4. Notwithstanding the sterling role of LMAs, there is a need to lay emphasis on aligning to
the current policy guidelines and need for standardisation wherever possible, to ensure learning
from best practices, attaining financial sustainability and providing quality educational environment.

5. This publication is written as a Guidelines for APPSs. The ibid guidelines may be suitably
translated into SOPs by respective Commands for smooth implementation as the role of LMAs
and BoA remains primary. This will prepare us better to align with the provision of Pre Primary

NEP 2020 in the future.

6. Although the NEP 2020 has been issued, the implementation of this policy is likely to take
time. It would be prudent to adhere to standardized norms, strictures. and policies issued by

AWES/ Regulatory bodies on the subject from time to time. This will better prepare us for aligning

with the provisions of NEP 2020.
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CHAPTER 1: BACKGROUND, AlM AND OBJECTIVES OF PRE-
PRIMARY SCHOOLS
Background
1. General. Post-independence, Indian Army started running its schools to provide

educa.non to its children. These Regimental Schools, Shaurya Army Pre-Primary Schools
established as a welfare measure based on authorization as Kindergarten Schools. They were
brought under the Army Pre School Education Council (APEC)/AWWA in 2005, to design a
sound ECCE programme for pre-scholars and prepare the child for formal schooling. Afelt need
of a common curriculum and uniform resulted in the schools getting delinked from AWWA and
plac'ed under the AWES from Apr 2011, which included guidance, formulation of policies, coordinate
curngulgm /_ booifs and teacher empowerment. Today, the APPSs are a veritable hub of activity,
functioning in a vibrant environment with support and involvement of formations, motivating them
to produce confident and responsive learners.

2. Command & Control. The trajectory of APPS since its inception has been based on an
adhoc structure, without a formal institutionalized layout. This was primarily, with a view to keep
the control at the Local Military Authority (LMA) level, given the peculiarities and dynamics of
each station, region and the State.

Perspective on Early Education

3. Early Childhood Intervention and Relevance at APPS & APS Levels. Parents and
parental involvement are as crucial in the child’s learning curve as is the research-based neuro-
science evidences for cognitive development. Since, such research-based evidence has shown
the importance of Early Interventions, there is a need to have Early Identification procedures
streamlined, beginning from admission to parent interaction and school intervention. This
facet assumes added significance for wards of service persons, who face changing social and
domestic environment due to unique service conditions. It is important to encourage parental
involvement and inculcate positive home environment in critical and crucial periods of cognitive

development (upto the age of 8 years).

4. WMWWW
(NCF) - 2005. The NCF 2005 identifies the age of Early Childhood stage until the age of 6-8
years, as the most critical period of a child's life for a foundational development that impacts
the learner for life. The National Early Childhood Care & Education Curriculum Framework
(NECCECF 2013) covers the holistic development of the child through “Play-way approach”,
developing interrelated domains of development, as stated in “Exemplar Guidelines for

Implementation of ECCE Curriculum by NCERT.

5. The planning and provision of early childhood and primary education programmes need to
consider the three Principles of Child Development i.e, Child development is a continuous
and cumulative process; Health, nutrition and educational / psychosocial development are
all synergistically inter-related and a child's development will be optimized, if the programmes
address not only the child but also the child’s overall context. The Pre School Curriculum
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ings out the Curricular Framework
h transition of the Pre - School leamerg

19, significanﬂy br
e Pre- School, the Primary

hat affect the smoot

by NCERT in August 20
nergistic functioning of th

ses and the factors t
This refers to the SY

published
Pedagogical proces
to formal education.
School and the parents.

Aim and Objectives

6. Aim.To develop co-
at affordable cost to the children of Army

educational Army Pre-Primary Schools for imparting quality education

personnel.
7. Objectives.The objectives of pre-primary education are as under: -
mosphere SO that the budding learner

(@) Ensure a welcoming, loving and caring at
settles down in an environment away from home.
onment which would catalyze the inquisitive instincts of the

(b)  Provide a learning envir
based learning attitude in the students.

growing mind and stimulate an enquiry-
(c)  Implementation of the Early Childhood Education (ECE) programme.
(d)  Promotion of inclusive education.

(e)  Assistin cognitive development of children.
(f P
) repare students for a smooth and seamless transition from UKG to Class-1
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CHAPTER 2:VARIOUS GOVERNMENT REGULATIONS FOR
PRE-PRIMARY SCHOOLS

8. Pre-Primary Schools. Education is a subject on the concurrent list of the Constitution of
India with a dominating role for the States, in regulating school education. As of date, most State
governments do not regulate Pre School Education. Pre School education was limited to two
years before Class-1 and under various names like Aanganwadi, Pre-school -1&2, Nursery &
Kindergarten, LKG&UKG etc. The DoP&T rules on Children Education Allowance (CEA) also
allow for two years prior to Class -1, besides formal school of classes 1-12. Government institutions
like NCERT and Ministry of Women and Child Development have recently begun to profess a
three-year pre-school system starting with the minimum entry age of three years. The New
National Education Policy 2020 also formalizes a three-year Pre-school programme starting after
completion of three years of age.

9. Registration of Schools. Normally, all educational institutions are supposed to be
registered with the State education department which oversees the functioning of the schools.
Play schools and Pre-primary Schools were kept out of the ambit of any regulators till recent
times. However, the New Education Policy 2020, by virtue of combining with Class 1 and 2 as
Foundation level, would result in regulating these schools, as and when the rules are implemented.
The Local Management must be prepared to get these schools registered with the state regulating
bodies and comply with their instructions, as and when formulated. ltis likely that these rules will
be in line with the rules set out for regular schools in the state, which include requirements of a
Society, land, building and safety norms.

10.  Pre-Schools with Classes above UKG. Pre-Schools which are already having classes
beyond UKG i.e., Class 1 upwards, come under the category of Primary Schools and are required
to be registered with the education authorities of the respective State Government and to comply
with their rules and regulations.

11. Bagless Culture. APPSs should lay emphasis on ‘no school bag’ and ‘no homework
policy’ and keep the books/workbooks at school itself. Students should only carry tiffin and water
bottle.

12.  Children with Special Needs (CwSN). No CwSN shall be put at a disadvantage in the
Schools. Inclusive education shall be afforded to all students who have already been identified or
show signs to be falling in the category of CwSN.

13-18. Blank.
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CHAPTER 3:MANAGEMENT STRUCTURE

References . ' | -
Appendix A - Certificate of Registration of Army Welfare Education Society Article 22 23
Management of Army Pre-Primary Schools

19.  The functional aspects of management shall primarily revolve around Chairman ang Patron,
The management chain should be as under:-

(@)  Chairman : CO of the Unit looking after the Adm of the Schog.
(b)  Patron : 10 of the Chairman.
() Academic Advisor Principal of the rearest APS.

20.  Fmn Cdr would ensure that the guidelines laid down are adhered for the efficient running
of all schools / institutions in their area of responsibility.

(@  Visit Schools/Institutions and monitor their activities & academic performance on

as required basis. Monitor implementation of policies of regulatory bodies and directions
issued.

(b) Projection, obtaining approval

, budgeting & monitor construction of schools through
AMWP & Welfare Funds.

()  Maintain data bank of all schools.

en
S. Obtain & forward views

of schools. Plan and execute
empowerment programme for APPS Heaq of School

(Headmaster / Headmistress)/

()  Maintain ligj

(f)  Provide legal assistance Consultancy to schools ang monitor progress of cases.

(@  Monitor financial health of €ach schog|,

(h)  Progress land transfer cases and procegg through QMG'’s channel

22.  The functions of AWES relatj
. ng to i
Chief of Army Staff in 2011 and are ag un?el:'P -SS have been given out by the orders of the then
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School (Headmaster/Headmistress) and teachers

okills opment and Research Centre (FDRC) to upgrade their knowledge and

(c) Provide advice ang guidance on Mmatters relating to pre-primary education.

t('d) hAV\IIES Cells, HQ Comds wil| provide su
1€ schools within their ju isdiction. AWES ¢ Is wi '

respective Come. o L o ells will act as link between HQ AWES and the

€llmay coordinate activities and provide information, as asked
for and may also extend technical advice.

23. A\(\{ES shall act as advisor for a|| matters for academic related issues of these Schools.
The Certificate of Registrat

' ion of AWES issued by Registrars of Societies, Delhi is attached as
Appendix A.

24.  For complete management of the school

_ , local SAMC will be formed. Its composition,
functions, powers ang responsibilities are enume

rated in Chapter 4.
Patron

25.  Patron (Brig) will ensure that all policies related to the academic and administration are
implemented. He will generally follow the chain of Comd. He shall be the coordinating authority
for redressing all parental, recruitment and service-related grievances. An ‘A’ branch officer in his
formation HQ shall be tasked to assist him in this role. The broad functions are as under:-

(@) Patron will nominate Chairman School Administration & Management Committee
(SAMC).

(b)  Advertise vacancies and conduct interviews for Head of School (Headmaster /
Headmistress), teachers and administrative staff will be carried out at Patron level.

(c) Award major penalties to Head of School (Headmaster / Headmistress).

(d)  Recommend Head of School (Headmaster / Headmistress) and teachers forawards
on Teachers Day/ AWES Day.

(e)  Any other responsibilities assigned by the higher management.

Officiating Appointments

26.  Asand when the chairman is away on duty/long leave, the Patron shall decide for an equal
rank officer to assume charge of his responsibilities towards the school. Except in the case of
Chairman, if any post is vacant for more than 15 days, the officer tenanting the appointment in the
officiating capacity can assume charge.

27 t0 29. Blank.
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References ' ' |

Appendix B Annual Administrative & Technical Inspection Article 5
pp . |

Appendix C - School Information Article 31

Patron |

30.  Patron will be senior to the Chairman and generally follow the Chain of Commang

31.  Powers and Responsibilities of Patron. Patron w.og!q exercise general supervision
over various activities of the school. His powers and responsibilities are as under:-

(@) Provide advice and guidance to the Chairman, SAMC and Head of Schog
(Headmaster / Headmistress) from time to time, as deemed fit.

(b)  Reviewing Officer for the annual confidential report of the Head of Schoo
(Headmaster / Headmistress). Accord approval to the composition of SAMC.

(c)  Approve Proceedings of Departmental Promotion Committee (DPC).

(d)  Peruse budget of the school and accord confirmation.

(e)  Exercise financial powers as per Rules and Regulaltions, as amended from time to
time.

(f) Peruse the Audit and Action Taken Reports of the school and endorse directions, as
deemed fit.

(9) : Selection and recruitment of Non-Teaching Staff of schools and regularisation of
services as per rules.

(h)  Award major penalties to Teachers /Supervisor Administration on probation. Gonfim
major penalties awarded by Disciplinary Committee to Adm Staff.

' Provid inistrati ,
g()) ssiblo ide Administrative support to the School through fmn resources to the extent

rriculum

I
() To ensure adherence to the National Early Childhood Care and CU licy
0 po

Fram ;
guideﬁggsrkfoz;olgoadntgerPre vty Curticulum by NCERT as well as NEP 2020 POC
pedagogical strae lational level teaching, monitoring & evaluation of the curriculu™ atlaff
competencios SCEIoeSI at APPS:s, 'S required through a technical inspection of t° S‘ng
meth"do'ogies,and |o academic plans, age appropriate and standardized teach al
classroom practices. Format for Annual Administrative and Te™" ©
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Inspection is given at Annexures I & Il to Appendix B.

(m)  Forward details of School Inf

ormation i
and when required, as per Appendix C to Command channel as

School Administration and Management Committee (SAMC)

32.

Composition. SAMC will be formed where schools are established, with a view to afford

freedom to cc:ordinate and facilitate day to day running of the APPSs. Their composition would be
as under (50% of members should preferably be females):-

33.

Chairman  -As nominated by Patron.

Secretary  -Head of School (Headmaster / Headmistress).
Members  -Staff Officer.
-Two Army parents of students in the School.
-Two teachers of the School.

-One educationist (Principal of neighbouring APS/Head of School
(Headmaster / Headmistress) of neighbouring APPS/any other school)

Notes:-

1. Parents and teachers nominated as members of SAMC will be rotated every year.
2. Relatives of employees/management will not be members of SAMC.

3. Composition of SAMC will be approved by the Patron.

4, Active member of Family Welfare Organisation may be incorporated for advice,

—

eedback and monitoring.
Functions. Functions of the SAMC are as under: -

(@) Oversee functioning of the schools including school hours, vacation and holidays
as per laid down policy.

(b)  Ensure implementation of policies by regulatory bodies and directions of BoA and
Patron.

(c)  Examine Inspection Report and ensure rectification of all observations made by the
Inspection Team.

(d) Examine proposed infrastructure projects and grant confirmation.

(e)  Prepare five-year roll-on plan. Ensure availability of adequate funds for growth of

the schools, pay & allowances of employees and routine expenditure while passing the
budget. Ask schools to draw up investment plan to build up adequate reserve.

(f) Nominate CA/ Auditor and ensure that school accounts are audited every year.
Examine the CA report and initiate action on observations. Also ensure local audit board

carries out audit of school accounts, regularly.
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34. S
are in touch with running of the school and necessary approval and sanction is accorded, ag and

Recommend amendments required in Text Books/ workbooks.

(9) n-teaching staff and regularization of Servige

(h) Consider case for recruitment of no
and grant approval for action as per rules. |
)] Examine demand for funds and approve the same. Monitor progress of execution,
(k)  Recommend up-gradation of the school, if applicable.

(1) Obtain list of suggestions received in suggestion boxes from Chairman Quartery
and monitor actions thereof.

Meeting of the SAMC will be held periodically (at least once in four months) so that members

when required without delay.

35. . . .
third members (minimum 5) present. The minutes of duly constituted meeting will be Properly

Quorum. The meeting shall be considered properly constituted with a minimum of twg.

recorded.

Powers and Responsibilities of the Chairman

36.

The Chairman will function as Chief Executive and exercise general supervision to ensure

proper functioning. His detailed powers and responsibilities are as under:-

(@)  To preside over the meetings of the SAMC and be responsible for all functions of
SAMC as given in Para 33 above.

(b) Initiate case for opening new school/adoption of existing school.
(c) Initiate case for infrastructure projects and supervise execution.
(d) Ensure school data is forwarded to all concerned.

(e)  Ensure that action is taken on observations in the audit report.

() Deal with all legal cases/complaints, pertaining to school and represent Chairman
and Patron in all Court cases. :

(9  Forward recommended amendments to rule books for schools.
(h) Initiate case for allotment of funds.

() Compile vacancies of teachers and initiate action for recruitment and conduct of
selection Boards.

gk) _ _Ensure publication of school magazine. Also ensure that articles for educational
Institutions magazine are forwarded in time.

() Ensure implementation of standard curriculum in the school as forwarded by AWES.

(m)  Ensure teachers attend workshops as - t
. per vacancies allotted. Arrange to conduc
training programme at school level. e, o g

(n)  Ensure regular updating of school website, if any.
(0)  Project school activities through media.
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(p) Ensure timely initiati .
@  Faciliate sely Initiation, review of ACRs ang dispensation where ne
. ces
ection of Head of School (Headmaster / Headmistress) o

(n  Demand fund ;
§ and intimat
for the funds allotted to CommandeAE/rvoSéeéz |Iof execution. Forward utilization certificate

(s) Initiate action on points approved in SAMC

(t) Exercise financial powers as |aig down by BoA

(u) . Sanction move of Head of School |

for official outstation duties.

(v)  Sanction

s oy |e:\|: etyp_(tas of leave of Head of School (Headmaster / Headmistress) and
without pay for all other employees, beyond three months.

w E jecti
(w) nsure that Goals and objectives are set and monitor progress.

Headmaster / Headmistress) / other employees,

(y) Obtain reqular fee
valsed By ther. g dback from parents, teachers & students and address issues

(2) Ensure Faculty Enrichment Programme (FEP) is subscribed, as planned at FDRC.

(aa) Attend maximum PTMs to obtain feedb
: ack f
improvement. rom parents towards School

(ab) '!'he Chairman is responsible to implement observations in the Annual Adm/Tech
Inspection Report.

(ac) Periodically interact with faculty/ staff and address important issues.

(ad) Ensure affiliation with nearest hospital for emergency treatment of students and
staff.

(ae) Exercise powers vested on him / her vide various articles of rule book on various
matters, as amended from time to time.

(af)y  Provide administrative support from unit resources to the extent possible.

37.  Inthe absence of the Chairman, Second in Command of the Chairman’s Unit, if nominated
as member of SAMC, will officiate as Chairman.

Staff Officer to Chairman

38. The Chairman may usé the serv_ice
performance of his duties. He will facilitat
accounts and other such documents sent by the

the Chairman.

s of staff officer, nominated by him, to assist him in the
e Chairman in his functioning on account of checking
Head of School (Headmaster/ Headmistress) to

39 Duties of Staff Officer to Chairman. The detailed duties are as follows:-

(@) He will actas the Principal Coordinator in all respects.
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y management of school.

s or modemization schemes forwarded by g
petent authority. Thereafter, to render advice ¢4
lementation of the projects based on the abgy 5

To assist Chairman in day to da

To scrutinize all the project report

them vetted by the cc?m
e ibility and imp

(b)
(c)

school ‘
the Chairman regarding feas

feedback.

(d) Facilitate administrative support for the smooth functioning of the school.

Disciplinary Committee (DC

40. A Disciplinary Committee will be formed to deal with cases of indiscipline in the schog|,

This will be read in conjunction with Articles 121 & 122.
(a) Composition of DC for Employees other than Head of School (Headmaster /

Headmistress).

Chairman SAMC (in his absence an equal level officer
member of the station nominated by the Patron).

*Head of School (Headmaster/ Headmistress) of other APPS
in station / close by location (as nominated by LMA).

- A serving officer from the SAMC to be nominated by the
Chairman.

- One teacher (only confirmed regular teacher) to be nominated
by the Chairman.

- SO0 to Chairman.

Presiding Officer

Members

*In exceptional cases/ remote locations, Head of School (Headmaster / Headmistress) of
some other local school may be co-opted.

(b)  Composition of DC for Head of School (Headmaster / Headmistress)

Presiding Officer

Chairman SAMC/An equivalent person nominated by Patron
- SO0 to Chairman.

Members - Anindependent member nominate by Patron
- One Head of School (Headmaster / Headmistress)(female)
of an another school (from an APPS, if possible).
- A Senior teacher from another School (preferably from an

APPS), but not relateq /connected with the unit of the
Chairman.

(c)  Functions,

i To consi L

é()Jmmittee :nndsgciﬁ;rtzqzt;erg?gn?.feénquIry officer/inquiry committee/complaint
) Ord and pass order as deemed fit

(i) Consider representatio '
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(iii)

Notes:-

Fo i )
rward suitable cases to Patron for final disposal with its recommendations,

1. If the DC is considering discioli
_ g disciplinary case of its mem
member will not participate in the s ryings. any of its members, the concerned

2 In case major
/ Headmistress), fo
penalty, to the auth

3. In case major penalty is recommended for the Head of School (Headmaster /

Headmistress), forward the ' iscipli i i
) proceedings of Disciplinary Committee containing award of
penalty, to the Patron for confirmation. pinary o

penalty is awardeq to the employees less Head of School (Headmaster
r\/\{&}rd the p.roceedln.gs of Disciplinary Committee containing award of
orities as laid down in Appendix W for confirmation.

4. Where the DC fails to arrive at a decision for reasons to be recorded in writing,
forward such cases to Patron for disposal.

5. DC can also place an employee under suspension where prima-facie is established
or w_here_a fair and impartial inquiry cannot be conducted, if the employee is allowed to
continue in office/post.

6. Presiding officer of DC will give an opportunity to the defaulter (in writing) to make
a statement in his/her defence to the DC by giving, location date and time. If the defaulter
does not reply, fails to appear in DC at given date and time or declines to make a statement;
the DC will record the same. If the defaulter makes a statement, the same will form part of
the proceedings.

7. If any member is a witness in the case, he/she will not be a member of DC. A
suitable replacement will be nominated by the Patron.

Complaint Committee for Female Employees / Children

41.

A Complaint Committee would be constituted in all APPSs to deal with the complaints of

sexual harassment / sexual assault in the school premises. The composition and functions of the
Complaint Committee would be as under:-

1

(@) Composition.
Chairperson - Senior suitable female faculty member.

Two female employees of school. Where two female
employees are not available, one female and one male
employee.

- Representative NGO familiar with the issues of sexual
harassment at work place (wherever NGO familiar with the
issues of sexual harassment at work place is not available in
the station, especially in schools in remote areas,
representative of AWWA may be detailed).

Members o
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b Functions. - .
(b) ) Recommend measures for improvement of work conditions, leisure, health
(i

I |

sexual harassment. . o
Ints t
(i)  Forward investigation reports on sexual harassment compla o] D|scup||nary

) e oIS,
Committee for suitable action along with its recommendatio

Notes:-

1. Complaints of sexual harassment will be submitted by the corrplalrr:?nttﬁ menting,
If the case of sexual harassment is reported verbally by thg comp al.?ta , eld ead of
School (Headmaster / Headmistress) / Chairperson of cor_nplalnt‘ Cr:(')m;,l hee would ask the
complainant to submit the complaint in writing at the earliest (within ours).

2. If the complaint involves any member of the complaint committee, the concerneq
member will not take part in processing the complaint as member of the Complajnt
Committee. Another suitable member shall be deputed.

3. If the sexual harassment complaint involves the chairperson, the complaint will be
submitted to the Head of School (Headmaster / Headmistress). If the Head of School
(Headmaster / Headmistress) is the Chairperson of the Complaint Committee and the
complaint involves the Head of School (Headmaster / Headmistress), the sexual harassment
complaint will be submitted to Chairman who will investigate the matter and submit
recommendations to the Disciplinary Committee/Patron who would take suitable action.

4. In case the sexual harassment complaint is against the Chairman, the complaint
would be sent to the Patron for necessary action as deemed fit.

5. In cases of penetrative or aggravated sexual assault, all assistance will be provided

by the school to the victim in lodging FIR. The offender will be handed over to the civil
police and all possible help extended to the police.

6. It will be ensured that the identity of the victim including name, address, photograph,

Iamily details, neighbourhood or any other particulars indicating identity will not be disclosed
0 anyone.

7. In sexual harassment cases other than men

yvill bg given to the police by the School statin
Investigation by the Complaint Committee.

tioned in Note 5, a copy of the complaint
g that the sexual harassment case is under

12




CHAPTER 5:THE HEAD OF SCHOOL (HEADMASTER /
HEADMISTRESS)

References

Appendix D - Recommended Fee Structure

Article 47

Powers and Responsibilities of the Head of School Headmaster / Headmistress

44,

The post of
female candidates s

rI\-ltﬁad of thg Institution” may be restricted to women. Hence, only suitable
all be appointed and known as Head of School (Headmaster/ Headmistress).

er;d of ich?ol (Headmaster/ Headmistress) will render advice to the Chairman on future growth
o) edsc. ool to cover all aspects. The other responsibilities of the Head of School (Headmaster
/ Headmistress) are classified under the heads of Academic, Administration, Finance and Welfare.

45.

13

Academics.

(@) To plan one year’s academic work in advance in consultation with her colleagues

and to hold staff meetings at least once a month to review the work done during the month
and to assess the progress of the pupils.

(b) To supervise, guide and control the work of teaching and non-teaching staff.

()  To help and guide teachers and promote their professional growth and towards this
end, actively encourage their participation in courses designed for in-service training.

(d) To promote initiative of teachers for self-improvement and encourage them to
undertake experiments, which are educationally sound.

(e)  To organise teachers for study of curriculum and syllabi, with a view to analyze the
objectives of teaching of various topics and adapting the instructional programme, with
due regard to inter-subject co-ordination. Such study is particularly necessary when a
new curriculum or syllabus is introduced. Update the curriculum as per instructions/circulars/
notifications issued by AWES, from time to time.

(f) To ensure that Teacher’s Diary is maintained in a manner that it helps the teacher in
his/her day-to-day work and helps others to understand and appreciate his/her work. Six
best notes of lessons be forwarded to the Chairman each year.

(@) To supervise class-room teaching and secure co-operation and co-ordination
amongst teachers of the same subject/area, as well as inter-subject co-ordination.

(h) To provide special help and guidance to teachers newly entering the profession, on
first appointment.

(j) To prescribe ati
pupils and ensure that as

(k)  To make necessary arrangements for organising special instruction(s) for the pupils,
according to their need.

me table for scrutiny of written work and home assignment of the
sessment and corrections are carried out regularly and effectively.
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46.
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the new grading schedules, which may be prescribeg
their yearly work and not only to evaluate their wory
otice of the Chairman the meritorious work done or g
er to improve instructions.

(1) To inform teachers about
from time to time for assessing

objectively but also to bring to the n
successful experiment undertaken by any teach

ate various co-curricular activities through the House Syster,

m) Toorganise and co-ordin activiti
o y d ensure maximum participation by students at school ang

or in any other effective way an
cluster levels.
rsions after proper pre-planning.

(n)  Toorganise periodic educational excu
pments in the field of education,

(0) Tokeepin constant touch with the latest develo

(p)  To organise in-service training of teaching staff in consultation with institution of

repute e.g. NCERT and FDRC.

(q)  To develop and organise the library resources and reading facilities in the School
and ensure that pupils and teachers have access to and use books.

(r) To establish liaison with local reputed Schools to get the latest information regarding
academic schemes, procedures and projects followed by them.

(s)  To ensure that special children are integrated in their classes and monitor their

academic progress.
() Take at least 12 periods per week and maintain interaction with the students.

Administration. The responsibilities are as under:-

(@)  Appointment of Administrative Staff as selected by the SAMC.

(b)  Toimplement instructions and policies of the authorities in respect of curricular and
co-curricular activities and to take steps to bring about healthy development of the school
in these fields.

(c)  Toadminister school on sound lines and to develop healthy teacher pupil relationship.
(d)  To be responsible for proper maintenance of school accounts and school records,

service books of teaching and non-teaching staff, returns and statistics as prescribed by
the Society, from time to time.

e) To handle the official correspondence relating to the School and to furnish within
the prescribed dates, all returns and information required by AWES.

(f) ' To formullate gnd submit to the Chairman for approval, proposals for teaching staff,
furniture, teaching aids etc, well before commencement of the academic session.

(@ To make purchase of stores required for the School, in accordance with the procedure
laid down in chapter on Financial Management.

(ahn)d q eTorQa_v? physical verification of school property and stocks including condemnatio”
adminisr:ratci:\l/z Iotn f;:onducted by a committee constituted for the purpose through the
staff of the School, at least once a year and to inspect the stock 1995

14
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parents or guardians.

(p) To establish liaison with local units and authorities in order t

. 0 secure help for better
functioning and growth of the school.

() To maintain record of leave for staff. Also sanction all types of leave for staff, except
cases of Extra-Ordinary Leave (without Pay) will be referred to Chairman.

(n Proper dissemination of all orders and instructions from Chain of Command and
AWES and ensure their compliance. She shall keep Chairman apprised of the same.
There shall be no deviation from laid down Rules and-Regulations. The Head of School
(Headmaster / Headmistress) will ensure correct implementation of policies. Management
of the school is not authorized to approve any deviation from policies. Any deviation ordered
by management will be intimated to BOA by the Head of School (Headmaster /
Headmistress), on occurrence.

(s) Arranging printing of school magazine, Diary and Calendar, if required.

(1) Address school assembly from time to time to disseminate important information
and emphasize on inculcation of healthy moral and social values.

(u) Identify infrastructure requirements of the schools and project the same to SAMC.
(v) Ensure safety and security of students, employees and property in the campus.

(w)  Report any untoward incident in the school to the authorities.
(x)  Ensure allamendments to laid down Guidelines for APPSs are incorporated/ pasted
X

h i in the books concerned.

at the appropriate place | |
(y) Maintain a list of medico sensitive students to cater for medical emergency.
y

(2) To ensure timely initiation of ACR of all employees.
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47.

48.
49.

50.

ancial Management. The responsibilities are:.

hapter 12 on Fin
efer to Chap year to SAMC before 31 Jan each yeq,

School budget for ensuing fin

Finances. R

(a) Present
(b)  He/She wil
(i) Scrutiny

(i)  Ensure strict adherence 10
make good any l0ss suffered by th |
| financial documents and append a certificate to thig
for Chairman’s countersignatures.

| ensure the observance of the following instructions: -

of pay bills and ensure correctness every month.

entittements of staff and will be responsible t,
e school by negligence or ignorance.

(i)  Personally, scrutinize al
effect, before putting them up
ematic record of entitlements, dues and liabilities of the staff

. . H st .
(iv)  Maintain a sy sal by the Chairman.

and periodically produce them for peru

(c)  Make arrangements to draw the money from the Bank and will be responsible for its

security, safe custody and accounting.

(d)  To make all payments (including salaries etc) in time and according to rules.

(e)  Toensure that the school fees are realised and credited to the School Account. He/
She will maintain a proper record of defaulters and sundry debtors and prepare a monthly
fee reconciliation statement showing amount of fees due, previous dues, if any, fees realised
during the month and fees still due. This should reconcile with the Sundry Debtors list.
A suggested fee pattern is given at Appendix D.

(f) Responsible for proper utilization of School funds and ensure financial viability.

(9)  Toensure thatfinancial entitements of School employees like service gratuity, leave

gncashment and EPF are paid in time and correct record of the same is maintained in the
chool.

Financial Powers. Refer to Chapter 12 on Financial Management.
Welfare. The responsibilities are as under:-

(@)  To grant permission to Group ‘D’ Employees for appearing in higher examinations.

(b)  Tolook after the welfare of students and employees

(C) Adequate Suggesti0| | boxe (0] l)al ent n || l e p| 0] ded
: l l I I ' I | Sa d Sta SuggeS“OhS Sha” vi !

H
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CHAPTER 6: CODE OF CONDUCT FOR TEACHERS
The Code

ﬁﬂ ‘hest-rsetzﬁzzl;(:asf :::e obligation to conduct himself or herself at all times in accordance with
lg“_ o Slo 9 teac_hlng profession, aiming at quality and excellence in work and conduct,
setting an example which will command respect of pupils, parents and colleagues.

22|- h"_\léeaChe"’S duty is not merely to communicate knowledge in specific subjects but also to
elp children grow to their fullest stature and unfold their personality. In this responsible task,

what matters mpst is personal example of the teacher. The following points are, therefore, laid
down for the guidance of the teachers of the APPSs:-

(@)  Every t‘ea.cher shall, by precept and example, instill in the minds of pupils entrusted,
values of patriotism, respect for all, love for nature and tolerance for other faiths.

(b)  Every teacher has a responsibility towards pupils. He / she must: -
(i) Be impartial in his/her relations; be sympathetic & helpful to slow learners.

(ii) Aim to improve physical, mental and moral well-being of pupils leading to
overall personality development.

(iii) Promote freedom of expression coupled with discipline & dignity.
(c) Every Teacher should be above board in personal conduct and should: -

(i) Be temperate and sober in habits, should scrupulously avoid chewing of
betel leaves, smoking and such other undesirable habits in the presence of students

and within the precincts of the school.

(i) Have an exemplary moral character, dealings with members of the other sex
in the School or outside, should not be such as would cause reflection on his/her

character or bring discredit to the school.
(i)  Be neat &clean and dressed in a dignified manner.

(iv)  Abide by rules and regulations of the School and show due respect to the
constituted authority and diligently carry out instructions.

(v) Be punctual in attendance and all work related to class work and any other
work or duty assigned by the Head of School (Headmaster / Headmistress).

(vij  Consider school property and funds as if placed in trust with him/her and
exercise the same prudence and care, as he/she would do in respect of his/her own

property or funds.
(viij Promote dignity and solidarity of his/her profession.

(vii) Be polite and courteous towards parents and guardians.

(ix)

Reflect positive aspects of life in the Armed Forces.

Pink Book Vol. 1 Guidelines for Administration
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(d)  Attend in service training/workshops/seminars when detailed by the School.
(e) Don’ts. A Teacher Will Not: -
(i) Divulge confidential matters related to the institution.

(ii) Be a member of any political party or indulge in activities either openly or in
camera, in support of any such party.

(i)  Be amember of the State or Central Legislature. He/she shall resign his/her
job, before standing for election as a candidate.

(iv)  Indulge in or encourage any form of malpractice connected with examinations
or other school activities.

(v)  Indulge in making allegations against anyone, which are fake and not
supported by concrete evidence and are only based on hear-say.

(vi)  Undertake private tuition of students in any form. Extra coaching organised
in the school campus after the school hours will not be considered as “Private
Tuition”

(vii) Engage himself/herself in any commercial activity or as a selling agent/
canvass for any publishing firm or trader in school campus.

(viii) Represent his/her grievances if any, except through proper channel, nor will
he/she canvass any non-official or outside influence or support in respect of any
matter pertaining to his/her service.

(ix)  Accept or permit any member of his/her family or any other person acting on
his/her behalf, to accept any gift from any pupil, parent or any person with whom he/
she has come into contact by virtue of his/her position in the school.

(x) Ask for or accept contribution to or otherwise associate with raising of any
funds or other collections in cash or in kind in pursuance of any object, whatsoever,
except with previous sanction of the competent authority.

(xi)  Discriminate against any student on the grounds of religion, caste, region,
language, place of origin, social and cultural background or and any of them.

(xii) Neglect in duties assigned to him/her by the school.
(xiii) Remain absent from school without leave or without prior permission.

(xiv) Pass any sexist, racist or other derogatory comments against anybody or
make allegations, which are not based on facts supported by evidence or making
allegations against any member of staff, parent or management, which are later
found to be baseless.

(xv) While being present in school, absent himself/herself (except with p(iOf
permission of Head of School (Headmaster / Headmistress)) from the class which

— 18
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53.
staff of the school as W
violates the code of con

54.

he/she is required to attend.

(xvi) Practice or inci
I Incite :
untouchabiliy. a student to practice casteism, communalism or

(

xvii) Cau inci
) Se or incite any person to cause any damage to school property.

(xviii) Pro ;
Sect;rian é)lilgoaot: ct)rr]riggi?g/ h;ls,/her teaching lesson or otherwise, communal or
activities. allow a student to indulge in communal and sectarian

XiX .
i(n rc))w dBehavgor encourage/ incite any student, teacher or other employee to behave
y or disorderly manner in the school premises.

(xx)  Be guilty of misbehavior or cruelty towards any parent, guardian, student,

teacher or other employee or give corporal/mass punishment to students

(xxi) Organize or attend any meeting in school except where he/she is required,

cc)]r permitted by the Head of School (Headmaster / Headmistress) of the school to
0 SO.

(xxii) Carry out monetary transactions with pupils and parents and/ or exploit his/
her school influence for personal ends.

(xxiii) Smoke, use tobacco/tobacco products within the school premises.
Note:-

1. The expression “gift’ shall include free transport, boarding, lodging or other service
or any other pecuniary advantage when provided by any person other than a near relation

or personal friend with no official dealings.

2 A casual meal, lift or other social hospitality of a casual nature shall not be deemed
to be a gift.
3 On occasions such as weddings, anniversaries, funerals or religious functions when

the making of a giftis in conformity with the prevailing religious or social practice, a teacher

may accept gifts.

i ‘ [ f non-teaching
Il apply, where applicable, to the members O
gt COdee?lf :s :\:: ﬂeW;d o?gghool (Headmaster/ Headmistress). If any employee

duct, he/she will be liable for administrative or disciplinary action.

Blank.
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CHAPTER 7:DUTIES AND RESPONSIBILITIES OF SCHOOL
S ACADEMIC & ADMINISTRATIVE STAFF

55. Faculty. The faculty shall be responsible to impart equcation_to students in “?'37 way
method'. Il is essential that teachers of APPSs adopt a loving, caring, tolerant,‘panem and
compassionate towards these children. Extra caution needs to be exercised on their safety znq

careful observation ensured to find out their response to instructions.

56. Teachers will be required to adapt to latest pedagogy as adyogated for young children and
should be inquisitive and progressive in their personal outlook to imbibe modern practices in the

fast-changing educational system.

57. Wellness Teacher (Counselor). Duties and responsibilities of Wellness Teacher are:-

(@)  Workas aMental Health Professional directly under the Head of School (Headmaster
/ Headmistress).

(b)  Administer Psychological tests and interpret results and advise parents for counseling
by specialists, wherever required.

(c)  Take effective measures for preventive and crisis handling.
(d)  Conduct parental counseling sessions and workshops.

(e)  Assist school authorities in formulating discipline policies.
(f) Guide and assist teachers to manage behaviour of children.

(g) Beamember of interview board and conimittee for selection of students and teachers
for appointments, wherever required.

(h)  Act as advisor to the Head of School (Headmaster / Headmistress) on behavioral
matters in the school.

58. Special Educator. Duties of Special Educator are:-

(a.) Needs to haye the right mindset and temperament to work with students who have
wide range of learning, mental, emotional, cognitive and physical disabilities.

(b)  Becreative, highly intuitive, calming nature, detail and deadline oriented, adaptable
and even tempered. ’

(c)  Be able to identify specific need of a parti .
cular st ent
lessons to meet each student's needs. P udent and plan, adopt and prées

(d)  Teach life skills and basic literacy to affected students

(e)  Assistgeneral education teachers to adapt lessons that will meet needs of requirements:

") Maintain organized classrooms
breakdoyvn instructions into small m
give children of CwSN opportunitie

, limit distractions, use music & voice modulators:

anageable tasks, use multi-sensory strategies 2"
s for success.
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(9)  Depending on situation m

with CwSN and add ay stay within a Designated Resource Room and work

ress each disability factor to overcome them
(h)  Should track student's .
evaluations, create & reinforce ¢J
students for standardized tests

(i)  Shouldbe .
able to communicate and coordinate with others involved in the student’s

well-being i.e., parents, soci
: y , social workers, school psychologi i i
therapists, school administrators and other teaCheF;SY oist ccupational & physical

grogress, provide information to parents, create tests/
Ssroom rules, work with school administrators and prepare

k Hi [ :
\(N l)wich facsil/iit-iaetg:lttt;mate r_o!e as a Special Educator is to provide instructions and support
€ participation of students with disabilities in regular classrooms.

() Maintain resource room and i
undertake a
(Headmaster / Headmistress) " ciher tasic given by fead of Sehoa

59. Librarian. No separate Librarian shall be hired. The teacher nominated to maintain the

small Iibrary_should be responsible for accounting and maintenance of the Library including the
assets therein.

60. Computer Tech.nician. A Computer technician should be hired if School has more than
20 Co_m.puters & IT equipment. If less IT equipment, option to have on call arrangements with a
technician could be considered. If Technician is hired, following be applied:-

(@)  Will be responsible for maintenance & upkeep of computers and IT equipment.

(b) Responsible to switch on/off all computer systems in the morning/evening and to
ensure smooth functioning of the Network/Laboratory.

(c)  Should complete scheduled maintaining tasks like running of Anti-Virus, Scan disk/
Disk Defragmenter progress on each machine once a week, making note of frequent
faults occurring, proper list of Hardware Components/Software available.

(d)  Keep proper records of Annual Maintenance Contract and its timely renewal.
(e)  Keep records of all System Software/Educational Software and furniture/items in

Computer Laboratory.
f) Installation and periodic up gradation of Software / Hardware / Anti-Virus.

) Recommend upgradation of computers consistent with technology development.

(

( | .
(h) Undertake trouble shooting/minor repair of computers, peripheral and Networking.
(

j) Maintenance of Network and Internet connectivity.

ts, cannibalize defective components with
heck and remove common system faults, . .
E)ke)rmisgon of Head of School (Headmaster / Headmistress) and request for service of

engineer, if essential.
Administrative Staff

r Administration will be hired if a School is beyond

61.  Supervisor Administration. Supervisors !
Stfengtﬁl:)f %Bv(;ss?::ents. If the Student strength is less than 300, School may be provided local
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military support to obviate financial burden on the school. He would work under Head of Schog
(Headmaster / Headmistress) and have following duties:-

62.

Pink Book Vol. 1 Guidelines for Administration

(a)  Responsible for security arrangements during day'anq night including fire prevention
and lighting arrangements. Supervision to ensure functioning of school guard and proper

maintenance of registers at the main gate.

(b)  Assist in making satisfactory arrangements for §upply of drinkiqg water for pupils
and ensure that school buildings and its fixtures & furniture, office equipment, lavatories,

play grounds, school garden etc are properly and carefully maintained.

(c) Ensure general upkeep, repairs/maintenance of accommodation, vehicles, furniture
and equipment.

(d)  Proper hygiene & sanitation and conservancy arrangements in the campus.

(e) Liaison with units, MES and other institutions for effective functioning.

(f) Liaison with SHO for organizing anti mosquito sprays.
(9) Effective supervision of the premises to prevent pilferage, theft, trespassing and
encroachment.

(h) Liaise with Station HQ for Army buses for transportation of children. Coordinate
with transporter to ensure smooth running of hired transport.

() Administrative arrangements for educational and recreational trips.

(k)  Arrange Annual Stock Taking cum Condemnation Boards in respect of all stores.
() Assist in administrative arrangements for annual/ sports day, other competitions
and annual inspection.

(m)  Ensure timely repair of electric, sanitary fittings and buildings as per orders of Adm
Officer/Head of School (Headmaster / Headmistress).

(n)  Supervise group D staff and employ casual labour for casual/routine work of school,
as per orders of Head of School (Headmaster / Headmistress).

(o)  Maintain details of important telephone numbers of essential services like Police,
Cantonment Board, Hospitals, Fire Stations, District Administration and Education Authorities
including District Disaster Management Centre efc.

(p)  Any other duty assigned by the Head of School (Headmaster / Headmistress).

Head Clerk.

(@)  Supervision and control of office staff and ensure smooth functioning of offices.

(b)  Assist Head of School (Headmaster / Headmistress) & Supervisor Administration in
administration and office work.

(c) Co-ordinate meetings, conferences, functions and other co-curricular activities/
competitions.

(d)  Meet petty expenses, maintenance of accounts and handing over the same 10
account section, each month.
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63.

64.

23

(e)  Prepare ‘documents for inspections/visits/meetings.
(f) Ensure timely submission of periodic reports and returns.

Maintai - -
(9) aintain register pertaining to students’ admissions and withdrawals.

(h)  Attend to visitors, students &

sorted out. staff members and get their work/queries replied/

' Get offi : :
0 _ fce documents, files and registers updated. Ensure digitization of records.
(k) Maintain leave record of school staff.

() Maintain school offic ; g i i
stores and equipmant. es, Head of School (Headmaster / Headmistress)’s Office, Office

(m)  Maintain demand register.

(n)  Remind Supervisor Administration to hold stock taking board every year.

(0)  Any other task assigned by the Head of School (Headmaster / Headmistress).
Accounts Clerk. Will work under Head Clerk and duties will include the following:-

(@) Maintenance of cash Account books & ledgers including digitization of accounts.

(b) To get school fees receipts from the bank, enter in fee receipt register and maintain
proper record of fee receipts.

(c) Ensure fee collection is as per fee due. In case of discrepancy, report the same to
Head Clerk/ Head of School (Headmaster / Headmistress).

(d) Prepare summary of fee collection, reconciliation statements and list of defaulters
overall responsible of accounts office concerning all accounts.

(e)  Prepare vouchers of daily income/expenditure and entries in cash books/ledgers.
Preparation of monthly balances of cash book / ledgers.

(f) Prepare pay roll, salary slips of school staff every month and ensure timely deduction
/deposition of EPF, ESIC, Taxes and timely issue of Form-16.

(g)  Depositing of cash/cheques to bank. Reconciliation with monthly bank statement
and keeping record thereof.
(h)  Preparation of quarterly audit board proceedings.

(i) Assist Chartered Accountant in carrying out audit.
Ds and remind Head Clk/Supervisor Administration/

hotocopies of school F
el of S : dmistress) for their crediting/re-investment at least

Head of School (Headmaster / He_a
thirty days before the date of maturity.
(1) Will also be the School Cashier. However, he/she would not hold more than

Rs 10,000/~ under charge in cash, at any time.
(m) Carry out all tasks assigned by Head Clerk/Head of School (Headmaster /

Headmistress).

Ayaas. Ayaas will be employed in Schools on as required basis. They shall not gxceed a
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. T [ [ d by Head
ioule se quidelines. They shall perform all duties as assigned by Head of
scale as stipulated in et and teachers for managing the children. They have to be

hool (Headmaster/ Headmistress)
Sgl;te argd caring for students and courteous to faculty and other staff members.
65. Watch & Ward Staff | (Chowkidar). Watch & Ward Staff will be responsible to look after
school property during the school closure and duties will be to:-

en locked properly and keys deposited with Supervisor

(@) Ensure all rooms have be :
admaster/ Headmistress) / any other designated person.

Administration/ Head of School (He
Lock the main gate.

(b)  Ensure that nothing belonging
He/she will report to Head of School
property or that of any student or teac
things in his custody and handover
Headmistress) the next day.

(c) Keep a watch on the school premises during the night and report any untoward
incident to the Head of School (Headmaster / Headmistress) if staying in the campus. He
will report the incident to the Head of School (Headmaster / Headmistress) on telephone,
if not staying in the campus, as soon as possible. He will also report the incident to the
neighboring unit for information and assistance. '

(d) Carry out any other task assigned to him/her by the Head of School (Headmaster /
Headmistress).

66. ' Multi-Tas'kinq Staff (Peon). Multi-Tasking Staff will carry out all tasks befitting the
appointment assigned by the Head of School (Headmaster / Headmistress) including running
errands for school work and delivering dak and carrying of documents.

67. House Keeping Staff (Safai Karamchari). House Keepi [ ildi

. . Keepir _ . ping Staff will ensure that all buildings
mcludnpg Administrative &Academlc Blocks, toilets and play grounds are cleaned every day ng/
She will make use of_ disinfectants as per orders and will work under the Head of S(;hool
(Headmaster / Headmistress) and Supervisor Administration.

to school, teachers or students has been left out.
(Headmaster / Headmistress) if any item of school
her has been found out-side. He/she will keep such
the same to the Head of School (Headmaster /

68. Additional Duties. In addition to the duties enumerated above, the Head of School

(Headmaster / Headmistress) may assign a iti
ny ad :
but ensure that they are not employed ﬁ]’l heryhoucilctel.(mal duty to any staff-member, as deemed fi

69. Para Medics (Qualified Nursin
. s Lt g Staff). Para Medi ' : .
m : ) cs will perf
Shzdlez%'i/;'; ?st ;;get?-ISCthOI employees/students and advise evazuatoicr)r: tvr\]/E:rLétf o provnd}l_lneg/
enstire that M Boom ise:d:f S‘thOO' (Headmgster / Headmistress) on proéurementiiifi%nes
of female nursi quately stocked with medicines and properi intai ’
female only. Helone ot ne; ale Nursing Statf will treat the fomals, pationts 1 acsaroe of 2
: she will maintain record i i
labs. P 4 Including tele :
s. Preferably, a qualified female nurse is recor?,menzzgnaesn;:r\:?vrlse gif n?af;hy hﬁspltils/lPath
c staff in the school.

70. Duties of other staff if any may be laid down by SAMC of
of th

71.Blank. e School.

Pi .
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CHAPTER 8: CLASSIFICATION, RECRUITMENT, QUALIFICATIONS

AND TERMS & CONDITIONS OF SERVICE

References
Appendix E - :ggg:g/ge‘::‘;:deLTér;ii/;/\éﬁirshops Attended/Leave Article75
Appendix F - Qualification Requisites for Staff Article 75
Appendix G - Records of Emoluments in respect of Employees Article 75
Appendix H - Samplg Format for Bio Data: Head of School (Headmaster /
Headmistress) Article 83
AppendixJ -  Sample Letter of Offer of Appointment for the Post Article 83
of Head of School (Headmaster / Headmistress)
Appendix K - Sample Appointment Letter for Head of School (Headmaster /
Headmistress) Article 83
Appendix L -  Sample Agreement between Employer and the Employee Article 83
Appendix M - Sample Letter of Offer of Appointment for the Post of Article 83
Teacher
Appendix N - Sample Appointment Letter for Teachers/Academic Staff Article 83
Appendix O - Sample Agreement Regular Teachers Article 83
Appendix P - Recommended Staring Lumpsum Salaries Article 89
AppendixQ - Leave Account of Employees Article 97

Authorised Establishment

72.
School (Headmaster / Headmistress) will be assisted by team
Administration and Administrative staff in smooth running of the School.

Classification

73.

Teaching staff. The classification of teaching staff shall be as under:-

School Leadership and Supervisory Staff. The head of the school called the Head of
of teachers, Supervisor

25

(a) Pre-School Teachers. Teachers will be employed for teaching all subjects to
students of classes Nursery, LKG and UKG. They should be compassionate, adaptive and
have sound knowledge of modern-day pedagogical practices for Pre-school level children.
They should be fluentin English along with Hindi and p‘referably one logal language. Their
services would be utilized for all subjects at the pre-primary level and in addition, also as
per individual aptitude and organizational requirement of the School authorities.
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74

preferably be worked
with staff and services €
are issued by concerné

Pink B i
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| also have Primary teachers,
asses. They should be
ound knowledge of modern-day peQagpgical practices
in English along with Hindi and preferably

| subjects at the primary leve|

ilized for al _
anizational requirement of the School

(b) primary Teachers. Schoo _
Primary Teachers shall be employed for teac

compassionate, adaptive
for Primary level children. They
one local language-. Their services
and in addition, also as per individua

authorities.

(c) Specialist Staff. A
it, they may also h

cial Educatoron their rolls. In addition

PPSs should have 8 Spe
ave a counselor.
mistress), school academic staff should

if finances permi
master / Head ' !
below. This should be aligned generally

Besides the Head of School (Head A
out as per the guidelines 1al own belov : ‘
onditiF:)ns as elucidated in CBSE Affiliation Bye Laws till further instructions

d regulatory bodies.

(a) Academic Staff.

(i) Pre-Primary Teacher.

of 1 teacher for every 10 Students.
(i) Primary Teachers. 1 05 teachers f

students.
(iii) Activity Teacher.

(iv) Special Educator. @ 1fore
(v) Counselor. One per School (

@ 1 forevery section of 25 students and an increment

or Classes | to V per section of 25

1 per 200 Students or part thereof.
very 40 CwSN or part thereof.

Not Mandatory).
mt/ if hired, should have Advance Diploma or

piploma in C_omputing & Hardware with knowledge of at least two of the disciplines
i.e Networkmg and LAN Administration, Operating Systems or RDBMS with
programming. Hands on experience should be given due weight-age.

()  Administrative Staff. The administrative staffi.e Supervisor Administration Head
Clerk and Accopnts Clerk should be on contract for a term of three academic ses,,sions.
The coqtract will be onIy_ for one term and shall not be extendable or renewable. On
gc:on;zlsstuf)gr of term, ad'mmistrative staff will have option to appear in a fresh selection
e enda c:/fatc;lzng)é allrc]i the_ schoo'l. The perioqicity of contracts should terminaté along
B sibasie som(;nvgcze;\]sglon. Alternatively, some categories could be filled on
otherwise these be employed on g;essu;a/;n;:;kviggzes OUEoiead 1o S€ extent feastie

(viy IT Technician. Based on req

() Supervisor Administration.
(i)  Head Clerk-1.

(i)  Accounts Clerk-1.

(iv)  Driver (As required).

26




(v)  Ayaas ;
y (1 per sections of Nursery & LKG, 1 per 3 sections of UKG.

(Vi) Group D Staff ie Mylti
i Multi-Taski
Keeping Staff (as required) Fhaskin

Notes:-

1.
basis.

Trad g Stgff, Gardener, Watch & Ward Staff/House
» Iradesmen like Carpenter,Plumber, Electrician etc.

Staff in variatio
10 these scales may be approved by the Patron on case to case

2. The services of group D
stalff ;i i
would be employed on casupal/daily bsarz;ld preferably be outsourced; if not feasible they

Types of Teaching Staff

75. Teaching staff would be employed i
The terms shall be as follows:- ployed as per school requirements based on strength of students.

27

(a)  Regular. This category shall be the nucleus staff employed through deep selection

and shall be the backbone of the School facult
- and %
be ‘regular’. .: y upto 20% of the staff should preferably

(b) leeq Term Contract. These appointments will be made before the beginning of
an academic session for a term of three academic sessions. The contract will only be for
one term and shall not be automatically extendable or renewable. On completion of term,
a teacher will have option to appear in a fresh selection process for a vacancy in the
school. The periodicity of contracts should terminate along with the end of the academic

session.

(c) Adhoc. These appointments may be made for a limited period not exceeding 11
months to fill up a leave vacancy or a vacancy which may arise due to resignation/removal
of another teacher mid-session. Such employment should not exceed one academic
session. On completion of term, an adhoc teacher will have option to appear in a fresh
selection process for contractual/regular category, provided there is a vacancy and the

individual meets the QR for that employment.

Notes:- _
be on probation for a minimum of one year and a maximum
of two years, which shall be endorsed. The suitability shall be arrived at within the period of

: : ' hall only be allowed by the Patron
robation. Any extension of probation beyond two years s : e P
Eased on spgcific reasons of inability t0 judge the efficacy qf the probationer wﬂhm the
stipulated time. The record of performance will be mamtalned. as per format given at
A;fpendix E 'I.'he qualification requisites for staff should be as given at Appendix F.

hers employed on fixed term basis will be at par

1 All regular teachers will

2. The emoluments payable to teac

with the regular teachers. _
ssible to teachers on :Adhoc’ appointments may be determined

3. The emoluments admi
by the SAMC.
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ds of emoluments in respect of all employees is to be maintained egularly o
4. Recoras

per format given at Appendix G.

Recruitment

76. Head of School (Headmaster / Headmistress). The_”Hbeea(c)inof rggggg:] (f;'readma,ste”
He‘admﬁigt;és.s)‘;vil‘l be appointed as a regular emplgyee. She \r/‘v1|isSion Ofpthe ol 2m|nlmgm
period of one year extendable by another year with the per ion of the Palro (_H Sc?'eCtlon
committee constituted by concerned Patron will mqke selectloq o] |' o eadmaster
/ Headmistress) in accordance with QR spelt out in these guidelines. The composition of the

selection board shall be as follows:-
(a) Presiding Officer ~ -Patron or Officer nominated by Patron.

(b) Members -Chairman of an APS (another school if APS is not available),
Head of School (Headmaster / Headmistress) of another APPS
(another school, if APPS is not available).

-Minimum two Members as nominated by Chairman (from any
office / Family Welfare Organisation of the stn, as deemed fit).

77.  Aneligible teacher from the same Army Pre-Primary School may appear, as candidate, in
the selection process for Head of School (Headmaster / Headmistress) without resigning from
her appointment and retain the option to revert back to her previous appointment in case not
found suitable during the probation. In such an eventuality, where a teacher from the same school
is selected as Head of School (Headmaster / Headmistress), the appointment will be tenanted as
‘Officiating Head of School (Headmaster / Headmistress)’ for the period of probation and thereafter,
if the performance during probation is satisfactory, appointed as Head of School (Headmaster /
Headmistress). Her academic load shall be shared by other staff or a fresh appointee during this
period. ‘Officiating allowance’ equal to the difference between the last pay drawn and the salary

allowable for Head of School (Headmaster / Headmistress) shall be paid during the officiating
period.

78. Teachers. Selection of teachers will be made strictly in accordance with the authorized

establishment as laid down in Article 74. The selection board shall be convened by the Patron of
the School and shall be composed as follows:

(a) Presiding Officer - Chairman.

(b) Members - Principal of an APS (another school if APS is not available), Head

of School (Headmaster / Headmistress) from another APPS
(another school if APPS is not available).
- Minimum two member nominated b [ !
' Chairman (Any personné
Family Welfare Organisation) ’ e

Notes:-

1. If ' _
Couns ;osr’po?c;ﬁl iclj:ucator/Counselor Is being hired, another additional Special educator/
e APS/another School should be incl for technical advice.
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2. For selection of

art craf i
other School shall be o t/musu:/computer teacher, a subject expert from the APS/

I'an additiong| member,
3. BRecruitment,

(@)  Recruitment shall be open to g

(6)  Recruitment of Head of Schog (

all be carrieq out

4. Protection of Seniority.

(@) A considerable stren th of t i i -
Headmistrese) belonging g eaching staff Including Head of School (Headmaster /

to the Army Environment may be migrat O '
time, the orqanizat . y be migra ory. Over a period of
toching sta%f . 1zation shall Map out an in-house pool of such experienced and eligible

Headmaster / Headmistress), teachers and
by the Patron / Officer nominated by him.

(b)  Teaching staff movin
transfer etc, shall become e
availability of vacancy in sc
applicants, then d
precedence.

9 c_aut on transfer accruing out of personal reasons i.e Spouse
ligible for appointment in the new station, depending upon the
hool/schools within in the cluster. If there are more than two
ate of application to the management & physical reporting shall take

(c) At the qutset, preference may be given for direct appointment for a minimum 5
years of experience of serving in at least two different stations/schools. This would also

include consistence performance, training undertaken at FDRC/upgradation/courses done
over the stipulated period.

(d) It is necessary that, a pool/panel of eligible teaching staff shall be created & maint
centrally to ensure uniform application of rules & prevent misuse, if any. Further, detailed
instructions need to be worked out and disseminated.

(e)  No transfers of teaching staff shall be ordered by the management. Readjustment/
Relocation within station, may be carried out by the management. If relocation/
readjustment outside station but within a cluster is carried out, the same will be augmented
with an appraisal and shall be deemed as a reward and be also acceptable to the employee.

(f) Consequent to a break of 2 years, the applicant will not be eligible for direct
appointment. However, based on the number of years of experience, the applicant may be

given weightage on a sliding scale during selection as under:-

(i) More than 15 years - 25%
(ii) Less than 15 years to 10 years - 15%
(o)
(i)  Less than 10 years to 5 years - 10%
- 5%
[ Less than 5 years to 2years
o ) - No Weightage

(v)  Less than 2 years

() Protection of Seniority on Am:l
increments based on vyork experience
appointment. Refer Article 88.

ointment. Teaching staff may be given upto ten
t the discretion of Selection Board at the time of
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RS T e e A
e b Yy

i d employme
e Teacher). Selection a'n [ Nt of
B be sis, subject to fund availability and the g,

Craft/_Music/D
it AIeacherm(Ar,t_,,
o her teachers of the School.

' on need ba
teachers in this category may only\bre”dggoqt o gl
of the school. The salary /grade sha €

ibili ing the administrative services/staff v

he feasibility of outsourcl : |

80. AdminiSflfg‘i,:g[(?;:gfgpgointments of administrative staff. Altl rreecc;:rrsilttrr:]leerr::sagf [Q,C:Toﬁ;aff n
Sﬁaes)gt)wlgg?: \l:rgl ?)le contractual (term based). SAMC may carry ou wing

procedure: -

(a)  Asfaras possible, pogts v_vill bg a
the date of interview and applications invi
of posts. | |
(b)  Ameritlist of candidates interviewed will be prepgred catego_ry wise and sngn-ed by
the members of the Selection Committee. The same will be submitted to the Chairman
SAMC for approval.

(c)  Candidates will be appointed from the top in the merit.list to fill thg existing and
approved vacancies. Reserve list will be maintained for appointment against vacancies
arising subsequently.

dvertised in the News Papers one_ month prior tq
ted. Interviews will be held for various categorieg

(d)  Termsand conditions of service, appointment and discharge will be clearly mentioned
in the appointment letter. Ex-servicemen applying for the job holding equal competence
should be given preference in employment.

81.  Selection Board. The Board for such selection shall be convened by the Patron with a
Chairman as the Presiding Officer. Members would include a Head of School (Headmaster /

Headmistress), Supervisor Administration of the School and one more faculty member of a School,
besides any member as deemed necessary.

82. Certificates from Applicants for Employment in School. The following certificates /
self-declaration will be obtained from all applicants:-

(a) Non-involyement in legal/disciplinary cases and in case involved, details of pending
cases and punishment awarded where cases have been closed. No individual shall be
employed, who has an ongoing criminal case against him/her.

(b)  Non-termination/non-dismi
performance of duties.

Notes:-

1. The above would be cross
; check i itted i icati
the applicant. The Selection Boarg will coﬁgi;g)rTh?e e atarglt roiizh i

of the candidate for employment. above certificates to determine suitability

2. Suppression of i i
and/or giving false/incor?er::)tli'r;forma“on, submission of false/fake certificates/documents
normation would lead to termination of service of the employee:

Pi ,
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83.  Sample formats for New

\ H
Letters, Appointment Letters an ead of School (

He i 'S Bi
d Agreements o admaster / Headmistress)’s Bio-data, Offer

at Appendix H to O.

84.  Wife, Son, Daugh

Chairman, Head of chhotglr (al-rlfagon / Daughter-in-law of Chief Patron Senior Patron, Patron,
with the school including SAMG W.Tifff Lé readmistress), and any other authority associated
hold the office without sanation of e COmdappomted In those APPSs, in respect of which they
Filling up of Adhoc Vacancije . :

Academic Sessior, S caused due to Leave, Resignations and Terminations during

85. These vacancies would be filled on ad

appointment or till the end of academic se
laid down in this regard: -

hgc basis for a period of leave of permanent incumbent/
ssion, whichever is earlier. The following guidelines are

(@ I the vacancy occurs at a time of the year where the school work can be carried on
without serious handicap or dislocation, the vacancy may not be filled at all. The Head of

ichoolﬁ(Headmaster / Headmistress) shall manage the affairs of the School with rest of
e staff.

(b) If the vacancy is of more than a month’s duration and occurs at a time when the
teaching work cannot be managed without filling up the vacancy, adhoc appointment may
be made. No commitment for permanent absorption should be made in respect of such
arrangements and duration of appointment should be clearly specified. This period can be
extended later, if the teacher concerned extends his / her leave but in any case, not beyond
the long vacation. -

(c) In the situation mentioned under (b), if a whole-time teacher is not available, the
Head of School (Headmaster / Headmistress) may make some part-time arrangement on
reasonable remunerations. The actual amount of remuneration should bear a relationship

to time devoted by the person appointed.

initi id Appoi ificate/degree/diploma submitted by the
86. Abinitio Void Appointments. In case any cerhfnca : : . by t
appointee is found to be fake /false and/or any information given by the appointee in application

i ' ' i ither verbally or in writing is found to be false or
for the appointment or at the time of interview, eit : _
incorrectpgr if the qualification is not found to be matchlng the O_R for the post, the appointment
will be deemed void abinitio and liable for termination with immediate effect, through a termination

order and no salary in lieu of notice is required to be paid.

Medical, Character and Other Certificates | |
uired to produce the following certificates on appointment:-

87.  Every employee shall be req =f
o s from hospital established or maintained by the

(@) Medical certificate of fitnes
Government/Army or local authority.
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m educationists or any other respectable members of Society,

ificates fro i i
(b)  Two certificate e, certifying character and conduct to the satisfaction of schog

not related to the candidat
authorities.

- ; ifi ith certificates(s) of experience, jf
Original degrees/diplomas, certificates alorjg witn Cf 'ence, |
g;)y' with agtltested ;?hotocopies thereof. Original certificates will be returned after verification,

Increments at the Time of Appointment

88. Staff being employed as regular or fixed term employment may bg given upto _ten INcCrements,
based on work experience at the discretion of Selection Board at the time of appointment. Norms
of awarding increments would be as given below. Increments should be based nE)t -only on years
of experience but also on special talent, competence, skills and other factors. Thisis nota !‘Ight
of the Candidates but a facility to draw better quality. Financial resources of school will be
considered. Table of increments is as follows:-

(@) One - 3 years’ work experience - One
(b)  More than 3 and upto 6 years’ work experience - Two
(¢)  More than 6 and upto 8 years’ work experience - Three
(d)  More than 8 and upto 10 years’ work experience - Four
(e)  More than 10 years upto 11 years’ work experience - Five
(H More than 11 and upto 12 years’ work experience - Six
(@@ More than 12 and upto 13 years’ work experience - Seven
(h)  More than 13 and upto 14 years’ work experience - Eight
() More than 14 and upto 15 years’ work experience - Nine
(k) More than 15 years’ work experience - Ten

Pay and Allowances

89.  The schools should be financially self-sustaining. The pay and allowances of employees
of APPSs shall be laid down by the LMAs considering Central / State Govt pay scales if any, and
shall be fixed subject to local conditions and financial viability of the school. The salaries are
directly related to the fee collections and therefore, SAMCs will align both these aspects in
consultation with Patron. A sample format with starting lumpsum salaries for various categories

of teachers based on strength of schools ie < 300 students, 301-500 students and > 500 students
is attached as Appendix P.

Notes:

1. The employees of these schools are usually not completing an eight-hour work day
and are the-refore, government rates have not been recommended for any category of
work. But this does not imply that the staff is paid so low that they are not enough to attract

talent, or motivating for those already employed. Accordingly, if local conditions warrant,
the scales may be suitably modified.

2. Salary of Term based / Adhoc Teaching / Non-Teaching Academic Staff. Starting

em'oluments of staff within a category shall be uniform except for the increments part of it,
which may vary based on experience.
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4. Salary of Admini
: Nistrative §
consolidated pay. Gr taff. Contract
3 o Y ual / ad “ .« .
to respective state. up ‘D employees hoc administrative staff shall be on

may be aligned with minimum wages as applicable

5. Increment. Annual

In
a rate of 5% since ey arg Ccrement to em

Not being given

6. SAMC may a
mentioned sal nprove lessey

ployees on consolidated i
_ pay may be fixed
any DA increases. e )

aries. Any seale Joe thsalaries, if funds do not permit paying the above-
an tabulated above shall be approved by the Patron.

7. Services of Grouy :
this is not feasible, thoy v[\)/ol?ch??ployeeS will be outsourced to the extent feasible. Where
, € employed on casual / daily wages/ part time on wages to

be decided by SAMC. In excepti
. : . eptional cases, Gr
basis on consolidated pay with sanction of theoggtzr?taff ey be employed ontemporary

8. EPF & ESIC membershi
p shall be ext o
EPF&ESIC Acts, as amended from time to tiren);_ended to all eligible employees as per

Service Conditions

90.

33

Regular Teaching, Non-teaching Academic & Administrative Staff.

(a) Tenure. Staff employed under this category shall be on the rolls of the school till
attainment of the age of superannuation. The date of superannuation shall be 60 years of

age in all categories.

(b)  Probation. Allregularteachers will be on probation for a minimum of one year and
a maximum of two years, which shall be endorsed. The suitability shall be arrived at within
the period of probation. Any extension of probation beyond two years shall only be allowed
by the Patron based on specific reasons of inability to judge the efficacy of the probat.ioner
within the stipulated time. Services of an employee during p_robatlon or gxtended period of
probation may be terminated by the appointing authonty, VYIThOUt assigning any reason by
giving one-month notice in writing or one-mon_th salary in lieu pf notice. In case, there is a
need to terminate the services due 10 a major act of indiscipline or breach of code of
conduct, disciplinary action shall be initiated_ anddo(;n):irt]ermlgatg?ir; gfoiepr:/cl)(t:)ea?is:ail{ \r;vcl)ltl Eg
feSailEd 10412 emplqy Gy t(r)u ~ triilele%ewritlijng %r onz-month salary including all
necessary for him to give one-month no

allowances in lieu of notice.

If the work and ondt
period of probation 1S

reqular employee thro
el aken a

conduct of a regular employee during the period of
found to be satisfactory, the managerpgnt
ugh a written communication. Decision
t least one month before the period of

(c)  Confirmation.

probation or extended
may confirm services O
to not give a confirmation shall have to be t
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91.

. ice for termination of seny:
: obationer as @ not{ce _ ervice,
nicated to the pr time on decision of non-confirmation anthhe

probat +on communication in , ond the date of L e
absence o tion in holding the appointment bey Completion

probationeg ﬁa od to be a confirmation.

t‘On, 3 1

probati All members of the academic s?a-ff under this category shall retire
(d) ,&e,LLr.e.mfl‘-%a'ca demic session in which the individual attains the age of 50 years. Ap
me.le‘ast day of t oen 01 Apr shall however retire on 31 Mar of the same year in which g
individua) BT 2 e age of 60 years. Non- academic staf shellrefire on e st dayof e
inami .

month in which they attain the stipulated age.

s can resign from their service by giving two monthg’

e Resignation. All member ! '
Lo)tice or two months’ pay in lieu of such notice. Also, seé Article 93.

continua
Il also be constru

s into a non-performer can be removed from service,
ement even after serving two written counseling and
ths each. Decision of such administrative action
shall be preceded by serving a show cause notice and consideration of thg reply thereof.
The removal of an employee shall be done on the signatures of the appointment, who is
empowered to order the convening of a board for selection of such category of employee.

(f) Removal. A member who turn
if the individual does not show improv
two warnings interspersed by three mon

() Transfer. Refer to Note 4 of Article 78.

(h)  Security Deposit. Every teacher employed as regular shall have to deposit two
months’ salary as a security deposit, which may be done in six instaliments during first six
months of the employment.

Note. Service conditions of other academic staff shall be governed by the clauses of their
agreement / appointment letter. «

Contractual Administrative Staff. The administrative staff, other than group D staff would

be employed on contractual basis. The terms and conditions of contractual administrative staff
would be as under:-

(Sa? . thAJQ' Whenever, the management desires to appoint contractual Administrative
is aan, Es‘?l\;\n aximum age for initial employment would be 45 years. However, if the individual
» maximum age shall be up to 55 years at the time of initial joining.

b A .
g e) appsi?t':ac:jdf ;faEpm;aer\;nt. Supervisor Administration and Administrative staff would
P e fora e selo ; ree years at a time.The contractual engagement can only bé
e oot e i COect: 'on process. The accounts of contractual employees will be
ot ntract period. Contractual Administrative Staff may apply afresh
contract period and their application will be considered on merit.

() Leave .
ve Entitlement. Leave will be entitled to them as given in Article 97.

d
(d) Pay and Allowances. Administrative s

as given at Article 89 o taff will be employed on consolidated P2Y

ras fixed by the School Management.
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(e)  Retirement. Adm staff s
affected on the last day of the hall sy

Those born on the last gl of thmonth in which the individual attains the age of 60 yrs.

© month shall however ret
Termination of Service due to Closing Down of Schools & Abolition of Posts etc

92. The SAMC shall also be Competent t
case of abolition of a post due to closing d
number of sections of a class or discontin
in writing or one-month salary including

Resignation

93. Ifamember of the academic staff including other regular employees intends to resign, he/
she shall give two months’ notice in writing o two months salary in lieu to the school. However
other employees shall give one month'’s notice or one month’s salary in lieu. In the case of ali
members of regular academic staff, resignation should be co-terminus with the end of academic
session.The competent authority to accept a resignation shall be the Chairman in the case of
teachers, non-academic and Administrative staff and Patron in case of Head of School (Headmaster
/Headmistress). Authorities vested with powers to accept the resignation also has the powers to
waive off notice period of resignation or clause of co-terminus with Academic Session. Acceptance
of resignation shall be given in writing specifying a date when it shall come into effect. Any

application for withdrawal of resignation received on or after the date of signing this letter of
acceptance shall not be considered.

O terminate the service of a confirmed employee in
own of school/institution, a class or reduction in the

uance of a teaching subject by giving one month notice
all allowances.

Notes:-

1. Vacation Period. The vacation period may also be counted as part of notice period
for the purpose of resignation by a confirmed employee on vacation pay provided; he/she
is present on duty either on last working day prior to the commencement of vacation
period or on the first day after expiry of the vacation period. However, this provision will be
applied at the discretion of management since this does not match with the clause of co-

terminus to end of academic session.

2. An employee is allowed to withdraw his / her resignation any time before it is accepted
by the competent authority. Once accepted by the competent authority, the r'e3|gnat|on
comes into effect shall be communicated to the employee through fastest possnblg means
and process initiated to fill the vacancy that is bound to occur as a result' of 'the re3|gnat|9n.
If an employee submits resignation with immediate effect or without mentioning any effective
date, his/her resignation once accepted by the competent authority, will become final. The
resignation will become effective on the mentioned date if accepted by the management.

ent at its discretion may decide the date of acceptance of resignation

3. The managem within three working days of acceptance

and convey the same to the employee in writing,
of resignation.

Age of Retirement »
9. Head of School (Headmaster Headmistress) and Teachin Staff. Every employe
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If the age of retirement of the Head of School (Headmaster/

' aqe of 60 years. : ‘ . '
;halg:r‘??;;?ec';‘s')h;qzﬂie teacIYIing staff falls during the academic year, they will retire on 31 g, .
eadmi | |
the following year (on completion of academic year).

. ill retire on the last date of the month in whi
trative Staff. Administrative staff Wll Which
315§y atgic:wn::,';'saééof 60 years. Those born on the first day of the month shall however, retjre on

the last day of the previous month.

Service Benefits

96. The following service benefits will be admissible to the employees of the APPSs:-

(a) Eligible employees as per the Employees Provident Funds and Mispellaneous
Provisions Act 1952 (As Amended) would be member of Employees Provident Fung
Scheme and will contribute 12% provided the employee strength is 20 or above subject to
a salary ceiling of Rs 15000/ per month (Basic + DA). No erpployees in APPSs, where
salary is more than 15000/-pm at the time of appointment will be made member of the

EPF.
(b)  Accident insurance policy as operational through AWES and if, subscribed to shall
be applicable.

(c)  Service Gratuity to the regular confirmed employees will be paid at the time of
resignation/termination/superannuation @ % month’s emoluments for every completed
year of service as a regular employee provided an employee has continuous service of
five years in the institute. Employees who have secured successive contracts through
interviews shall not fall in to the category of continuous service. The service gratuity will
be limited to a maximum of 16 %2 months emoluments. Service gratuity will not be paid to
an employee whose service has been terminated on disciplinary grounds with major penalty.

(d)  Service Gratuity in case of Death of Employee in Service. In case a regular
employee dies while in service, he would be paid gratuity for the period served in the
school irrespective of completing 5 years continuous service or not.

()  Fordefinition of Wages see explanation in Article 2 (s) of “The Payment of Gratuity
Act 1972 i.e ‘Wages’ mean all emoluments which are earned by an employee while on
duty or on leave in accordance with the terms and conditions of his employment and
which are paid or are payable to him in cash and include dearness allowances but does

not include any bonus, commission, house rent allowance, overtime wages and any other
allowances”.

Note:- Formula for calculation of Gratuity. = Monthly Emol
T o of
years of unbroken Service. uments x 15/26 days x N

Leave Entitlement of the Staff

97.
year:-

Staff other than outsourced will be entitled to the following types of leave in an academic
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(a) Casual. 08 days. S ,
are not countsd as pgrt h légtsiachlosed holidays falling during the period of casual leave
ual leave. Unavaijled casual leave will not be encashed.

(b)  Medical.12 days on half pa
production of a medical Certiﬁcstey for 6 days on full rates of pay. To be availed on the prior

may be availed in parts in a calendarrom ? aaS Dootor, Ayurveda or Homeopath. This

: , ear. ' i i
of 30 days in entire service is |Dermig’SibleAccumulatlon of medical leave up to a maximum

()  Vacation. Applicable only for vacation staff as per academic calendar.

(d) Earned. Earned leave due t i

\ec 0 non-vacation s
every 12 days of qualifying service. No earned leave i
availing earned leave, holidays / Sunda
from the total leave being availed.

taff calculated @ 1 day’s leave for
_ s authorised to vacation staff. While
ys in between the period shall not be excluded

(e)  Maternity. Can be given as under:-

(i) Pregnancy Cases. 26 Weeks (applicable up to two surviving children).

(i) Miscarriage/Abortion. 45 days in the entire career of a female staff.

Frequency of this type of leave is on “as required basis”, but to a maximum of four
weeks, supported by medical certificate.

() Paternity. 15 days (for male employees within first two months of adoption/ delivery
of child by spouse).

(9) Child Adoption. 80 days (For first adoption only, if there is not more than one
surviving child).

(h)  Extra Ordinary leave (Without Pay).

Ser | Ground Max Sanctioning Remarks
Days Auth
1 Compassionate | 15 Head of School (Headmaster /
Headmistress)
2 Medical 90 Head of School (Headmaster / With Med Cert
Headmistress)
Compassionate | 45 Chairman
4 | Medical 180 Chairman With Med Cert
5 | Maj disease like | 365 Patron With Med Cert
TB/Cancer days
Leprosy Mental
illness etc.
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Notes:- |
e is entitled to 26 weeks of Maternity Leave, which shoy

;(_)mme,cr: C\;of?;g:\aedn;p:‘lgoggy time between.the Expected Date of Dghvery (E_DD) and ei ';j

ks prior o it. This leave shall be a continuous span pf 26 weeks wrespgctnve of HOlidayS

>N S?jnd:ys / Vacations etc which may fall within this period. In case.the delivery takes place

before the EDD, the date of commencement of leave shall accordingly be from the date of

actual delivery.
2.  Awomen employee is entitled maternity benefits on completion of 80 days qualifying

service (including authorized absence / holidays_ with wages) in the twelve months
immediately preceding the date of her expected delivery.

3. Period of maternity leave will not extend beyond the term of employment.

4. All employees will intimate in writing about their pregnancy and EDD once theijr
pregnancy is confirmed to facilitate the management to plan in advance adhoc appointments
for the period of absence on account of maternity.

5. Details for leave of employees is to be maintained as per format given at Appendix Q.

Common Rules Regarding Leave

98.

Vacation Staff

All types of leave will be subject to the following rules:-

(@)  Leaveis a matter of privilege and cannot be claimed as a right.

(b)  Leave must be got sanctioned, before it is availed of.

(€)  Incase of sudden iliness or emergency when prior sanction can not be obtained,
leave application will be submitted at the earliest, along with a medical certificate. However,
telephonic intimation shall be passed to the school authority on the first day.

(d)  Casual leave cannot be combined with earned leave, summer vacation, autumn

and winter break. Unexpended casual leave is neither encashable nor accumulated and
would lapse at the end of a calendar year, if not availed.

(e)  There shall be no half day’s casual leave due to short working hours.

(f) Period of extra ordinary leave withoy
count towards notice for resignation from se
is submitted during extra ordina
period of extra ordinary leave

t pay on medical grounds or otherwise, will not
rvice. ltis also clarified that in case resignation
ry leave without pay on medical grounds or otherwise, the
will also not count towards notice for resignation.

::Iqote:— Ptr'efb.( and sufﬁg may be'permitted to be combined with CL/EL at the discretion of
€ sanctioning authority. Vacations cannot be prefixed/suffixed with CL.

99,
staff. However, they may,
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The teaching staff including Counselor of t

| he school, shall be | of vacation
without any extra financ be in the category

'al benefits be called for organised educationd
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activities upto one week (Five working d
Accordingly, leave entitlement to vacatgi]onasﬁ)ff
during the vacation period.

dqring the. vacation period in an academic year.
will be limited to a maximum of 60 days in a year

Non-Vacation Staff

100. Head of School (Headmaster /' Headmistress

Office Staff and Group D Employees of 8 Sehost ot ), Supervisor Adm, Computer Technician,

all be in the category of Non-vacation staff.

Admissibility of Vacation Pa to Teachers and other Staff Cateqorised as ‘Vacation’

101.. 'tl'hhelstaff of school who have been classified as ‘Vacation’ and who are not called for duty
during the long vacation (Summer), shall be entitled to vacation pay only when they complete
eight mqnths contl_nuous Service prior to vacation. (For Schools in hill stations and following a
longer winter vacation, the summer break will not be considered as the ‘Long Vacation’ as referred

Notes:-

1. The condition of eight months continuous service prior to vacation would apply to
long vacation (summer) and not to autumn and winter breaks.

2. Vacation staff can include the summer vacation in their notice period for resignation
provided they are present on the last working day prior to commencement of summer
vacation and are eligible for vacation pay.

Encashment of Leave by Non-Vacation Staff

103. Regular and those employed for fixed terms non-vacation staff, will be entitled to encashment
of leave not exceeding 15 days in a year subject to a total of 300 days at the time of retirement /
resignation / completion of term of engagement. Medical/Casual leave cannot be encashed.
Contractual employees on consolidated pay would be entitled to encashment of leave at the rate
of their consolidated pay not exceeding 15 days in a year. Encas_hment of leave pe permitted in
mid service at request of individual at the rate of pay drawn (Basic + DA) at that time. However,
total period of such mid service encashment will not exceed overall entitiement of 300 days in the

entire service.

Leave Travel Concession
104. Due to financial limitations, leave travel concession facilities cannot be given to the

employees of APPSSs.

Travelling Allowance/Expenditures
105. Any employee of the APPSs when detailed

on duty to proceed to another station will be
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i, Y

's own transport, prior permission of the Patron Will g

) ' ior sanction of the Chairman and will pe k

il be carried out with pri : . € kept
obtained. Al .SL.'C':mT o;ﬁfp‘(é’yees can be ordered to move on outstation duties by the Chairmap,
to the bare minimuim.

' llows: -
Rates of TA shall be uniformly applied for all schools as fo

m ' - Al my/ AC | tier/ AC
ter / Headmistress). Air Economy/ A Bus
d of School (Headmas !
ﬁcom?w%?ﬂaﬁon Rs 3000/- per day. TA Rs 1000/- per day lump sum

(b)  Faculty. Air Economy/ AC Il tier/AG Bus. Accommodation Rs 1000/- per day ang

TA Rs 750/- per day lump sum.
(c) Gp C/Adm Staff. AC Il Tier. Accommodation Rs 750/- per day and TA Rs 60g,.

per day lump sum.

(d) Gp D Staff. Il Class. Accommodation Rs 500/- per day and TA Rs 400/- per day

lump sum.

Note:- All outstation moves of employees, when on duty / not on I_egve will be iptimated by
Chairman SAMC to Patron. The scales given above shall be revisited every five years,

entitled to TA. For travel by road in one

Loan

106. Loan up to a maximum of Rs 10,000/- (against security deposit) can be advanced to
Group D employees in emergent cases with the approval of Chairman. The loan amount will be
recovered in suitable installments from salary as per directions of Chairman. No interest will be
levied on the loan. If the loan amount is not returned by the employee within the stipulated time,
the loan amount will be adjusted against the security deposit of the employee.

Note:- For the posts which have been abolished through these guidelines, existing staff on such
posts shall continue in service to complete their terms of engagement.

107. Blank
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CHAPTER 9: MISCELLANEOUS SERVICE RELATED ISSUES

References

Appendix R - Record of Service '
Appendix S -  Attestation and Identity Certificates 2::2:: ng
Appendfx T - Instructions for Preparation and Maintenance of ACRs Article 110
Appendix U - Eggg; ;?r ;Srg)bationer: Head of Schog (Headmaster / Arfeis T
Appendix V. - Report on Probationer- Regular Staff other than Head of -
School (Headmaster / Headmistress) Article 111

Service Records

Verification of Character and Antecedents

109. All employees will furnish their antecedents in duplicate as per the attestation and identity
certificates given at Appendix S, within one month of their appointments. Identity certificate in
case of dependents of Defence personnel may be signed by the OC Unit. Services of teachers/
staff whose verification of character and antecedents is not received within one month, will be

terminated.

Annual Confidential Reports

110. The work and conduct of each member of regular teaching staff will be reported on, at the
end of the academic year in the prescribed Confidential Report Forms. The instructions for
preparation of ACR are given at Appendix T and ACR Forms for I_?'rincipal, Tegching Staff & Non-
Teaching Staff (NTS) are given at Annexure - I to Ill to Appendix T respectively. ACRs where

initiated will be initiated and reviewed as under:-

Notes:-
1. ACRs of School Staff will be initiated and reviewed by designated authorities only,

which is neither to be delegated nor given to the officiating incumbent.
ACR of Adm Staff will be initiated by Head of School (Headmaster / Headmistress).

2
90 days of physical service under IO and 45 days under RO would be mandatory

3.
for initiation and review of ACR. S :
4 In case, employee does not complete 90 days under initiating officer, the report can
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be initiated by the reviewing officer provided the employee completes 90 days of phVSica|

service under him. S _
lete 90 days of physical service under |0

5. In case employee does not comp _ . Or Und

RO, initiation of his/her ACR can be delayed upto a maximum period of 60 days. | g,

cas,es the period covered under the report would be changed accordingly.

6.  The ACRs would be forwarded to SRO (not beyond Patron) for appointments ie
Teachers/Spl Educators/Supervisor Administration for.hls remarks, only if these are below,
average, outstanding or when specifically asked by him.

7. If the Head of School (Headmaster / Headmistress) is not appointed in a schqo| for
more than 9 months in an academic year or is involved in a disciplinary case for more tha,
9 months in an academic year, the Officiating Head of School (Headm_aster/ Headmistress)
can be permitted to initiate the ACRs of the designated employees with special permissjgn
from the Patron.

8. It is mandatory to show ACRs graded ‘Average’ and below to the ratee. ACRs having
any adverse/advisory remarks will also be shown to the ratee and signatures obtained o

the ACR.

9. If 10 as stipulated above is not eligible / available to initiate the ACR, SAMC will
nominate a person to initiate the ACR.

10.  Retention of ACRs. ACRs of school employees will be retained for a period of five
years after an employee has become non effective. ACRs will be retained for period of
three years only in case of an employee dismissed / not granted extension for any reason.
The ACRs of employees who have gone to court/appealed against should be retained till
finalization of the case.

Report on Probationers

111. A special report on probationers on completion of 11 months of service will be forwarded
by the Head of School (Headmaster / Headmistress) to the Chairman SAMC. Subsequent reports
will be initiated two months prior to completion of probation. The probation report of the Head of
School (Headmaster / Headmistress) will be initiated by the Chairman SAMC and will be reviewed
by Patron. The specimen forms of the Report on probation for Head of School (Headmaster /
Headmistress) and for Staff other than Head of School| (Headmaster / Headmistress) are placed
at Appendices U and V respectively.

Permission to Teachers to Appear at Higher Examinations

112. Teachers employed in the school may be permitted to appear in higher examinations

privately, provided that such pursuit of higher studies is of utili i judicial
, : : ty to the school and is not prejudic
to the discharge of his/her duties and responsibilities in the sghool. i

113.  Such permission can be granted in case !
. of teachers other than the Head of Schod
(Headmaster / Headmistress) by the Head of School (Headmaster / Headmistress). In the ¢ase

of the Head of School (H - ; i
Chaimmar SAMG (Headmaster / Headmistress), such permission shall be obtained from thé
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ra-ordinary leave without pay for

(a) FDR_C. For five days as per Programme to be issued by the FDRC. The teachers
will be detailed under school arrangements as per instructions of FDRC.

(b) By Respective HQ Command. Two worki
by HQ Command concerned. The teachers will
per instructions of HQ Command concerned.

ng days as per programme to be issued
be detailed under school arrangement as

(c) Schools. For five working days with the commencement of summer vacation i.e,

first Monday of summer vacation as per programme to be issued by the school concerned.
The teachers will be detailed under the arrangements of the school.

Provision of Uniform for Ayaas, Model Room Attendant incl Group D Employees

116. If funds permit, employees like Ayaas, Model Room Attendant and Group D employees
may be issued uniform/items (not cash in lieu) as under:-

(@)  Ayaas. Two sets of Light Blue Coloured Saree /or Suit every two years.

(b)  Model Room Attendant incl Group D Employees. The standard pattern of uniform
for male employees will consist of a Sky-Blue Shirt, Blue trousers, Black Shoes and Black
Cap. Short Buttoned-Up Coat/Pullover for winter. For female Group D employees, the
standard pattern will consist of Light Sky-Blue Sari, Blouse _and Saqdal, and Blue Pullover
for winter (Sky Blue Salwar Kameez and Dupatta can be given in lieu of Sari).

Teaching Days, Holidays, Vacation and Working Hours

117 Yearly Schedule. The School session will be from 01 Apr each year and shall terminate
on last day of March the next year. All progress cards and TCs/Acli)mlsT:ons t?tc shzilrlotr)T? 1gévgr11
' ' inistrative break each year -

away in the first week of March. There shall be an adminis ey e fiom 16:3
March when Students shall not be required to come to School, hoyvever teachers sha g
0 School. This period shall be used to prepare for the next session a|ong§|ide tzz rr;agjgsgqfhn;
o admissions, transfers, staff recruitment etc. The total number of tetacea:\vg\;lou' gbe uring the
Academic year i.e. from the 1% Apr of the year to the 31% Mar of the nexty
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mer breaks may be re-arranged as pgy th
e

I ; demic days due to orders of

nistration. However, the loss of aca : the Io
dmi by adjusting the summer /winter b(eaks as the case may gal
will organize interaction with all teachers on acg dem?'
nclude evaluation of academic work of the preCedin;

180 days and a max of 200 days. Autumn and sum

orders of local a
administration will be made good

Head of School (Headmaster/ Headmistress)
matters on third Saturday of every monthto
period and planning for the coming weeks.

A break-up of working days and holidays etc. is given below:-

Ser | Description Days

No

(a) | No of Teaching days 180

(b Summer Vacation 50
10
15

Winter break
All Saturdays, Sundays and Govt. of India/State Holidays not 84

accounted for in (b) (c) & (d) above

(d
(e

)

(c) | Autumn break
)
)

(f) | PTMs, Non Academic Days ) 20
(g) | Holidays at the Discretion of Head Mistress 6
Total 365

118. Daily Schedule. The schedule spread over 180 working days in a year works out to 4
hours (5 periods per day) (40 minsx5), Assembly (20 minutes) and Recess 20 (minutes). If School
has Classes 1 and above, the School shall be of 4 hrs 40 mins with one extra period each day
Wgrking hours will be in conformity with other schools in the station. Minor adjustments in thé
daily schedule could be made within the powers of local Management/ Head of School (Headmaster
/ Headmistress) to suit local weather/conditions. Incase holidays are announced by the State
qut due to weather and other reasons, the same may be observed. The school is required to
intimate to the SAMC. the actual dates covering the duration of the autumn, summer, winter
breaks and special holidays. Working hours for non-vacation staff will be two hobrs more t’han the

School hours. Timings for the i i ;
timings in view. o same will be laid down by the SAMC keeping the overall school

Notes:-

1. Schools located at Hill stati
Preakolio0 c o ations may have summer break of 10 days and winter

2. Working Hours of Adm Staff may be fixed by the SAMC

3. Teachers would be
re
than the School timings ie, 15 minutes b

119 & 120. Blank.
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CHAPTER 10:DISCIPLINE T
ERMINATION OF
REPRESENTATIONS AND REPORTING OF mif?é’&?i,

References

Appendix W - Authority to Award Pen

alt ,
Decision of Disciplina Y and Appeal against

Articl
ry Committee, Icles 121(c), (d)

X - and 122(b)

endix - earessal of Grieva

App nces Articles 133,134 & 135
Discipline

121. Employees Other than Head of School Headmaster / Headmistress). The employees

under this category, whether under probation or not

e . ) » Suspected of corrupt i
discipline or misconduct will be dealt in the following mar?ner: - Ppraciices orbreach of

_(a) .Thfa Head qf School (Headmaster / Headmistress)
mvershgahons and if prima facie case is established, will forw
Chairman of the SAMC for detailing of an Inquiry Officer/Committ

will carry out preliminary
ard report in writing to the
ee for further investigations.

(b)  Inno case this preliminary investigations and reporting of the matter will be delayed
beyond 24 hours. The inquiry officer/committee so appointed will complete the Inquiry
expeditiously and forward report to the Presiding Officer, Disciplinary Committee within 20
days. If the delinquent employee does not report for inquiry, when called upon to do so by
the inquiry officer/committee appointed for the purpose, or does not give evidence or walks
away without permission of inquiry officer/committee, such behaviour of the delinquent
employee will lead to termination of service. Same will be recorded in writing by the
Committee in inquiry committee report, duly signed by all the members.

(i) Inquiry committee will provide adequate opportunity to the delinquent
employee to defend his/her case. The delinquent employee will be allowed to cross
examine witnesses and record to that effect be made in the inquiry report, duly
signed by the witness, delinquent employee and inquiry officer.

(ii) In case of sexual harassment, the procedure contained in the POCSO Act to
be followed by the Inquiry Committee.

(€)  Anemergent meeting of the Disciplinary Committee will be 9alled within reasonable
time. The recommendations of the Inquiry Officer/Committee will be placeq before ttlme
meeting, for information of all members. The committee may award appropriate penalty

under Rules as authorized under Appendix W.

of the Disciplinary Committee can be made to the

i) _Appeal against s dSc Oy endix W, whose decision will be final and binding.

authorities as authorized under App o Schoo
e W@@M' R CaSS::Ag%?\lgséissfeet manner.
» Headmagter / Headmistress) will be investigated by the Chalfman
® Chairman will follow the procedure as given below:-
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se prima facie is establi;hed, he will immeg;
in writing. The Patron will detail an Inqui ately

e report ' :
inform the Patron and send the rep ven time frame (NOt exceeding 14 g fficey,

: : ate the case within g ). If
SOmie lnV%ﬁnges not report for inquiry when called upon to do so by the | q:?;

delinquent employce do r does not give evidence or
: i or the purpose, 0 , Wwalks
Offcericomiillee apaioS f r/copmmittee, such behaviour of the delinquent emp;“;%

i rmission of inquiry office ' '
:z;lllhfeua:g e:o termination of his/her service. He wou.ld forward the report of the o
committee to the Patron along with his recommendations for convening of the DjSCip”nary

Committee (DC).
(b)  Disciplinary Committee (DC)

(a)  After preliminary inquiry, in ca

will be constituted as laid down in Article 40 by the

Patron. with instructions to assemble and consider the report of the inquiry officer/committee,
The DC can award minor penalties to the above employees. In case.of Head pf Schog
(Headmaster / Headmistress), the recommendations for award of major penalties woylq

be forwarded to the Patron School (Refer Appendix W).
Notes:- Under Article 121 and 122.

1. Disciplinary proceedings without a show cause notice violates the principle of natural
justice and is liable to be set aside on the grounds of illegality.

2. Resignation shall not be sought to avoid taking disciplinary action. If this is done, all
documentary evidence / findings should be retained for five years and information about
such action shall be sent to all schools so that the individual does not take up employment
in any Army Educational Institution.

Administrative Action

123.  Action can also be taken against employees on grounds of inefficiency, delinquent behavior
and redundancy. Following procedure will be followed by the Chairman:-

(@)  Peruse the record of counseling and warnings administered to the employees by
the Head of School (Headmaster / Headmistress).

(b) In case the action is to be taken against the Head of School (Headmaster /

Headmistress), the counseling / warnings administered by the Chairman shall be perused
by the Patron.

(¢)  Issue warning to show improvement giving suitable time (not less than 90 days).

ficriT)‘ N letsree shtc:]w cause notice to the employee concerned, seeking a reply within stipulated
§s than 15 days from the date of receipt). Proceedings without a show causé

notice violate the pringi rati e
llegality. principle of natural justice and is liable to be set aside on the grounds of

(e) Initiate discharge i ; ,
of 96 proceedings, if necessary, duly endorsed with considerations 0"

the reply of the emplo
L . yee 1o the show cause noti ' hall bé
maintained, with reasong considered for taking thlsC:t‘e?)” 5 ose of proceedings S

Pink Book Vol 1 i
Guidelines for Admlnlstratlon )




(f) Termination of service, confi
. , con i -
be in accordance with Appendix U\;fnat'on and disposal of appeal against termination will

must be sent to th » & written notice of
¢ employee at recorded address, through registered post and ea-t:ns:ir.clﬁ

case of no repl
Ply, employee does not return to duty after 15 days of absence, Chairman

may terminate the services of the em
finances is involved, an FIR should alspoloby: :eogsg(-jmoto. SRS PR

124,. Malor and Mlpor Penalties. Major Penalties are like reduction in grade and dismissal /
termination from service. The procedure for disciplinary action has already been covered in Articles
121 & 122 apd admlnlstrat!ve gction in Article 123. Service gratuity will not be paid to an employee
whose service has been c_jlsmlssed/terminated on disciplinary grounds with major penalty. Minor
Penalties like censure, withholding of increment of pay and recovery of any pecuniary Ioss.caused

by an act of omission or commission are minor penalties. The following shall not amount to a
penalty within the meaning of this rule, namely:-

(@)  Stoppage at the efficiency bar on the ground of unfitness to cross the bar.

(b) Retirement of the employee in accordance with the provisions relating to
superannuation or retirement.

(c)  Termination of service of a teacher, who was not qualified on the date of appointment.

(d)  Discharge of an employee appointed on a short-term officiating vacancy caused by
the grant of leave, suspension or the like.

Notes:-

1. Authority to Award Penalties. Levels at which the penalties are to be confi.rmed
and levels at which petitions against the penalties are to be dispose.d-are at.Appendlx W.
All awards of penalties, confirmation of penalties and disposal of petitions will be under the

personal signature of the designated authority.

ded by Head of School (Headmaster/ Headmistress). However,
| be awarded by the Disciplinary Committee.

2. Censure can be awar
all other minor penalties wil

Breach of Code of Conduct Leadiﬂgjg_mﬂmmﬂﬂ—clm—“

duct as prescribed under Article 51 to 53 of Rules
dings may be initiated against the employees for

125.  All employees will follow the Qode of Con
& Regulations of AWES. The disciplinary procee
Misconduct as given below:-

(@) Breach of Code of Conduct as @

(b) Willful insubordination or disobefzdieSTJceé r\;\(f) !
to any lawful and reasonable order ot a p

jven in Article 51 to 53.
hether alone or in combination, with others,
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(c) Thett, fraud or dishonesty in connection with the School’s business or Property,
c '

(d)  Willful damage to or loss of School's goods or property.

(¢)  Taking or giving bribes or any illegal gratification.
Habitual absence without leave or absence without leave for more than 10 days

(g) Habitual late attendance.
(h)  Breach of any rules and regulations of the School.

)] Disorderly behaviour during working hours at the School or any act of subversion of
discipline even outside the School.

(k)  Habitual neglect or negligence of work.

()} Frequent repetition of any act or omission for which a fine may be imposed.

(m)  Striking work or inciting others to strike work in contravention of the provisions of
any law or rule.

(n)  Does not report for inquiry, when called upon to do so, by the Inquiry Officer (10)/
Committee/DC or walks away while giving evidence without completing the same, without
permission of I0/Committee/DC.

Note:- If the employee having given all opportunities of hearing does not cooperate at all
and ignores the inquiry completely, the justified punishment awarded by the Disciplinary
Committee, which is neither shocking not disproportionate, does not violate the principle
of natural justice.

Suspension

126. thirman SAM_C may place an employee under suspension with immediate effect for
grave criminal offence like rape, assault, delinquent behaviour and misdemeanor etc to be ratified

by the Disciplinary Committee within 7 days. Disciplinary Committee may place an employee
under suspension for the following:-

(a) Where a prima facie case against an employee is established and disciplinary
proceedings are contemplated or pending.

gi)trial Where a case against him/her in respect of any criminal offence is under investigation
(c)  Where the employee is charged with embezzlement.

(d)  Where the emplovee i -
of the school. ployee s charged with cruelty towards any student or other employéé

(€)  Where the employee | '
is ; : , ,
student or employee of tﬁe sch%r;?fged with misbehaviour towards any parent, guardlan

(f)

Where the employee is charged with misconduct
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report as and when ordered by the Chaji £ £ase may be, He woulcs, Nowever

v . _ airman/DC : ' !

not joined any other service during the period of na:)r:c::::r?r:tge/‘sie;rggggt:nthat he/she has
o order for i o '

183\7M CNfor " ?sslf:?:g:dsegag rémain in force for more than three months, unless the

i oné the period of three month Y 1t in writing, directs the continuation of the’suspension

y NS provided that, where a suspension is continued beyond a

period of six months, the Patron may, if he is ini ion i '
unreasonably prolonged, revoke the order of suspc;fngi‘c?noplmon et the suspension 1 beng

128. An employee shall be deemed
appointing authority:- to have been placed under suspension by an order of the

(a)  With effect from the date of his detention, if the employee is detained in judicial

CU_SK_)dy f?r a period t_axceeding_ forty-eight hours on a charge or an offence, which in the
opinion of the managing committee involves moral turpitude.

(b) Wlth effect.from the date of his conviction, if in the event of a conviction for an
pﬁence involving, in the opinion of the managing committee, moral turpitude, the employee
is septenced to a term of imprisonment exceeding forty-eight hours and is not forthwith
dismissed or removed or compulsorily retired from service consequent to such conviction.

Explanation. The period of forty-eight hours referred to in this rule shall be computed
from the commencement of detention or conviction, as the case may be, and for this
purpose, intermittent periods of detention shall be taken into account.

129. Where a penalty of termination from service imposed upon an employee is set aside or
rendered void, in consequence of, or by @ decision of a court of law or of the Tribunal, and the
disciplinary authority on a consideration of the circumstances of the case decides to hold further
inquiry against such employee on the same allegations on which the penalty of dismissal, removal
or compulsory retirement was originally imposed, such employee shall be deemed to have been
placed under suspension by the managing committee from the date of original order of di;missal,
removal or compulsory retirement and shall continue to remain under _su_spensmn until further
orders provided that no such further inquiry shall be order_ed unless it Is }ntended- to meet a
situation where the court has passed an order purely on technical grounds, without going into the

merits of the case.

130. Miscellaneous Issues.
n made or deemed to have been made in these rules shall

nsio , .
(@ A order of SUSPETRE il modified or revoked by the Managing Committee o

continue to remain in force un
the Patron. g
(b)  Wherean employee is suspended oris deemedh to r:javg betig ilgsnp:lir& ai . :rg) ; tha{
ing i inst him auring
iscipli ng is commenced agains ng the © :
ghher dls‘mphnr? rysp;:ifge:;ag for reasons to beé recorded by it In writing, ?‘nrercta :\hats ljr;ﬁ
er:&zr\]:: r;’h'falllecontinue to be under suspension until the termination of all or any

proceeding.
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An order of suspension made of deemed to have been made under these y,
es

modified or revoked by SAMC or by the Patron.

n shall report for duty, subject to Note to Article 174

(c) ;
may, at any time be

131. An employee under suspensio .
alsso shall be gntitled 1o a subsistence allowance as an amount equal to one-_ha|f of the pay |asdt
h pay, dearness allowance at the appropriate rate tg pg aig

drawn by him and in addition to suc
in the same manner as salary.

Termination of Service

e of service is usually the matter of agreement between the employer ang the
erminated in the following manner:-

132. Asthetenur
employee, service of an employee may be t

(@)  Acontractof service comes to an end, when particular job or the period for which a,
employee is engaged is completed.

(b) It can be terminated before the stipulated period by the management by means of
notice for a certain period or in lieu of notice by payment of salary for that period.

(c) It comes to an end by the resignation tendered by an employee as per the terms
and conditions laid down in the appointment letter.

(d)  Itcomes to anend when the employer of AWES terminates/dismisses the employee
as per rules of the Society.

(e) It comes to an end when the post is abolished due to discontinuation of a subject/
closing down of a class/stream or of the School.

(f) In the case of contractual employees and probationers, the services could be
terminated as per terms and conditions given in the appointment letter.

(@)  Services of employees can be terminated as follows:-

(i) On Disciplinary Grounds. Services of employees found guilty of corrupt
practices, breach of discipline and misconduct can be terminated by following tne
procedure enumerated in Articles 121 & 122. A show cause notice would be issued
to the delinquent employee explaining the reasons why his/her services are propos
to be terminated.

(i) ~ OnAdministrative Grounds. The services of employees canbe terminaléd
on Admlnistrative Grounds by giving notice for the period (as applicable) 0 sala"y
in lieu, pro_vided before terminating the service an employee shall be given @ Sl
cause notice explaining the reasons why his/her services are proposed 0
terminated. Administrative grounds will cover the following:-

(aa) Inefficiency.

: ) /
(@b)  Suppression of any information, submission of false/fake certifica®

documents and/or giving false or incorrect information.
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(ac)  Delinquent behavioyr
(ad) Redundancy
Notes:-

1. The school should }
ave suffici
For the purpose, the sch ; cient docume ;
y o] b b nta ;
issued 1o the employees :llil\'/vtn)ll maintain discip|inaryr¥e‘::‘g?§n?e In support of the charge.
School (Headmaster / Heg dmisirecc))rded and signed by th : eﬁ;&employdee. Warnings
witnesses will be recorded. | €ss). In case emplo yee and the Head of
X Af i yee refuses i

b1 delinguent bohaye 2 1 f6auITed, a proper inquiry bo conducted sgamet fus chares

| e charge

id

he appoinﬁ:\edab\;r:h? SAMC, who would recommend action

conveved 9 authority. The appointing authority will take a
yed by the Chairman SAMC to the employee.

(h)  Alltermination of service under Article 132 (9)
of one level above the level of appointing authority

against the employee to t
decision, which would be

(ii) will be done by the prior concurrence
(Reference Appendix W).

(slt)ervicer?z‘;z/ gfe:ésgiﬁmetlixtproceedings/administrative proceedings on termination of
10 warking days. Ion on any account shall be forwarded to the Patron within

Redressal of Grievances

133. Grievances. Redressal Committee (GRC) composed as under will be formed in the schools
for redressal of grievances of teaching and non-teaching staff :-

(a) Presiding Officer  -Senior member of the SAMC nominated by the Chairman

(b) Members Head of School (Headmaster / Headmistress), One teacher
(Member of SAMC), One Parent, Head of School (Headmaster
/ Headmistress) another APPS (|f required) and one employee

of Adm staff (If required)

134. Functions of Redressal Grievances Committee (GRC).

(@) The committee will consider written complaints of employees other than complaints
against Head of School (Headmaster / Headmistress).

(b)  Consider the complaint and give decision within 15 days of receipt of complaint.

(c) No Action shall normally be taken on any anonymous and /or pseudonymous

complaints made to the GRC in respect of the affairs of the school.
the decision of GRC or other authorities can be addressed to

135. Appeals. Appeals against X awho will decide the appeal within 30 days from the date of

the authorities given at Appendix

receipt.
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Reporting of Incidents
136. Serious incidents involving cases

i r
immoral behaviour, damagg to pro?oece
occurrence in accordance with the p

" ill i iately be submitted by the Head of g¢p,

. Initial Report will immedia , 0ol
(a) le%alr—%ﬁ%g? mistress) to the authorities in chain on telephone, followed by Written
(Headrgai :x/e_ma” within 24 hrs of the incident. Besides the ch'aln of command, caseg of
ﬁ?&ﬁm deaths/injuries will be reported to AWES for processing PrinauiEnce claims.

of accidents, assault and affray, unnatural _deaths, ragq
ty and loss of life would be reported immediatel, o
dure enumerated below:-

(b)  Detailed Report. Detailed report will be sent by the Schools within seven days o
the incident by e-mail and post to the authorities in chain including HQ AWES.

- i i itted to the Patron by the Schools, throyqh
c Final Report. Final Report will be submit , q
E)r)oper channel on finalisation of the case. A copy shall be endorsed to HQ AWES 1o,
records.

137. Prohibition of Sexual Harassment.

(@) Al employees of APPSs are prohibited from causing any sexgal harassr_nent to
employees, students and visitors. Complaints of sexual harassment will be submitted by
the complainants in writing to the Head of School (Headmaster / Headmistress)/Complaint
Committee. In cases, where sexual harassment occurs as a result of an act of omission
by outsiders, the Head of School (Headmaster / Headmistress) shall take all steps necessary
and reasonable to assist the affected person in terms of support and preventive action.
For this purpose, sexual harassment would mean unwelcome sexually determined
behaviour (whether directly or by implication) and would include the following:-

(i) A demand or request for sexual favours.
(i) Eve-teasing and molestation.

(iii) Jokes causing or likely to cause awkwardness or embarrassment.
(iv)  Gender based insults or sexist remarks.

(v) Innuendos, unsavory remarks and taunts,

(i) Unwelcome sexu

| al overtone in an
(obnoxious telephone cal|

Y manner such as over telephone
s) and the like.
(vii)  Physical contact,

advances. touching or brushing against any part of the body and the

(viii) Displaying pPornographi i
i eloey graphic or other offensive or derogatory pictures, cartoons:
(ix) Physical confine

m i 'S Wi i
one's privacy, ent against one’s Will and any other act likely to violat®
(x)

Any other un
wel ;
come physical, verbal or non-verbal conduct of sexual natueé
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(b) Reporting of Sexual Harass
harassment cases will be s oo Cases within Sc

réported as given in Article 137‘““——&1‘-1'&11'1!3&. Sexual
. f Tobacco and its Prod - '
138. Useo aucts. Min of HRD D .
panned the use of Tobacco/Tobacco products within the(s,ft:)c;‘olof rapeation), Gowt. of India has
visitors and staff. All schools will displa Premises by teachers, parents,

y board indicating
bRODUCTS IN ANY FORM IS STRICTLY PROHIBI'?'EPDOIESTEISESISOCNHI(\)%DL}’JSE orToBAcCo

139. Ban on Employment in APPSs-Teache
Headmistress). The particulars of staff dismi > tlead of School (Headmaster /

Issed on the following grounds wi
AWES Cells, HQ AWES and all schools, who will maintain a record%fg such ssta\;‘vf"ilnbae rSeZ?stt;?'? ”

(a) Dismissed from service on disciplinary grounds.

(b)  Unsatisfactory performance.

(c) Dismissed on grounds of misconduct or any other serious charges.

140. Dress. Keeping in view the sense of responsibility and dignity inherent in the personnel
likely to be employed as Head of School (Headmaster / Headmistress) or teachers, no specific
dress is laid down for them. However, it shall be obligatory for the teaching staff to bé dressed up
in a sober manner during the school hours and while present in the school premises. Use of

slippers, long loose unkempt hair and nails not closely trimmed are health hazards and poor
examples for children. These shall be avoided. :

141. Punctuality. All employees shall be punctual in attending to their work. Casualness and
unpunctuality will be viewed seriously and would attract disciplinary action.

142-144. Blank.
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CHAPTER 11 . ADMISSION RULES

References

Appendix Y - Transfer Certificate Article 150
AppendixZ - Specimen for Registration Form Article 152
Appendix AA - Application for Admission Article 152
General

145. Admission in APPSs to children of serving Army persor.mel coming c?n transfer from
out station can be made anytime during the year and they will not be denied admission,

Priorities for Admission

146. The priorities for admission, subject to availability of seats will be as under:-

(@)  Children of serving Army personnel including DSC (gx-Army), children of Army
widows and children of those TA personnel who have a minimum of 5 years embodied

service.

(b)  Children of Ex-Army personnel retired / invalided out on medical grounds with
pension, DSC personnel retired with pension from DSC, Children of teaching staff members.

(c) Children of serving Air Force, Naval and Coast Guard personnel.
(d)  Children of retired Air Force, Naval and Coast Guard personnel.

(e)  Children of ex-Army personnel who left Army with less than 10 years of service and
not categorized as ESM.

(f) Children of Central Armed Police Forces including MES, GREF & TA (when not
embodied).

(g0  Other children.

147. The above priorities of admission shall be suitably moderated to bring parity with the priorities

of admission offered to wards of Army personnel by other services / organizations in their schools
in the same station / location.

148. If due to acute shortage of classrooms there is diffi e , ng
culty in adjusting all children of se™Y
Army personnel, SAMC may further prioritize children at Article 146 (a) a% follows:-

(@)  Transfer cases from APPSs and private recognized schools.

(b)  Transfer cases from local schools within the city
(c)  Allother cases.
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In stations where there are two or mor

' i i e
o respective Patron (Service Senior) schools,

the res| , SO that load j o policy will be dr
proxim"y of the school from residence ang availabililt? E\f/iglytdlstnbuted. It should be baz\gcr; 2?1
ats.

Notes:-

1. Children under Article 146 (f) an ;

't admission. (f) and (g) will be Considered civil Children for the purpose

2. Children of civilian staff em ;

ployed :
\his purpose. yed in the school will not be counted as civilians for

civilian Children

150. APPSs largely being a facility for service children, admissions to civilian children has to be

regulated. For the purpose of attaining, financial viabili
g saessary Sanclions. iability, the same may be undertaken, albeit

451. Civilian children can be admitted only if infrastructure permits and their admission d

not adversely affect teacher to pupil ratio, only after ensuring 100% admission of Armsmc):?fl does
with a few reserved seats for them for mid-session admissions. A bond from arents{)f '| 'lr'en
children would be obtained to ensure no automatic admission to APS schools i o

Admission Procedures and Evaluation Test

152. Admission. All children of serving/retired Army personnel coming on Pass/promoted
TG from another APPSs any time during the academic year will be admitted based on Transfer
Certificate (TC) from previous school, without an admission test. Transfer certificate will be issued
o all outgoing students as per format given at Appendix Y. Specimen for Registration Form and
Application for Admission is given at Appendix Z & AA respectively.

153. Evaluation Test. No evaluation test will be held, even if the candidate is arriving from a
school other than APPS.

Admission With/Without Transfer Certificate

154. Direct admission i.e. admission without a transfer certificate shall be made up to class V
only, in the case of wards of Army personnel. If a pupil, who has not pre\(iously attended any
recognised school, applies for admission to any one of thg Classes lI to'V, his pareqt or guardian
shall be required to give full history of his previous education and submit an affidavit to the' effect
that his ward has not attended any recognised school till then. 'He/she shall fﬂso be required tof
submit the District Administration Certificate of Registration of b|.rth'to gscertam the exact da:ci r?
birth of his ward. If a seat is available in the class to which admission IS sought, the head of the

i i suitability of the pupil for admission to the
school shall arrange a special test to determiné the y e R s pefent T tians

class. Admission shall be granted if the pupil passes in the specia - i
Statement under this clauge is found to contain any willful m|srepreientag|hOOnO|0 fsg:ﬁec(:ngghtr?;
olher facts regarding the pupil's educational careet iie NRe Of tdfc3 t?ict for circulation of the
admission and report the matter to the education authorities of theff tllie o L of the school.
information to other schools. The name of the pupil will be struck ©
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Age

155. Age Limit. :
to various classes in

For Admission

Where state rules are not being enforced, the age of a student on first

admigg;
APPSs shall be regulated as indicated below:- Mission

Completed Age on 31 Mar of Yearof Admission

Nursery 3 Years
LKG 4 Years
UKG 5 Years
| 6 Years
I 7 Years
Notes:-
1. The table above shall not be applicable, if a student arrives on transfer from 4

CBSE recognized School, with an age not matching the ages given above. For all others,
the admission shall be moderated as per stipulated age.

2. For Differently Abled Children. For admission to Class |, the maximum age limit
as on 31 Mar would be 7 years, which can further be relaxed by the Head of School
(Headmaster / Headmistress). Age for all other classes will be calculated accordingly.

3. For the purpose of this clause, it is clarified that those born on 01 Apr of the year
shall be considered to have completed the age on 31 Mar of the same year.

156. Proof of Age. Birth certificate issued by the Registrar of Births and Deaths as authorized
by the State Govt/Govt of India.

157. TC from Other Schools. TCs in respect of candidates from schools will be accepted for

admission provided these are endorsed by the District Education Officer of the District in which
the school is located.

158. Chapqe in Date of Birth. Once recorded in the school scholar register, request of change
of date of birth will be processed as per procedure laid down in CBSE Bye Laws.

159. Promotion of Students. All students in the School will be assessed regularly on their
progress but no student shall be detained in any class in any APPS under any circumstances.

They shall invariably be promoted to the next class under the No Detention Policy of the
government.

_160. ‘ Inclgsive Edupation. Students assessed to be slow learners or having any other pr obler
mhcopnng with the curriculum shall be assessed by the Special Educator of the School. The parent
should be informed of any such condition and counseled to take proactive steps to help e

student in a manner that the child can und ini
er i [ de I
collaboration with the parents so that suc go clinical tests etc. Efforts will specially be M2

af School. h students are appropriately handled, both at home an

161. Curri
E ducamélmefoERT has developed a curriculum for Early Childhood Care and
€ Tollowed in All APPSs. The details of academic framework are given i

Pi _—
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162.

school Uniform. All students are expe _
pelow shal be applicable to the students in Apg cted to wear unif

Ss. orm. Uniforms as stipulated
163. (a) Summer.
Boys ] 5
- . irls
White shirt with half sleeves : - :
\I’:{V:g; iSbhblg r<I)r Blouse with half sleeves, Plaits and
Steel Grey shorts or trousers St.eel‘ (’Srey Divided Skirt Or Steel Grey Kameez
YT— Wlth V’ Neck White Salwar and White Dupatta
oes White canvas shoes
Steel Grey socks Steel Grey socks
School Belt, Tie (Grey and Red School Belt, Tie ( Grey and Red striped Tie and
striped Tie and Belt Belt)
Sikh Students may use a white Long Hair may be braided
handkerchief over the bun of hair
neatly tied on the head.
(b) Winters.
White shirt White shirt or Blouse. Plaits and Red Ribbons
Navy Blue blazer or Navy-Blue Navy Blue blazer or Navy Blue pullover (‘V’ Neck
pullover (‘V’ Neck without collar) without collar)
Dark Grey worsted trousers of shorts| Dark Grey worsted skirt or Dark Grey Kameez
with Half ‘v’ neck White Salwar and White Dupatta
White Canvas shoes White canvas shoes
Dark Grey socks or stockings Dark Grey socks or stockungs
School Belt, Tie Badge (Grey and Tie (Grey and Red striped Tie and Belt)
Red striped Tie and Belt, School Belt, e
Sikh Students may use a white Long Hair may be braide
handkerchief over the bun of hair
neatly tied on the head. Che Principal
. [ tion o ’
(c) School tie may be made optional In summer at the discre
depending on local weather conditions.
164-165,

Blank

57
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CHAPTER 12:FINANCIAL MANAGEMENT
CHAPTER

General

166. Financial ma;n?ge |
imary SChoo
grﬂgazrzfpsncrnog (Headmaster / Headmistress
execution level.
rove financial management, schools must develop effective accounting anq audi
involves operation (_)f accoun.ts, procurement, auditing, aCcounﬁ?,
and preparing financial documents. The major five pillars of _Flnanmal Maﬂagement are availahi
of funds, transparency, responsibility, safety and accountability. The guidelines givenin thig Chapte;
may be suitably translated into SOPs for smooth implementation. )

ment is an important organizational function. Financial Managen,
s applies at various levels from Patron, Cha.|rman at supervigg e|nt in
)and Supervisor Administration & ACCOUr?t’ae;/el
Ntat

167. Toimp
practices. Financial management

168. Financial robustness and viability of the school is joir_n responsibility of Head of Schog |
(Headmaster / Headmistress), Chairman and Patron. They will work towards this and ensure the *

same. E

Financial Management and Responsibility

169. Head of School (Headmaster / Headmistress) will be overall responsible to manage the
finances of the school. She would be assisted by Supervisor Administration, and/or by the
Accountant/Account Clerk of the school. She will ensure that all policies on management of
finances are implemented and complied. She would be responsible for payment of all bills and

correct maintenance of accounts.

School Administration and Management Committee (SAMC)

170. Composition. Composition of SAMC is given in Article 32 of this book.

Functions
171. Financial functions of the SAMC are as under:-

(@)  Over seeing the financial management of the school.
(b)  Local financial control, raising of funds and incurring expenditure.

(c)  Consider and approve Annual Budget of the school after being presented by the
Budget Planning and Monitoring Committee (BPMC).

(d)  Workout a Prioritised Procurement Plan (PPP) for the school.
(€)  Ensure properand optimum utilisation of Financial Assistance received by the sch

(f) Nominate Chartered Accountant (CA) or Auditor and ensure that school accounts
are audited by them every year. Ensure that CA is changed every three years.

Financial Responsibilities of the Chairman

ool.

. : . _ re
172. The Chairman will function as Chief Executive and exercise general supervision 0 enst
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proper functioning of the school. His d : ibiliti i i i
Hith Article 36 of this book) are as un g(l;:iled powers and responsibilities (read in conjunction

(a) Preside over the meetings of the SAMC.

(b)  Ensure that the school does not have Deficit Budget.
(c)  Exercise financial powers as laid down.

(d)  Joinlly operate the School Bank [
Ac
HleafinasisryHeanimisiioas) count(s) along with the Head of School

(e)  Sanction annual increments as per financial health of school.

ng\MC Financial powers of the.Chairman will not be delegated to any officer or member of
i lexcept Officiating Chairman. Powers of Chairman may be delegated to Head of
chool (Headmaster / Headmistress) in exceptional and special circumstances e.g ‘General

Mobilisa_tion’. Such a delegation will be accorded and withdrawn, in writing, in the form of
a speaking order.

(9 Ensure that the school bank accounts are in the name of the school and not the
name of Head of School (Headmaster / Headmistress) or any Local Authority.

(h) Nominate an officer/team of officers/outsource a person for carrying out Special
(Internal) Audit of the school, if required.

1)) Render whole hearted support to the officer(s) or the person detailed by Patron to
carry out the Special (Internal) Audit of the School and not interfere with the process of
Special (Internal) Audit ordered by any superior authority.

(k) Approve payment of Terminal benefits and security deposit to staff. Non payment/
stoppage beyond seven days of retirement / resignation / termination of service shall be
informed to the Patron with reasons thereof.

(h) Monitor School Improvement Plan (SIP) / School Development Plan (SDP) in keeping
with the school's Academic priorities. Cut down budgeted expenditure in keeping with
SIP/SDP, if required. Report to Patron on SIP/SDP every six month.

(1) The Chairman will be equally accountable for any omission/commission, which may
be found in the accounts at any given time.

Staff Officer to Chairman

173. Duties and responsibilities of SO to Chairma

n are covered in Article 38 and 39 of this book.

udget Plannin & Monitorin Committee (BPMC

174. Composition. The

BPMC will be convened by Chairman of the school. Composition of

BPMC will be asunder:-

Presiding Officer - Head of School

Members -

59

(Headmaster / Headmistress)

A Teacher, Supervisor Administration and AccountantAccount Clk/UDC
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o of Budget Planning & Monitoring Committee(BPMC). py, are 4
175. putie Sunder

prepare budgetin a Fiscal/ Academic year.
(a) Assemble in the month of November for a preliminary meeting {,

for next Fiscal/Academic year.

i cial / Non Financial data preg
ure that the Finan thmefical Presenteq by Sy
ant, teachers etc. are arithmetically correct, Den,,SOr

Plan for Bl
e

c) Ens
Administration, Account
(@)  Ensure that Budge! prepared based on total anticipated/ avajlap, inco

all sources during the Financial Year, less income from Development Fyng Seoy. 5 fr%
Fund (Staff/ students), interest against FD.s not r.ece|v.ed by the schoolin ihy p|anmn590<at
and Income over Expenditure of the previous Financial Year. Oy

(e)  Ensure that Sundry Creditor and Sundry Debtor are reflected by the school i
account books/ relevant documents and the same has been reflected in the budgets ;

() The BPMC shall take into account information, as obtained from Chair
about turnover of units and its effect on the students roll (class WEse/categmy Wi

school.
(99  The Head of School (Headmaster / Headmistress) and all members of the gpy

will ensure that the staffing norms, as given in this Book, are strictly adhered to and te
school staff is optimally utilised and not under-employed.

mango,
s€) of the

(h)  Ensure that no “Deficit Budget” is prepared under any circumstances. The BPMC
will plan the Budget that it does not become deficit due to creation of a fait-accompi
situation by planning over expenditure in Budget (based on anticipated income). Principd
will be personally accountable and responsible for the same.

(i) Ensure that the basis/ pérameters of calculations while planning and preparing e

Annual Budgets for the school, are expressly mentioned and duly supported wif
documentary evidence, where possible.

Duties of Head of School Headmaster / Headmistress) (Read in Conjunction with Articl
44 to 49 of this Book

176. The duties of Head of School|

Headm finances
' eadma mi managementof
are given below:- ( ster/ Headmistress) about g

, : e
(@) Being head of the school, the Head of School (Headmaster / Headmistres® e

overall in-charge of all financi i i omplé?
Inancial affajr ill ensure COTE™ 1o
relevant rules ang s of the school. He/She w d

: regulation : - orities ap
all issues, as requireg, S and keep the appropriate superior auth

(b)  She will ensure the following:-
(i)
" _ i on
ggy of tShCerUtIny of Salary bills every month, Salary for the month i pald
Next month less the month of March (by 31 Mar only).

Prepare School Profile Statement (staffing structure).
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(ii) .Salary is paid to the employee
@ | yees after deducting authoriseq deducti
DS uctions

(v) Al financial documents being

; ; ut :
signatures are correct in all respect. Put up to Chairman for signatures/counter

(vij  Prepare all relevant cheques
and put up the same for counter signat
Noting Sheet from the relevant file.

E(re:afin;ng to Qrawl and disbursement of pay
of the Chairman under a properly recorded

(vi) Make arrangements to draw mone
_ y from ba ' - ;
security, safe custody and correct disbursement, thZ?\nrg ;vdlilr:g responsible for its

(viii) Amount paid to the employee or the v i

endor is through Account P
Chequ’es or NEFT or through any other electronic means on?y and not th ayec;
bearer’s cheque/cash. o1

(ix)  Travelling Allowance (TA)/ Daily Allowance (DA) claims of the teachers are
strictly as per entitlements.

(x) _AI[ advances paid to the teachers/ staff for performance of official duty/
authorised Temporary Duty or for any other purpose is liquidated by submission of
bills within 10 days from the date of expenditure/ utilisation of the advances.

(xi)  School fees are realised and credited to the school Account. She will maintain
proper record of defaulters and Sundry Debtors and ensure preparation of student
wise monthly fee reconciliation statement showing amount of fees due, previous
dues, if any, fees realized during the month and fees still due. Ensure maintenance

of student ledger. This should reconcile with the Sundry Debtors list.

(xi) Cash beyond the Cash Monetary Limit (CML) is deposited in the Bank same

day.
money, more than the operating expenses, is invested in FDs in @

m interest.
se authorised and not otherwise.

' ts. The
(xv) No unauthorised money is collected from.paren'tsdo;utthgnf;lﬁtzr: :/ i
authorised collection from the parents of students 1S _carlne; J ot o o onty n
approval from Chairman and properly accounted for, InclU g

the Student Ledger.
ntof Rs 5 000/-and above is done through cheques

(xiii) Unspent
manner so as to accrue maximu

(xiv) Funds are used only for the purpo

(xvi) Ensure that any payme
only.

Administration
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nsure that the school/staff and property including schoo| trangpq
is used by the school staff including Head of School (Headmaster / Headmistresg
only for official purposes. Use of school property for personal purposes by Schog|

staff will amounts to financial misappropriation.

(xvii) She will e

(xviii) Principles of objectivity, transparency, economy, separation of dutieg o
Value for Money is incorporated in the purchase procedures followed by the schog,

(xix) No Phantom/ Bogus purchases are cgrried out by the Head of Scho
(Headmaster / Headmistress)/Purchase Committee/Teachers/Staff from the sChog|
funds.

(xx)  Allitems/ Stores purchased from the school funds are.taken on Ledgercharge
in the same month viz., Master Property Ledger, Expenditure Ledger, Stationary
Ledger, Diesel Consumption Ledger, Repair & Maintenance Ledger etc.

(xxi) Bills received are genuine and arithmetically correct.

(xxii) Refund of any entitled money to the students is correctly and rightly credited
in the account of the students through electronic means only. The individual student
ledger is updated every month and reconciled with the bank statement.

(xxiii) School funds are audited in accordance with laid down rules.

(xxiv) Minimum laid down balance is maintained in the Terminal Benefit Fund (TBF)
and Asset Replacement Fund (ARF).

(xxv) Amount equivalent to depreciated value of property items is credited in The
ARF.

(xxvi) Policies/rules/regulations are neither misrepresented nor suppressed. To
favour the Head of School (Headmaster / Headmistress)/teachers/staff or any other
employee of the school or to cause any financial loss to the school.

(xxvii) Safe custody of the Cheque books and school financial documents.

(xxviii) She will ensure that the budgeted expenditure is realistic, justified and specific
to the school requirement.

(d)  Prepare minutes of SAMC meeting in which the budget was presented and put up
the same with complete budget papers for approval of Chairman/Patron.

(e)  She may take the assistance of Supervisor Administration or any other member of
staff in financial management of the school.

()  Extend whole hearted support to the Special (Internal) Auditor/Special (Internal)
auditing team by submitting the documents/ data requisitioned by him/them and answering
to their queries by school staff.

Pink Book Vol, 1 Guidelines for Administration i




Receive Audit Reports i
pased on facts. Initiate correétis\/zemal- (Internal) Audit 5
addition develop action plan to impé:gtlon/dismp“nary act;zorts el '
ment their re N against the d
commendatio efaulters and in
ns.

h)  She will be responsible for Settling all

Audit Board/Special (Internal) : Audit objecti
Auditor/Speci 't objections raj
pecial (Internal) Augi raised by the CA/
Auditing team Quarterly

()  Obtain sanction of the Chaj
. a .
Irman for major repair of stores/equip
ment on monthly

k Institute ade internal fin Nd document the same
(K) quate internal financia| controls and do h
tt

puties of Supervisor Admini -
| inistration (Read in Conjunction with Ari
477. The duties of Supervisor Administration are enume ted rticle 61 of this Book)
rated below:-

8

(a) Assist Head of Scho H

. ol eaam H

i t i ( I admaster / eadmistress) in discharge of her fi

duties and take on tasks as ass gned. Inancial

(b)  The Supervisor Administrati
. ’ Inistration is
compliance : ; expected to -
p with the SOP/Financial Procedures Manuz{f(];:e; r:t;/l)e tfot l::alrry out all duties in
of the school.

(c) - Maintain school a
ccounts and
(Headmaster / Headmistre make recommendati
Ss . ions to H
by Patron. ) on proper investment of school funds as pereggpoipifhoﬂ
ove

(d)  Arrange remittan
M ces to Provident F e
authoriti L und Commission ”
es and electricity and rent and allied charges of accom?rr{oga t«’ﬁil:rt]flgrll\zugsé Tetlre]zphone
authorities,

as per rules.

(€)  Arran -
(e o o S S o e
e . ure Annual St i ,
the depreciation and the present value of property itcc)a(;rl](sT.akmg Board Proceedings reflect

()  Ensure i
proper maintenance of files, d
documents related to financial matters. ,, documents, ledgers, vouchiers and other

(@)  Prom -

pt processing and payment i :
H yment of the bills as per rules and o i
ead of School (Headmaster / Headmistress). n instructions of the

(h L
) Arrange proper Provisioning, Procurement and Accounting of School Stores and

Equipment.
Book before 5" of each month and put up the
dmaster / Headmistress).

n FDs from financial institutions/banks and
) about timely renewal of FDs.

m the school funds are
rty Ledger, Expenditure

g; . fEns_ure closing of Cash Account
or signatures of Head of School (Hea

(k .
inf)orm tEhnSure timely realization of interest 0

e Head of School (Headmaster / Headmistress
purchased fro

(1)
Oversee and ensure that all items/ stores
Master Prope

taken
on Ledger charge in the same month viz.,
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g

ger, Stationary Ledger, Diesel Consumption Ledger, Repair & Maintenangg Leg,
) er

Led
etc.

Handle and assist in all types of audit and take follow up actions on aygit ob

(Headmaster / Headmistress) informed. J€Ctiong

m)
énd keep the Head of School

(n)  Update/maintain school's financial system related equipment
(0)  Monitor spending against budget and Ieilppr;se_v?rreizg)ces from the approveq budgy
to the BPMC/Head of School (Headmaster / Headmis !

(p)  Generate financial reports, as directed by the Head of School (Headmastg, |
Headmistress) or any authority nominated by the Patron/Chairman. Ensure adequate cash

flow is available in the school.

(q)  Assist the Head of School (Headmaster / H(_eadmistr.e_ss) in setting up aims and
objectives for all support staff, ensuring they are optimally utilised.

(y  Workwith the Accountant to resolve salary related queries from teaching and support
staff.

(s)  Ensure that appropriate accountancy systems are in place, in the school. Participate
in BPMC as member and assist the Head of School (Headmaster / Headmistress) in

preparation of the Annual Budget.

(1) Provide suggestions and support to the Head of School (Headmaster / Headmistress)
on resource planning and income generation and on the school’s over all financial status.

(u) Prepare reports, financial statements and minutes of meetings, as required.

(v) Co-ordinate purchase of goods and supplies and ensure that the school obtains
best value for money from suppliers and contractors.

(w)  Ensure that no “Phantom/Bogus Purchases” are carried out by the school.

(%) Supervise and maintain the school’s financial systems and accounts and keep Head
of School (Headmaster / Headmistress) apprised. Maintain the school’s database on pupils
and staff.

(y) Be responsible for the security of data and access rights to the system.

Duties of Accountant / Account Clerk

178. The duties of Accountant/ Account Clerk will be as under:-

(a) He/ She will work under the control of Head Clerk, Supervisor Administration/Head
of School (Headmaster / Headmistress) and carryout all tasks as assigned.

(b) t Responsible for correct and actual physical entries in financial documents/ Compute’
systems.

(¢} Maintain Cash Account Books and Ledgers. He/She will ensure that all the Purchases
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have been accounted for and the prop

erty value is reflected correctly,

appreciation carried out in that month = SR
(d)  Preparation and posting of rec
the cash received / held by sch eipts from other than fee. He/ She shall ensure that

(f) Preparation of vouchers of daij|

books /ledgers. y Income/expenditure and necessary entries in cash

(9) Ensure that the Pay and allowances to the

staff are
Management System and not through Cheque. made only through Pay Roll

(h)  Ensure that the salary/payments made is strictly as per entitlement and laid down

rules_. Ng paym_ent is made in the name of any ex-employee of the school after his / her
termination/resignation/leaving the school.

() Ensure that all cheques prepared are crossed and account payee only. The payments
required for bonafide expenditures may be made through bearer cheques with the approval
of Vice Chairman/ Chairman after processing them through the Head of School (Headmaster
/ Headmistress).

(k)  Preparation of monthly balances of Cash Book/Ledgers and Quarterly Audit Board
Proceedings.

{) Reconciliation of monthly bank statement and keeping record thereof. The Bank
Reconciliation shall be carried out diligently for every income and expenditure and the
cross reference shall be recorded in Columnar Cash Book, Accounting Software and also
in the monthly financial statements issued by the bank. The Bank Reconciliation shall be

audited by Quarterly Audit Board and CA every quarter.

e personally responsible for any errors of
and other documents of accounts maintained
ed at a later stage after the Audit of accounts
(Internal) Auditor(s) doesn’t absolve him/ her

(m)  Accountant / Account Clerk shall b
commission or omission in the account books
by him/ her. The anomalies observed/ detect

by CA/ QAB (Quarterly Audit Board){SpeciaI
of the responsibility and accountability of the same.

' r payment are correctly Reconciled
(n)  Ensure that the issued cheques not presented for pay Aiieidines

i coun
and the expired cheques are cancelled and taken on charge in the ac

month of expiry and not afterwards. :
i i ly after CFA's
account of any expenditure IS made only al¢ 3 and

(0) Ensure that payment on payments are maintaine

d
approval. All the supporting documents for purchases an

Pink Book Vol. 1 Guidelines for Administration

-




updated regularly and receipt of payment to the vendor/ employee /recipien; i

prior to making the payment.
(p)  No payment is made against the Bills without GSTIN, as decided by the SAMQ

S Obtalned

(n)  Maintain proper record of s?ationery used lnSther account section gngq take g
measures to economise the expenditure of Accounts Section.

(0)  Responsible for the safe custody of all documents pertainilng. 10 purchaseg anq
payments. Any loss of such documents shall _constltute misappropriation of schog, funds
and deemed to be a financial loss to school equivalent to the amount of Purchase/ Payment
that can’t be ascertained due to the lost documents.

(p)  Maintain fee collection record/register of each student.
(@)  Maintain proper record of Sundry Creditors/Debtors.

(r) Assume over all responsibility of accounts office covering all matters concemning
accounts and assist QABs/CA/Special (Internal)Auditor in conduct of audit.

(s)  Keep photocopies of school FDs and remind Supervisor Administration/ Head of
School (Headmaster / Headmistress) about their maturity/re-investment/ interest due atleast
one month before the date of maturity.

179. Signatories Shall not Sign Blank Cheques. Cheque signatories should also thoroughly
check the supporting documents and ensure that the payee details, amount agreed to in the
supporting documents, the purchase procedures and the supporting documents are in order.

Financial Powers

180. Budgeted. The budgeted financial powers of various authorities for the School Funds
(APS) which may be Suitably applied to Army Pre Primary Schools as under:-

S.No | Appointment Per Transaction Monthly Ceiling

(@) | Head of School (Headmaster / Rs 78,000/- Rs 7,80,000/-
Headmistress)

(b) | Chairman (Col) Rs 2, 50,000/- Rs 25,00,000/-

(c) Patron (Brigadier) Rs 5,00,000/- Rs 50,00,000/-

(d) | Maj GenCOS Corps/GOC Division/Sub | Rs 15,00,000/- Rs 1,50,00,000/-

Area Cdr /Dy Comdt Cat ‘A’ Est

(e) | Lt Gen (Chief of Staff, Command) & | Rs 22.50.0007 Rs 2,25,00,000/-
GOC Corps/Area/Comadt Cat ‘A
Establishment

(f) Army Commander Rs 30,00,000/- Rs 3,00,00,000/-
(@ |AG Rs 60,00,000/- Rs 6,00,00,000/-
L(h) COAS Above Rs 60,00,000/- | No limits
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Non-Budgeted. The non-budgeteq §

181. -
f various authorities in schools gg

powerS 0}

pixed De osit Receipts

inanci
ancial powers wil| be 50%

given at Article 180 aboye of Budgeted Financial

maturity amount. All FDRs will be in the na
deposits unde; various sub heads. The regr?s?;rf APPS. FDR register will also have details of fixed
will be checked b . | Xe
FeDrF;OnaIIy n April andyatzae c?rtO?S detailed by the Chairman and .
p , ; port of the same will be submitted in writ'omi(e a;]year oy Chairman
Ing to the Patron.

183. Reinvestment proposal stating utilizati
Ization of the interest wi
ill be moved on file minimum
one

month in advance of the date of maturity. Utilizati
_ . Utiliz i
R equiation approved by the Patron. y ation of interest should be as per SOP /Rules and

Ledgers/Books to be Maintained
184. The following ledgers / books will be maintained by the School:-

(a) Account Book

h)  Petty Cash Book

i) Security Deposit Register
k)  Salary Register

()  Fixed Deposit Register

(b)  Sanction Book — Head of School (Headmaster / Headmistress) & Chairman
(c)  Property Ledger

(d)  Payment Vouchers

(¢)  Receipt Vouchers

(f) Fee Register

(g9 CRVfile

(

(

(

Operation of Accounts
185. Accounts will be operated as under:-
(a) Custodian and Holder - Head of School (Headmaster / Headmistress)

(b) Joint Signatory - Chairman

(c)  Custody of Cheque Books - Head of School ( h -
[ inistration will work out thé _requu ‘

I Supewlsgirtﬁrcém A summary of daily expendituré will be pu';

. uéal of the Head of School (Headmaster

Headmaster / Headmistress)

3:86' Requirement of Cash. |
uash on weekly basis based on the daily exp
P by the Supervisor Administration for the per

€admistress).
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Maximum limit for cash in hand will be Rs 10000/-(

R
e safe custody of the Accountant. Upees ten

187. Ceiling Limit for (?ash. :
thousand only). Cash will be kept in th

188. Record of Petty Cash. Cash in hand in the School will be handled by the A
The cash will be reconciled every day.

189. Transaction of Cash. The Accountant will 'maintain records qf day to day Paymeny of
cash in hand for expenditure by entering the same in Petty Cash Register. All payment above

Rs 5000/- will be made by cheque.

OUntam_

Purchase Procedure

190. All purchases of major items (costing above Rs 10,000/-) will be pre planned well in advance
and approved by the Chairman.

191. ltems to be purchased would be entered in Sanction Book for sanction of COMpeten;
authority. Items will only be purchased after sanction.

192. A Purchase Committee comprising of Lt Col/Major/Capt (Presiding Officer), members;
Head of School (Headmaster / Headmistress), a Teacher and Supervisor Administration will be
detailed by the Chairman for three months. Members of the Purchase Committee in terms of the
teacher will be changed after three months. A register maintaining the details of the Purchase
Committee will be put up to the Chairman on a quarterly basis. In the event of a Head of Schoo|
(Headmaster / Headmistress) being CFA for the procurement, the senior most teacher will replace
Headmistress as member. The purchase committee will also check the specifications of the
items to be purchased and also inspect the stores after receipt.

193. Purchase of articles/group of articles costing upto Rs 10,000/- may be made without inviting
quotations. Articles costing above Rs 10,000/~ will always be purchased by inviting quotations. It
will be ensured that the total amount (above Rs 10,000/-) for which an item/group of items is
purchased, is not further broken into successive Rs 10,000/- to defeat the essence of this clause.

194. Where quotations are invited for items upto Rs 10,000, the firms should be requested to
send their quotations in sealed covers. The quotations will be kept with the Principal and opened
by the Purchase Committee on given date and time. These quotations will be kept in a sealed box
for opening by a bd of offrs. The board detailed for opening of quotations will also check the
specifications/sample of the items to be purchased.

195. For purchase beyond Rs 10000/-, the quotations will be opened by a Bd of Offrs (BOO)
detailed by the Chairman.

196. A'comparative statement of the quotations received would be prepared, the lowest raté of
each article be indicated in red ink and the recommendations of the BOO/ Purchase Committe€
would be recorded. The recommendations of the BOO / Purchase Committee would be put up 10

the Chairman for his approval. Articles will only be purchased on receipt of approval. Minimu
three quotations would be required.

197.  Items purchased will be taken on ledger char i Chairman

ge. A BOO will be convened by the Chal
quarterly after the non-expendable/expendable purchase is done to ensure that property items
are taken on ledger and physically checked in all respects.
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In case, it is felt that lowest quotation is not a
cc

" g to justify rejection epta .
the noting 10 yrej Or acceptance of higher qﬁlozﬁ(’)getalled reasons will be included in

Ma/mgg_m_gm.oLAc—ants
Columnar Cash Book
200 The . and che ueb .
schoo! (Headmaster / Headmistress). A gavingott(:nvﬁ”;ze <5
cou

Pt under the custod
of the H
maint. Head of School (Headmaster / Headmistress) will b y ead of

entthwith a Nationalised Bank will be
, - aratefrom € Account Holder. It is important
i< required t0 be maintained to avoid discrepancy other funds. An unambiguous record

A in .
should have well defined sources of income angd exgg:g:x?:f the school funds.The fund heads

201 Maintenance of Accounts. ~ Essential aspects/guidelines are as und
er.-

( ) A COIU“" |ar CaSh BOOk Wl” be |||ai t i i mo n

a - ) > ntin WthlI eaCh ne aly ansac 'O W. be

elltered V\“tll |tS SUDDOI t” lg dOCUI“eI ItS |e reCGiptS alld paylllellt JOUC‘tIrerS Etltly VVI':II be
. n |

in Cash Acct Book on the day of its occurrence i
nce : L
the Head of School (Headmaster / Headmistreslg) .aln appropriate column duly initialed by

(b)  All bills will be stamped ‘PAID’ with a PV N ) . ,
also be given a PV No. o written in Red Ink. Each cheque will

(c) CRVs will be made for non expendable items. Payments over Rs 1000/- will be
made through cheque only, except in exceptional cases, for which special sanction by the
CFA will be accorded on case to case basis. All receipts/payment vouchers will be serially
numbered for the whole financial year.

202. All non-expendable items purchased from any fund, its cost will be reflected in the Columnar
Cash Acct Book under “Property” head. '

203. Columnar Cash book will be closed and a balance sheet will be prepared at the end of
each month and will be countersigned by the Head of School (Headmaster / Headmistress). The
cash balance in hand will be physically checked and endorsed by the Head of School (Headmaster
/Headmistress). Bank reconciliation will be prepared to reconcile the balance shown in the bank

statement with balance in the Columnar Cash Book.

204. All purchases below Rs 10,000/~ under the sanctioning powers of the Head of School
(Headmaster / Headmistress) will be maintained in separate sanction book and the same will be
informed to the chairman through a noting sheet at the end of each month.

s will be shown while preparing assets/liabilities, i.e

205. Details of amount invested in FDR
balance sheet at the end of each month.

Payment of Salary & Fees and Other Charges

':‘r?e All employees will have their salary acct in the ban
aintained, No salary will be paid in cash.

k in which the School saving acct is

ideli dministration
) Pink Book vol. 1 Guidelines for Al




self-st
only if they/spous

208. SC
schools. B
tuition fee S

209. Asugges
(Readin conjunc
would be sam

given as under: -

210.

e with directio

School Management can fix the fee chargeap,
e frg

Ccharges.

g and othel-> houl i
ee ns of the Patron. gchool fee sno d be so fixed that the Schog | M styq
IS fing.. oM

on to fee may be given to wards of regular and contracy ing
al facuhy menCia"V

ept! to CEA from any source.
”‘berg

ining. EXC ‘
iy e are not entitled
y consider online fee payments to avoid cash trg
| fee which is t0 be charged at the beginning of the NSactiong;
academig ¢ " the

be charged on quarterly basis. .
S|0n|

my and Civilian wards for all APPSs is give
ee for the wards of the Ex-Servicemen (Defne?]t Appen dixy
Ce) Per

ersonnel. The criteria to be considered fo, atp S0ngy
is

hool manage
esides annua
hould preferably

ted fee pattern for Ar

tion with Article 47). F
e as for wards of service p

r Force/Qoast Gu:ard personnel granted/awarded re

on, family pension or disability pension at thegglarpension,

discharge, release medical board/invalided medica:rge of thej;
oard,

(@) Ex-Army/Navy/Ai
liberalized family pensi
superannuation, demise,

(b)  Recruits medical boarded out and granted disability pension

(c)  Ex-Army/Navy/Air Force/Coast Guard personnel who i
after 10 years of service. P have taken discharge/ releaseq
(d)  TApersonnel retired with pension or th

ose -
of ermbodied Service. who have taken discharge after 10years

(e)  Members of MNS who hav '
_ e taken .
receipt of pension from Army. discharge after 10 years of service or are in

()  Ex-A i
completing trhn;i); g%?::&g;g’;g?osnégzss)e P(_arsonnel who have retired from APS after
the Army on deputation for a period of 10 D/;;?sand ex APS personnel who had sened

(@)  Short Commissi i
ssion Offi
term of engagemnent cers who were released from service on completion of ther

Late Fees. |If fees '
are not paid by due date (1-10" day of the Month), late fee Wil b

charged as under:-

211,

na
me of the student will be struck

e t

(@ U
P to 20" of the current month -Rs 100/-

(b) Upto1m
onth
(©)  From1to2 month -Rs 200/- Caution/Reminder Notice be sent
S
-Rs400/- ' : -
(d)  From 20 3 months . /-Warning/Reminder Notice b sent
-Rs 750/-

Payment of §
chool Fees
- It fees and fine are not paid for three consecutive montns the

off the rolls,

70




ftruck efu nts in adva
(@ Tuition Fee nded alongwith security amor:ﬁ\? gzyf:fet:] : date
o il G - Where Quarterly fee in advance is charged
a al’ges » Pro . 3
portionally for the
Additional Issues related to Fees rest of the year.

213. Navy & AF, Coast Guard, DSC, GREF.
suitably modgrated to bring parity with the protoco
by other services/organisations in their schools in

A . .
t par with Army in all stations. This shall be

| of fee char
ged from wards of Army Pe
the same station/location. yPersonnel

014. CAPF. As a general policy, there will be No fee concession. Northern & Eastern C d
. ommands

may extend the fee concession at their discretion. How i i
i SAPF. the concession will NOT be extended. ever, In stations where there are schools

015, TA Personnel.

(a) ExServicemen TA. TApersonnel retired with pensio
- n fr )
servicemen and charged fee accordingly. P om TAto be treated as ex

(b) TA Personnel 'with 10 Years Embodied Service. The children of TA personnel
with ten years embodied service to be charged fee at par with the Army children.

(c) TA Personnel with Less than 10 Years Embodied Service. The wards of TA
personnel with less than ten years embodied service to be charged fee as applicable to

civil children.

016. Fee for wards of Ex-Servicemen (Defence) Personnel would be same as for wards of
service personnel. The criteria to be considered for at par fee, is given at Article 209.

217. Exemption of Tuition Fee for Wards of School Employees (Teaching and Non-
aid out of Defence Estimates.

Teaching). They would be charged fees at par with civilians p
Exemption of tuition fee will be granted to two children per employee (less adhoc employees) of

the same school. Tuition fee exemption will only be given in case the husband/wife of the employc_ae
is not entitled to claim the children education allowance from the Govt. Where the husband/wife
of the employee of the school 1 entitled to claim the children education allowance from tt:s G(i:é
tuition fee exemption would not be given. However in cases where the tuition fee is more than

children education allowance, the difference between the two would be exempted.

218. Exemption of Tuition Fee for S ecial/ Differentl Abled Sdt‘ude?tfHeTu;trigngﬁ:n\.;mazi
charged from special/disabled children (as defined by GOVt of h|n laa),sés eXye e
educational grant/CEA from Govt on account of disapllnty. For ot ézrb Csed (;n e difons
fee may be allowed by the Patron on the recommendations of SAMC ba

Of the parents.

Administration
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Accountin Procedure
balancing the expenditure with income for 1y,
ts, maintenance and replacement of asset year but al
S 0f the Schgoso
I,

’’’’ t only aims at
. Yearly budget N0 :
f;t%rs for the funding of future projec

next financial year will be presented by the Head of Schog, .

the
et for ved by 10" Feb by the Patron. The SAMC pqq theadmaste,

in SAMC and approvec ;
ass it. Budget will clearly bring out the assets and liabilitieg fixeq I(Jjowerto
: €pos;

oot hould also cater for cost inflation.  Previous .
d best utilization of fund. It should als year in |
an re upto 31 Mar will be credited in the sub-heads of School Developmen; Fun(;me o1

xpenditu . ¢
e and Terminal Benefit Fund upto 25%.

upto 75%
201, Aseparate noting will be put up for the approval of the Chairman by 10t Apr for craq+
; e mentioned sub-heads. The SAMC also reserves the right tgrsgg:%hof
It the

the balance in the abov : .
amount in any other sub-head on case to case basis. Half yearly review of the p dget wil
e

carried out by 31 October every year. The annual growth of the school will be in the range of
0

020. Thebudg

/ Headmistress)
raise observations orp

5-15%.
222, A rough calculation of income and expenditure for two models of school size of 300 ang

500 students is given at Appendix AB.

Employees Provident Fund

223.  Employees entitled to Provident Fund will be made members of the scheme and employeg's
share of contribution will be deducted at source as laid down in Employee Provident Fund ang
Miscellaneous Provision Act 1952, as amended from time to time. Relevant documents wil be

maintained by the School.

Audit of Account

g)i";i Quarterly. The ac_counts will be audited every quarter by a Board of Officers detailed by
! rman and bd proceed.lngs of the same will be put up to the Chairman. The stock taking of the
cheque books and FDs will also be carried out by same BOOs.

225. i ;

The C %ﬁﬁw. Annual audit of the school will be carried out by a Chartered Accountant

carry out phySicalCCﬁunlt(ant will be changed every three years. The Chartered Accountant Wil
check of Fixed Deposits receipts and reflect the same in audit report.

Annual Stock Taking Board

226. Physi ification il -
Seatin JUﬁe?zlyvaegggtlsog Including depreciation / appreciation of items will be done oncé "2
etailed by Chairman. The proceedings will be approved by Patron.

227. After annual i
L physical verification | . : out
Conditioning of stores ang depreci;tif: (')? g?on;glr?;ed’ a separate Board of Officers il cary

228.  Cyber audit .
, of all compuyt tin
consultation wi _“omputers, held on char , ried out 0
th respective LMAs and record there%? \?vfilltgz rsnc;;sgi,n\g/;ll e
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gecurity

Head of school (Headmaster / Headmi

229 . hysical assets and admistress) is res '

. Udrsga‘z:célunting software SﬁLeLﬁgohr:a's financial data, Sggztrb:?\ for security of all school assets

1 e backed UP rog o f?n:ggiq 818 checks and balances o of Chairman. The

d of the personnel handling such inStrumZn?Sata and instruments wn?ge :ggg;rging data
. Froper

re m oy
regard b€ prepared at the school level, duly approveduS;tt)r?emcak:nt.a'ned' A detailed SOP in this
airman.

chat ing.off Consumable ltems

gchool will maintain 1

230. The _ wo ledgers, Prope

Consumable | expendable items will be charged-o?f gg rkggtgr\?; S nd Consumable Item Ledger
asis.

L mge/rtl

231 pProperty items both expendable and not expendable [
be taken on separate ledger charge. The details of property(wicl)lvsg‘Zs&l;rrwrzirESYab‘e PR

(a) iImmovable Property. Immovable property will | : o .
construction within the School premises. property wil include all items of civilelectrica!

() Movable Property. All movable property will include furni
iture, |
store, computers and electronic items etc. 6, loan stores, SpOs

232. Depreci?tion .of Property ltems. The details of percentages of depreciation for various
; property items including method of depreciation are given at Appendix AC.

Insurance

033, All electronic items, furniture and other property as deemed appropriate by SAMC will be
insured against theft & fire.

234-237. Blank.

no__ //




cHAPTER 13: MISCELLANEOUS

licies & Directions

Mo no,riJ,Lq,oLl,mp.l_eﬂ‘_~‘»*—-'—‘1"'~t~'-°‘"‘9‘f"P’o
Moniie , i ly to disseminate the cent
_{ AWES will be limited on - niral Govt poig
The role anagement/administratlon of APPSs with the aim of ensuri;gomes/ ecigi
. il be the responsibility of respective LMAs Cli)mplianceElonS
titute their own system of inspections. The fecor q é\?As Undefyt}?”
these g

| of Patron.The format for Annual Inspection Report is annyy
g|Ven
a

238.
with respecttom

APPSs. Their im :
directions of Patron may Ins

inspections be kept at the leve
Annexure Il to Appendix B.

Accommodation, Rent & Allied Charges and Furniture

239. Accommodation.

r kindergarten school (KG)/ schools has been made in p
ara 340 of

(a)  Provisions fo
dation. These schools can be constructed under financig|
POwers of

Scales of Accommo
various CFAs upto Army Commanders.

(b) ~ Wherever such accommodation is not available, the existi -
ommodation can be re-appropriated under Para 64 of Defence Works Proggd Svetgable
re Wp)

acc
2007/Para 155 of Regulations for MES (RMES).

(c)  Provision of KG Schools in Stations are authoriz

- _ ed as per para 3

Exllstlng APPSs which have been regularized by MoD can be consrt)ructed‘tgr?)ixsﬁﬁzoog'
eing a authorized work. New School can be opened in Military Station only witg apxgil/z]

of MoD.

240. : ;

ext?actTohfeu?gagI;?nzuith Ottr area is 2.37 Sgm/child per KG School as per Para 3.40 of SoA. The

construction of KG scshgI |a ched as per Appendix.AD. While projecting any new bUildiﬁg for
ol, it should be ensured that 50% reserve is inbuilt to cater for future

expansion.

241. Rent and Alli
ed Charges.  The Schools will pay rent and allied charges as per existing

instructions and as amended from time to time
242, Furniture
(@)  Furniture ha
s been scaled for schools in Table 3 X of Scale of Furniture 1989,

(b)  Wherev

Public Funds) ?Jrrs\?vri]w%?les tl'lhave been constructed through Regimental/Welf

{hrotigha Board of Orf e furnltore is not available, the furniture shou
cers who will approve the quality and the design.

consideration in desi
Sign of the furniture of the school. All furniture, fixtures an

should be scaled
to the sij
 size of the pupils for whom they are intended. G/
y . amculaﬂ

prudence should b
e exerci -
should be ensured that :ﬁ Itse?:]j while ordering furniture for different classes. N
s of furniture, particularly desks, chairs and 1@ 65

are Funds (NO"
\d be procu®

()  Physical
comfo ;
t, economy in material and labour and durability should b the
equip™®”
N

in

74




the school are elegant and
: con
ror whom they are intended. form to the size and heigh
tof the a
g€ group of chil
dren

the DO
reading amon
o4, The library should be a kid-friendl

books. The ||b£ary area should be a clea)r/ %lgf(i:r? v;here
gome “homey touches to the library suc’h as | e
can be created. e

5 )
c{:- \lljv?t?] ctlwlldren can go to look at, or “read”
Curtainsp acqs for students to sit and read

, Chairs or furniture, and beanbagé

245. Encouraging a love for reading is es .
. sential for child

d to create a prett - : lidren at .

gzictuary forexpliz)ringydﬁflg:;:te in the cmldren’s minds tlfislfgl?:rl_agefo do this, teachers

yith photographs of children places, things, and ideas through bookIes can serve as their

are good ideas. Quotes and i::iar‘mqmg- books and putting up the studentss’'d[r):(x')ratlng LI Sgace
' ic pictures from children’s b wings as a display

i 0
space to help those who are having a hard time choosing theirO rfz)iht?ﬁ;i ?ISo bg present in the
o read.

046. The books selected for the libra

_ ry should augment th '

th : : e academic co .

rz)laﬁz]; I:;/:Lci); edijcayon and gnderstandlng of the children. These Shonjgn:)seand be conslstent

ol selection by'chlldren. All schools shall continue to modernize I'bproperly PN,
ry facilities to meet required standard for preschool libraries in future DR SRR

Name of Army Pre Primary Schools

247. i
) A):\r:L sg?gc;)ls_ shall be designated as per Formation Identity (Kharga, Rhino, Chetak, Eagle
y rimary School followed by location of the school (example N’arangi,

Sukna, Gangtok etc.)”.

C?ncelf’sions to Armv Widows and Wives of Army Personne

Disabilit .

2 -

in4§éw'|n order to rehabilitate and to provide them so

and r'lC'(la’ and to wives of those who are boarded out with 10

qualﬁ)fi:;t?ges may be given for the initial appointment only;
on, suitability, competence and potential. No

| Boarded Out with 100%

me relief,widows of Army personnel, who die
0% disability, the following concessions

if the applicant meets basic academic
other concession would be given

e no teaching experience will be 45 years

E?) Maximum entry age for those who hav
nstead of 40 years as in case of others).

who have teaching experience ‘
to ensure 3 years residual serviceé prior

e of 5years Of more

b ,
(b)  Maximum entry age for those 1o retirement.

i
Ithin the past ten years will be 57 years

75 ) .
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(c) May be appointed as an employee (term based/adhoc/part time/honorg
teacher) without B.Ed and screening test. Minimum 50 percent marks are m
graduation or higher level of education

"Y/assistan
andatory i,
(d) They would be required to undergo interview and teaching skills tests as per ryleg

(e)  They would be awarded a bonus of 20 marks in E}ddition to the marks obtained ,
interview and reflected accordingly in the board proceedings.

() The management may consider grant of a second contract gfter approval of Patrg,
subject to an undertaking by the widow to acquire minimum eligibility qualifications,

Canteen/Tuck Shop Facilities

249. It would be ensured that all food handlers are medically examined on quarterly basis by a
qualified Doctor. Supervisor Administration will check the medical certificate of such employees
during their visits to the Canteen.

Visits to the School

250. It will be ensured by the school management that the visits to school by various dignitaries
are kept to the bare essential. It will be ensured by the Head of School (Headmaster /
Headmistress)/Chairman that the academic activities of the school are not disrupted due to
inspection/visit.

Detailment of Employees for Duties by Regulatory Bodies

251. Incase, the employees are detailed by regulatory bodies for education related duties like
invigilator in exams, evaluation of papers, seminars, workshops etc, the detailed employees will
be permitted to perform the duties as asked for. They would, however, seek permission of the
SAMC/Head of School (Headmaster / Headmistress) if detailed directly by name.

Prohibition Against Becoming Members/Office Bearers of Trade Unions and Associations

252. All employees including Head of School (Headmaster / Headmistress) and teachers are
prohibited from becoming members/office bearers of trade unions and associations formed outside
the school and not recognized by the school management without its due permission.

Legal Aspects

253.  Alllegal issues arising / pertaining to APPS will be handled at LMA level with the guidance

of Patron. LMAs may hire legal aid for the same as on required basis and payment to be made
from school funds.

Reports and Returns
254.  The following Reports and Returns will be submitted to Command AWES Cells by Schools
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im : l.  date ! )
‘(a) |informatonDataAmmy | Army Pre Coma 01 Aug  HQAWES Crroutar No 08/ |
}Pmpmm 3Prrrafy AWES | Poicy/04 dated

| Schocks  Cet 15 Jun 2004

(0) | Ouaneny repon (Updston | Army Pre | Core | 05 Jan | HQ AWES lottier No B/ |
1 ofrecordtoncrange of  Prmary  AWES Agr 4 4STOSDATA/AWES dated |
S

| appomtment of Patron, Screnis  Cet A Oxr | O3 Piow 2013

| Chairman andg Head of

| Schanl (Headrraster

- Meadmairens)
255 The book shall be reviemed within Bre yeavs o o fariher ivtue of implementation
guidelines of NEP 2020, mtictever is eavlier

246270 Biarw
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Appendix A
(Article 23 refers)

CERTIFICATE OF REGISTRATION OF SOCIETY ACT XXI OF 1gg

No.S/134590f 1983.

| hereby certify that Army Welfare Education Society (AWES) has been registereq under
the Societies Registration Act, XXI of 1860.

Given under my hand at Delhi this 29™ gay,ommogeﬂmmmmmmm
Eighty Three.
REG 50/- PAID

Office Seal

Sd/-X- X-X-X-X-
Registrar of Socielies:
Delhi Administration: Delhi

78
Pink Book Vol. 1 Guidelines for Administration e




—
.

N o o s~ 0n

79

Appendix B
(Article 31 (1) refers)

ANNUAL ADMINISTRATIVE INSPECTION AND BASIC DATA

Name of the School

Year of Establishment

Name of the Head of School (Headmaster / Headmistress)
Dates of Last Inspection

Dates of Current Inspection

Composition of Board of Officers

Administrative & Technical Inspection Report
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Annexure | to Appendix B
(Refers to Article 31(1))

APPS INSPECTION (ADMINISTRATION & TECHNICAL)

1. Objective. The objective of inspection for APPS is to ensure thatthe measures'for enabling
quality—preschool learning in child friendly spaces with a competgnt staff and continuous Lima
support is met for the benefit of the children towards Joyful Learning.

2. Inspection Team. It may comprise of three to four persons headed by a (CollLt Col)
(other than the Chairman), along with a team of academicians cqmprlslng of one APS Principal
and an APPS Principal (other than the Principal of the school being inspected). The Inspecting
Team will examine and deliver remarks based on the status and accordance to the Preschool
curriculum, objectives and initiatives implemented in the school. The Inspecting Team will report
the required recommendations analysed based on the inspection conducted in the Preschool
under the above-mentioned categories. APPS inspection can be conducted under the following

three main heads:-

(a) Physical Setting and Safety Measures.
(b)  Administrative, on-Administrative & School Procedures.
(c) Technical-School Curriculum & Implementation.

3. Physical Setting and Safety Measures. The general ambience of the school must be
child friendly, age appropriate, environmental friendly with open spaces for children to play indoor
and outdoor games. The Inspecting Team will observe and examine the general layout,
maintenance, cleanliness and outlook of the Preschool. The Inspecting Team will examine the
safety measures adopted in the school related to Insurance, transport, road, fire & water safety,
Natural disaster, CCTV installations and electrical systems and report or recommend any
up-gradation as required. The Inspecting Team will check the school facilities related to first aid
medical facilities in school and parking areas for children’s safety. Related to infrastructure the
Inspecting Team will ensure that the school meets the requirements of a safe and child friendly
play school. The school should have appropriate number of classrooms that are well ventilated
and with good electrical fittings. The infrastructural settings must have child accessible toilets,
play areas like sand pit, sensory learning areas, music and dance room, art and craft room,
resource room, mini children’s library with age appropriate books, digital resources ,audio visual
room, computer room, an assembly area, playground with child friendly age appropriate play
stations or items. The use of safe and Non toxic play items in resource rooms is to be checked.
Under Physical Setting and safety measures, the following areas will be inspected:-

(@)  General Layout of Preschool.- Access to parking area, school premise boundary
walls, gates,

(b)  Maintenance and Cleanliness of School outlook
(€)  School Building Safety Levels- Electrical fittings, CCTV installations, water (Tanks)
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safety measures.
(d) Appropriate playing, learn;
) ng,

(e) Safety Mea . Smlng a i
sures in a scho nd toilet facilities for childre
n.

installations. ol Insura
nCG' Fir

()  Medical Facilit © safety, Nat ;

I <Ei ’ ural D
formation. ties-First Aid ang infi isaster, CCTV

Infirmary, Personal H
’ a ygiene Heal

' thy Habits

() Learning spa
ces-
classrooms, no ofpsect's Age appropriate and i
room, play rooms Audiloo NS, ratio of students pe CL:mcmu
-y ks, visual roo rclassro
rLerlnl library wnh age appropriate t:gs, COmputer rooms, play ;
se (?f non toxic teaching leanin oks sand pit, water areagsfound, Indoor outdoor spaces
learning. g materlals, well equipped di,g?teaTsory park, play stations’,
resources for preschool

i :
omgel:fted learning spaces, no of
» Artroom, Music room, dance

4. Staff-Administrative &
N " - .
on Administrative & Procedures. In
. In accordance to Preschool

the APPS will have staff as
. per appointm :
Team will check the compli ent norms giv
pliances to standard given and selected by LMA
procedures related to y LMA. The Inspecting
the following:-

(@) Staff service te
rms and conditi
Level Master Train lons, Preschool teacher’s i
ers as Resource persons for own schools(,3 Zr:c? i’:en:;y mapping, Cluster
uster.

(b)  School a i [
ol cademic leadership- execution of school improvement plans
(c)  Admission age criteria’s and processes followed. - |

(d)  Advocacy and suppor
tt : . .
(CWSN). PP 0 parents (especially with Children with Special needs

(e) POCSO Act Awareness

5. Technical-School Curri i
' culum Implementation processes Th ' [
check compliances to the following:-  The lngpecting FERMEE

(a) Impleme.ntation of School Curricular and Pedagogical Framework (as per NCERT
Preschool Curriculum as given in APPS Restructured Curriculum), objectives, initiatives
taken as per the Early Child

Innovative Pedagogy Lesson plann
s digital and non-digital.

hood Education programme.

(b)  Implementation of ing, Assessment use of

teaching learning materia
competency building in various

(c) Teachers’ Continuous Professional Development —

areas, in-house and FDRC trainings.
of Baal Vaatika and

Vidya Pravesh for seamless transition in

(d)  Implementation
class 1.
11,2 &3.

d books for Prescho0
on Report o LMASs.

n of AWES prescribe
nt a detailed \nspecti

?‘ Inspection Report. The Inspectind Team will se
he format is placed as Annexure |1 10 Appendix B.
Pink Book V
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(e)  Implementatio
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Annexyye Il to

A .
AT FOR_SCHOOL ADMINISTRATIVE AND iy

FORMAT =22 INSPECTION AL
........... School Name
Date of ViSit ...covvmneraennenees
r\
FOR INSPECTION Yes No R
[ AREAS Mo | Repgg
k of the school \
; i Safety | The General outloo
:n';aszelssemn and is neat and clean. .
(@) General Layout of| The School is P|aceq at a e
Preschool.- Access to parking | reasonably accessible distance
area, school premise boundary | from home. L
walls, gatgs ' 4| The Parking area is in a safe area —
(b) Maintenance an tor children.
Cleanliness of School outlook. . ]
(¢) Maintenance and| The school boundary and gate is
Cleanliness of School outlook. | defined and well made.
\
(d) School Building Safety| The building safety and
Levels- Electrical fittings, | maintenance are adequate.
CCTV installations, water —

(Tanks) safety measures.

(e) School Building Safety
Levels- Electrical fittings,
CCTV installations, water

The school has adequate Safety
Levels- Electrical fittings, CCTV
installations, water (Tanks) safety
measures.

(Tanks) safety measures.
(f)  Appropriate playing,
learning, sitting and toilet

The school has adequate
appropriate playing, learning, sitting
and toilet facilities for children.

facilities for children.

() Safety Measures in a
school- Insurance, Fire safety,
Natural Disaster, CCTV
installations,

(h) Medical Facilities- First Aid
and infirmary, Personal

Hygiene, Healthy Habits
formation

() Learning spaces- Age
appropriate and curriculum
related learning Spaces, no of
classrooms, no of sections,
ratio of students per
classrooms, Art room, Music
room, dance room, play

\\

Pink Book Vol. 1 Guidelines forAdmInistratlon
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The school has adequate Safety
Measures in a school- Insurance,
Fire safety, Natural Disaster, CCTV
installations.

The school has Medical Facilities-
First Aid and infirmary, Personal
Hygiene, Healthy Habits formation.

The school has age appropriate

Learning Spaces- and curriculum
related learning spaces.

The school has adequate no of
classrooms, no of sections, ratio of
Students per classrooms.

The §chool has adequate Art room,
Music room, dance room, play
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| —  AREAS FOR INSPECTION
! /—’r . . .
? gtaff — Administrative & The schog = = ETO—W
| Non Administrative & service te(: IS aligned tg the given | — \\aE\
Procedures: set by manrgs and conditions ag
(a)  Staff service terms gement.
and conditions, Preschool The school hag done T, —
) y e e |
teacher’s competency Competency Mapping aer?gher S
mapping, Cluster Level Master Trainers in their schoo| as
Master Trainers as Resource The Sch . S
persons for own schools and chool is demonstrating ] T
cluster. gg;ndpetgnt leadership in terms of
em
(b)  School academic Staff manaomance, schoolang
leadership- execution of management. POCSO
e ; Awareness is given.
school improvement plans.
Admission age criteria and -Ih_lhe admission age for each level
processes followed. ursery, LKG and UKG have been
ADMISSION PROCEDURES | Strictly followed as per the NCERT
- Specific & detailed & ECCE standards.
lnformat?on Admission forms are
- Information Brochures & comprehensive & in detail to know
Pamphlets about the learner.
' Adm!ss!on Age Parents are given Orientation to
- Admission procedures Early Childhood Education
(c) Advocacy and support | Program.
to parents (especially with ,
Children with Special needs Pareqts are given supportfo.r CwSN
(CWSN) learning. Parental queries are
' d to satisfaction.
POCSO Act Awareness audiesse
Technical-School The school has implemented the
Curriculum Implementation [NCERT (APPS Bestructureg
processes. Curriculuml)F Curr(;tr:i?lar =
ical Framework.
(@)  Implementation of Pedagogio —
School Curricular and School is following objectives,
Pedagogical Framework (as initiatives taken as per the Early
per NCERT Preschool Childhood Education programme. L
Curriculum as given in APPS
dequately
Restructured Curriculum), School Tasovativ: Pe?ﬂ 2gogy,
objectives, initiatives taken as | Implemented nrlAssessment e
Per the Early Childhood -eSack planm?\?n’g materials digital
Education programme. teaching I_ea}r —
b and non-digital. = I
() Implementation of 1o Teachers
Innovgtive Pedagogy, Lesson [gchool has complie brofessional /__,,J
p'a“"!ng, Assessment use Of | 5ontinuous N B
t‘*‘Ch%leaming materials /""”“

delines for Administration



digital and non-digital.
Teachers’ Continuous
Professional Development —
competency building in
various areas, in-house and
FDRC trainings.

(¢) Implementation of
Baal Vaatika and Vidya
Pravesh for seamless
transition in class 1.

(d) Implementation of
AWES prescribed books for
Preschool 1,2 & 3.

AREAS FOR INSPECTION

 Yes |

Development —competency building
in various areas, in-house and FDRC
trainings.

(f School is  following
Implementation of Baal Vaatika and
Vidya Pravesh for seamless
transition in class 1.

(9) School is  following
Implementation of AWES prescribed
books for Preschool 1, 2 & 3.

Any other query — Pl note
here.

Inspected by

Signed by

Pi .
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— . Appendix C
INFORMATION DATA AS ON (Article 31 (m) refers|
Name of School: =

name of Head of School (Headmaster / Headmistress):
Tele No: (Mil) (Civ) '
E Mail ID —————(FaxNo
Controlling Formations: Command

Div Bde — Corps
Military station/Cantt Unit

postal Address
school started wef -
Students.
réé?e'go'rv Boys Girls
Serving Army Pers

Retd Army pers

Air Force and Navy

Central Armed Police Forces, Coast Guard,
Civilians paid out of Defence Estimates, GREF
and TA)

Total

Note:- (Last 5 years) Till current year.
10. Class-wise Strength.

Class Sec-A | Sec-B Sec-C Total CwSN
Nursery
LKG
UKG ME——
Class - I

| Class -l L__/;L,/L/L_,_J

Note:- Create table as per school requirement.

(S AN i

PIN No

Total

1.

Details of Teachers
. marks
Ser[Name | Appt|Qualification Emp Permt/ | Army/ Attended |Re
No wef | Contract/ civilians|workshop
Adhoc at FDRC
Yes/No)
///,L,//
[ S

i inistration
Bs Pink Book Vol. 1 Guidelines forAdmlmstra




~g

1>, Dotails of Adm Staff.

Ser | Na ot/ | Qual Emp
Appt/ Qualification
me
ii' " | Trade | wef

13. _S_taie;t‘)"f.‘lﬁ«ﬁgéﬁuciUre.
(@) Land Area

Sq meters

(b)  Building re-appropriated Govt Building /Constructed f'ro.m Finds,
(c) Boundary wall with gate (Adequate / Deﬁcuetn.t)
(@) Noof Class rooms: —————— (Adequate / DefI.Cl'ent)
() Administrative rooms: ———— (Adequate./ _DeflClent)
(f) Toilets for Staff and Students : (Adequate / Deficient)
(g) Play Equipment : (Adequate / Deficient)
(h)  Fire Fighting equipment : (Adequate / Deficient)
14. Resource Room Available? : Yes/ No.
15.  Books/Work books prescribed in different classes:
(List Here)
16. Fee Structure:
Ser | Type fee/charges Amounts
No Army Wards Others
(a) | One time Fee
(i) Admission Form
(i) Registration |\
(iii) Admission P
Total I
(iv) Security (Refundable) P
(b) | Annual Fee (To incl Books/work books. school
stationery, play way, school journal, Accident
Insurance, etc) |
(c) | Tuition Fee per month [,
(i) Nursery/LKG/UKG |
(i) Classes 1 and 2 - /
(iii) Classes 3t0 5 A__,..-«/L/

17.  Fee increased for the current Academic year %
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N

18.

19.

20.
21.

Signature of Head of School (Headmaster / Headmistress)

Name
Date

Place:

Date :

87

Salary Structure (Monthly).

Ser | Category of Employee No of Rate Salary Bill
No Employees

1 Head of School (Headmaster /
Headmistress)

Pre-Primary Teachers

Primary Teachers*

Clerical Staff & Nur Asstt

Ayaas

ol

Gp D Staff
Total
Accounts.
(@) Income Sources.
(i) Fee
(ii) Interest from Bank Deposits
(i)  Others (Please Specify)
(iv)  Total Annual Income
(b)  Expenditures.
(i) Salaries
(ii) Stationery
(iii)  Others (Please Specify)

(c) Fixed Deposits. (Under different heads like Gratuity, School Development,
Maintenance, etc)

(d)  Average Income over Expenditure last three years:

Audited Balance Sheet as on 31 March of last Financial Year)
New Initiatives undertaken:

Counter Signature of Chairman

Signature
Name & Appointment
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(Article 47(e) and ArticleAzpopgendix D
r

efa
RECOMMENDED FEE STRUCTURE: APPS )
RECUNNMN """
I
ger | Type fee/charges \m
o Army Wards W
(a) One-time Fee wards
() Admission Form 50/- 50—
(i) Registration 450/- 950/-
(i) Admission 2000/- W
L \
Total 2500/ 3500/-
. H _\
(iv) Security (Refundable) 2000/- 5000/-
. \_\\
(b) Annual Fee (To include books/workbooks.
school stationery, play way, school journal,
Accident Insurance) 1500/- 1500/-
(c) Tuition Fee per month
(i)  Nursery/LKG/UKG 2000/- 3000/-
(i) Classes 1and2 2500/- 4000/-
(iii) Classes 3t0o5 3000/- 5000/-

Notes:-

1. Fee shalll be revi§ed every year by 10% or the rate allowable by the State Education
Depart_ment, whichever is less. This is mandatory since increasing load of salaries and other
operational expenses have to be met by the Schools.

2. Mgnagemen’; may decide higher fees as per financial viability of the school on case to
case basis, depending upon strength of the school.
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Appendi
(NOte1 to Article p iXE

PERFORMANCE REcopp 15 refers)
Academic Personal ACR initi
performance | Conduct ‘ated Reason of
Non initiation
WORKSHOPS ATTENDED
Ser Dates Subjecm Agency/Resource Remarks —\
person
|
LEAVE RECORD
Year Dates No of Days Remarks
From To Casual Med | Maternity
Leave | Leave| Leave
RECORD OF COUNSELING /WARNING
. i [ Sign of Witness if
i n/| Letter ref | Signof | Sign of !
Ser | Date Cou?sfllng V\\’/r;t:sal i Written | Principal | Teacher | teacher refuses to sign
- L = -

89
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Appendix F
(Note 1 to Article 75 refers)

Qualification REQUISITES ‘

1 Qualification requisites (QRs)
Staff are given insucceeding paras.
2 Head of School (Headmaster / Headmist_resg. The following QRs are |
sélection of Head of School (Headmaster / Headmistress) of APPSs:-

(a) Graduate or above in any discipline.

Mandatory - A Teaching Degree B.Ed (Elementary Education or NTT (
Experience as required under anyone of the following clauses:-

(i) At least 3 years experience of administrative charge of a recognized Mig
School or higher classes. e
(i)  Atleast5 years experience as Head of School (Headmaster / Headmistreg
/Coordinator/Supervisor of Primary Wing of a recognized High School or an APPS)

(d)  Age criteria will be Below 55 years on the date of appointment.

of Teaching, Non-Teaching Academic Staff and Adm;
mistraﬁVe

S

mandatOry)_

3.  Teachers
(a) Teachers for Pre-School. Must have at least qualified Grade XII through any
recognized Board CBSE/ICSE/NIOS etc. with minimum 50% marks. Should have done
Nursery Teachers Training Course or a Two-year diploma in Elementary Education from
an institution recognized and approved by the State Education Department. Graduationin

any field is desirable.

(b)  PRTs. Graduates with 2 years Diploma in Elementary Education (D.E.Ed)/B.Ed
in Elementary education with minimum 50% marks in each. CTET/State TET qualified.

Note:-

1. _ The caqdidate who has qualified as B.Ed and not D.EI. Ed would have to undergo
a six month bridge course in elementary education from an institution recognized by the
NCTE within the period of probation (two years).

selection

3: No specific academic qualification is laid down for activity teachers. Their i
d by

will be_ subject to suitability based on experience and knowledge as assesse
Selection Board. Good communication skills in English is mandatory.
course of e

4, For teachers being appoint [ ' ing the
g appointed on vacancies that may arise duringt QF{anant

academic year (‘Adhoc’ appointme i ferred
mandatory QR. PP nts) the above said QR would be pre

" s less

than 25A yeee;r: :r?; r(r)11 Apr of the year of appointment, the age of the candidate should n(;tt?:ast5

ore than 40 years if not holding any experience. Candidates Wi o e

years teaching experience i . dup
age of 55 years:- Perience in the last ten years in Pre-primary classes can bé enrolié
0

5 .
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Note:- To avail of any age relaxation case shall be processed to the Patron.

5. Special Educator. Graduation with B.Ed (Special Education)or B.Ed i
Diploma in Special Education. (Sp )or B.Ed General with 1 Year

6.. Hgalth Welln‘e‘s'sj;_egchgr (Counsellor). Graduate with Psychology with a certificate or
Diploma in Counselling with minimum experience of one year as Wellness Teacher /Counsellor.

Administrative Staff

7. Supervisor Administration.

(a) Preferably an ex-serviceman of General Duties category upto the age of 55 years.
(b)  Minimum graduate in case of civilian.
(c) Working knowledge of computers and basic financial matters.

(d) 5- years of experience in administration and ability and willingness for liaison work
with various government and non-government agencies.

(e)  Should not have any disciplinary case against him in the entire service.
8. Head Clerk.

(@) Preferably an Ex-Serviceman of clerk category up to the age of 55 years.

(b) 5-10 years’ experience in office management, account handling as Head Clerk with
high proficiency in staff duties and drafting experience.

(©) Computer Savvy- MS Office. Etc.
(d) Educational Qualification - Minimum Graduate in case of civilian.

(e)  Should not have any disciplinary case against him in the entire service.

9. Accounts Clerk/ Accountant.

(@) Commerce Graduate or Fifteen years’ service as a clerk in the Defence Services.

(b)  Basic computer application course of Army/Diploma in Computer Applications of
not less than one-year duration. Speed -12000 key depression per hour. Knowledge of
double entry system of accounting, excel sheet and accounting software.

(c)  Minimum 5 years experience as an Accounts clerk in the Defence Services/reputed
organization.
10. Para-Medics. 10+2 and diploma in Nursing with minimum five years of experience. A
female Para-medic should be given preference.

11. Ayaas. Atleast 8t pass.
12. Group ‘D’ Staff. Preferably Group D staff should be outsourced.

Notes:-
1. Medical fitness certificate issued by a MBBS Doctor to be submitted by all employees.

2. Security clearance / Police verification shall also be obtained.
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Appendix G

(Note 9 to Article 89 refers)

ARMY PRE-PRIMARY SCHOOL

(Name of the School)

RECORD OF EMOLUMENTS FOR THE MONTH OF

Ser |Name [Basic |Grade | Total [DA Rs Dues Recoveries/ Net Signature
No Pay |Pay |Basic Deductions Amount | (on
Rs Pay Payable | Revenye
Rs Stamp)
HRA ([Misc |Total |EPF |Misc |Total
Rs Rs Rs Income
Tax
Rs
Date:
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Signature of Head of School (Headmaster / Headmistress)
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Appendix H
(Article 83 Refers)

FORM:'\T FOR BIO DATA: HEAD OF SCHOOL
(HEADMASTER / HEADMISTRESS)

School :

: Recent
Name : passport
Husband/Father’'s Name & Profession si;'rz:cenograph
Date of Birth

Date of Appointment

Date of Superannuation

Date of Marriage

Mob. Number

Qualification (Graduation & above)

Qualification Year Institution Subject

© ® N OO s N -

10. Experience:-

Job Institute From To
11.  Awards, if any
12. Expertise
13. Major achievements
14.  Seminar/Workshops attended:-
Date Venue

Event

15.  Books/Papers Published

16. Computer Literacy
17.  Previous EPF Membership

18.  Any other aspect the appointee would
like to highlight :

Dated : (Signature of Head of School (Headmaster / Headmistress)
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Appendix J
(Article 83 Refers)

THE POST OF H
OF APPOINTMENT FOR EA
saMPLE LETTER OF OFFE:EADMASTER / HEADMISTRESS)

Tele e
................... e p————
OFFER OF APPOINTMEN HEADMISTRESS) STER,

Dear

’

Reference your application for the post of

.2 ........ You 'ilq';ve been selected for the Post of ............... to Ee appoinied wef. ... Your
basic DAY Will DE © oerrerrreeeee permonth. DA @ ........co.eve 70. HRA will/will Nt be admissjy)g
Increments/Basic Pay and DA shall be revised periodically as applicable from time to timg
3 Initially you will be on probation for a period of .....ccccevevirennn, , Which may be extendeq

fuither by the appointing authority if necessary. Aiter suqcessigl completion of Probation or
extended period of probation you will be communicated, in writing, about your confirmatign,
Important terms and conditions specifying leave entitlements, retirement age, etc. are attached

for your perusal.
4. Your appointment is subject to entering into an Agreement with the School Administration

and Management Committee, before joining the school, on a Rs 50/- Non-judicial Stamp Paper
as given in Sample Agreement attached with Appointment Letter. Failure to enter into an agreement
within stipulated period would automatically cancel the Letter of Offer/Letter of Appointment.

5\ At the time of joining, you are required to produce Medical Certificate of fitness from a
hospital established or maintained by the Government. You are also required to produce two
certificates from educationists or any other respectable member of society, not related to you,
certifying your character and conduct, to the satisfaction of the school authorities. The referred
documents are required to be submitted with the agreement as stated in Para 4, above.

6. You are required to join duty on ...................... (cenenenn. hrs). You will not be entiiled to
any TA/DA or charges for conveyance of your baggage for joining the service. The Chairman,
School Administration and Management Committee shall not be in any way responsible forany
liability towards your previous employer, if any. ' f

N

7. Inview of above, you are requested to confirm your joining in writing, by ......- e
you fail to confirm the same by due date, the offer will stand cancelled automatically &"

school will be free to appoint the next candidate on the selection panel.

8. If this fofie.r of appointment is acceptable to you, you are required to rep
prod uce . .é d or issqancg gf formal appointment letter. No TA/DA will be paid fort
nd submit original certificates/degrees/dipIomas, against receipt,

photocopies for verification one day prior to joini ill
p 1 J ay prior to join iqi uments wi
to you after verification within ten wc?rking djay;ng the school. Original doc

9.
You may contact School office in Case of any query.

.

ort to school O.rI}
is visit. YouW!
his visil. el

.....
...........

Office of the patron

. 94
Pink Book Vol. 1 Guidelineg for Administration




Appendix K
(Article 83 refers)

---------------------------
...................
-------

PPOINTMENT LETT
A ER FOR HEAD OF SCHOOL (HEADMASTER / HEADMISTRESS)

Dear Sir/Madam,
1. Reference Letter of Offer for appoint
m .
“afed Pp entdated ___ and your confirmation Letter No
g'rimar;,rhsi ri)ccf;ool Management congratulates you on being selected as Principal, Army Pre
. ) with effect from : Y;)u shall be
entitled to Basic Salary of with annual increment of % per year. You shall be

tled to following allowances, which would be revised periodically:-

@_
(b)

3. Your service conditions will be g
School, as in vogue. You will study these r
certificate before joining that you have rea

them.

4. Initially, you will be on probation for a period of which may be extended
further, if required by the Management. Your services may be terminated during_ the proba’uon. or
the extended period of probation by giving one month’s 'notige or salary in lieu of the notice
without assigning any reason by the appointing authority._ Likewise, you may res

month’s notice or salary in lieu thereof during the probation period.

5. Oncompletion of your probation or extended period of probationyou will be communicated,

in writing, about your confirmation or otherwise.

enti

overned by Rules and Regulations for Army Pre Primary
ules and regulations at the time of joining and submit a
d above rules and regulations and would comply with

ign by giving one

i [ d by the a pointing authority on
o termtlr?astzhoo}l Rules.p On confirmation after

(s) which may have
ed to you, unless
t, has been

6.  After confirmation, your Ser

administrative/discipli unds i i
inistrative/disciplinary gro 1 be eligible for annual

successful completion of probation you Wi _ Il be grant
. ; no increment Wi g
become due during the period Of probation. However, o the incremen

i - i i re
efficiency, conduct, diligence during the year immediately P

approved by the Management.

for Administration
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n, you can resign from the service by giving two monthg' ry:

tice with the proviso that you cannot do so during the acag Notice g tw

riod therefore has to be co-terminus with the last day of €mic sessaor?

e only on acceptance of your resignation by trt:;e aCadeny;,
Co

ing academic session or leave the service Mpe

from the service duri ~OMpeter,
Withoyt

ed by the competent authority, your security deposit wil| stand t
orf

7 After confirmatio

m.onths' pay in lieu of no
The end of the notice pe :
session. You can leave the serviC

authority. If you resign
resignation being accept

8. It will be mandatory on you
of two months with the school.

installments. The Security Deposi
service on submission of clearance certific

laid down in Para 7 above.

9. In the event of any loss or damage to the school occasioned by you due to di

failure to comply with any requirement, order or departmental instructions or fro regard or
whatsoever on your part, you shall be liable to deductions from your salary to mak M any neglect
or damage(s) or any part thereof, the amount of which shall be fixed by SAMC ® good the loss

your

" ; . Biteq

r part to keep a Security Deposit equivalent to totg| |
The amount will be recovered from your s:a!ary('3 -

t will be refunded to you, interest free, at the time olfr: S!X equy

ate, provided you have complied with the iz\rl]lg% the

| I0ng

10.  You will not be entitled to any TA/DA or charges fo
i e i g r conveyance of your baggage on joining

11.  Prior to joining the service in the school i
JOTTTIS _ , you will produce “No Objecti if
S(I)?iraqce Certificate from'your previous employer, if any. Appointing Authojrit lg? Sc,;emflcate/
e, in any way, responsible for any liability towards your previous employery MG shl

12. i ; :
b rquS;é \tA(I)o::tlggdhours ywll be as laid down by the SAMC from time to time. In addition i
e dhosilis dissue _meet_mgs/conferences called by the Chairman or any other auth _,tyou i
§ various issues even after school hours. You would also be requirec? rtloyaﬁ;hg
n

seminars, workshops and ac ici i
; ; ademic i i
ninG days, nteractions during the summer vacation for a period up to

13.  Your appoint i :
employment gr?d at r’t?\?anttirlsemoafcijr?ton the basis of information given by you in your application for
alonguith self-attested photo terview. qu will produce original certificates/degrees/diplomas
documents will be returmod tcoples for verlf_lcation one day prior to joining the school. Original
information given by you is fozrzlg ltjoabﬁee 1[ \:(erllff i(iation. In case any certificate/ degree/di.ploma y
void abinitio and your serv aKe/talse or incorrect . i
e . , your a med
rvices would be terminated without anz noticrczzpc?rl r;tg:r;ti\r,\wllile?xeocfjiitice.

" g, you are requi
quired to produce a medical certificate of fitness from a

o €quired to :
Charamonisis or any other ’gsrgg:tgiléw:] Cet;tlﬁcates (Not more than six months old) fro
ember of Societ ifying Your
y, not related to you, certifyind ¥

character and ¢

onduct to th ' :

. on e sat

ot produced within a perig 'staction of the School authorities. In case these certificates 2
. |

and void. d of one mon :
th of appointment, the said appointment shall stan‘"
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16. Your appointment is subject to
of the Patron, within 15 days of joinin
n Sample Agreement to School Ry|
stipulated period would automaticall

enteringinto an
agree - .
9 the School on 4 lgRs SBT/\_ent with Chairman SAMC, on behalf

es and Regulation /- Non-judicial Stamp Paper as given
S. F 1 ¢

Y cancel the appoin'(mjeurl:'j.re 10 enter into Agreement’ within

17. _\_(ou will at?lde by }he instructions qj _

authorities from time to time and take gef JOU Dy the Chairman SAMC and other higher

school.

18.  You will redress grievances, if any, throu i
Authority shall be final and binding on gh Chairman, SAMC.ThedecisionoftheAppointing

you. It may be noted th i
School comes under the oYL . at Army Pre-Primary
Govt. Institute. Category of ‘Unaided Private School’ and it is not a

19.  Your add_ress, as indicated in your application for appointment, shall be deemed to be
correct for sending any communication to you. Every communication ,addressed to you at the
given addres_s shall be deemed to have been served upon you. In case there is any change in
your residential address, you will intimate the same in writing to the Head Clerk within three days
from the date of such change and get such change of address recorded.

20.  The matters not specified in Rules and Regulations for Army Pre-Primary Schools, this

Appointment Letter and Agreement shall be decided on merit by the management and the decision
shall be binding on you.

21.  You are requested to report for duty on to Chairman SAMC for briefing. If you
fail to join by without prior information, the offer will automatically stand cancelled
and the next candidate on the panel will be appointed.

Yours Sincerely
Office of the Patron
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Appendix L
(Article 83 refers)

SAMPLE AGREEMENT HEAD OF SCHOOL (HEADMASTER / HEADMISTRE
)

(Name of the Station)

Army Pre-Primary School,

Agreement between the Employee (Head of School (Headmaster / Headmistreg,
and the Employer )

AGREEMENT

An agreement is made on this day of , 20 , between
Mrs/Miss Head of School (Headmaster / Headmistress) of the Schog

hereinafter called Party No. 1 of the One Part and the Chairman Schoo|
Administration Management Committee (SAMC) (Army Pre-Primary School............ ) on behayf
of Board of Administration hereinafter called the Employer, the Party No
of the Other Part. The Party No. 2 hereby agrees to employ the Party No. 1 and the Party No. 1
hereby agrees to serve as in the school on the terms and conditions enumerateq

as follows:

1. That Party No.1’s employment shall beginfromthe __ day of Month of the
year . Party No. 1 shall be paid a monthly Salary of Rs. all-inclusive with

annual increment of % per year.
2. These shall be revised from time to time as applicable to his/her case.

3. The service conditions of Party No. 1 will be governed by Rules and Regulations for Army
Pre-Primary Schools as in vogue. Party No. 1 has already submitted the certificate stating that
Party No. 1 has read the said Rules and Regulations and would comply with them. Party No.1 will
also abide by orders and instructions (Oral or written) given by or on behalf of Party No. 2.

4, Initially the Party No. 1 will be on probation for a period of which may be
extended further by Party No. 2. The services of the Party No. 1 may be terminated during the
probation period by giving one month’s notice or salary in lieu thereof by Party No. 2. Likewise
Party No. 1 can also resign from the service by giving one month’s notice or one month’s pay in
lieu of notice to Party No. 2 during the probation period.

5; After completion of Probation or extended period of probation, Party No. 1 will be
communicated, in writing, about the confirmation by Party No. 2.

6. After confirmation of services of Party No. 1, Party No. 2 can terminate the services of
P'a_rty No. 1 by giving two months’ notice or salary in lieu. Likewise, Party No. 1 may also resign by
giving two months’ notice or salary in lieu thereof with the proviso that Party No. 1 cannot do S0
during the academic session. The last day of notice for resignation by Party No. 1 has to be &
terminus with the last day of the academic session. Party No. 1 can leave the service of 1M
school only on acceptance of his/her resignation by the Party No. 2. If Party No. 1 resigns from
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e ——————————— .. S

| during the academi i
he schoo IC session an
resignatlon by the Party No. 2, the SeCuritydl/)Oer leaves the school

i Osit of P Without acceptance of hi
The appointment of Party No. 1 has been m arty No. 1 will stand forfeited. lher

wmitted by Party No. 1 and informat ) ade on the basi -
Zzzrees/diplomas and/or informatiﬁgosg\?;\;\eg by Party No. 1 dus:i‘rswgftl::rit:t‘g?vt;S/dﬁgreeS/di.p.‘omas
at any stage, the appointment of Party No Y Party No. 1 are foy w. Ifthe certificates/

1

nd to be fake/fal inco
; Se o i
cases no advance notice be served or salary i flegitea

would be invalid abinit;
; . initio and termina
N lieu of notice be given by Party No,t;d' In suen

Pa \ No. 1 will keep a Securit i

‘ rt \ Deposﬂ equivalen

i tt m m

O o Th unt will recovered fr o cal of0 two ont:ug to'tale olgments with
yrt No. 2 'he amo will be recovered om alary Party No. 1 in six equal instaliments

No. 2. Part i
by Party y No. 2 will return the Security Deposit, interest free, to Party No. 1 in the

event Party No. 1 leaving the service after givin isi
- 1 r |
o o Aapointmont Latter of barty N% " .g equisite notice and as per terms and conditions

9. During the service under this AGREEMENT, P

. : : , Party No. 1 will be liable to discipli [

in accqrdar:)ce (\jIYI'[h _the F_Kules and Regulations of the school as amended from tingséc{gl;?n?;yfgfg?\n
act of_ insubor _maﬁon, mtemperapce or other misconduct, or the commission of an act whicK
constitutes a criminal offence or misconduct or non-performance of duties or breach of an;/ of the

provisions of the rules and regulations as prescribed by the managem i
amended from time to Hme. Yy gement and the said School as

10.  lfthe Party No. 1_ is suspended from duty during investigation into any charge of misconduct
or other charges mentioned in Para 9 above, Party No. 1 will not be entitled to any pay during

such period of suspension but shall be entitled to receive a subsistence allowance as per the
AWES Rules and Regulations.

1. The Party No. 1 will apply himself/herself honestly, diligently and efficiently under the orders
and instructions of Party No. 2. Party No. 1 will discharge all duties pertaining to that office and/ or
which are necessary to be done in Party No. 1's capacity as aforesaid and will make himself/
herself in all respects as useful as may be required of Party No. 1. Party No. 1 will always actin
paramount interest of the School.

12, Duties of Party No. 1 will, include the usual duties of the post of Head of School (Headmaster
/ Headmistress) for which Party No. 1 is employed and any other suitable duty/duties, which the
Party No. 2 may call upon Party No. 110 perform. The Party Nq. 1 shall n_ot eltherhd||r|e(;:tly (:r
indirectly engage and be concerned in tradeorina private professmnal practice, but s1a ; c|e|vo e
the whole of his/her time and attention to the services of Party No. 2. The P‘:rty 1Nor.m"sC c?nfgrsri
his/her utmost exertions to promote the interests of the Party No. 2. |(3jabr’tyth :.M aia | conore
with and be subject to the terms and conditions of empl_oyment, issue t }tl'me g

well as the School Administration and Managing Committee from time to time.

sful completion of probationary period, Party No. 1 will be

i iod of probation.
eigible for annual increment(s) WNICR ) have Decor duﬁasi,uggigcighnif ecré)?\duct?diligence
However no increment will b2 granted 5 tne Perty o 1,buenen approved b;’ the Party No. 2.
during the year immediately preceding the increment, has

iag that the Party No. 118
4. It atany time, Medical Officer designated by the Party No. 2 certifies

13.  On confirmation, after SUCces

or Administratior
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© Schog)

f any infirmity of mind or body, is incapable of rendering efficient service in 1,
€Cision 0%

hall be called upon by Party No. 2 to relinquish the appointment. The ¢

be final and binding on Party No. 1.

the Patron shall

i t to terminate the service of Party No. 1 as
15. The Party No.2 will be compet‘en . : ' ——
Regulations of AWES even after confirmation of service of Part}/ No. 1in case of closing dosv ?‘nd
the school by giving two months’ notice in writing or two months’ salary including all allowap, Ces?r:

lieu of the notice.

In witness whereof the Parties hereto
(year).

by reason 0
the Party No. 18

set their hands this day of (month) and

In presence of following Witnesses:

1.
Address and Occupation of the Witness

Party No. 1 (Signature)
(Head of School (Headmaster / Headmistress))

2.
Address and Occupation

of the Witness

Party No. 2 (Signature)
(Patron of the School)
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A‘{“p'ehdix M
rlicle 83 refers)

canPLE LETTER OF OFFE

R OF APPO
INT
T MENTFORTHEPOSTOFTE
o AChen

Dt.........
OFFER OF APPOINTMENT FOR i po
Dear /’, . - ST OF
Reference your application for the post of
You have been selected for the Postof ..

- ‘ to be :
W'" be ....................... per IIlonth a" InCIUSiVe | app()ln'[ed w.e.f \
. . . In m L. Yourm
apP“cable from time o ime, as per extant School polic:i(e:rse ents shall be given periodica(:l{;;h’c‘xi

g (For ‘Regular’ Appointees only) Initially you will be

" which may be extended further by the Sroiti Oon probation for a period of

/ : . n .
completion of probation or extended period of probation you will %eagg;:r:;tgﬁiﬁ\:frd successful
ed, in writing,

about yourconfirmation. Important terms and conditions specifyi :
age, etc. are attached for your perusal. pecifying leave entitlements, retirement

........
ot
o'
o

and interview held on

------

4, Your appointment is subject to entering into an Agreem ' o
and Management Comnittee, before joining the scho%l, on ir::/:’ ';2:;%S;Cni:joc())lnAgg:\nr;u”str?n?‘n
school Management on an “ 50/- non-judicial stamp paper as given in Sample Agreement aﬁgcrt\e?j
with this letter. Failure to enter into an agreement within stipulated period would automatically
cancel the appointment.

s At the time of joining you are required to produce medical certificate of fitness from a
hospital established or maintained by the Government. You are also required to produce two
certificates from educationists or any other respectable member of society, not related to you,
certifying your character and conduct, to the satisfaction of the school authorities. The referred
documents are required to be submitted with the agreement as stated in Para 4, above. |
(e e i hrs). You will notbe entitled to any TA/
the service. The Chairman, School
any way responsible for any liability

6.  Youare required to join duty ON .c...coeeeeee e
DA or charges for conveyance of your baggage for joining
Administration and Management Committee shall not be in

towards your previous employer, if any. —
7. Inview of the above, you aré requested t0 confirm your joining DY voermerseesneen y

to confirm the same by due date, the offer will stand cancellled automa
be free to appoint the next candidate on the selection panel. | 10 schodl o0

8. If this offer of appointment is acceptable to you, o o paid orh ‘
e for issuance of formal appointment letter. NO TA s :

Yill produce and submit original certificates/degfeeS/d'p‘orT Original document
Photo copies for verification, one day prior to joining the school- O119

t .
You after verification within ten working days:

You may contact school office in case of any query: (o )
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Appendix N
(Article 83 refers)

SAMPLE APPOINTMENT LETTER (Teachers / Academic Staff)

APPOINTMENT OF

Dear Sir/Madam,

1. Reference letter of offer for appointment dated ___and your confirmation letter
dated

2 The School Administration and Management Committee congratulates you on your being
selected as . You shall be entitled to Monthly Salaryof ___ it annual
increment of % per year.

3. Your service conditions will be governed by Rules and Regulations for Army Pre-Primg
Schools as amended from time to time. You will study these rules and regulations at the time of
joining the appointment and submit a certificate before joining duty that you have read Schog
rules and regulations for Army Pre-Primary Schools and would comply with them.

4. Initially you will be on probation for a period of years, which may be
extended further by the appointing authority. In case you are not found suitable for regular
employment for during the period of probation or extended period of probation, your services
as regular will be deemed to have been terminated at the end of probation/extended
probation period. If found suitable after probation or extended period of probation your services
will be confirmed as Regular . Your services can be terminated during the probation
period by giving one month’s notice or salary in lieu thereof. Likewise, you can also resign from
the service by giving one month’s notice or one month’s pay in lieu of notice to the School Authorities
during the probation period. On confirmation after successful completion of probationary period
you will be eligible for annual increment(s) which may have become due during the period of
probation. However, no increment will be granted to you, unless efficiency, conduct, diligence
during the year immediately preceding the increment, has been approved by the Management.

* Delete if format used for employment on Contract

#5.  Your last pay drawn would be protected in case the same is more than the entry level pay
cited above. During probation you will be eligible for all benefits as applicable to you in previous
regular appointment. In case you are not found suitable during probation, you would be given an
option of reverting back to your previous regular appointment. In case of reversion, the service
rendered during probation would be counted as service in your old appointment.

# Applicable for regular teachers of same school only. Delete if not applicable

6. If you do not complete eight clear months as regular teacher before summer vacation L
vacation pay would be paid to you,
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o confirmation your servi
7. N . N‘Ce CO I
amployees the School as [aid down inngll}:ons would be th
“ended from e to time. You shall be liabg fo © same as applicapl
e for tra e to confir
med

Qulationg
- Alter confirmation, your service ca nsfer in org)a:r?;;my Pre-Primary Sch
gisciptinay grounds in accordance with ;L?deéerm‘nated by the Ch ational interest, -
ule

ice as per Rules in vogue. s bv qivi airman
no g Y giving two SAMC on administrative/

months’ .
~ After confirmation, you can resign f ths’ notice or salary in lieu of
or two months pay in lieu of notice Wit;\otmh the service of the sch
sessi0 The end of the notice period for rezigrr\()\;"SO that you Car?nocltbgjlogiVing two months notice
ation ther so during the ac
ademic

day of the academic session. You can etore h
leave the service of the S?ﬁgg&if&terminus it the last
y on acceptance of
your

and/or leave the service without acce
) L t
security deposit will stand forfeited ptance of your resignation by the appoint

. inting authority, your

10. It will be mandatory on you
| r part to kee ;
otal emoluments with the sc p & security deposit equi
installmentS. el dehcgt;!;[The amount will be recovergd?:[oiqqug’ alent 1o tYVO months of
posit will be refunded to you interest freeyatutrh salary in three equal
e time of leaving the

service on submission of clearance ifi
. : certific '
> down in Para 16 above: ate, provided you have complied with the conditions

1. Inthe event of any pecuniar

, _ y loss or damage t .

disre ard 0 ) ) ge 1o the school occas

any nge g ectrvtl?\lgf[;?):\)/ comply with any requirement, order or depaﬂmenta:czzzgu?:i,ig:: odee "

qo0d the 0ss Of 5 er on your part, you shall be liable to deductions from your salary tormrglin
amage(s) or any part thereof, the amount of which shall be fixed by SAMC °

\1;\:?“ ) Your yvorking hours will be as laid down by the school from time to time. In addition, you
e required 10 attend meetings/conferences called by the Head of School (Headmaeter/

Headmistress) or any other authority of the school to discuss various issues even after school

hours. You would also be required to attend seminars, workshops and academic interactions

during the summer vacation for a period up to five days.

uce a medical certificate of fitness from a

13, At the time of joining, you are required 10 prod
ties. The medical certificate

hospital established or maintained by the Government of local authori

should not be more than onée month old.
‘ Agreement with the

‘Agreement’ within stipulated

14, Within 15 days of your confirmation, you are req
d/or automatically cancel

SAMC on a Rs 20/- non-judicial stamp paper. Failure to enter into
ciplinary action an

period would make you liable for administrative/dis
the appointment.
ead of school (Headmaster/

15.  You will abi - i iven 10 :
ou will abide by the instructions g time to timé and take active partin co-curricular

:et?qmiStfess) and other higher quthorities fr0

clivities and other such activities of the Schoot: o rlesan
16. Duri . . - ijinary action " accordance W!

During the service you W1 pe liable 10 glfi%‘gl?;rriny act of insubordinatior intolerance ©

r ;
egulations framed by the schoo! o™ ti




i ission of an act which constitutes a crimi

other misconduct O the commissi on inal offe

breach of non-performance of duties or any of the provisions of those present OT:C(; or of any
pertaining t0 the conduct of the School. ANy ylgq

17. You will apply yourself honestly, diligently and efficiently under the orders and insty,
the Management Committee/Head of School (Headmaster/ I_-ieadmistress) under who
placed as teacher or employee in the School and you shall discharge all duties pertainin

office and or which are necessary to be done in your capacity as aforesaid and will makeg 10 that
in all respects generally as useful as may be required of you and shall always act in pay;r;l‘rselt
interest of the Institution. ount

M you are

48.  You shall not appear for or apply for interview for any job outside the School without i,
prior permission of the authorised officer of the School. If you have already applied before ioinine
the school it is your duty to inform the Principal at the time of appointment and seek his/heg,
written permission if you are required to appear for interview later on.

19.  You will notonany occasion absent yourself from duties without first having obtained the
permission of the Head of School (Headmaster / Headmistress) or in the case of sickness or
accident without forwarding & medical certificate to the satisfaction of the Head of School
(Headmaster |/ Headmistress).

20. Youraddressas indicated in your application for appointment shall be deemed to be correct
for sending any communication to you. Every communication addressed to you at the given
address shall be deemed to have been served upon you. Incase there is any change in your
residential address, you will intimate the same in writing to the Head Clerk within three days from
the date of such change and get such change of address recorded.

o1.  You will redress grievances, if any, through Head of School (Headmaster / Headmistress)-
The decision of the Chairman shall be final and binding on you. It may be noted that Army Pre

Primary School comes under the category of Unaided Private School and itis nota
Govt Institute.

5o The matters, not specifically mentioned in Rules and Regulations for Army Pre-Primaty

Schools, this Appointment Letter and Agreement, shall be decided on merit by the management
and the decision shall be binding on you.
03, You are requested to report for duty on If you fail to join by /nrs

without prior information, the offer will automatically stand cancelled and the next candidate "
the panel will be offered the appointment.

yours Sincerely:
Chairman A
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APP_endix 0
(Article 83 refers)

SAMPLE AGREEME
NT REGUL
AR TEACHE
RS

\\‘

pre Primary School
f
Agreeme”t between the Employee (Teachers) and the Employe (Name of the Station)
r

AGREEMENT
AN agreementis made on this day of
MfSIMlSS _/——Teacher Of the S(_‘,hoo| ) 202 ,betWeen Mr/
No.1 of the

One Part and the Chairman School Administrati herein after called Pa
\ ministrat . ry
oy Pre-Primary_School......) on befalf o the Patron ation Management Commitiee (SAMC)

herein after called
e ployer, the Party No.2 of the Other Part. The Party N care
party No.1 ~nd the Party No.1 hereby agrees to serve asy 0.2 hereby agrees to employ the

‘o and conditions enumerated as follows:- in, ine schiool on.the
i ThatParty No.1's employment shall begin from the day of Month of the
jar_____PartyNo1 shall be paidaMontnly Salary of " (allinclusive) wil
annual increment of % per year.

9 These shall be revised from time to time as applicable to his/her case.

3. The service conditions of Party No 1 will be governed by Rules and Regulations for Army
Pre-Primary Schools as in vogue. Party No 1 has already submitted the certificate stating that
Party No 1 has read the said Rules and Regulations and would comply with them. Party No 1
will also abide by orders and instructions (Oral or written) given by oron behalf of Party No 2.

4. Initially the Party No.1 will be on probation for a period of __whichmay t;e
extended further by Party No 2. The services of the F_’ar’t:y No.1 may be termmatgd dLC_l:ll?thiSi
probation period by giving one-month notice or salary In lieu thereof by Party No.th; al ?n lieu
Party No 1 can also resign from the service by giving one-month notice 0f e MOMTSP g

of notice to Party No 2 during the probation period.

5. After completion of probation of exte_nded period rczf |;3;’:)&‘)2
communicated in writing about the confirmation by the Party NO. &

inate the services of
8. After confirmation of services of Party No.1, the PL?:(ZWI\iISoe-ZthC:g ;?‘l;’ml\llr;é'\ e also esian
Party No.1 by giving two months’ notice Of salary in lieu. L et Party No ' 2annot doso

e o i e provis X .
by giving two months’ notice or salary I ||eu-thereof with |t\lho 1phas © be co-terminus ith the 1ast

Quring the i ' e resignation © Party % ol only on acceptance
o 0% 9 :g;g:,:}nilg ::;;?:' ‘;r:"ty N°g1 can leave 1° g,eerce . m: :,g:go\ during the academiC
®his/her resignation by the party No 2. IfPary ey reS|g'n/shfr(r)‘;rt;signation by the Paty NO 2.1
Session and/or leaves ¥he school without acceptance 0f 'S °

Security deposit of Party No 01 wil stand forfeited.

ation, the Party No. 1 will be

ines for Administration
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i been made on the basis of certificates/de :

7. The appointment of Party No 1' has. : ' ' grees/qi
submitted byrf)Dparty No 1 and information given by Party No 1 during the interview. Ifthe cert
degrees/diplomas and/or information given by Party No 1 are found to be fake/false o i
ent of Party No 1 would be invalid ab-initio and terminateq.

at any stage, the appointm . W _ .
case {10 advance notice be served or salary In lieu of notice be given by Party No 2.

8. Party No 1 will keep a security deposit equivalent to two monthg toFaI emolumentg With
Party No 2. The amount will be recovered from the salary of Party No 1 in six equal instalimengg
by Party No 2. Party No 2 will return the securl_t){ depqsnt interest free to Party No 1 in the event
Party No 1 leaving the service after giving requisite notice and as per terms and conditiong given

in the appointment letter of Party No 1.

IflCateS/

9. During the service under this AGREEMENT, the Party No.1 will be liable to disciplinary
action in accordance with the Rules and Regulations of School for any act of insubordination
intemperance or other misconduct, or the commission of an act, which constitutes a criming
offence or misconduct or non-performance of duties or breach of any of the provisions of the
rules and regulations as prescribed by the Regulations and the said School as amended from

time to time.
10. If the Party No.1 is suspended from duty during investigation into any charge of mis-

conduct or other charges mentioned in Para 9 above, Party No 1 will not be entitled to any pay
during such period of suspension but shall be entitled to receive a subsistence allowance as per

the Rules and Regulations.

11.  The Party No.1 will apply himself/herself honestly, diligently and efficiently under the orders
and instructions of Party No 2, Party No 1 will discharge all duties pertaining to that office and/or
which are necessary to be done in Party No 1’s capacity as aforesaid and will make himself/
herself in all respects as useful as may be required of Party No 1. Party No 1 will always act in

paramount interest of the School.

12.  Duties of Party No.1 will, include the usual duties of the post of Teacher for which Party No
1 is employed and any other suitable duty/duties, which the Party No 2 may call upon Party No 1
to perform. The Party No.1 shall not either directly or indirectly engage and be concerned in trade
or in a private professional practice, but shall devote the whole of his/her time and attention to the
services of Party No 2. The Party No.1 shall use his/her utmost exertions to promote the interests
of the Party No 2. Party No 1 shall conform with and be subject to the terms and conditions of
employment, issued by the School Administration and Managing Committee from time to time.

13.  On confirmation after successful completion of probationary period the Party No.1 will bé
eligible for annual increment(s) which may have become due during the period of probation.
However, no increment will be granted to the Party No.1, unless efficiency, conduct, diligence
during the year immediately preceding the increment, has been approved by the Party NO 2.

14.  Ifatany time, Medical Officer designated by the Party No.2 certifies that the Party No.1 ils
by reason of any infirmity of mind or body, is incapable of rendering efficient service in the SC_“;’%'
he decis!O

the Party No.1 shall be called upon by Party No 2 to relinqui '
o relinquish the appointment. T
the Patron shall be final and binding on Pa)rlty No 1. ) i
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15. The Pafn,g\/v'\jo 2 will be COmpetgnt to terminate the service of Party No.1 as per Rules and
Regulations of AWES even afte,r confirmation of service of Party No 1 in case of closing down of
the school by giving two months’ notice in writing or two months’ salary including all allowances in

lieu of the notice.

In witness whereof the Parties hereto set their hands this day of_month and year

In presence of following Witnesses:

Address and Occupation
of the Witness

Address and Occupation
of the Witness

107

Party No. 1 (Signature)
(Teacher)

Party No. 2 (Signature)
(Chairman of the School
on behalf of the Patron)
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Appendix P
(Article 89 refers)

PAY AND ALLOWANCES: RECOMMENDED STARTING LUMPSUM SALARIES

Size of School
Category of Employee
:zr ° <300 Students | 301500 | 5507
Students Students
(a) | Head of School (Headmaster/ 30000 35000 40000
Headmistress)
(b) | Pre-Primary Teachers 20000 20000 20000 _|
(c) | Primary Teachers 22000 22000 22000
(d) | Supervisor Administration 20000 20000 20000
(e) | Clerical Staff & Paramedic 18000 18000 18000
() Ayaas 16000 16000 16000
(g) | Gp D Staff 15500 15500 15500
Note:-
1. It is recommended that a school with less than 300 Students should not expand to

include Class 1 or above, to avoid expenditure on hiring of PRTs.

2. The above structure is only suggestive in nature and the formulation of pay scale
would depend on the local conditions and financial health of the school.
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Apc;’)tenmx Q 4
es
ARMY PRE-PRIMARY — of Articla 97 refers)

LEAVE o———
\AQQL)l_]MQ_F_ .EMPLOYEName of the Schoo|
yame of Employee — =

Casual me
Month o e ;S(e \1 %am STonns the year s
availed|availed l;revious Current ?talw\ Principal's
alance | year ed |Balance| leave initials
F(lmd EL F(‘"‘ availed
e ed
Ink) Ink)
— D—
January I R n
— — ]
February T TRE—
Rt
March I
(e
April \
" \ |
Jun l ‘
July ‘ \
August \ \ B
September | \ \ J
October \ \ J
November \ \ 4\
December \ \ J
*If applicable
Principal’s Signature
Place and Date ‘

’ e.
Note:- Two half days leave will be treated as one day's casual leav

et
Book Vol 1 Guidelines 1orAdmtnnstrat|
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Appendix R
(Article 108 refers)

Army Pre-Primary SCHOON, evvvneeennerrnrreesrasreensseeeeae (Name of the Schoo|)
RECORD OF SERVICE
1. NAME +otiiiiiiirnrerarersasnness
s POSE cviviiieiiieiiinenanns
3. Date of Appointment ...........c..enenee
4, Scale Of Pay ....covvvivviinenniinnennns
B PresentPay .......cooeveninnnns
6. Other/AllOWANCES ....c.cceveviiririeenaeeenaes
DA .o HRA oo
7. Permanent / contractual / Temporary/Adhoc......
8. If permanent, date of confirmation.........
9. Whether on Probation .....................
10. Date of expiry of probation .....................
11. Dateof Birth .....................
12. Placeof Birth ..........c.ccooiiiiiinn. [D]E] | S State ...............
13. Nationality ...,
14. Blood Group .....ccvvviveiiiiiiiiiniinnns
15.  Father’s / Husband's/Wife's Name .....................
16.  Religious Denomination .....................
17.  MotherTongue .........ccveviinnennn
18. Bank AccountNo. .....ccccvviiiiiinnni Bank .............
19. Identity Card NO. .....ccovvveinnnnni. Date of Issue .........
20.  Whether Medical Examination is done and Certificate submitted at the time of appointment.
21.  Academic Qualifications:-
S. | Certificate/ Board/ Year of Div/Grade Subjects
No | Degree University passing
1
2
22.  Professional Qualifications:-
S. | Certificate/ Board/ Year of - | Div/Grade Subjects
No | Degree/Diploma | University passing
/
/
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23.  Experience:-

s, Trade/ProfessionWh
ame and

" Job Profi
AddfeSs Of fOfI|e T

—————— | Employee
e —

= I

24. Language Proficiency:-

S. |Language Read oo
No Write Speak Examination
Passed with
— date
25.  Proficiency in Use of Computers.
26.  Local Address /Permanent Address ..................
27.  Telephone/Mobile Number .....................
28.  Marital Status : Married/Unmarried
29. Next of Kin: Name .................. Relationship .....................
AdAress: ...
30. Details of children:
31.  Sports/Games played with proficiency
32. Hobbies with degree of proficiency
33. Names and addresses of two referees:-
(a)
(b) | . o
34. | hereby certify that to the best of my knowledge and belief the above particulars are, ina
respects, correct/true.
E latce: Signature of the Employee
ate:
Countersigned
(Signature of Immediate Senior Officer)
Date:
Notes:- st be supported by Original Certificates.

ade in the Record of Service mu

1. All statements m may be kept for record.

2. Self-attested photocopies Of certificates

/_____/“"Pink
111
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Appendix S
(Article 109 refers)

ATTESTATION FORM

ARMY PRE-PRIMARY SCHOOL, ....cueurannarearansarensee (Name of the Station)
_\\
1. Name in full (in capital) with aliases, Surname: ...........
if any (Please indicate if you have PHOTO
added or dropped at any stage NamMe foevvreeneeenenens
2. Present address in full (i.e. Village, Thana and District with house
number, lane/street/road and town with Pin Code) B
3. Permanent address in full (i.e. Village, Thana and District with house number and town
with Pin Code).
4. Particulars of places (with periods of residence) where you have resided for more than
one year at a time during the preceding five years.
From To Residential address in full (Village, Thana and District with house number
lane/ street/ road and town with Pin Code)
5. (a) Father’s name in full with aliases, if any :

(b)

(c)
(d)
(e)

Present postal address
(if dead, give last address)

Permanent home address
Profession
If in service, give designation

6. Nationality

(@)
(b)

(c)
(d)
(e)
7. (a)
(b)
(c)
8 (a)

Father

Mother

Husband/ Wife

Employee

Place of birth of Husband/ Wife
Date of birth

Present age

Age at 10+2

Place of birth, District and State in

which situated

Pink Book Vol. 1 Guidelines for Administration

112



(b)  District and State to whi
ic
belong h you

9. (a) Your religion
(b)  Are you a member of
(|) Scheduled Caste/Scheduled Tribe
(ii) Other Backwarg Caste

10. Educational QualiﬁLowsshowing details of educational institution

s with years since 10+2.

Name of University | Date of | A
School/ y gﬁtte_ of Date of |Examinations| Div/ Grade
College with ering leaving passed
full address

1. Ifyou have, at any time, been employed, give details:-
Designation Period Full address of the Reasons for leaving the
of post From To office, firm or institution previous service

12.  Have you ever been prosecuted/kept under detention, or bound down/fined, convicted by
a court of law for any offence? If the answer is ‘Yes’, full particulars of the case, detention, fine,
conviction, sentence etc should be given. Is any case pending against you on account of law at
the time of filling up this attestation form?

13. Names and addresses of two responsible persons of your locality or two references to
whom you are known.

(@)

(b)

| certify that the foregoing infor
and belief. If any info is found to'be false, |
which may also lead to termination of service.

mation is correct and complete to the best of my knowlque
se, | understand that I shall be liable for disciplinary action

Place :
Signature of the EmMployee.......ovvvvvvuvnene

Date :

s for Administration
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IDENTITY CERTIFICATE

following:-

Certificate to be signed by any of the
al or State Government

(a) Gazetted Officers of Centr

(b) Members of Parliament or Stat
Non-Gazetted Sub-Divisional Magistrates/Officers.

e Legislature

(©)
(d)  Tehsildars or Naib/Dy. Tehsildars authorized to exercise magisterial powers
Certified that | have known Shri/Shrimati/Kumari .......ccccoooo
..................................................................................................... Son/Daughtem"
L 11 IR PP PP R PP PR LR LR for the 1ast .....oovvvevineie i yeracr);
Months and that to the best of my knowledge anq

Place : SIgnature ........ooevveeeeiiniiiie,

Date : Designation or

Status and AdAress .....cocevveiiiiiiiiniiennn,

Note:- For legal purpose, local address will be taken into account. Change of local and permanent
address will be intimated to the Head Clerk in writing within twenty four hours on occurrence.

114
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Appendix T
(Article 110 refers)

ANNUAL conpp

(Instructions for the Preparation and Maj
Staff of Army Pre PrimarySchools) Viaintenance of Annual Confidential Reports on the

Preparation of Reports

1. Annual Confidentia Reports on

\ the staff

for the year ending by 31 March every year The?sf e
May every year. ' o8

Initiation of Annual Confidential Re orts (ACRs
— —-dlLheports (ACRs)

ENTIAL REPORTS

y Pre Primary schools, shall be prepared
ports must be completed not later than 30

y the authorities laid down in Article 110

where Officiating Head of School (Headmaster /

Headmistress) are specially authorized by the Patron.

Maintenance of Reports

X >y should regard it as his/her personal
and special responsibility to ensure that Annual Confidential Reports are properly maintained in

respect of all persons working in the school. It is his/her duty to observe carefully the work and
conduct of the staff and to provide training and guidance wherever necessary. The Annual

Confidential Reports should be based upon the results of such observations and periodical
inspections.

Custody of Reports

4. The reports of all staff will be kept under the custody of the Head of School (Headmaster/
Headmistress). Head of School (Headmaster / Headmistress) report once reviewed by the Patron,
will be kept in safe custody of the Chairman, SAMC.

Period and Frequency of Reporting

5. Confidential Reports should be recorded annually, for the preceding academic year.

6 Reports should also be written on the staff of the school, when the Head of School

(Headmistress/Headmaster) leaves the school, during the interval between two annual reports.
7 No report needs, however, be written unless a Reporting Officer has at least three months
experience on which to base his/her report.

Communication of Adverse Remarks

’ ' nd how he/
ould know what his shortcomlngs are a ‘
o e be et Sge achieved only if every Reporting Officer realizes

best results will be . inate’s work and
f: g &an byl them. tT :rﬁy to make an objective assessment of hlS/hL?icrj Z;J]lggr:;}d e atmncs 1o
(luaatl:ti|s hllf/?erl dc;J tt)c; rg‘;ci)ve him/her at all times the necessary advice, g
es, but als
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correct his faults and deficiencies. If this part of duty is properly performeq, ther
difficulty about recording adverse entrles,‘bec';ause they would only refer to shopy
have persisted despite the reporting officer’s efforts tq have them correcteq.
mentioning any faults or shortcomings, the Report'n"\g Officer should also give an
efforts he had made, by way of guidance, admonition etc. to get the shortcoming

the results of such efforts.
9. Itis mandatory to show ACR graded “Average” and/or containing adverse/advisow remark
.

The ratee would sign such ACR at appropriate place, alternatively a slip containing the gradi
and/or adverse/advisory remarks, duly signed by the ratee would be pasted on the ACR. Ing

e Shpuld en
Comings, Whic?\
According,

ndlcalIOn of ,thg

10.  In communicating remarks to the member of staff reported upon, the following Procedyr
should be followed:- e

(@) Where no adverse entry is made in a Confidential Report, nothing should be
communicated, except in cases dealt with in (c) below.

(b) Where an adverse entry is made, whether it relates to a remediable or an irremediable
shortcoming, it should be communicated; but while doing so, the substance of the entire
report, including what may have been said in praise of the person should be communicateq

(c) Where the report of a person shows that he/she had made efforts to remedy or
overcome shortcomings mentioned in the preceding report, the fact should be
communicated to the person in a suitable form and a copy of such communication should
be added to the ACR.

Representation against Adverse Remarks

11.  Representations against adverse remarks should be made within three months of the date
of communication.

12.  The following procedure may be adopted in dealing with such representations:-

(@) All representations against adverse remarks except Head of School (Headmaster/
Headmistress)/Supervisor Adm will be examined and disposed off by the Chairman in
consultation, if necessary, with the Reporting Officer.

(b) If it is found that the remarks were justified and the representation was frivolous, @
note will be made in the Confidential Report of the employee that he/she did not take
correction in good spirit.

(c) If the Chairman feels that there is not sufficient ground for interference, the
representation should be rejected and the employee informed accordingly.

(d)  If the Chairman feels that remarks should be moderated, necessary entries
separately with proper attestation at the appropriate place of the report, will be made; the
correction would not be made in the earlier entries themselves.

he adversé

) In the event of the i i ion that t
(e) competent authority coming to the conclusion 4 therefore

remarks were inspired by malice or were entirely incorrect or unfounded an

116

Pink Book Vol. 1 Guidelines for Administration —




deserve expunction, the Chaj
4 ’ airm i
paste it over and make an ent ;n Wwill take Necessary action t
done. » Properly dated and attesteg s;:to rt'e o el
, stating that this has beei;

(f) Representation aqaj

_ gainst
/ Headmistress)/Supervisor Ade::ij'v9
disposed off by the Patron. "

rse remarks in the A

stration will Ly ok CR of Head of School (Headmaster

cessed through proper channel and

13. Representations or explanati
o a .
Confidential Reports. planations against adverse entries should not be added to th
ed to the

opriety of issue
Proprief of Letters of Appreciation or Notes of Commendation t
ation to the Staff

14. The general policy is to di

of commendation to anyymerrc\)bcgf((:)?l':r:age the practice of granting letters of appreciation or notes
Exception may, however, be made in Ci :et:asﬁwir:ad p:at(iing such letters in the Confidential Reports
in respect of an ' re letters of appreciation are i :
lFri]epor[: - i’,vil;tza::g%p%gsgemcgg dotne a.nd the same should g;eiﬁtzu?:ebé:)hniicsi:nhg;
mentioned. got National/State/CBSE award, the same should be

(Specimen forms of Confidential Report for He
. , ad of School (Headm i
teaching and non-teaching staff are attached as Annexure l{m)_ aster / Headmistress),

Notes:-

s If an employee does not submit duly completed ACR Form by him/her by due date, a
reminder will be sent to him/her. However, it he/she does not submit the ACR within 7 days af,ter
the reminder, the ACR will be initiated by the 10 and the fact that the individual did not submit the
ACR in spite of reminder will be mentioned and copy of the reminder will be attached along with.

the ACR graded average and/or ¢
ded to the RO without his/her sign
sed to sign the same”.

o Where ratee refuses 1o sign ontaining adverse/advisory
remarks, such ACR will be forwar ature with the remarks that
“the ratee was shown the ACR but refu
wing the ACRs, the designation Chairman or Patron of the School
d not the designation/appointment in the formation concerned. The

t in the formation should not be puton the ACR.

3. While initiating or revie
(Name) will be mentioned an
stamp containing the appointmen

ted on both sides of sheet.

4.  ACRto be prin
y individual on top right-h

5. All pages will be signed b

and corner.

s separate sheet (one only) and each sheet signed by

6.  Self-appraisal will be attached a
individual and Principal-

i i /SRO
7. ACRs graded below Average and/or containing advusory/advers; r:en;:;g(i‘ gzi::y Tacc)iverse
will be Comrr?unicated to the rateé through the 10 anq extcrla::‘ :fcig::d|b3 e loe
remarks will be pasted at the appropriate place duly signe

Pink Book Vol. 1 Guidelines for Administration

117 ‘//




Annexure | to Appendix T
(Article 110 refers)

ANNUAL CONFIDENTIAL REPORTS; HEAD OF SCHOOL
(HEADMASTER / HEADMISTRESS) o

NaMe. ..o i Appointment ..................
INHAL v s (D11 (< J TR
ARMY PRE-PRIMARY SCHOOL (Name of the School)
ANNUAL CONFIDENTIAL REPORT: HEAD OF SCHOOL (HEADMASTER /
HEADMISTRESS)
Period from to

PART — | PERSONAL DATA AND SELF APPRAISAL
(This report should be initiated by the Chairman SAMC and reviewed by the Patron of the School)

Name

Date of Birth

Educational Qualifications

Date of appointment :
Details of probation period (If any) :
Period of absence from duty

(on leave, training etc) during the year

7 Self-Appraisal (To be filled in by
the individual reported upon)

8. (@) Academic and Professional
achievements during the year including
degrees/diplomas obtained, books/articles
published, and training courses attended etc.

(b)  Enumerate tasks and targets, if any
assigned by the Chairman SAMC to the
individual reported upon during the period.

(c)  Brief resume of the work done by the
individual during the period reported upon,
bringing out academic, administrative, co-
curricular activities and any other special
achievement. (The resume should not

exceed 300 words)

2 L o

/
(Signature of Head of School (Headmaster
Headmistress) Reported upon)

Date :
118
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pT =l PERFORMANCE VA
& CHA|R|?V||?\?]LES ASSESSMENT B
OF THE SCHooQL SAT\nlgllTlATlNG OFFICER (10

Does the IO agree with all that i
1. at is rec
under Para 7 of Part-1 by the indiVidu::gEd
not, enumerate the extent of disagree 2 If
with reasons. ment
General Comments on the functioni

. ni
results achieved by the School. ng and

Academic Proficiency and applicati
. plication

knowledge and professional skills (teachir? f

skills) on the job. 9

4. Supervisory skills and organizing ability in
instructional and other programmes.

5. Awareness of latest innovations in the field
of education and their implementation in the
school.

6. Administrative ability:-

(@) Knowledge of Rules, Instructions and

Procedures of AWES/CBSE.

(b)  Ability in written expression.

(c) Maintenance of records including

accounts.

7. Discipline.

8. Control & Management of staff and
students:-

(@ Maintenance of order and discipline
amongst students and staff.
(b)  Ability to get work from staff and

motivate students.
(c) Relations with parents, organizations

and the SAMC
(d)  Relations with staff and students.

9. Planning and implementation of in-service
training of teachers.

10.  Honesty and Integrity.

1. Stamina both physical and mental-

12.  Selflessness and Dedication to organization
and service.
13 Pen Picture
4. Grading.
nes for Administration

nk Book Vol. 1 Guideli
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15.

16.

Pink Book Vol. 1 Guidelines for Administration

(Confine the grading to the following
expressions:- Outstanding/Very Good/
Good/Average/Poor)

(An individual should not be graded
Outstanding unless exceptional qualities
and performance have been noticed,
Grounds for giving such a grading should
be clearly brought out in the pen picture)

Have you shown the relevant portions of
ACR graded ‘Average’ and below and /or
containing adverse/ advisory remarks to the
ratee and obtained his/her signatures on the
ACR as per rules?

Recommendation for retention in the post :

Recommended/Not Recommended

Signature of Initiating Officer

PART — lll REMARKS OF THE REVIEWING OFFICER (PATRON)

Do you agree with the initiating Officers’
assessments contained in Part 11?7 If not, the
extent of disagreement.

Overall assessment of performance and
Qualities.

Grading.

(Confine the grading to the following
expressions:- Outstanding / Very Good /
Good / Average / Poor)

(An individual should not be graded
outstanding unless exceptional qualities and
performance have been noticed, grounds for
giving such a grading should be clearly
brought out).

Recommendation for retention in the post - Recommended/ Not Recommended

Signature of Reviewing Officer
Name :

Designation

Date
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Annexure || to Appendix T

A
ANNUAL CONFIDENTIAL REP(Q';‘T‘;‘? ;:50 refers)

e 7 S SRS Appointment ............ Initial CHING STAFF
2 " My PRE-PRIMARY SCHOOL : BIPS Date ... .. |

ANNUAL CONFIDENTIAL REPORT - (Name of the School)
oy ORT s

y bPART — | PERSONAL DATA AND SELF-APPRAISAL
rhis report shoula e Wi itten by the Head of School (Headmaster / Headmi
reviewed by the Chairman SAMC) r/ Headmistress) and should be

Name

Date of Birth

Educational Qualifications

Date of appointment

Details of probation period (If any)

Period of absence from duty (on leave, training etc)

during the year.

Class(es) /Subject(s) taught at present :
self-Appraisal (To be filled by the individual reported upon)

Ability to teach through English Medium .
Contribution to co-curricular activities

Brief mention of outstanding achievements during the year
(Signature of Individual)
Name
Date

SRLIE SRR

—_ — ¢ o~
mrdll Sl

12. Details of warnings/Punishments awarded

during the period under review

13.  Academic Proficiency and application of knowledge and
professional skills (teaching and skills) on the job.

14.  Supervisory skills and organizing ability in

instructional: and other programmes

15.  Relationship with Teachers, Adm Staff and students:

16. Awareness of latest innovations in the field
of education and their implementation in the school.
7. Administrative Ability:-

(@  Knowledge of Rules, instructions and
Procedures of AWES/CBSE.

(b)  Ability in written expression -

(¢ Maintenance of records including @
Discipline

Control and Management of staff an°.>.
(8 Maintenance of order and disciplin
students and staff idelines o Administration

ccounts

18.
19. d students:-

e amongst
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(b)  Ability to get work from staff and motivate students:

20. Honesty and integrity
21.  Medical/Health Status .
22.  Selflessness and Dedication to organization and service

23. Pen picture

24. Grading

25. Have you shown the relevant portions of ACR
graded ‘Average’ and below and /or containing adverse/
advisory remarks to the ratee and obtained his/her
signatures on the ACR as per rules?

26. Recommendations for retention in the post Recommended/ Not

Recommended

(Signature of Initiating Officer)
Name

Designation

Date

Note:- Para 1 to 8 will be filled by the ratee and checked by the Head of School (Headmaster

/ Headmistress) on receipt of ACR form.
PART - Il REMARKS OF THE REVIEWING OFFICER (CHAIRMAN)

il Do you agree with the initiating Officers’
assessments contained in Part Il ? If not, the extent of
disagreement.

2. Overall assessment of performance and Qualities.

3. Grading.

(Confine the grading to the following expressions:-

Outstanding / Very Good / Good / Average / Poor)

(An individual should not be graded outstanding unless

exceptional qualities and performance have been noticed,

grounds for giving such a grading should be clearly

brought out).

4. Recommendation for retention in the post . Recommended/

Not Recommended

Signature of Reviewing Officer
Name
Designation
Date
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Annexyre i to Appendix T

A
NAME. «c v v v s se s s, App°i"tmem (Article 110 refers)

ARMY PRE-PRIMARY SCHOOL, wroeeednitial ..., Date

_
ANNUAL CO (Name of the School)

NFIDENTIAL REPORT: ADM STAFF

Period From

Name

Date of Birth

Designation of post held

Date from which continuous
Appointment is held

5. Basic pay on 31 March of year of
Report and pay scale.

el S\

6. Educational and other Qualifications
7. Brief description of duties allotted
8. Observations on:-

(@) Intelligence

(b) Initiative

(c)  Devotion to duty :
(d)  Skill in the work on which employed :
(e)  Whether maintains all registers and :
accounts tidily and up-to-date
(H Amenability to discipline
(g)  Relations with superiors
(h) Relation with other staff
)] Punctuality in attendance

9.  Whether responsible for any outstanding
Work during the period under review
Meriting special commendation

10.  Whether reprimanded for any indifferent.
Work or for other reasons during the period
Under review.

1. General assessment of
qualities

12, Grading.
(Confine the gradin
expressions:- Outst

good and bad

g to the following
anding / Very Good /
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13.
14.

Good / Average/Poor.
(An individual should not be graded

Outstanding unless exceptional Qualities
and performance have been Noticed,
grounds for giving such a Grading should
be clearly brought out)

Pen Picture - :
Have you shown the relevant portions of ACR

graded ‘Average’ and below and /or containing adverse/

advisory remarks to the ratee and obtained his/her
signatures on the ACR as per rules?

3.

Recommendation for retention in the post

Recommended/Not Recommengeg

(Signature of Initiating Officer)
Name

Designation

Date

REMARKS OF THE REVIEWING OFFICER

Grading.

(Confine the grading to the following
expressions:- Outstanding / Very Good /
Good / Average/Poor.

(An individual should not be graded
Outstanding unless exceptional Qualities
and performance have been Noticed,
grounds for giving such a Grading should
be clearly brought out)

Recommendation for retention in the post

Pink RAAL \1at 4~ .. .

Recommended/
Not Recommended

Signature of Reviewing Officer
Name

Designation

Date
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Appendix U
(Article 111 refers)

Name.....oovievnun... Appo
PPointment ...... . Initial . .......pate............

ARMY PRE-PRIMARY SCHOOL
. ——— ___ (Nameofthe School)

REPORT ON PROBATIONER: HEAD OF SCHOOL HEADMASTER / HEADMISTRESS

Period From —  To

DI . Tee e T I “ae R R N
LRI e .
. . cns .
tressaas . ...

1 Name of Appointee
2. Designation of the post to which appointed
3. Date of appointment
4 Reference number and date of letter of
appointment to the post.
5. Period of probation
6. Date on which period of probation expires
7. (@)  Chairman’s report on the work
conducted of the appointee during
the period of probation
(b)  If any shortcomings have been
noticed, what are those shortcomings?
(c)  Were these shortcomings brought to
the notice of the appointee in writing,
with a view to give him an opportunity to
remedy those shortcomings and show
necessary improvement?
(d)  What are the results of written
communications?
8.  Does the chairman recommend:-
(a)  That the appointee is suitable for
Confirmation
(b)  That his/her probation should be
extended for another one year
(¢)  That his/her shortcomings are such
that extension of probation would not lead
to any improvement in his/her work/conduct

Pink Book Vol. 1 Guidelines for Administration
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and that therefore his/her services should

be terminated.
9. Have you shown the relevant portions of ACR
graded ‘Average’ and below and /or containing adverse/
advisory remarks to the ratee and obtained his/her
signatures on the ACR as per rules?

10.  If the chairman’s recommendation is in favour :
of either 8(b) or 8(c) above, an attested copy of the
letter of appointment issued to the appointee should
be attached to this report and the case forwarded to
the Patron for further disposal.

(Please state herein whether the copy is attached).

(Signature of Initiating Officer)
Name

Designation

Date

REMARKS OF THE REVIEWING OFFICER (PATRON)

Pink Book Vol. 1 Guidelines for Administration
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Appendix V

(Article 111 refers)
Name........ . . Appointment ............... Initial ..... ... .Date
ARMY PRE-PRIMARY SCHOOL, (Name of the School)

REPORT ON PROBATIONER/ REG
ULAR (OTHER THAN HEADMASTER
HEADMISTRESS) AND CONTRACTUAL STAFF (OTHER THAN TEACHERIS)

PERIOD FROM 0

Note: Probation report will be initiated by the Head of School (

Headmaster / Headmistress) or

completion of 11 months of service by the employee. In case probation period is extended, one

more probation report will be initiated on completion of 22 months of service.

Name of Appointee

Designation of the post to which appointed

Date of appointment

Reference number and date of letter of

appointment to the post.

Period of probation

Date on which period of probation expires

(a) Initiating Officer’s report on the work conducted:
by the appointee during the period of probation.

(b) If any shortcomings have been noticed, what are:
those shortcomings?

(c) Were these shortcomings brought to the notice:
of the appointee in writing, with a view to give him an
opportunity to remedy those shortcomings and show

necessary improvement?
(d)  What are the results of written communications?:

HwWwn =

No o

probation):- ' '
(a)  That the appointee is suitable for confirmation

(b)  That his/her probation should be extended
for another one year

(c)  That his/her shortcomings are such that
extension of probation period would not lead to any
improvement in his/her work/conduct and therefore
his/her services should be terminated.
Does the initiating officer recommend (

than teachers):- ' i
(a) Thatthe appointee should continue on the

appointment as per the agreement

127

Does the Initiating officer recommend (for teaching staff on

for contractual staff other
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(b)  That the appointee should not continue on

the appointment as per agreement b'e?atizf
his/her performance has been unsa?ls ac y.t o one
(c)  Does the appointee deserve increment afte :

' far.
based on his/her performance so
gf/zrrall performance : Outstanding / Very Good / Good / Average / Poor

10
i ' licable).
(delete whichever is not app : .
11.  Have you shown the relevant portlc_m.s of Probation R_eport graded
‘Average’ and below and /or containing adv.erse/advusory
remarks to the ratee and obtained his/her signatures.
(@)  If yes: Communicated vide....
(b)  If No: Reason .
(Signature of Initiating Officer)
Name
Designation
Date
Notes:-
1. For contractual staff, Para 6 should read ‘Date on which one year expires’,
2. For contractual staff, Para 7(a) should read Initiating Officer’s report on the work conducteq
by the appointee during the above period.’
3. The report on contractual staff should be initiated after completion of one-year service.
4 #If the initiating officer’s recommendation is in favour of either 8(b) or 8(c) above, an

5, _ If the Initiating Officer's endorsement is in favoyr of Para 9(a) and (c) above and the

6. Strike out Paras which are not relevant.

REMARKS OF THE REVIEWING OFFICER (PATRON)

Signature of RO
Name
Designation
Date
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Appendix W
(Articles 121(c), 122(b),
Article 124 & Article 132

AUTHORITY TO AWARD PENALTY

123 (f), Note 1 to
(h) refers)

SNo | Appt
PP 12!9!.5 of |Levelof | Authto order | Auth to Confirm |Petition against
ction Penalty Penalty Penalty penalties to be
disposed by
1. Head of School iscipli ; ,
(Headmaster / Disciplinary | Minor e Chairman Patron
Headmistress)
2. Head of School do Mai :
-do- or DC
(Headmaster / j Chairman Patron
Headmistress)
3. Regular Staff other -do- Minor HM Chairman Patron
than Ser 1
4. Regular Staff other -do- Major DC Chairman Patron
than Ser 2
5. Supgr\(isor -do- Minor HM Chairman Patron
Administration
6. Supervisor -do- Major DC Chairman Patron
Administration
Other Contractual Staff -do- Minor HM Chairman Patron
Other Contractual Staff -do- Major DC Chairman Patron
9. All Others -do- Minor HM Chairman Patron
10. All others -do- Major DC Chairman Patron
11. Head of School Adminis- | Minor DC Chairman Patron
(Headmaster / trative
Headmistress)
12. Head of School -do- Major DC Chairman Patron
(Headmaster /
Headmistress)
13. Regular Staff other than | Adminis- | Minor HM Chairman Patron
Ser 11 trative
14. | Regular Staff other than -do- Major DC Chairman Patron
Ser 12
: Pttt do- Minor HM Chairman Patron
15. Supervisor Administration -do o v
. . i airman
16. | Supervisor Administration| ~ -do- |V|.&110r DC/HM — -
17. Other Contractual Staff -do- Minor/ DC
Major
18 All others Adminis- | Minor/ DC/HM Chairman Patron
' trative | Major

Note:- Penalties under Disciplinary and Administrative
shall be administered in the same manner and by sam

129

action against staff during probation peric;;i
e authorities as in the case of regular stait.
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Appendix X
(Article 135 refers)

AUTHORITIES TO DECIDE APPEALS AGAINST DECISIONS OF GRC
AND OTHER AUTHORITIES

S No | Appeal éﬂl@i’éﬂiﬁ for Redresgy) >
1 First Appeal against the decision of GRC DC

2 Second Appeal against the decision of the Chairman | Chairman

3. Final Appeal against the decision of the Patron Patron

Note:- Appeals by the authorities will be considered and disposed off within 30 days of thejr
receipt. '

130
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Appendix y
(Article 152 refers)

QQL‘LQJ.\NAME AND s TATION
TRANSFER CEHTIFICATE

1. Name of Pupii
2, Mother's/Guardian Name
3. Father’s/Guardians Name
4, Nationality
5. D | - ssic
ate of Blr.th according to Admission Register (in Christian Era):.

(@ InFigures © DD/MM/YYYy |

(b) In Words :
6. Class in which Pupil Last Studied:
7. Class in which admission is gye:

.
8. School dues paid upto :
—_

9. Annual charges refunded for - from —  _to .
10.

Caution/Security money refundeq:
-_

11.  Attendance:
(a) Number of school (working) days:
(b) Number of school (working) days present;
12. Date of Application of Certificate :
13. Date of issue of Certificate
14. Reasons for leaving the school :

15. Remarks (if any)

Checked by :
(State full name & Designation)

Signature of
Class Teacher
Name and Date

Signatures of Head of School (Headmaster / Headmistress)

Date: |
(Name & Designation Stamp)

Pink Book Vol. 1 Guidelines for Administration
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Appendix Z
(Article 152 refers)

REGISTRATION FORM FOR ADMISSION

Army Pre-Primary School, (Name of the School)
1 Name of the Child Gender

2 Date of Birth (in figures (in words)
3. Place of Birth

4, Class and School previously attended
5

6

Class to which admission is sought

Name of :-
(a)  Father Rank
(b)  Mother Rank (If applicable)

N

Place of Posting of Father/Mother and Unit
8. Other details:
(a) Official address of the Father/Guardian
(b) Mobile No
() E-mail ID
9. Residential Address of the Father/Guardian
(if father is deceased)
10.  Occupation Annual income

Date : Signature of Father/Guardian
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Appendix AA
(Article 152 refers)

Army Pre-Primary School

=

10.
1.
12.

13.
14,

133

————— (Name of the School)
APPLICATION FOR ADMISSION

Admission No

Full Name of the Pupil
Date of Birth (in words)
(in figures)
(Authority)
Name of the Father

Name of the Mother
Father’s/Mother’s Occupation
(@)  Army/Air Force/Navy
(b) Rank
S:) ) Serving/Retired/War Widow/Army Widow, if serving place of posting and

ni

(d) Civilian
Address
(@)  Official

(b) Residential
(c) Telephone No/Mobile
(d)  E-mail ID
Family Income (from all sources) per month
(a) Class last studied
(b)  School in which last studied
(c) Medium of Instruction
(e) Was the school recognised or not?
(f) Examination body to which the school was affi
Result of the last examination Passed/Failed
Class to which the admission is sought

Disability /Handicap (If any) -

Mother tongue of the student
Details of transfer certificate attac
Whether Scheduled Caste or Schedule

liated

hed, if any
d Tribe?

Hobbies:. _
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DECLARATION BY THE PARENT

| hereby declare that the date of birth of my son/daughte.r is and othe
particulars are correct and that | would not demand any change in them at any subsequent date

Signature of Parent

ORDERS OF THE HEAD OF SCHOOL (HEADMASTER / HEADMISTRESS)

Admit in class
Section

Signature of Head of School (Headmaster / Headmistress)

OFFICE REMARKS

Admitted in and allotted section
Dues paid vide Receipt No. dated
Office seal & Date Signature of Head Clerk
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| T

Monthly Income Ex

S—

= ﬁ%
No LKG e O B—
(a) |Sections Rates Salary
(b) | Student Capacity
_(—J Teachers
(d) |Others 20000 280000
(e) |Ayaas
(f) |Head of School 16000 160000
(Headmaster /
Headmistress)
i (6o sa :
15500 46500
Total 6,00,000 552500

Income over expenditure of Approx Rs 47500 per month will cater for Increments to staff and
operational expenditures.

Annual charges and admission charges collected would also contribute towards operational
expenditures. Cost of workbooks and stationery shall be borne by the School. Work-Books
Recommended by AWES for APPSs shall only be prescribed in the Schools.

Monthly Income Expenditure Model for a Pre-Primary School (Including Class-1 & 2) (Str-500

Students)
Ser Distribution Total
No Nur| LKG|UKG | CI-1|CI-2 Fee | Rates | Salary
(a) |Sections 4| 4 | 4 4 | 4 20 o

i 100 | 500
(b) |Student Capacity | 100| 100 | 100 | 100
| (c) |Teachers 12 P;g Os(c):g 520000
() | Others 10 25 PRTs -

3 22000

(e 10 16000 | 160000
| () |Ayaas 4| 4| 2

135
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——y s I 35000 | 35
() Head of School m
(Headmaster /
Headmistress | = "_1_—'“ 20000 2W
isor Adm e —
(2) i:(pgg;fsm 3 18000 | 54000
(. ) — 8 15500 | 124000
() Gp D Staff i
Total - EOPOOO 913000
T crements to staff and operational

- lhcéme overexpendlture of Approx Rs 87000 will cater for in
expenditures.
Annual charges and admission charges collected would als

costs.
Cost of Books/workbooks and stat

o contribute towards operational

ionery shall be borne by the School up to Class UKG Only.
g for APSs and APPSs shall only be prescribed in

Books/workbooks recommended by AWE
the Schools.

The above models are for reference purposes only.

Note:-
1. Depending upon strength of the school, it would be prudent to appoint staff actually

required for both academic and administrative duties.

2. Head of School (Headmaster / Headmistress) is personally responsible to ensure
that the staff is optimally utilized and no staff in excess is hired /employed by the school.
The under utilization or non-optimum utilization of staff by school will result in financial loss
to the school.

3. BPMC will check this aspect while preparing the budget and expressly comment in
the budget presentation. The appointments such as librarian, computer technician, Head
Clerk etc may only be appointed, if essentially required. These duties may be performed

by teachers and accounts clerk.
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e

1. The maximum suggested

- Peércentage of depreciation of Property items is given in the table
SNo | Items m
. Depreciation in 3 Year

ﬂ_ Furnitureltems 15%

(b) Computer 20%

(c) Electricltems 250, [
(d) | Generator Set \20%\
(e) | Automobile 15%

(f) Labltems/Implements 10%

(9) | Crockery 20%

(h) | Cutlery 10%

(j) GamlaCopper/Flower Pots 10%

(k) | Sport Fixtures 10%

() Electronicitems 25%

(m) | Fire Fighting Equipment 10%

(n) PA Equipment 25%

(0) | Bicycle 15%

(p) | Vacuum Cleaner 25%

(@) | Camera 25%

(N | Pad Locks 10%

(s) Black Boards 15%

(t) Durries/Mats 25?’

(u) | Globe Geographic 1004

(v) | Play-way Equipment 18;

(w) | Steel Box ] 50/:

L(X) Brief Cases/Suit Cases

Appendix Ac

(Article 232 refers)

SUGGESTED PERCENTAGE OF DEPRECIATION OF PROPERTY ITEMS

: issi tage of
. the maximum permissible percen
; e guidelines and also : laid down
dL\l__ote.- . TheseBiraer; r;lfy(;?ﬁcgrs during inspection rr;ay deprec;ztre(:issv trri]t?:nt?own Uate
qrecation. bile will be depreciated by15% every year d out less than 15% in
?V?/rgs/r)ltag% AC;J t?fr?l?e ldepreciation of Automobiles has been carrie
method.
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hen the same may be worked out de-novo by applying stan dard

the preceding years t
n WDV method from the date of purchase by the school under
e

depreciation of 15% 0O
provisions of this Article.

Method of Depreciation
2. WDV Method will be followed for depreciation

(a)  Purchase Value (PV) of Article Rs 100/-
(b)  Atter first year, value is Rs 100/- Rs 20/- =Rs 80/-

Rs 100- 20 % of 100

of property as below:-

(BOOs decided 20% depreciation)
(c)  After second year value is Rs 80/- Rs12/- = Rs 68/-
Rs 80- 15% of 80

Current Value (CV)=
Rs 68/- (This year BOOs decided 15% Depreciation)
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Appendi
PARA 3.10 OF eio 255 &
SoA 2009 (Article 239 & 240)

and provided that the ini
administrativ
: e
arrangements. The decision on accoe;::nod ti
ation f

on merit on case to ¢ [
ase basi or chil -
sis by MoD. dren school in Cantonments may be taken

3.10.2 The floor area wi
a will be provi
based on the average attenda%c?ev I:efj at a scale of 2.37 SM per st
for teaching, administrative and Othgtrlzpa'ﬁ?d' This scale is inclusivclaJ ?)??; for assessed numbers
ncillary accommodati e requirement of s
ation. pege
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Appendlix AD (Contd.)
(Article 239 & 240 refers)

: ” odation for officers and staff on the aUthorigey
' inistrative and living accomm : :
g:t;:blismﬁe%qlgséﬁgr:provided as per scale. The scales of accommodation for transient Personng

shall be as given below: — —
' erfa

(a) | Married Officers Single Officers 128 = per fami y\\

(b) | Single Officers ST

(c) | Married JCOs and equivalents 10 SM per family SN

(d) | Single JCOs and equivalents 4.5 SM N

(e) Single / Married OR and equivalents

(i) Single beds
(i) Two tier beds

4.2 SM per person
3.0 SM per person

(ii) Three tier beds 2.1 SM per person
(f) Ancillary accommodation _ 1.50 SM per person -
(9) Dispensary and Treatment room 18.5 SN
(h) | Canteen 20 SM ]
1)) Armoury As per scale for assessed

number of arms

(k) | Toilet

(i) Bath, WC & WHB ‘[ 10 per cent

(i) Urinal 4 per cent

3.41 Sentry Boxes. Sentry boxes will be provided on as required basis if not covered in the
tables of scales. The floor area for each Sentry box shall not eéxceed 2.5 SM.

3.42 Shopping Centre.

3.42.1 Shopping Center may be provided at Military Stationg where, in the opinion of the
GOC Area or equivalent, Vi i "

Km from the main marrieg complex. In such a situation, th e
i ) » the scal Il be
based on Station strength as under -- es for provision sha

(@) 1001 to 3000 troops - 500 S
(b) 3001 to 5000 troops - 700 S\
(c) 5001 to 10000 troops - 850 SM
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