities 

¶ Inter-house / intra house activities to socialize.  

 

Middle school, Secondary & Senior Secondary school related guidance activities: Interactive 

sessions/brainstorming on 

¶ Nutrition /physical fitness ς to avoid aggression on the field, fitness, sports and games for 

mental and physical health. 

¶ Study habits - time management, smart study skills, examination anxiety, and concentration, 

planning daily and weekly timetable, hard work and regularity. 

¶ Personal habits ς becoming responsible, understanding own strengths and challenges, 

developing confidence, dealing with anger, shyness, loneliness, self-doubts etc. 

¶ Social habits ς conflict with authorities, responsible behaviour towards diversity of gender, 

managing strong emotions and restrain, collaborating with others, importance of relationship 

and respect, attention to emotions in self and others.  

¶ Career ς knowledge of requirement for various occupations, educational qualification for 

various occupations, career opportunities and planning. 

¶ Small group (having similar problems) work on: Low achieving students /Understanding own 

identity - in family and society / Resisting peer pressure / Developing inner resources to deal 

with pressures from outside / Awareness about gender and sexuality / Addictions of social 

media and gaming, substance use / and many others as per need 

¶ Work at school level:  To organize Career fair / To display career information on school bulletin 

boards / Organizing library for highlighting career information / Work for school support 

staff/community / Inviting alumni to share their career journey.  

 

TEACHER COUNSELLORS:  

¶ !ƭƭ ǎŎƘƻƻƭ ¢ŜŀŎƘŜǊǎΣ Iaǎκ!Iaǎ ƴŜŜŘ ǘƻ ŜǉǳƛǇ ǘƘŜƳǎŜƭǾŜǎ ǿƛǘƘ ǎƪƛƭƭǎ ǘƻ ǇǊƻƳƻǘŜ ǎǘǳŘŜƴǘǎΩ 

personal, social, educational, career development and adjustment throughout the school 
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years. This, however, requires professional orientation and training. The school has got quite a 

good number of teacher counsellors who have completed their Diploma in Guidance and 

Counselling, and also HMs/AHMs and teachers who have been regularly attending orientation 

programmes in guidance and counselling, to take up guidance and counselling for needy and 

deserving children. 

¶ Each student in school should feel that there is someone in the school who knows and cares 

for them. Effective functioning of House system, School Mess, Academic excellence, and ways 

and means to productively engaging students in various activities are prerequisite for a healthy 

and peaceful school Campus.  

¶ The Schools where expert Counsellors are available, they will take care of guidance and 

counselling with the active cooperation of teachers concerned.  The school where the expert 

counsellors are not appointed, the Teacher Counsellor (HMs/AHMs/Teachers) who attended 

guidance and counselling training at NLIs or at any other Institution or holding a diploma in 

Guidance and Counselling will extend their help to the needy students. 

The schoolteacher counsellors are required to achieve the following goals by providing a variety 

of services to the students; these services include, but are not limited to the following:  

¶ Academic guidance and support services, including monitoring of the academic performance, 

facilitating effective communication with stakeholders.  

¶ School crisis and intervention referral services. 

¶ Awareness about self-health and hygiene and adolescence problems and ways to overcome 

the same. 

¶ Effective strategies for coping with stress, emotional disturbances and suicidal tendencies 

among children. 

¶ Activity oriented/ students cantered teaching-learning strategies to focus and avoid distortions. 

¶ Selection and involvement of children in various activities including games and sports based on 

their aptitude and interest throughout the academic year. 

¶ Individual Counselling or Small Group Counselling.  

¶ Additionally, school should made arrangements for tele counselling for students through toll-

free number to create a stress-free atmosphere. 
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29. GENDER SENSITIZATION PROGRAMME 

School aim at building a learning community where the students and stakeholder know, 

understand and respect each other. Educational practices in School are aligned to the principles 

of Justice, Liberty, Equality and Fraternity as enshrined in the Indian Constitution. 

School constitutes a unique and large network of co-educational institutions in the country and 

residential culture is common to all of them. All schools are expected to strive for enhancing 

the quality of co-educational residential culture and its effectiveness by creating a safe 

environment for children and not to harm them in any way by any act of immoral behaviour 

while in the custody of SCHOOL. In order to enable all persons to participate effectively in a 

free and more human environment and to build awareness on gender equality, it has been 

decided to conduct gender sensitization programme in all Induction Courses for teachers /  

Principals. 

 

Conducting sensitization sessions in the School for the students: 

¶ Trained teachers / Social Science teacher (PGT/TGT) will take at least one session in their 

regular periods in each month on gender sensitization in their respective classes and it should 

be reflected in the Class-as ǿŜƭƭ ǘŜŀŎƘŜǊǎΩ timetable. 

¶ The programme materials need to be adapted as per the local needs without making changes 

in the topics/ activities. 

¶ The resource person/trained teacher should be well prepared and be fully aware of all 

training needs/contents. 

¶ The teacher/resource person is expected to be aware of the profile of target 

group/participants and will facilitate better communication between the resource person and 

students. 

¶ The participatory and interactive approaches are to be at the core of the entire session. 

¶ Efforts will be required to ensure that every student gets necessary motivation and 

opportunities for active participation and learning. 

¶ Keeping the contents/resource material and transactions relevant to the concern of 

students and their needs must be given special focus. 

¶ The period should be allotted to the teachers who are trained in AEP Programmes. 
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Conduct of awareness programme in other activities: 

 In addition to the above the Principals of the School are required to prepare an action plan for 

the year 2023-24 for gender sensitization awareness in the School in the form of debates, 

demonstrations, discussions, chalks, handouts, audio & video clipping, campaigning, essay 

writing competitions, stage activities, lectures in the morning assembly and programmes in the 

co-curricular activities on the following topics: 

¶ Educate a woman- Educate a nation 

¶ To share experience of working with ladies 

¶ To help men recognize the importance of women in society 

¶ Familiarize students with gender issues 

¶ To encourage Girls to examine their personal beliefs on life and work ς A reflection on values 

¶ Multiple roles of women in society 

¶ Some facts about women in society 

¶ Gender equality 

¶ Factors hampering the progress of Girls 

¶ Value Education 
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30. MENSTRUAL HYGIENE MANAGEMENT 

What is Menstruation? 
¶ DƛǊƭǎ ǘȅǇƛŎŀƭƭȅ ǎǘŀǊǘ ǘƻ ƳŜƴǎǘǊǳŀǘŜ όΨǘƘŜ ǘƛƳŜ ƻŦ ƳŜƴŀǊŎƘŜΩύ ŘǳǊƛƴƎ ǇǳōŜǊǘȅ ƻǊ ŀŘƻƭŜǎŎŜƴŎŜΣ 

typically between the ages of ten and 19. 

¶ At this time, they experience physical changes (e.g., growing breasts, wider hips and body 

hair) and emotional changes due to hormones 

¶ Menstruation continues until they reach menopause, when menstruation ends, usually 

between their late forties and mid fifties 

¶ aŜƴǎǘǊǳŀǘƛƻƴ ƛǎ ŀƭǎƻ ǎƻƳŜǘƛƳŜǎ ƪƴƻǿƴ ŀǎ ΨƳŜƴǎŜǎΩ ƻǊ ŘŜǎŎǊƛōŜŘ ŀǎ ŀ ΨƳŜƴǎǘǊǳŀƭ ǇŜǊƛƻŘΩΦ 

How to keep yourself clean during your period? 
¶ Every day (morning and evening if possible) wash your genitals with soap and water.  

¶ Keep unused cloths and pads clean (wrapped in tissue or plastic bag) for further use.  

¶ Put the area dry with a cloth, and put a fresh cloth (such as a langa, sari or other local cloth), 

pad, cotton or tissue on your underwear. 

¶ Always wipe from front to back after defecation.  

¶  Regularly washing out the vagina with water. 

Steps to manage menstruation hygienically 
¶ Women and girls have access to water and sanitation.  

¶ Private place to change sanitary cloths or pads. 

¶ Clean water for washing their hands and used cloths. 

¶ Facilities for safely disposing of used materials or a place to dry them if reusable. 

¶ Both men and women to have a greater awareness of menstrual hygiene 

Facilities to be provided in every School 
¶ Sanitary Napkin Vending Machine (stores up to 100 pads at a time)  

¶ Sanitary Napkin Incinerator which is environment friendly and generates low-ash, (burns up 

to 5 pads in one cycle) Sanitary napkins may be provided in the schools and hostels in every 

ƎƛǊƭΩǎ ǿŀǎƘǊƻƻƳ ŦƻǊ ŀŘƻƭŜǎŎŜƴǘ ƎƛǊƭǎ ŀǎ ǇŜǊ aI{ ƎǳƛŘŜƭƛƴŜǎ  

¶ Awareness training about the use of the machines should be provided by the experts 

¶ Sufficient number of well-lit and airy bathrooms with proper fittings and safe and secure 

access 

¶ tǊƻǾƛǎƛƻƴ ƻŦ ŦǳƴŎǘƛƻƴŀƭ ǎŀƴƛǘŀǊȅ ƴŀǇƪƛƴ ǾŜƴŘƛƴƎ ƳŀŎƘƛƴŜǎ ŀƴŘ ƛƴŎƛƴŜǊŀǘƻǊ ƛƴ ƎƛǊƭΩǎ ƘƻǎǘŜƭǎ                                                             

Incinerator: 

1. Incinerators to be provided for safe disposal of used pads 

2. The shaft should be high enough to release emissions outside the school premises. 
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3. To avoid the transport of menstrual waste, these incinerators may be installed within the 
toilet with chutes directly adjacent to the toilet building. 

4. Should be accessible to girls with disabilities 

5. Disposal bins with lids should be placed within the toilet. 

6. Making full-length mirrors available for girls to look up and walk out with confidence 

7. Inclusion of pain killers, sick bays, and hot water bags available in schools particularly 
residential ones.  

8. Incinerator which is environment friendly and generates low-ash, Sanitary napkins may be 
provided in thŜ ǎŎƘƻƻƭǎ ŀƴŘ ƘƻǎǘŜƭǎ ƛƴ ŜǾŜǊȅ ƎƛǊƭΩǎ ǿŀǎƘǊƻƻƳ ŦƻǊ ŀŘƻƭŜǎŎŜƴǘ ƎƛǊƭǎ ŀǎ ǇŜǊ 
MHS guidelines  

Hostel Toilet Block 

1. Toilet units for girls at all schools are equipped with sanitary pad storage or vending 
machines for environmentally safe absorbents including reusable pads  

2. Adequate water, and soap for hand-wash 

3. Space inside the toilet should be ensured for the users to change napkins/cloth, hand-wash, 
and wash the reusable pads. 

4. Shelf, hooks, or space to keep clothing and menstrual adsorbents dry. 
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31. PREVENTION AND MANAGEMENT OF SUBSTANCE ABUSE 

Commonly abused substances are tobacco, alcohol, marijuana (ganja), opiates, cannabis, 

solvents (petrol, glue, correction ink) and aerosol inhalants, cough syrup, caffeine, cocaine and 

ecstasy. The experimenters are those who start using the substance as an experiment or 

because of peer pressure and curiosity.  The next stage is called occasional users. This includes 

those who have already crossed the stage of experimenting and use the substance occasionally 

ς either for social reasons or during certain phases.  A user becomes a compulsive user where 

they are dependent on a substance and increase the amount of the substance consumed to 

experience the same effect. This is the stage when the user has a continuous and uncontrollable 

craving for the substance.  The signs and symptoms of substance misuse vary depending upon 

the type, dose and method of substance misuse (for example, inhaling, oral intake or through 

needles/injections). The signs and symptoms also vary according to the age of the person. 

Furthermore, the same substance can affect different individuals in different ways and it is 

difficult to predict this in advance. Hence, the signs and symptoms of substance misuse may 

show up in several different ways. An individual who is addicted to a substance displays certain 

behavior patterns, which are different from their normal behavior. This includes being overly 

submissive or aggressive, stealing and being furtive, unable to maintain a regular schedule or 

routine, unable to complete 

Young people are more vulnerable to substance misuse due to the following reasons. 

¶ Peer pressure, poor self-esteem, low achievement at school, performance pressure, previous 

experience of taking substance, family history of substance misuse, family instability. 

¶ Lack of easily available support from the family, friends and school, seeing substance use as 

ŀ ƳŜŀƴǎ ƻŦ ΨƎǊƻǿƛƴƎ ǳǇ ΨƻǊ Ŧǳƴ ŀƭǎƻ ƳŀƪŜǎ ŀŘƻƭŜǎŎŜƴǘ ŎƘƛƭŘǊŜƴ ƳƻǊŜ ǾǳƭƴŜǊŀōƭŜ ǘƻ ǎǳōǎǘŀƴŎŜ 

misuse. 

¶ Pressure from friends to try an addictive substance, the urge to gain popularity among 

friends, and the desire to experiment and the curiosity to try out new things also makes young 

people particularly vulnerable to substance abuse. 

¶ Lack of basic knowledge about the effects and dangers of consuming addictive substances. 

¶ Media images that glamourize substance misuse may also mislead young people.  

¶ If an elder (parent, grandparent) in the family engages in substance misuse, young people in 

that family are more likely to start using the same or different substance/s. 

¶ Factors like relatively easy availability of substance/drugs, community norms, and adverse 

family situations may push young people into substance misuse. 

¶ Attitudes related to smoking, drinking, and misuse of other substances are formed during 

pre-adolescence and early adolescence. This is an important age to invest in prevention 
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efforts. Peers can encourage or motivate their group to avoid substance misuse.  

¶ Children need to be engaged in socially productive activities. 

¶ Substance misuse leads to physical and psychological dependence. Some substances produce 

only physical dependence while others produce both physical and psychological dependence.  

¶ Long-ǘŜǊƳ ǳǎŜ ǊŜǎǳƭǘǎ ƛƴ ƭƻǎƛƴƎ ŎƻƴǘǊƻƭ ƻŦ ƻƴŜΩǎ ŜƳƻǘƛƻƴǎΣ ǘƘŀǘ ƛǎ ǘƘŜ ǳǎŜǊ Ƴŀȅ ōŜŎƻƳŜ ŀƴgry 

or violent, depressed or anxious, 

¶ Substance misuse creates problems within the family. It results, not only in, loss of trust but 

also breakdown in the relationships. It may result in losing friends and family thereby, making 

the user isolated and lonely. 

¶ The user may become less motivated to do well in school/college/work. Additionally, memory 

and ability to think clearly is affected. 

¶ One of the major impacts is economic. The substance user may lose a job, will not be able to 

support the family, may start stealing money from home and so on. 

¶ The substance user also suffers from major health consequences. This makes them 

predisposed to disease and infections. 

¶ There are drugs that are prescribed by qualified medical practitioners that are available off 

the counter or on prescription. 

¶ Substances like alcohol, solvents, and some others like glue, correction ink, may be legal in 

specific contexts, but when these are misused, it can lead to addiction. 

¶ Excessive use of socially accepted substances like tea, coffee, nicotine, gutka are also 

addictive and harmful. 

¶ The commonly misused substances among children are tobacco and alcohol. Other misused 

drugs are marijuana (ganja), cough syrup such as Corex and Phensydyl, solvents (petrol, glue, 

correction ink). 
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32. RULES TO BE FOLLOWED BY STUDENTS IN HOSTEL OF SCHOOL  

 
1. The students have to follow the daily routine which is fixed for the hostels 

2. Take care of Hostel equipment like, warm blankets, cotton blankets, bed sheets, mattress, 

pillow, bed linen, tables, chairs, beds, etc. in such a way that they are not damaged in any 

way. Students will be responsible for safeguarding it in case of any loss or damage It will be 

the responsibility of the rules themselves 

3. Magazines and publications coming to the hostel must be well maintained. 

4. While eating in the canteen, serving the food items should not make loud noise and behave 

well with the staff, 

5. Do not waste the food that is served. If wasted, then it should be placed in the designated 

place where the container or equipment for keeping the waste food. 

6. One has to go to the canteen to take food on time and at the time fixed by the hostel 

kitchen. 

7. If there is any complaint regarding the food, it should be discreetly raised in the office do 

not give form of argument about it. 

8. Students Study regular in the hostel. Student should not behave in a way that creates 

trouble for students Will have to do and seed 

9. Lƴ ǘƘŜ ƘƻǎǘŜƭΣ ǘƘŜ ǎǘǳŘŜƴǘǎ ƘŀǾŜ ǘƻ ǊŜƎƛǎǘŜǊ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƭŀǇǘƻǇ ŎƻƳǇǳǘŜǊǎ ŀƴŘ ƻǘƘŜǊ 

devices in the register and can only use them. 

10. No friends, relatives or other persons can be kept in the hostel during the night. If 

accommodated disciplinary action will be taken by giving an opportunity to explain. 

11. Students should live with other students of the hostel lovingly and respectfully also every 

employee of the office and kitchen should be treated with respect. 

12. A student will not be able to have any kind of addiction to the student and will not spit after 

eating pan masala. 

13. Every student has to attend his/her school regularly and without calling on leave cannot be 

absent from the hostel. In case of absence, investigation and action should be taken 

14. The admission of students who are frequently absent or absent continuously for one month 

without any reasonable reasons of the student will be cancelled. 

15. Students with corrupt character or criminal record and addicts or any other defect. also, if 

students with infectious diseases are noticed, check and take action, if necessary, will be 

done. 

16. Relatives of any student coming to meet the student must first come to the hostel office 

and inform whom they want to meet and then register in the register kept in the office and 



 

89 
 

after that after getting the permission to meet the student, any relative or student must go 

to meet them in visiting room. 

17. The visitors who have to meet the students will have to meet them in the common room 

where it is arranged to meet them. 

18. Visitors can meet students on Sundays and other one day which is finalized by School.  

19. Maximum two names of parents/guardians of the student should be registered.  Identity 

card of both the parents will be given, they will go with the identity card at the appointed 

time will be given and recorded in the transfer register. 

20. 9ƴǘǊȅ ƻŦ ƳŀƭŜ ƳŜƳōŜǊǎ ǘƻ ƎƛǊƭΩǎ ƘƻǎǘŜƭ ǊƻƻƳǎ ŀƴŘ ŦŜƳŀƭŜ ƳŜƳōŜǊǎ ǘƻ ōƻȅΩǎ ƘƻǎǘŜƭ ǊƻƻƳǎΣ 

it will be prohibited and no person other than the guardian will be allowed to enter the 

hostel room. Action will be taken after checking and if necessary, they can be released. 

21. Students have to put their room waste in the dustbin. 

22. The student has to clean the given table, coat, chair, etc. every day in such a way that there 

is no dust on it. 

23. Arrange clothes, shoes or boots etc. in the rooms in an orderly manner and do not keep 

them as they are don't spit there, have to arrange your belongings in an orderly manner. 

24. The room in which the student admitted to the hostel should be accommodated the 

student has to stay in the room he/she allotted.  

25. In the hostel, chanting against the management of the hostel, whether individually or in 

groups, or taking part in any such activity and any political activity shall not be allowed.  

26. Students admitted to the hostel must not keep any deadly weapons with them 

27. Any type of name posters, pictures in the walls, windows and doors of the hostel rooms 

also formulas cannot be written.  

28. During the hostel stay, if there is no improvement even after the preliminary instruction of 

the official for violation of any rule or indiscipline, the head of the hostel can take 

immediate action and report to the concerned committee/officer. Final decision will be 

taken by concerned Committee/officer.  

29. In addition to this, compliance with the policy rules that will be imposed by the hostel 

superintendent and the students will have to do. 

30. If the proofs submitted for admission to the hostel are found to be false in the future, any 

action taken by the officer will be binding on the students and if they have obtained 

admission by giving false information, no objection will be entertained that the admission 

will be cancelled.  

31. After getting admission, the student has to furnish all the results taken by the institute and 

the result has to be reported immediately.  
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32. Every student should carry the hostel identity card. 

33. In order to develop familiarity and fraternity among all the students in the hostel, saints/ 

dignitaries have to participate in the programs organized by the school and other programs 

from time to time and create an atmosphere of harmony.  

34. Students in national celebrations and other government sponsored events attendance are 

compulsory. 

35. Adequate arrangements will be made for the safety of the student/girls in the hostel though 

neither the government nor the official can be held responsible for an unexpected incident 

or accident. 

36. Special care will be taken regarding women safety and security in the hostels and for that 

the prescribed policy rules have to be followed strictly 

37. Students admitted in the hostel must follow all the rules and regulations of the hostel. If 

any student violates the rules, action will be taken and admission will be cancelled. 

38. The students have to follow the rules laid down by the school and hostel head from time to 

time. 
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33. SELF-DEFENCE TRAINING PROGRAMMES FOR EMPOWERING GIRLS OF 
SCHOOLS 

The girl students will get awareness, prevention, risk reduction, risk avoidance and self-   

realization of their own physical power through this training.  

 These self-defense techniques greatly increase personal protection options to combat 

crime. One can recognize and respond effectively to potentially dangerous situations and 

by doing this training they will be more confident in their everyday activities.  

 School should provide basic self-defense training to all girls such as punching, blocking, 

wrestling, karate, judo and basic defense.  

 To ensure consistency in the implementation of the training, school should establish its 

own syllabus, which will include lessons on self-defense, posture and hand striking skills, 

blocking techniques, foot striking techniques, and hitting methods. 

 The self- defense training for girls will be taken as one of the important activities for 

inclusion in the sports & physical activities being conducted in the school. The training 

will include Judo, Karate & Taekwondo and other innovative techniques of self-defense. 

 The school will identify training resources /experts preferably from the recognized 

agencies/organizations/DLSS/ Suraksha setu  

 ¢ƘŜ wŜǎƻǳǊŎŜ ǇŜǊǎƻƴǎκŜȄǇŜǊǘǎΩ ƛƴǎǘǊǳŎǘƻǊǎ Ƴŀȅ ōŜ ŀǇǇƻƛƴǘŜŘ ƛƴƛǘƛŀƭƭȅ ŦƻǊ ŀ ǇŜǊƛƻŘ ƻŦ 

three months. 

 Lady escort to be present for strict supervision to avoid any untoward incident during 

training. 

  The school will be at liberty to add a few more areas, if any, for further strengthening 

the sports & self-defense programmes for the girl students. 
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34. SAFETY AND SECURITY OF STUDENTS 

Schools are being co-educational and residential in nature; it is the prime responsibility of the 

Principal and Staff to ensure Safety and Security of children till they remain on roll of the School. 

The Principal and Staff of the School are expected to ensure that Safety and Security and good 

health of students is being given paramount importance. Guidelines and directions are issued 

from time to time, these directions should be implemented in each School strictly. 

The preventive measures for Safety and Security of the children in the School are suggested as 

follows: 

 

CYBER SAFETY 

Media is not just a source of entertainment but also a very important source of new and useful 

information. Each media platform is unique and can be used for various purposes as we 

discussed in the group work. We must be mindful while accessing the information from 

different sources and question the information. Internet is a relatively new media platform 

that has revolutionized our worlds. It allows us to choose and decide the kind of information 

we wish to access at any given time and at our convenience. 

Media also allows us to engage constructively in addressing issues important and relevant to 

us. For example, citizens could click pictures or make videos of unsafe areas in their 

neighbourhoods/cities, initiate discussions on common concerns such as corruption and so 

on, and forward to media channels, and government departments to raise public awareness, 

highlight common concerns and seek redressed from appropriate authorities. This can be 

done by writing into local newspaper columns, using apps, Facebook and twitter accounts of 

departments or sending emails. This is also referred to as Citizen Journalism that allows 

citizens to take actions and participate actively 

¶ Explain the students not to make fun of anyone online, do not joke during the conversation 

as well as do not threaten anyone online.   

¶  Ask the mobile or computer to turn off if they feel uncomfortable with certain subject 

matter (such as obscenity, violence, hate, illegal behaviour)  

¶ Encourage them to talk to parents or older siblings if they have any doubts about any 

content they have seen or if they want to share something. If something concerns them, it is 

necessary to share it. 

¶ Avoid posting as well as taking any photo with anyone  

¶ Explain to   students   not to name anyone, spread rumours, spread private or intimate 

pictures of anyone or threaten anyone online  
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¶ Convince the students not to stay online using someone's passwords  

¶ Also state that legal action may be taken against boys or girls who make derogatory remarks 

about sexuality in their group (comments) 

¶ Talk to children from time to time to show parents if they have shared any inappropriate 

content such as chats, photos or anything on social media. 

¶ Talk to them that if someone asks for something from them that they don't agree to share, 

no one will ever give it to them. No one will blackmail them 

¶ If someone threatens violence, he should show it to parents who do not take it lightly  

Do Not share: 

¶  Passwords  

¶  Home address 

¶  Home phone number 

¶  Images or videos in which private parts of the body appear 

¶ Birth Date  

Can Be Share: 

¶ Photos of family and friends with permission - Know that children choose to post photos as 

an expression of love. And use it to document their lives so don't be too strict about it.  

¶ A game in which there is an accidental conversation - many students play video games where 

they talk to other players. But this conversation is only appropriate as long as it is not 

offensive. 

SAFETY AND SECURITY AGAINST VIOLENCE AND INJURIES  

¶ ±ƛƻƭŜƴŎŜ ŀƴŘ ŀōǳǎŜ Ŏŀƴ ƘŀǾŜ ŀ ƴŜƎŀǘƛǾŜ ƛƳǇŀŎǘ ƻƴ ƻƴŜΩǎ ƳŜƴǘŀƭ ŀƴŘ ǇƘȅǎƛŎŀƭ ƘŜŀƭǘƘ ŀƴŘ Ŏŀƴ 

ŀŘǾŜǊǎŜƭȅ ŀŦŦŜŎǘ ŀ ǇŜǊǎƻƴΩǎ ŀōƛƭƛǘȅ ǘƻ ƭŜŀǊƴ ŀƴŘ ŜƴƎŀƎŜΤ ŜǾŜƴ ƛǎƻƭŀǘŜ ǘƘŜ ǇŜǊǎƻƴΦ 

¶ Right to Education Act 2009 prohibits physical punishment and mental harassment under 

Section 17(1) and makes it a punishable offence under Section-17(2). 

¶ Violence can happen within and around schools and in public places that we access. It is 

important to be aware of our surroundings to help us to identify violence in and around school, 

and in public places.  

¶ Violence, in any form, is not acceptable. We should seek and give help to prevent and respond 

to such violence ς as individuals, and also collectively. We can sometimes see patterns in 

where and when certain forms of violence take place. Identifying such patterns can help us 

develop strategies to stop the violence and help make our school and its surroundings as well 

as other public places safe for everyone. 



 

94 
 

Emotional Violence:  

Emotional violence is when a person intentionally subjects another person to behavior that 

may result in psychological trauma and emotional hurt. For example, calling someone names 

(labelling), bullying, verbally abusing and using foul language, etc. 

Sexual Harassment:  

A group of boys sexually harass the girl walking on the road, commonly known as eve-teasing. 

It is a form of sexual violence. Sexual violence is any sexual act or an attempt directed against 

ŀ ǇŜǊǎƻƴΩǎ ǎŜȄǳŀƭƛǘȅΣ ǊŜƎŀǊŘƭŜǎǎ ƻŦ ǘƘŜ ǊŜƭŀǘƛƻƴǎƘƛǇ ǘƻ ǘƘŜ ǾƛŎǘƛƳΦ 9ȄŀƳǇƭŜǎ ƻŦ ǎŜȄǳŀƭ ǾƛƻƭŜƴŎŜ 

are unwanted comments of a sexual character, child sexual abuse with boys and girls, 

molestation and rape. 

Effects of child sexual abuse 

¶ Feeling of powerlessness 

¶ Anger 

¶  Anxiety 

¶  Fear 

¶  Phobias 

¶  Nightmares 

¶  Difficulty concentrating 

¶  Flashbacks of the events 

¶  Fear of confronting the offender 

¶  Loss of self-esteem and confidence 

¶  Feelings of guilt 

 

If childhood sexual abuse is not treated, long-term symptoms can go on through adulthood. 

These may include: 

¶ PTSD (Post-traumatic stress disorder) and anxiety 

¶ Depression and thoughts of suicide 

¶ Sexual anxiety and disorders, including having too many or unsafe sexual partners 

¶ Difficulty setting safe limits with others (e.g., saying no to people) and relationship problems 

¶ Poor body image and low self-esteem 

¶ Unhealthy behaviours, such as alcohol, drugs, self-harm, or eating problems. These 

¶ behaviours are often used to try to hide painful emotions related to the abuse 

¶ Issues in maintaining relationship 
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Role of a Counsellor/ Teacher 

¶ To understand the child's physical and emotional state 

¶ To resolve trauma and foster healing and growth 

¶ To hear the child's version of the circumstances leading to the concern 

¶ To respond appropriately to the child when in crisis 

¶  To provide counselling, support, and group-based programs to children referred to them 

¶  To improve and enhance the child's overall personal and social development, and his/her 

health and wellbeing 

¶ To facilitate the reintegration of the child into his/her family/ community 

Emotional Support to child 

¶ Believe him or her. 

¶ DoƴΩǘ ōŜ ŜƳƻǘƛƻƴŀƭƭȅ ƻǾŜǊǿƘŜƭƳŜŘ 

¶ Do not interrogate the child. 

¶ Reassure the child that the abuse is not their fault 

¶ 5ƻ ƴƻǘ ƳŀƪŜ ǇǊƻƳƛǎŜǎ ȅƻǳ ŎŀƴΩǘ ƪŜŜǇ 

¶ Believing and supporting the child are the best actions to start the healing process. 

 

Response of the counsellor/ teacher with victim child: 

¶ Rapport Building 

¶ Working on the feelings of the child 

¶ Psychological Education on safe and unsafe touches, feelings, thoughts and behaviour, safer 

coping techniques 

¶ Helping the child to understand the abuse was not their fault 

¶ Helping the child to develop of or regain their self-confidence 

¶ Provide sex education 

¶ Encourage appropriate social behaviour 

¶ Help the child to identify people who can form a supportive social environment around him 

or her 

Ref: Government of India Ministry of Women and Child Development New Delhi 

Notification dated 14th November, 2012 

 

Physical Violence 

Physical violence is any intentional act causing injury to another person. Examples may be 

wife-beating, corporal punishment used in schools, parents beating their children to discipline 
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them, physical fights between siblings, etc. 

Corporal Punishment 

which is a form of physical violence inflicted on students with an intention to cause pain as a 

means of disciplining. The Right to Education Act, 2009, prohibits any form of physical 

punishment and mental harassment to students. 

 

BULLYING AND RAGGING  

¶ These rules shall be termed as Discipline & Anti- wŀƎƎƛƴƎ wǳƭŜǎΩΦ ¢ƘŜǎŜ ǊǳƭŜǎ ǎƘŀƭƭ ōŜ 

applicable on all students. Disregard to obey these rules shall invite severe punishment/ legal 

action against the offenders. 

¶ The senior boys use their power to bully junior students. Bullying is a form of emotional 

violence, as it uses power against those with less power, causing them emotional harm, 

which often has a long-lasting impact. Bullies may also resort to physical violence 

¶ All powers relating to discipline and disciplinary actions are vested in the principal, of the 

school. Schools need to adopt a reformative approach to deal with the students. 

¶ AntiςRagging Rules are meant to curb the problem of ragging and the rules given below 

ŎƻƴŦƻǊƳ ǘƻ ǘƘŜ ǎǘƛǇǳƭŀǘƛƻƴǎ κ ƛƴǎǘǊǳŎǘƛƻƴǎ ǊŜŎŜƛǾŜŘ ŦǊƻƳ ǘƘŜ IƻƴΩōƭŜ {ǳǇǊŜƳŜ /ƻǳǊǘ κ /ŜƴǘǊŀƭ 

and State Govts. from time to time. 

¶ The students are expected to maintain a high level of discipline and follow Institute rules 

strictly 

¶ School Discipline & Anti-Ragging Committee and Hostel Wardens shall deal with all matters 

connected with discipline of the students and the principal shall be the final authority to 

award any punishment, including expulsion from the Institute. 

¶ Following are deemed as acts of indiscipline; 

  

ACTS OF INDISCIPLINE 

¶ Only the result of the Entrance-Test shall not entitle student to get admission. If it is found at 

any stage, that the candidate has furnished any false or incorrect information in the 

application form or at the time of counselling/ admission, his/her candidature will be 

summarily cancelled. 

¶ Without prejudice to the generality of power to enforce discipline, the following shall 

amount to indiscipline and misconduct 
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¶ Any physical assault or even threat to use physical force against any other student or any 

other officer/member of the Institute (both teaching and non-teaching) within or outside the 

LƴǎǘƛǘǳǘŜΩǎ ǇǊŜƳƛǎŜǎΦ 

¶ Violation of the status, dignity and honour of students. 

¶ Any violation of the provision of the Civil Rights Protection Act, 1976. 

¶ Any gesture, posture or verbal remark, which is otherwise derogatory to girls/ women. 

¶ Willful destruction or damage to or defacing of Institute property or causing any disruption 

in any manner to the normal functioning of the Institute. 

¶ Creating ill-will or intolerance on religious, political or communal grounds. 

¶ {ƳƻƪƛƴƎΣ ǳǎŜ ƻŦ ǇǊƻƘƛōƛǘŜŘ ƛǘŜƳǎ ƻǊ ŘǊǳƎǎ ƛǎ ǎǘǊƛŎǘƭȅ ǇǊƻƘƛōƛǘŜŘ ƛƴǎƛŘŜ ǘƘŜ LƴǎǘƛǘǳǘŜΩǎ Ŏampus 

and hostels. The names of students found indulging in such acts would be immediately 

struck off from the rolls of the Institute. 

¶ 5ƛǎǊŜƎŀǊŘ ƻŦ ǊǳƭŜǎ κƻǊŘŜǊǎκ ƛƴǎǘǊǳŎǘƛƻƴǎ ŀƴŘ ƻŦ ƴƻǘƛŎŜ ƻŦ LƴǎǘƛǘǳǘŜΩǎ ŀǳǘƘƻǊƛǘƛŜǎΦ 

¶ At the time of admission, every student shall be required to sign a declaration that on 

admission he/she submits himself/herself to the disciplinary jurisdiction of the principal and 

other authorities of the Institute who may be vested with the authority to exercise discipline 

under the rules and regulations framed by the Institute. All the boys and girls are expected to 

follow the following rules and regulations (Subject to change by Institute Authorities). 

¶ Immediately after admission, every student submits himself / herself to the disciplinary 

jurisdiction of the Management of the Institute which may vest this authority to one or more 

of its officers to exercise discipline under Rules and Regulations that have been or would be 

framed by the Institute from time to time for proper and effective disciplinary control. 

¶ Lǘ ǿƻǳƭŘ ŀƭǎƻ ōŜ ƳŀƴŘŀǘƻǊȅ ŦƻǊ ǎǘǳŘŜƴǘǎ ǘƻ ǘŀƪŜ ǇŀǊǘ ƛƴ ά{ǇƻǊǘǎ IƻǳǊέ ŀƴŘ ŀƭƭ ǘƘŜ 

extracurricular activities of the Institute. 

¶ The progress of the students will be communicated to their parents/ guardians regularly by 

the media of their choice. 

¶ All students, while entering the Institute, should carry their Identity Cards issued by the 

Institute on person while in the Institute/campus. 

¶ Any misconduct or misbehaviour in the Institute/Hostel campus or outside shall be viewed 

seriously and liable to be penalized according to institute rules and regulations. 

¶ The students are not allowed to loiter about without purpose in the Institution premises. 

They are advised to avail the library and Computer lab facility during their free time. 

¶ If students lose or do any type of damage / damages to any library book/ books they must 

either arrange to replace it with new one at their own cost within one month of such a loss 

or pay double the price of the book. 
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¶ Students will have to pay for all damages caused by them to the books, instruments 

ŜǉǳƛǇƳŜƴǘΩǎΣ ƻǊ ŀƴȅ ƻǘƘŜǊ Lƴǎǘƛǘǳǘƛƻƴ tǊƻǇŜǊǘȅΦ 

¶ Students are advised to maintain the decorum of the Institution in the real spirit. 

¶ Students are not allowed to use the Institute/Office telephone for private use. 

¶ As per the directive of Honourable Supreme Court of India, ragging of junior students by 

senior students is strictly prohibited within and out of the premises of the Institute. A 

healthy relationship is desirable among the students. 

¶ Ragging for the purpose of rules means any act, conduct or practice brought by dominant or 

senior students on fresher or junior students with or without use of physical force or assault 

or threat of force, any act of ridicule violating the status, dignity or honour of any other 

student or any acts of obscenity or verbal abuse and words or malice towards other 

students. 

¶ Participation in any political movement, group or any other organization and formation of 

ǎǘǳŘŜƴǘΩǎ ǳƴƛƻƴ ǿƻǳƭŘ ōŜ ŎƻƴǎƛŘŜǊŜŘ ǾŜǊȅ ǎŜǊƛƻǳǎƭȅ ŀƴŘ ŘƛǎŎƛǇƭƛƴŀǊȅ ŀŎǘƛƻƴ ǿƻǳƭŘ be taken. 

However, institute would promote the welfare of the students by means suggested by the 

management from time to time. 

¶ Students indulging in any anti-social activity would be expelled from the hostel/ institute 

immediately. 

¶ Parents / Guardians are requested to be in touch with Institute so that they can be informed 

regarding performance of their ward in the class and other exams. 

¶ Prior permission is necessary for leave. If a student remains absent for more than 10 

continuous days without information, such cases shall be reported to the concerned District 

Education Officer for necessary actions 

¶ Without prejudice to the generality of his powers relating to the maintenance of discipline 

and taking such actions in the interest as he may deem fit, the principal may, in the exercise 

of his powers aforesaid order to or direct to be ordered; 

- That any student or students be expelled from the Institution. 

- Any student or students be, for a stated period, rusticated or 

- Not allowed to attend a class or classes of study in the Institute for a stated period. 

- Be fined by a specific amount. 

- Be debarred from taking the examination or internal Exams. 

- Noisy, boisterous, disorderly or obnoxious behaviour. 

- Irregular attendance and unauthorized absence from classes. 

- Persistent negligence of studies. 
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- Using any kind of unfair means in class test and sessional or final or any kind of 

examination or copying of tutorials and home assignments. 

- Chewing tobacco in any form, smoking inside or outside the premises of the school or 

hostel. 

- Consumption of intoxicating drugs, liquor, alcohol and prohibited drinks or intoxicants 

or such like substances. 

- Failure to report cases of indiscipline to the Hostel Warden or School authorities. 

- Disrespect towards any religion, caste, culture & community. 

- Indecent behaviour towards any girls by way of gestures, comments or physical 

advancement, whether inside the Institute, hostel or outside. 

- Disorderly behaviour inside the premises or outside in society bringing disrepute to the 

school in any manner. 

- Association or involvement in any anti-social activities. 

- CŀƛƭǳǊŜ ǘƻ ŀŘƘŜǊŜ ǘƻ ά5ǊŜǎǎ /ƻŘŜέ ƻŦ ǘƘŜ ǎŎƘƻƻƭΦ 

- {ǇƻƛƭƛƴƎ {ŎƘƻƻƭΩǎ ǇǊƻǇŜǊǘȅΣ ŜǉǳƛǇƳŜƴǘΣ ǘƻƻƭǎΤ ōƻƻƪǎ ǊŜŀŘƛƴƎ ƳŀǘŜǊƛŀƭ ƻǊ ǘŜƳǇŜǊƛƴƎ ǿƛǘƘ 

the operational procedure of the Institute. 

- Defacing library books or journals or any literature connected with academics of the 

Institute. 

- Tampering with any safety norms, equipment, building or property of the school. 

- Failure to comply with instructions issued through a notice to submit information asked 

for by the School Administration/ Office. 

- Acts subversive of discipline and behaviour inside the Institute or the public life. 

- Meetings of any kind shall not be convened and no person shall be invited to address 

any meeting in the school or hostel premises without the permission of the principal. 

This is true for the faculty and staff also. 

- Students shall observe all safety precautions. The school will not be responsible for 

accident of any nature in the Institute, hostel and playground or in campus and in its 

vicinity. 

- Infringement of any order by any member of the school shall also constitute as an act of 

indiscipline. 

- Showing disrespect towards National Flag of the Country or National Anthem, in any 

manner. 

- Matter not covered by the above rules will fall entirely within the absolute discretion of 

the Principal of the School only. 
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- Ruling by the Honourable Supreme Court of India would remain Guidelines in Anti-

Ragging cases. 

- All disputes subject to jurisdiction of the Courts in the state of Gujarat 

 

PRECAUTIONARY CODE FOR SICKNESS  

¶ Preparation and implementing the scheduled visit of Principal, Staff Nurse and Housemaster 

to the dormitories 

¶ Enquiring from House Captain about health and welfare of the children during visit. 

¶ The Housemaster to submit daily report to the principal on the prescribed format by the 

School indicating the welfare and presence of children. 

¶ The Principal, Housemasters, and other teachers must conduct fortnightly inspection of the 

classrooms, dormitories and dining hall, toilet and bathroom blocks to specifically find out 

whether the electrical wiring and points are in order. 

¶ In case they find un-insulated live wires, the wiring must be changed and electricity 

disconnected, till such defects are set right 

¶  Nobody should tamper with the distribution boxes or with the fuse carriers. 

¶ Regular roll call and attendance by Housemaster is to be taken twice daily. 

¶ The attendance Register of House to be verified and countersigned by Principal at 10.00 p.m. 

daily. 

¶ The Staff Nurse will attend the sick child immediately. No illness of the child is to be taken 

casually or a routine manner instead the symptoms of illness and medicines given should be 

recorded in the register. 

¶ The sick student should not be left alone in the dormitory at any time. 

¶ The sick child is to be kept under the supervision of staff nurse or a teacher. 

¶ A suitable room should be set up as MI room equipped with the essential material, attached 

bathroom and other facilities. 

¶ The Warden has to ensure that the child is being provided medical treatment properly. 

¶ Necessary arrangements should be made for special diet if necessary and instructions issued 

to Catering Asst. / Mess staff accordingly 

¶ If the Warden/ Principal or Staff Nurse feel that simple ailment does not require any 

treatment, even then feelings of the child should be taken care of.  

¶ He / She should be given a patient hearing and counselling accordingly. 

¶ Feedback, in such cases to be kept on record. 

¶  The School doctor should always be consulted, after first aid treatment to the child. 
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¶ In absence of School Doctor (if found unavailable at the time) a qualified doctor of the 

nearby Health Centre/Hospital should be consulted. 

¶ If the part time doctor and staff nurse feel that the illness of the child cannot be diagnosed 

immediately; the child has to be immediately shifted to a nearby Govt. hospital for further 

examination. 

¶ In such cases, parent should be immediately informed. 

¶ Medicines prescribed by the doctors should be given to the students only by the staff nurse. 

¶  In case of any serious illness of the child, School requires any additional expenditure to 

incur, the amount may be incurred by the School without any delay and later on it can be got 

reimbursed by the parents 

¶ Treatment cannot be delayed for want of finance. 

¶ The record about the sick children is to be maintained and brought to the notice of Principal 

daily in the evening in a prescribed format. 

¶ A sick child should not be sent to her/his home. Instead, the child should be hospitalized and 

parents are to be informed immediately. 

¶ Full medical check-up of the students is to be conducted once in a quarter and all such 

records to be maintained proper. 

¶ Diet to the sick students should be given separately as per the recommendations of the 

doctor. 

¶ The individual Health Record should indicate the status of Health during the quarterly health 

check-ups and should be readily available in the School. 

¶ Sick students duly recovering from illness should not be permitted for games and sports 

activities till they feel physically fit. 

¶ For regular medical check-ups of the students, maintenance of health record and for 

monitoring of health problems of the children of the JNV, the Staff Nurse shall be held 

accountable. 

¶ Regular mosquito eradication measures to be taken in School  

¶ A regular action plan should be prepared and implemented for avoiding seasonal contagious 

diseases on account of water and weather etc. 

¶ Eatables from outside except items like biscuits etc. should not be permitted 

¶ Medical history card is to be invariably sent along with migrated children  

¶ Children suffering with chronic disease should not be sent on migration. 

¶ Personal hygiene of Mess workers and conditions in the kitchen and Mess are to be checked 

by School doctor at least once in a quarter. This is to be kept on record. 
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¶ The cleanliness of mess surroundings, utensils, and food preparations should be checked by 

Catering Assistant, Staff Nurse, Vice-Principal and Principal. Regular arrangements for 

disposal of waste leftovers should be made. 

¶ Proper care should be taken with regard to installation of gas cylinders. 

¶ All necessary arrangements should be made as per the specification laid down by the gas 

authority for installation of gas connection without giving any scope for leakage etc. 

¶ Adequate care should be taken with regard to drinking water. 

¶ The staff nurse should be instructed to ensure that the water is properly purified/ 

chlorinated before its use for drinking purpose. 

¶ Necessary disinfectants like phenyl, bleaching powder etc. to be used frequently to avoid 

infection/contamination. 

¶ This will help to improve sanitary conditions in toilets. 

¶ Kitchen and utensil, washing area should be kept clean. 

¶ Necessary arrangements should be made for spraying of phenyl, bleaching powder and 

avoiding water stagnation so as not to give scope for breeding of mosquitoes, flies, etc. 

¶ Dining tables should be kept neat and clean. 

¶ A comprehensive medical check-up at all entry level may be taken under the guidance of 

Chief Medical Officer.  

 

1. Measures To Prevent Children from Dangers of Ponds / Lakes / Drowning: Construction of 

compound wall is to be given top priority which may help in keeping proper supervision and 

control over children and prevent trespassing. 

¶ The open wells and ponds, if existing, in the campus are to be provided with a protective 

wall and iron grills covering the well and the movement of the students towards it is to be 

restricted. 

¶ ! ǎƛƎƴ ōƻŀǊŘ ƛƴŘƛŎŀǘƛƴƎ άh¦¢ hC .h¦b5 !w9!έ ƛǎ ǘƻ ōŜ ŜǊŜŎǘŜŘ ƴŜŀǊ ǎǳŎƘ ǇƻƛƴǘΦ 

¶ Not to allow children to go toward the nearby river, canals, ponds and railway tracks. 

¶ No child is allowed to take bath using water from the overhead tanks by climbing on the 

terrace. 

¶ For certain rituals and functions which are observed in the School, necessary precautions 

and arrangements to be made in advance. Children should not be permitted to go on rallies 

for immersion of idols in tanks, ponds, and wells etc. 

¶ No student should be allowed to go on leave without written request of the parent or the 

person authorized by parent. 
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¶ Any person/parent visiting School must obtain permission from Warden to meet the 

students invariably by mentioning in the visiting register his name, address purpose, date 

and time of arrival and departure.  

¶ This must be seen by the Warden and Principal.  

 

Preventive Points from Suicidal Actions: 

¶ CǊŜǉǳŜƴǘ ƛƴǘŜǊŀŎǘƛƻƴ ƻŦ IƻǳǎŜ aŀǎǘŜǊǎ ǿƛǘƘ ǘƘŜ ǎǘǳŘŜƴǘǎΩ ƴŜŜŘǎ ǘƻ ōŜ ŘŜǾŜƭƻǇŜŘ ƛƴ ƻǊŘŜǊ ǘƻ 

attend to the problems of children on regular basis. 

¶ Proper & regular counselling of the children is to be done to help the mentally disturbed 

children who remain under depression. 

¶ No student should stay inside the dormitories during class hours. 

¶ All the dormitories should be locked during academic hours. 

¶ Psychological behaviour of the students should be watched closely in order to avoid shyness, 

depression, and aloofness of the students, which may cause any sort of unforeseen 

incidents. 

¶ Corporal punishment to the students is strictly prohibited. 

¶ Humiliation in public, referring to their parentage, caste, community etc. by the staff will be 

viewed seriously and necessary action will be initiated against the erring staff. 

¶ Proper counselling should be done either by Warden or Class Teacher/Principal in case of 

any act of indiscipline like stealing, telling lies, bullying, copying in exam etc.by the students. 

¶ In case the student is not mending his behaviour it should be reported to his parents and 

after giving one or two chances for improvement, necessary action should be taken. 

¶ Emotional behaviour of the students should be watched properly. 

¶ Children are admitted at the tender age which is a preadolescent or adolescent age which 

needs counselling and continuous guidance to become physically fit, mentally alert and 

emotionally balanced. 

¶ The education process will be pleasant, attractive, and motivating to the child if firm trust is 

established between a child and the teacher. The bond of friendship and affection can be 

strengthened if the teacher is understanding and sympathetic. 

¶ Knowledge of the child psychology will help the teacher in understanding and dealing with 

children of different abilities, aptitudes and dispositions who come to heterogeneous socio-

economic background. 

¶ The teacher is the best judge to identify any behavioural, emotional, social and language 

related problem in child and to provide proper stimulus, appropriate activities, necessary 

guidance with plentiful insight. 
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¶ Each teacher should be a guide, friend, and counsellor to a child only then he/she can 

contribute to overall development of children. 

¶ {ǘǳŘŜƴǘΩǎ problem must be listened patiently, politely and to be solved on priority. 

¶ Warden should ensure that the students get their daily use items and all other paraphernalia 

on time. 

¶ Suicidal tendencies may be deep rooted. Family history plays an important role. 

¶  All Wardens should collect the family history of the child through informal chitchat with the 

child/guardian/visitors and will keep a record. They should invariably inform the principal. 

¶ Generally, the suicidal incidents take place due to the child being over protected at home 

who feels badly homesick and gets disturbed. 

¶ He/she is unable to tolerate fear of failure, fails to come up to expectations of their parents 

and faces extreme humiliation by the fellow students/teachers/principal etc. should be taken 

care of. 

¶ School should develop a good social, amicable and environment friendly educational climate. 

¶ If any child is noticed disturbed, he should never be left alone. His attention should 

immediately be diverted to any activity of his choice. 

¶ Rewards to good students play effective role than punishment. 

¶ Children should not be scolded in public on their mistakes. 

¶ The Prefects should be given more responsibilities. 

¶ They should be made responsible/ accountable for the duties assigned to them 

¶ Shy, isolated & neglected children should be identified, watched and they should take care of 

properly. 

¶ Children emotionally disturbed on account of family disturbances like separation of 

parents/family etc. are to be specially attended to 

¶ No undue pressure is ǘƻ ōŜ ŜȄŜǊǘŜŘ ōȅ ǘŜŀŎƘŜǊǎκtǊƛƴŎƛǇŀƭ ƻƴ ǎǳŎƘ ǎǘǳŘŜƴǘǎ ǿƘƻ ŘƻƴΩǘ 

perform well in exams. 

  

2. Safety Measures during Travels: 

¶ Strict instructions are to be given to be children not to move outside the compartment 

without escorts. 

¶ The escorting teacher must invariably travel in the same class and in the same compartment 

as that of the students. 

¶  In case the party is very large, students should be divided into groups and one escort who 

will be responsible for the group should be deputed.  
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3.   General Safety Measures: 

¶ Broken furniture, naked iron rods etc. should be kept where there is no frequent movement 

of the students. 

¶ Students should be forbidden to keep any type of weapons, toxic drugs, pornographic books, 

and photographs etc. with them. Surprise checking should be done randomly throughout the 

year 

¶ Very often students come late to the class during short breaks. No students should be 

allowed to go the dormitory during small break without permission of the House Master. 

¶ Proper drinking water is to be provided during class hours. Students should be kept fruitfully 

busy so that they may not indulge themselves in activities of indiscipline.  

¶ Adequate care is to be taken while working in Science laboratory. Handling of glassware or 

heating of things must be done carefully. 

¶ Since the School is having a very vast campus there may be chances of having long grass and 

marshy areas & bushes etc. Care should be taken to clean weeds and bushes all through the 

campus and marshy areas should be filled with soil or sand to avoid any mishaps. 

¶ Steps must be taken to utilize the whole land for one or the other purpose 

¶ Entry to the campus should be ensured only from the main gate. 

¶ There should be a guest book where entries of outsiders/visitors should be made. 

¶ 2nd Saturday of every month may be fixed to meet parents/outsiders. 

¶ Meeting of parents individually with the Warden and teachers may be organized to brief 

them about the child. 

¶ Entry & movement of stray animals like cattle, dogs & pigs etc., inside the campus should be 

checked 

¶ Cases of molestation of students must be viewed very seriously 

¶ Migrated children must be made feel at home.  
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4. Precautionary Measures for The Safety, Security & Protection of Girl Students 

¶ Adequate precautions should be taken with regard to the movement of girls inside the 

School ŎŀƳǇǳǎ ŀǘ ƴƛƎƘǘΦ CƻŎǳǎκCƭƻƻŘ ƭƛƎƘǘǎ ǎƘƻǳƭŘ ōŜ ŀǊǊŀƴƎŜŘ ŀǊƻǳƴŘ ǘƘŜ ƎƛǊƭǎΩ 

dormitory/Hostel 

¶ Students should be divided into groups (each group consisting of 10 students) and one senior 

girl be nominated as leader of the group who will assist the Warden in keeping close 

supervision over the movement and problems of the girls of that group 

¶ It may please be ensured that bolts of doors and windows of the girls dormitory are properly 

maintained. 

¶ The Head Girl of the dormitory should be instructed to ensure that the dormitories are 

bolted from inside before the girls go to bed. 

¶ /ƻƭƭŀǇǎƛōƭŜ ƎŀǘŜǎ Ƴŀȅ ōŜ ŦƛȄŜŘ ŀǘ ǘƘŜ ŜƴǘǊŀƴŎŜ ƻŦ ƎƛǊƭǎΩ ŘƻǊƳƛǘƻǊȅ ǿƘƛŎƘ ǎƘƻǳƭŘ ōŜ ƭƻŎƪŜŘ ƭŀǘŜ 

in the evening.  

¶ One of the keys should be kept with the head giǊƭ ƻŦ ǘƘŜ ƎƛǊƭǎΩ ŘƻǊƳƛǘƻǊȅ ŎƻƴŎŜǊƴŜŘΦ 

¶ /ƻƳǇƭŀƛƴǘǎ ƻŦ ƎƛǊƭǎΩ ŀƴŘ ²ŀǊŘŜƴ ǊŜƎŀǊŘƛƴƎ ǊŜǇŀƛǊǎ ƻŦ ŜƭŜŎǘǊƛŎ ǿƛǊŜǎΣ ǊŜƴƻǾŀǘƛƻƴ ƻŦ ŘƻƻǊǎΣ 

windows and toilets should be attended to on top priority from the maintenance and repairs 

provision. 

¶ Regular medical care should be provided to the girl students. 

¶ Staff Nurse should invariably pay frequent visits to the dormitories during the day and late 

evening and maintain records of health of the girl students. 

¶ Sick students should not be left alone in the dormitories during school hours/meals time, 

instead, they should be kept under supervision of staff nurse or a teacher. 

¶ Regular medical check-up of the girls is to be done every month and appropriate health 

records maintained for ready reference. 

¶ No male member including emplƻȅŜŜǎ ǎƘƻǳƭŘ ōŜ ǇŜǊƳƛǘǘŜŘ ǘƻ Ǿƛǎƛǘ ƎƛǊƭǎΩ ŘƻǊƳƛǘƻǊƛŜǎΦ Lƴ ŎŀǎŜ 

of any emergency nature of work, the Warden should be informed and she should ensure 

that no girl student is left alone in the dormitories. 

¶  Any male staff asking girl students to interact with them out of classroom hours should take 

the permission of the Principal/HM. 

¶ Outside Labourers, plumbers, carpenters or any other workers engaged for white washing 

etc. should not be allowed to work in tƘŜ ƎƛǊƭǎΩ ŘƻǊƳƛǘƻǊƛŜǎ ŀŦǘŜǊ сΦлл tΦaΦ 

¶ They should be allowed to enter in the dormitory premises along with a responsible teacher 

preferably a lady teacher/employee of School.  
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¶ In addition, such work should be done under the personal supervision of the Principal and 

lady teachers. 

¶  !ǎ ŦŀǊ ŀǎ ǇƻǎǎƛōƭŜΣ ǘƘŜ ŎƭŜŀƴƛƴƎ ƻŦ ƎƛǊƭǎΩ ŘƻǊƳƛǘƻǊƛŜǎ ŀƴŘ ōŀǘƘǊƻƻƳǎ ǎƘƻǳƭŘ ōŜ ŘƻƴŜ ōȅ 

female employees. 

¶  A register on the entry gate of girlsΩ dormitories should be maintained to check the 

movement of male workers to the girls dormitories 

¶ It should be maintained by the Warden/ Head Girl and periodically inspected by the Principal 

¶ The girls should not be permitted to visit houses of teachers. In exceptional cases the 

students should get permission either from the Warden or from the Principal. 

¶ Lady teacher should invariably be deputed to escort girl students while going on tours for 

participation in sports, games, cultural and other related activities. 

¶ A responsible female teacher should escort the girl students on migration. There should be 

one escort for a group of 10 girl students. 

¶ Every additional group of 10 or less students will have an additional escort. It should be 

ensured that even if one girl is travelling there must be a female escort. 

¶ All lady teachers particularly the warden and   Asst. warden should have a continuous 

communication with the girl students. Any problems reported by them are to be 

immediately brought to notice of the Principal and to be attended to on priority. 

¶ All the occupants of staff quarters are required to submit the list of their dependents staying 

inside the campus to the Principal. The said list may be updated regularly. Similarly the 

details of guests visiting the staff quarters are also to be recorded at the main gate by the 

Chowkidar and the Principal should be kept informed about visitors coming to the campus 

on day-to-day basis. 
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PROTECTION OF CHILDREN FROM SEXUAL OFFENCES 

1.  Use of E-Box Web Portal of NCPCR in School website for registering complaints directly to 

NCPCR 

 The Komal Video which is available on the website of NCPCR and also on YouTube must 

be shown to the children to sensitize about the sexual abuses. The School may upload the 

Komal Video on the School website and to popularize among the students 

 NCPCR has also established 1091 Child helpline at 397 locations. Awareness programmes 

involving Scouts/Guides and NCC/NSS students may be conducted to sensitize the parents 
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and the students in general during PTC Meeting or Schools functions /  programme 

2. Guidelines for prevention of sexual abuse of children in Schools  

 A School Complaints Committee (SCC) shall be set up in each SCHOOL to serve as 

complaints and redressal body. This Committee shall be chaired by the Principal/Vice-

Principal of the School and shall consist of 5 other members i.e. one male teacher, one 

female teacher, one male student, one female student and one non-teaching staff 

member. It has to be ensured that at least half the members of this Committee are 

female. 

 The School Complaints Committee will carry out a preliminary investigation into every 

complaint of sexual abuse and submit its report to concerned authorities. 

 The SCC must keep the State Project Office ς Samagra Shiksha informed of all 

developments of the case including filing of FIR, progress of police investigation and filing 

of charge sheet against the offender, wherever applicable. 

 Internal Complaints Committee on sexual harassment and committees under POCSO 

(Protection of Children from Sexual Offence) Act, 2012 and details of these committees 

along with contact details shall be displayed prominently on School Notice Board and 

conspicuously on the School website for information of all stakeholders 

 Ensure that prevent of sexual abuse of child and POCSO guidelines are made Aware to 

the students. 

 The POCSO Act, 2012, require that all suspected abuse must be reported, and teachers 

and staff must be made aware of their reporting obligations and penalties for failure to 

report. 

 

CORPORAL PUNISHMENT TO STUDENTS 
 

3. Following directions are issued: 

i. All staff associated with the School should be made familiar with guidelines on 

prevention of corporal punishment. 

ii. No physical punishment or mental harassment of any kind or any form of discrimination 

based on gender, caste, class, disability, etc., should be permitted 

iii. The treatment of the child in the School should be such that the child feels included and 

secure. 

iv. All School should themselves conduct an annual social audit of physical punishment, 

mental harassment and discrimination. 

v. A mechanism for children to express their grievances both in person and anonymously 
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should he provided. Drop boxes for complaints should be placed in the School and a 

mechanism should be developed to address the same. Anonymity of the children/parents 

should be maintained. 

4. Following directions are issued: 

i. No child shall be subjected to physical punishment or mental harassment. 

ii. Any instance of corporal punishment, mental harassment or discrimination should be 

dealt with seriously in a time bound manner 

iii. Whoever contravenes the directions shall be liable to disciplinary action under the service 

rules applicable to such person. 

iv. All employees working in the School should give an undertaking to the Principal that 

they would not take any action that would be construed as amounting to physical 

punishment, mental harassment or discrimination against any child. 

PRECAUTIONARY CODE FROM SICKNESS 
 Preparation and implementation schedule of visit of Principal, Staff Nurse and House master 

to the dormitories. 

 Enquire from House Captain about health and welfare of the children during visits. 

 Record observations of the Principal during visits to dormitories along with detailed 

instructions of House Masters and Staff Nurse in a Register. 

 Verification and recording compliance to instructions issued by the Principal on daily basis. 

 The House master to submit daily report to the Principal on the format to be prescribed by 

the School indicating the welfare and presence of children. 

 Abandoned temporary buildings, bathrooms, toilets having dilapidated electric wiring are not 

to be used by children. 

 The Principal, House Masters and other teachers must conduct fortnight inspection of the 

classrooms, dormitories, dining hall, toilet and bathroom blocks of specifically find out 

whether the electrical wiring and points are in order. In case they find any un-insulated live 

wires, the wiring must be changed and electricity dis-connected till such defects are set right. 

Nobody should tamper with the distribution boxes with the fuse carriers. 

 Regular roll call and attendance by House Master twice daily. The Attendance Register of 

Houses to be verified and countersigned by Principal at 9.30 p.m. daily. 

 The Staff Nurse will attend the sick child immediately. No illness of the child is to be taken 

casually or a routine manner instead the symptoms of illness and medicines given should be 

recorded in the register. 

 The sick student should not be left alone in the dormitory at any time. 

 The sick child is to be kept under the supervision of staff nurse or a teacher 
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 A suitable room should be set up as M.I. room equipped with essential material attached 

bathroom and other facilities. 

 The House master has to ensure that the child is being provided medical treatment properly. 

 Necessary arrangements should be made for special diet if necessary and instructions issued 

to Catering Asst./ Mess staff accordingly. 

 The H.M./Principal of staff nurse feels that simple ailment is not required any treatment, but 

the feelings of the child should be taken care of. He/ She should be given a patient hearing 

and counselled accordingly with a feedback. 

 The School doctor should be consulted always after first aid treatment to the child. 

 In absence of School doctor (if found not available at that time) a qualified doctor of the 

nearby Health Centre/Hospital should be consulted. 

 After diagnosing the sickness, the parents may be informed if the nature of illness excepting 

for common colds and seasonal health effect. 

 The part time doctor and staff nurse feel that the illness of the child cannot diagnosed 

immediately, the child should be immediately shifted to a nearby Govt. hospital for further 

examination. 

 Medicines prescribed by the doctors should be given to the students only by the staff nurse. 

No Teacher or Principal should administer medicines on their own to sick child. 

 In case of any serious illness of the child and the School requires any expenditure to incur on 

them, the amount may be incurred by the School without any delay and later on it can be got 

reimbursed by the parents. Treatment cannot be delayed for want of finance. 

 The records about the sick children are to be maintained and informed to the Principal daily 

in the evening in a prescribed format. 

 To admit the child in hospital immediately in cases of serious illness and accidents. 

 The Date and Time schedule of the visit of the School Doctor should be fixed in advance in 

children intimated. 

 A responsible employee to remain as escort constantly with the one responsible escort must 

remain with the patient till parents arrive and take over the child. 

 Doctors Visit Register should be maintained. 

 To take additional help of District Administration, if need arises, to ensure medical facilities to 

the children. Wherever there is no doctor in nearby vicinity, the District Administration should 

be requested to arrange weekly visits of a medical team 

 A sick child should not be sent to his home. Instead, the child should be hospitalised and the 

parents are informed immediately. On their arrival, if they prefer to take the child home they 

should be permitted after obtaining a written request and individual health records (Cards) of 
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students maintained and verified by the Principal. 

 Full medical check-up of the students may be conducted once in a quarter. 

 Diet for the sick students should be given separately as per the recommendations of the 

Doctor. 

 The individual Health Record should indicate the Status of Health during the quarterly health 

check- up and should be readily available in the School. 

 Sick students just after recovery from illness should not be permitted for games and sports 

activities till they feel physically fit. 

 For regular medical check-up of the students and maintenance of Health Record and for 

monitoring of health problems of the children of the SCHOOL, the Staff Nurse would be 

accountable. 

 Regular mosquito eradication measures to be taken in School. 

 The Principal has to ensure availability of medical room, staff nurse/common medicines/ 

consultant doctor/vehicle for hospitalisation of children in emergencies. 

 A regular action programme should be prepared and implemented for avoiding seasonal 

contiguous disease on account of water and weather etc. 

 Outside food stuff should not be permitted except items like Biscuits etc. 

 Medical history card is to be invariable sent along with migrated children. 

 Children suffering with chronic disease should not be sent on migration. 

 Personal hygiene of Mess workers and conditions in the kitchen and Mess are checked by 

School doctor at-least once in a quarter. 

 The cleanliness of mess surroundings, utensils and food preparations should be checked 

regularly by Catering Assistant, Staff Nurse and Principal. Regular arrangements for disposal 

of waste food stuffs should be made. 

 Proper care should be taken with regard to installation of gas cylinders. All necessary 

arrangements should be made as per the specification laid down by the gas authority for 

installation of gas connection without giving any scope for leakage, etc. 

 Adequate care should be taken with regard to drinking water. The staff nurse should be 

instructed to ensure that the water is properly purified/ chlorinated before using for drinking 

purpose. 

 Toilets and sanitary conditions should be kept clean. Necessary phenoling and cleaning should 

be done frequently to avoid contamination. 

 Kitchen and utensil, washing place should be kept clean. Necessary arrangements should be 

made for spraying of phenyl, bleaching powder and avoid water stagnation not to give scope 

for breading of mosquitoes, flies etc. Dining tables should be kept neat and clean. 
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 Arrangements must be made for regular supervision and cleanliness of dining hall, washing 

places, etc. to avoid unhygienic conditions. 

 When students are admitted in Class 6th, a medical fitness certificate of civil surgeon will only 

be accepted. 

 Full medical checkup of all newly admitted students to be conducted within 15 days of 

admission. 

MEASURES TO PREVENT CHILDREN FROM DANGERS OF WATER AND DROWNING 
A number of death incidents occur due to drowning. The following measures are to be 

adopted 

 Construction of compound wall is to be given top priority which may help in keeping proper 

supervision and control over children and prevent tress passing. 

 The open wells and ponds if exist in the campus are to be provided with protective wall and 

iron grills covering the well and the movements of the students are restricted towards it. 

 Not to allow children to go towards the nearby river, canals, ponds and railway tracks and to 

take bath using water from the overhead tanks by climbing on the terrace. 

 Movements of children is to be strictly watched through formation of groups. 

 Children should not be permitted to go outside the School premises for the bathing/ washing 

clothes etc. 

 The presence of the students in the School campus at all times should be strictly enforced. 

Strict discipline and to check the unauthorized absence of the students from the School is to 

be given paramount importance. 

 The students with a history of disappearance or running away from the School without proper 

permission are to be given special attention and a vigil is regularly kept on them. 

 The root cause for such behavior of the child must be ascertained, parents informed 

accordingly and corrective steps taken. 

 For certain ritual and functions which are observed in the School, necessary precautions and 

arrangements to be made in advance. Children should not be permitted to go on rallies for 

immersion of idols in tanks, ponds and wells etc. 

 No procession should be allowed to move from School out of the campus in the eve of any 

religious celebrations. 

 No student should be allowed to go on leave without written request of the parent of the 

person authorized by parent. 

 Any person/ parent visiting School must obtain permission from House/Master to meet the 

students invariably by mentioning in the visiting register with his name, address purpose, date 

and time of arrival and departure which must be seen by the House Master and Principal 
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PREVENTIVE POINTS FROM SUICIDE ACTIONS 
 The House Masters and teachers should develop the regular habit of visiting the dormitories 

dining hall and talking to the children in general about their welfare 

 Frequent interaction of House Master with the students to be developed in order to attend to 

the problems of children on regular basis more so their psychological, physical and emotional 

problems. 

 Proper regular counselling of the children is to be done to help the mentally disturbed children 

who are under depression. 

 Continuous communications between the child and the teacher should be maintained with 

proper follow up action. 

 No student should stay inside the dormitories during class hour. All the dormitories should be 

locked after the classes are commenced. 

 Psychological behavior of the students should be watched closely in order to avoid shyness, 

depression and aloofness of the students which may cause any sort of unforeseen incidents. 

 Corporal punishment to the students is strictly prohibited. Insulting in public referring to their 

parentage, caste, community etc. by the teachers will be viewed seriously and necessary 

action will be initiated against erring staff. 

 Proper counselling should be done either by House Master or class teacher/Principal in case 

of any mistake like stealing, telling lies by the students. 

 In case the student is not mending his behavior it should be reported to his parents and after 

giving one or two chances for improvement, necessary action should be taken. 

 Emotional behavior of the students should be watched properly. 

 Children in School are admitted at the tender age of 9 to 13 years which is a pre-adolescent 

or adolescent age which need counseling and continuous guidance to become physically fit, 

mentally alert and emotionally balanced. 

 The educational process will be pleasant, attractive and motivating to the child if firm trust is 

established between a child and the teacher. The bond of friendship and affection can be 

strengthened if the teacher is understanding and sympathetic. 

 Knowledge of child psychology will help the teacher in understanding and dealing with 

children of different abilities aptitudes and dispositions who come to School from 

heterogeneous socio-economic basic grounds. 

 The teacher is the best judge to identify any behavior, emotional, social, language problem in 

child and to provide proper stimulus, appropriate activities, necessary guidance and plentiful 

insight. 

 Each teacher should be a guide, friend, counselor to a child only then he/she contribute to 
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overall development of children. 

 Students problem must be listened patiently, politely and solved. 

 Informal conversation with the pupils by way of discussions with peers and planned 

observations in hostels, classrooms, playground should be developed. 

 House Masters should ensure that the students get their daily use items and all other 

assistances in time 

 The Principal and House Master must check progress of students in academic/sports and CCA 

and continue to guide the children. He should develop the sense of belongingness and security 

among the students. 

 Suicidal tendencies are very deep rooted. Family history play an important role. All House 

Masters should collect the family history of the child through informal chitchat with the 

child/guardian/visitors and will keep a record. They should invariably inform the Principal. 

 Generally the suicidal incidents takes places due to the child being over protected at home, 

feel badly homesick, gets disturbed, unable to tolerate japers/fear of getting fail, to come up 

to expectations of their parents, Extreme Humiliation by the fellow students/Teachers/ 

Principal etc. These may be taken care of. 

 School should develop a good social, authentic and environment friendly educational climate 

in the School. 

 Any child noticed disturbed, should never be left alone. His attention should immediately be 

diverted in an activity of his choice. 

 Awards to good students play effective role than punishment. Children should not be scolded 

in public on their mistakes. 

 Child is a child-like any child he needs kind behavior from senior students, teachers and 

Principal. 

 The child should feel himself at home, safe and secure in the School. 

 Minimize threats to the child. 

 Too much critical command by teachers/Principal is to be avoided. 

 Child should be heard, he should be enquired if he is looking upset, he should be guided, 

counseled and timely help and assistance provided to him. 

 The prefects should be given more responsibilities. They should be made responsible/ 

accountable for the duties assigned to them. 

 Shy, Isolate, neglected children should be identified and watched and they are taken care of 

properly. 

 Children on account of family disturbances like separation of parents, family etc. are to be 

specially attended. 
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SAFETY MEASURES DURING TRAVELS 
The safety of students travelling from one place to other is the prime responsibility of the 

escort(s) Particular care on the part of the escort(s) is needed to eliminate re-occurrences of 

unfortunate incidents. 

 Before proceeding in any journey the children and the escorted teacher should be briefed 

about all the details of the journey and precautions to be taken. 

 Escorting teacher should always be watchful to ensure that all students are present in their 

respective berth/seats 

 Lady teachers will invariably escort when girls are travelling. Even if there is one girl, there 

must be a lady teacher. 

 To maintain proper vigilance to watch the luggage material to avoid any theft or missing. 

 Minor first aid, medicine/materials is to be kept with the escort to meet in emergency of 

sickness. 

 It is the responsibility of the escorts to take the students on journey with utmost safety and 

security. 

 Valid identity card must be kept by the students during journey. Children should never be sent 

unescorted. 

 Food after satisfying to be hygienic is to be served during journey. 

 Food articles sold through unauthorized vendors is to be avoided. 

 Strict instructions to be given to the children not to move outside the compartments without 

escorting or to get down at the station. 

 Safety measures like eating street made food, rash running, frequently standing on window 

side and peeping outside is to be instructed. 

 The escorting teacher must invariably travel in the class of accommodation and in the same 

compartment of the students. 

 The students may not be permitted to leave the compartment without escorting. 

 In case of articles of foods to be purchased, one or two students may be taken by the teacher. 

Normally, efforts should be made that all eatables are taken by the in-charge of the party 

before undertaking the journeys. 

 In case the party is very large students be divided into groups and one escorts to each group 

deputed who will be responsible for the group. Normal criteria for number of escorts is one 

for 10 or less than 10 students and one for every additional group of 10 or less students 

subjects to the maximum of 5. 

 At least one regular staff should be included in the escorting team. 

 Counsellor should not be engaged for escorting duty. 
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GENERAL SAFETY MEASURES 
 The electric wiring and points are to be kept in order. In case of any un inculcated live wires 

find, the wiring must be changed and electricity disconnected till such defects are set right. 

 The distribution boxes of electrically should be locked and the keys should be kept only under 

the custody of electrician or In-charge House Master. 

 Immediate necessary measures should be taken to repair the loose wiring/connections. 

 In case of any such need Electric gadgets should be handled by responsible employee of the 

School. 

 In few cases trees are placed just below the electric line whenever the branches grow it 

touches to the LT line and sparks dangerously. It should be checked regularly and branches 

should be dressed off in such a way that it will not touch to the electric wire any time. 

 Students should be warned not to touch electric poles. 

 Fencing should be provided to the steps of overhead tank to avoid children climbing over head 

tank. 

 The broken railing of stairs should also be got repaired immediately. 

 The safety and security points of the children should be discussed periodically by the Principal, 

House master and other teacher and chalk out strategies. 

 A Safety and Security Committee should be formed. The Committee will meet once in a 

quarter to discuss about safety measures to be adopted by the School. 

 Security briefing should form part of regular programme of morning assembly. 

 Broken furniture, naked iron rods etc. should be stored somewhere where there is no frequent 

movement by the students. 

 Students should be forbidden to keep any type of weapons, toxic drugs, Phonographic books 

and photographs etc. with them. Surprise checking should be done quite often. 

 Timely arrival of the students is to be ensured to the School assembly and class. Unauthorized 

absence to be checked. 

 Very often students come late to the class during short breaks. No students should be allowed 

to go to dormitory during small break/recess without permission of the House Masters. 

 Proper drinking water into be provided during class hours. Students should be kept fruitfully 

busy so that they may not indulge themselves in indiscipline activities. 

 Adequate care is to be taken while working in Science laboratory. Handling of glasswares or 

heating of things must be done carefully. Wherever gas cylinder is used for the laboratory 

purpose proper care must be taken to operate to avoid fire accidents. 

 Since the School is having a very vast campus there may be chances of having long grasses and 

marshy areas, bushes etc. Care should be taken to clean weeds and bushed all through the 
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campus and marshy areas should be filled with soil or sand to avoid any mis-happenings. Steps 

must be taken utilize the whole land for one or the other purpose. 

 If the whole campus is properly utilized, proper pathways should be created and flood lights 

should be placed in different places in the campus, specially near the boys and girls 

dormitories. 

 Entry to the campus should be ensured from one main gate only. There should be a gate book 

where entries of outsiders/visitors should be made. Students who go outside should show 

gate pass issued by the House Masters and should make entry in the gate-book. 

 A format giving details with affixed photograph of the person authorized to take the child may 

be prescribed and obtain with the sign of the parent before the child is allowed. 

 Not to allow the parents/persons to meet the children frequently. 

 Only the 1st Sunday of every month may be fixed to meet parents/outsider. 

 Meeting of parents individually with the House masters and teachers may be organized to 

brief about the child. 

 Streamline and systematize the daily routine activities, while framing the daily routine 

activities it should be kept in mind that as far as possible the students should be kept actively 

involved in academics and co-curricular activities. 

 Participation of students in the management will prove helpful in avoiding accidents and 

mishaps. Students should be kept engaged in organising various programmes and workshops 

to develop extra- curricular skills. 

 Entry of movements of animals like stray cattle, dogs, pigs etc. should be checked inside the 

campus. 

MEASURES TO BE ADOPTED IN CASE OF MISSING OF CHILD 
 House master will report to Principal immediately. 

 Principal will report to Police and Distt. Collector. 

 Pass on the information to Parents by phone, special messenger. 

 Searching soon after noticing missing of the students. 

 Arrange broad cast through Radio, T.V. and publish in Newspaper. 

 Constant touch with Distt. Collector, Police and Office of State Project Director ς Samagra 

Shiksha. 

 To inform as and when the child is traced out. 

 To ascertain the reasons for absconding/missing of the child. 

 To take corrective measures to ensure that the child does not repeat the mistakes. Keep close 

watch on the movement of child. 

 To discuss with parents and bring to the notice of DEO in case of history of disappearance. 
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PROCEDURAL CODE TO BE ADOPTED IN CASE OF DEATH INCIDENTS 
 The House Master will report to the Principal immediately. 

 The Principal will inform the DEO/Distt. Collector and Police immediately by phone/ Whatsapp 

message/ email. 

 The parent should be informed immediately on phone or special messenger. 

 The Principal has to ensure that the Parents/guardians are assigned and briefed them about 

the situation. 

 Conduct of post-mortem. 

 Assist the parents to carry dead body up to native place. 

 To attend funeral. 

 To console the parents. 

 To organize condolence meeting in the School. 

 To provide all possible courtesy moral support and help to parents. 

 Soon after receipt of information, the concerned officer will rush to the School for inquiry. All 

death cases are to be enquired by concerned officer personally. 

 To identify the causes, events of death. 

 Obtain statement of Principal, Staff Nurse School doctor and House Master, students and 

other associated persons. 

 Take immediate disciplinary action/wherever required. 

 Statement of parents to be obtained, if feels necessary. 

 Send detail report of death along with relevant reports and statements. The finding of report 

should be clear. Matters related to specific event will only be reflected in the report. 

 If a child is died in hospital while undergoing treatment, the Statement of the doctor is to be 

obtained. 

PRECAUTIONARY MEASURES FOR CELEBRATION OF FESTIVALS 
 Adequate precautions are to be taken with regard to the movement of children inside the 

campus during celebration of festival days. 

 Teachers should be put on duty to organize the activities as per scheduled plan. 

 Special care should be taken to see that children do not move, around the hazardous and 

dangerous points, do not resort to climbing the trees, etc. inside the campus. 

 No procession should be allowed to move from School out of the campus on the eve of such 

celebrations. 

 Wherever the immersion of idol etc. is involved during festival, the Principal should ensure 

that the image/idols are handed over by the students in the Campus itself and the Principal 

shall make arrangement for immersion through outsider/security personnel. 

 Avoid celebration of potentially hazardous events. 
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PRECAUTIONARY MEASURES FOR THE SAFETY, SECURITY & PROTECTION OF GIRL STUDENTS 
 Adequate precautions should be taken with regard to the movement of girls inside the School 

campus in the darkness. Focusing/ Flood lights should be arranged around the girls dormitory. 

 A regular roll call twice a day as per schedule of the School should be ensured by the House 

Master. 

 Students should be divided into groups (each group consisting of 10 students) and one senior 

girl be nominated as leader of the group who will assist the House Mistress in keeping close 

supervision over the movement and problems of the girls of that group. 

 It may please be ensured that bolts of doors and windows of the ƎƛǊƭǎΩ dormitory are properly 

maintained. The head girl of the dormitory should be instructed to ensure that the dormitories 

are bolted from inside before the girls go to bed 

 Collapsible gates may be fixed to the entrance of ƎƛǊƭǎΩ dormitory which should be locked late 

in the evening. One of the keys should be kept with the head girls of the ƎƛǊƭΩǎ dormitory 

concerned. 

 Complaints of girl students and House Masters regarding repairs of electric wires, renovation 

of doors, windows and toilets should be attended on top priority from the maintenance and 

repairs provision. 

 Wherever the bathroom/toilets are located outside the ƎƛǊƭǎΩ dormitory complexes, a girl 

should not be permitted alone for bathing or ablution during late evening/night hours. Strict 

instructions should be given in advance that the girls should invariably be accompanied by the 

group leader or any other senior girl. 

 Regular medical care should be provided to the girl students. Staff Nurse should invariably pay 

frequent visits to the dormitories during the day and late evening and maintain records of 

health of the girl students. 

 Sick students should not be left alone in the dormitories during School hours/meals time 

instead of they should be kept under supervision of staff nurse or a teacher. 

 Regular medical check-up of the girls is done every month and appropriate health records 

maintained for ready reference. 

 No male member including Group D employees should be permitted to visit ƎƛǊƭǎΩ dormitories. 

In case of any emergent nature of work, the House Mistress should be informed, and she 

should ensure that, girl student is not left alone in the dormitories. Any male staff asking girls 

students to interact with them out of classroom hours should take the permission of the 

Principal. 

 Outside labourer, plumbers, carpenters or any other workers engaged rooms, white washing 

etc. should not be allowed to work in the girls dormitories after 6.00 P.M. They should be 
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allowed to enter in the girls complex along with a responsible teacher preferably a lady 

teacher/employee of School. In addition such work should be done under the personal 

supervision of the Principal and lady teacher. 

 The Principal or male teacher while visiting the girls dormitories should inform the House 

Mistress in advance and take her along with them during their presence in the dormitories. 

Late night hour inspection should be avoided by the male Principals. In case of emergency 

they should inspect the girls dormitories accompanied by one or two lady teachers. 

 As far as possible the cleaning of girls dormitories daily and bathrooms should be done by 

female group D employees. 

 The House Mistress should take round of girls dormitories daily and ensure proper supervision 

in respect of attendance of the girls in the dormitories and also arrange for appropriate 

locking/bolting of the dormitories properly. 

 A small committee consisting of the representative from different girls dormitories should be 

formed which will periodically meet and review the problems related to their safety and 

protection along with the House Master and Principal. 

 A register on the entry gate of girls dormitories should be maintained to check the movement 

of male workers to the girls dormitories. It should be maintained by the House Mistress/Head 

girl and periodically be inspected by the Principal. 

 The girls should not be permitted to visit the houses of teachers in an exceptional case the 

students should get permission either from the House Master or from the Principal. 

 Lady teacher should invariably be deputed to escort girls students while going on tours for 

participation of sports, games, cultural activities and other related activities. A responsible 

female teacher should escort the girl students on migration. There should be one escort for a 

group of 10 girl students. Every additional group of 10 or less students will have an additional 

escort. It should be ensured that even if one girl is travelling there must be a female escort. 

 All Lady Teachers particularly the House Masters/Asstt. House Master should have a 

continuous communication with the girls students. Any problems reported by them 

immediately be brought to notice of the Principal and attended to. 

 All the occupants of staff quarters in the campus are required to submit the list of their 

dependents staying inside the campus to the Principal. The said list may be updated regularly. 

Similarly, the details of guests visiting the staff quarters are also to be recorded at the main 

gate with the Chowkidar and the Principal should be kept informed about the visitors coming 

to the campus on day to day basis 

FIRE SAFETY MEASURES 
 All existing Schools shall install and regularly maintain fire extinguishing equipments of 
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appropriate type with ISI Mark-one for every 300 sq.m. of covered area or part thereof subject 

to a minimum of two such extinguishers for every floor. In addition, one extinguisher each in 

laboratory, kitchen, near to electrical installation and/or generator room shall also be 

provided. 

 The School buildings be kept free from inflammable and toxic material. If storage is inevitable, 

they should be stored safely. 

 Wherever dining halls are being used by the School for organizing meetings/functions for the 

students, one exit having 1.5 meters clear width for every 150 seating capacity subject to a 

minimum of two such exits located as remote to each other as possible shall be provided in 

the dining hall. The exit gates must always open outwards. 

 Necessary training be imparted to the staff and other officials of the School to use the fire 

extinguishing equipments. 

 The building shall be accessible to Fire engines. 

 Manually Operated Electrical Fire Alarm (MOEFA) shall be provided at suitable locations on 

each floor of the building. 

 Exist signs shall be provided in the building dormitories, MP Hall and Dining Halls at all exits 

and escape routes at appropriate locations. 

 Details of floor plans and exit routes etc. shall be displayed on the entrance floor. 

 All escape routes shall be kept clear of any obstruction and all the gates shall be kept unlocked 

during the occupancy of the School building. 

 There shall be proper facilities for storage of LPG cylinders in the laboratories, preferably these 

LPG cylinders shall be kept in a separate enclosure away from the classrooms so that there is 

no threat of fire spreading in the building in case of leakage of gas from LPG cylinder. 

Wherever LPG is issued for laboratories etc. normal precaution for use of LPG must be 

observed e.g. LPG stove should be kept away from the electrical wiring which may cause 

sparks. Similarly, LPG cylinder should be kept at a place where adequate ventilation is 

available. The rubber tube carrying gas from the LPG cylinder to the stove should be checked 

regularly and replaced, if so required. In case smell of gas indication of leakage of gas is 

observed, match sticks should not be used and none of the electrical points should either be 

switched on or switched off. In case of leakage of gas, windows and doors should be opened. 

Under no circumstances, the electrical heater should be operated near the LPG installation. 

At the place where LPG cylinders are stored, necessary water spray system shall be provided. 

 The electrical wirings in the School shall be laid in conduit or shall be concealed type. 

Wherever, there is external wiring, the concerned School shall take steps to get it laid in 

conduits or shall be concealed within a period of 6 months from the date of issue of this 
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circular. 

 The electrical circuit should not be overloaded. MCB and ELCB shall be provided in electrical 

installation. 

 As far as possible, the electrical meter board should not be installed in staircase and wherever 

already installed, it shall be either got removed or enclosed in a metallic box. 

 The emergency telephone numbers i.e. 100, 101 and 102 etc. as well as the telephone 

numbers of nearest fire station and nearest police station shall be displayed prominently in 

the School building. 

 Fire/Evacuation Drill should be conducted at least once in 6 months. 

 Wherever generator set is used in the School premises, apart from necessary precautions to 

take care of noise on air pollution, it should be ensured that this generator set is located in a 

separate part of the building with direct access from outside. 

 School shall not be allowed in temporary structures such as tents, pandals etc. 

MASTER ON DUTY (MOD) SYSTEM IN SCHOOL 

School are fully residential educational institutions where all the students and staff members 

have to stay in the School campus. School have been envisaged as model pace-setting institutions 

which aim at holistic development of children. Quality of academics is only a benchmark of 

excellence as perceived in School which aim at developing competency amongst students in 

scholastic and non-scholastic areas for effective personality development of each child. It is 

relevant to mention that School being residential institutions, we are fully responsible for safety 

and security of the children and to provide them homely atmosphere to support their physical, 

psychological and emotional needs. Thus, it is important to keep students meaningfully engaged 

in various productive and creative activities after the classroom teaching learning process to 

develop their skills and abilities under proper supervision. For this purpose various systems have 

been put in place including House System and Master on Duty which are implemented in all 

residential systems. 

Under Master of Duty System one teacher in the School is assigned the duty on rotation basis to 

supervise as to whether all the activities of the School are being conducted in the manner in 

which they have been designed. He/she is required to monitor various activities of the School 

during that day and submit a report to the Principal. Thus under the system he is required to 

observe, inter alia, 

 Whether the breakfast / lunch / dinner started on time and the food provided in the mess was 

of proper quality and as per the daily menu; 

 Whether any students who have reported sick, are given medical attention and prescribed 

diet, if any; 
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 Whether concerned House Masters/Mistresses have taken regular attendance; 

 Whether there is any disturbance in the School and specific reasons there for; 

 Whether all other activities of the School like Morning PT, Evening Games, Remedial Studies 

and Supervised Studies etc. are conducted on time and whether all the students and staff 

responsible for carrying out these activities, participated in these activities or not. 

 At the end of the day the Master on Duty has to submit a report of his/her observations to the 

Principal. Cases, if any, of any untoward incident /missing child / sickness / indiscipline of 

students, poor quality of food in the mess etc. are to be immediately brought to the notice of 

Principal for taking remedial action. 

DUTIES AND RESPONSIBILITIES OF MASTER ON DUTY (MOD): 

The Duties and Responsibilities of MOD may be brought to the notice of all teachers in the School 

and all School may be directed to use the revised formats for reporting for uniformity in all School. 

 The Master on Duty will submit the report to the Principal in the prescribed format before 

Morning Assembly on the next day. 

 He / She (MOD) will start with arouser and end duties with light off at night. 

 He / She will supervise the arrangements at the time morning assembly & all School functions. 

 He / She will ensure that all students behave properly during School functions. 

 He / She will supervise all the meals & refreshments. 

 He / She will supervise all roll calls. If any student is missing, will immediately report to the 

concerned house master & Principal 

 He / She will be present on the ground during morning PT & Evening Games. 

 He / She will enquire about sick students from the staff nurse of the School. 

 He / She will verify attendance of the students during afternoon remedial & evening 

supervised classes. 

 He / She will ensure punctuality of all School activities. 

 He / She will report any damage to the School property to Principal, if noticed on the day of 

duty. 

 He / She will report about indiscipline or serious incidents to the Principal, if any, noticed on 

the day of duty. 

 He / She will ensure that drinking water arrangements in the academic block & hostels are 

available. 

 He / She will make suggestions in all School activities based upon his / her observations. 

 He / She will be easily available all the time & should not leave the campus without permission. 

 He/ She will submit the report to Principal as per Annexure- 18. 
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Note: 

 Any untoward incident or any other matter requiring immediate attention of the Principal 

should be brought to his notice without any delay. 

 If duty officer is not able to perform duties on the prescribed day, he/she will inform the 

Principal well in time 

 MOD will receive the attendance details from the respective in-charges and report to 

Principal. 

 

  






































































































































































































































































































































































