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FOREWORD

It gives me great satisfaction to know that Daparit of Higher Education has come up
with the revised edition of the Himachal PradeshdBdary Education Code 2012. This revision
has been attempted after a gap of more than a eetathg which period many changes in the
field of education have taken place. This revisextlec will not only help all concerned
officials/officers in their efforts to achieve uensalisation and quality of education but also énab
them to be abreast with the latest instructionslglines in this regard. This will serve as a ulsefu
document to educationists, administrators, headsdotational institutions, teachers and planners
as it focuses on the rules, regulations, genefafnmtion on various programmes in the area of

schools supervision, planning and management dhttgutes.

I hope the code will serve as a guide to all stdarging their duties and responsibilities
in cohesive manner. | also hope that they will ptevconstructive feedback so as to improve upon

the same in the next re-print.

| wish to place on record my appreciation for #féorts made by Dr. O.P. Sharma,
Director of Higher Education Himachal Pradesh aisdtéam of officers and other staff members

who have contributed whole-heartedly in bringing tis code in the given timeframe.

Shimla : March 21, 2012 K. SANJAY MURTHY,
Secretary (Higher Education)
to the Govt. of Himachal Pradesh.



PREFACE

Knowledge is fast expanding and the problems e iacreasing side by side. There
have been major technological advancements chanfjegvay people and Government interact
with each other for better service delivery. Modevarld is engulfed with two problemsiz.
information explosion and population explosion. i8ore things to learn and more people to be
taught has become need of the hour.

In view of what has been said above it was fetessary a few years back in 2001 that in
order to cater to the educational needs of theesiisdof the state in all seriousness and earnastnes
the department of Education must have a documerdiwdives all guidelines and directions for
smooth running of the institutions in close cooatiion with the higher authorities. And thus came
the Himachal Pradesh Education Code, 2001 intdemds which served as a very useful guide to
the school managements in achieving the targets.

However, with the drastic changes during the édesten years particularly in the field of
Information Technology, Teaching Learning Methodpi@nd Educational Administration, it was
considered imperative to revise the Himachal Piadekication Code, 2001.

New programmes, policies and amendment in ovestallcture of education needed
coverage. PMIS, e-Governance, ICT@ School etce len introduced to maintain records in a
transparent and easily retrievable manner andakerteaching learning process interesting.

Various instructions issued from time to time héeen incorporated. Vacation schedule
and many other additional informations have beee @sues which needed to be taken care of. A
summary of Central and Himachal Pradesh Governrehblarship Schemes have also been
incorporated. Inspection norms, building norms, cacdcular activities, value education,
professional ethics for teachers, career guidamck caunselling cells for students and general
administrative guidelines have been given due wagh

| believe this code will provide comprehensiveomrmiation and guidelines for efficient
institutional management and administration. It wiimensely benefit our educational institutes,
educationists, educational administrators and &achThis document is being published with a
view that it is going to serve as a very impor@dotument, self speaking in itself and giving dstail
in all aspects.

| record my appreciation for sincere and strenueffsrts put in by Sh. Rajesh Gupta,
Retd. Dy. Director of Hr. Education andr. DArun Dev Bhardwaj, Retd. Lecturer under
the able guidance of Sh. Shashi Bhushan $eklwant Director (Colleges) and assistence of
Sh. Ashok Kumar, Supdt. Gr.-Il in compiling andttmg their valuable suggestions in preparing
this code.

DR. O.P. SHARMA,
Director of Hr. Education
Shimla March21, 2012 Himachal Pradesh.
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HAPTER -1

Short Title and Commencement:

1.
2.
3

ok

The Code may be called “The Himachal Pradesh S$kcgreducation Code”.

This code will come into force w.e.f5'April 2012.

With the coming into force of this Code as approv®dthe Government vide letter
No.Shiksha-II-Chha(5)-2/2012 dated 04-04-2012, thevisions contained in the old
Education Code published in 2001, will stand repeal

The directions, rules given in this code are inesgpssion of all previous orders.

The regulations in this code apply to all the Gaweent/Government Aided High and
Senior Secondary Schools in the State.

Definitions and Classifications:

11
1.2
1.3
14
15
1.6
1.7
1.8
1.9
1.10
1.11

1.12
1.13

1.14
1.15

1.16

1.17

1.18

The definitions and classifications in this chagpply throughout the code except where it
is otherwise stated.

In this code unless there is anything repugnattiersubject or content:--

(1) Words implying the masculine gender shall be takenclude females also,
(i) Words in singular shall include the plural and weersa.

Government: Means the Government of Himachal Pradesh.

Department:Means the Department of Higher Education, Himaématiesh.

University: Means the Himachal Pradesh University.

School Board:Means the Himachal Pradesh Board of School Edutatio

Local Body: Means a Municipal Corporation or a Municipal Colinbiagar Parishad or
Gram Panchyat.

Head of the DepartmentMeans the Director of Higher Education.

Head of the Institution: Means Principal/Headmaster.

Teachers:Means all categories of teachers appointed/endagéae Govt.

Lecturer/ PGT: Means the teacher who possesses the master degtee concerned
subject having professional degree of B. Ed.

StudentMeans who is enrolled or attends classes in addch

Inspecting Officers:Means any officer of the Department to whom theydiftinspection
is entrusted.

College Means an institution in which University or Preg@nal education is given in
Courses prescribed by the University or by a Depant of Government.

Professional CollegeMeans a college teaching a course of study recedniy/ the
University or by a Department of Government anditiag for the pursuit of a profession.
College of Teacher EducationMeans a professional institute in which the stusleare
prepared/ trained to be teachers by acquiring BEegree and also where in-service
teacher training programmes are conducted.

School: Means an institution designed for the Teachingtodflents under the directions of
Teachers for the following standards:-

(i) High School (upto 1 Class)
(i) Senior Secondary School (upto XlI Class)

State Council of Education Research and TrainingMeans an institution imparting in-
service training to all categories of teachers @fifieting subject based training modules and
educational/academic/research guidance to teaedexstional institutions.



1.19
1.20

121
1.22
1.23

1.24
1.25

1.26
1.27

1.28

1.29

1.30

131

1.32

1.33

1.34

1.35

Note.-

Elementary Education:Means Directorate of Elementary Education Himaéhablesh.
District Institute of Education and Training: Means an institution imparting training,
instruction and guidance to Pre-service and Iniseneachers.

Aided School:Means a school under private management whichveseiid from general
revenue of the State.

Boys SchoolMeans a school classified for admission to boyg.onl

Girls School:Means a school classified for admission to girllyon

Co-Educational SchoolMeans a school classified for admission to bothstamd girls.
Government School:Means a school which is under the administrativetrod of the
Government in which the courses of study confirm standards approved by the
department.

School YearMeans the year starting fromi' April and ending on $1March.

SchooManagementCommittees(SMC): Means a body constituted for better co-operation
and co-ordination between society and teachersrfprovement in the academic standards
of students and infrastructure in a school as petérms and conditions contained in Govt.
Notification No. Shiksha —11-Ga(17)-2/2009-L Dated 11/06/2010.
Scholarship:Means a periodic payment to a student, grantec fixed period on terms
and conditions approved by the Department/Statee@onent/Central Government.
Open ScholarshipMeans a scholarship which is not restricted to @ayicular section or
class and is awarded under rules of general apipirca
Closed ScholarshipMeans a scholarship, the award or tenure of wisigubject to special
restrictions.
Stipend:Means subsistence allowance paid to a student airceonditions to enable or
induce him to pursue specified courses of study.
Government Revenue:Means the Revenue administrated by the HimachatleéBha
Government.
The Code of Professional Ethicd¥leans a set of rules and obligations for the cohdéic
teachers /non teaching staff framed by the Departii@evernment.
Hostel Warden:Means a government employee entrusted with the afutye management
of the hostel.

RTE and Mid Day Meal: Certain provisions where these pertain to Middéhddls/
Middle units of High and Senior Secondary Schooisthat event Code of Elementary
Education Himachal Pradesh will prevail.

The provisions contained in “The Himachal Padesh Secondary Education Code” will
be applicable to all the Deputy Directors of HigherEducation, Principals of the Senior
Secondary Schools, Headmasters of the High Schoals well as all teaching and non
teaching staff working in the Offices of Deputy Diector of Higher Education or in the
Government Institutions who will ensure that all the provisions contained in this code
are adhered to in letter and spirit and no deviatio is made from any provision at any
stage; failing which the defaulters will be liablefor any disciplinary action warranted
under the rules.



CHAPTER-I

School Administration

2.1 Duties of the Head of the Institution :

It is the duty of the Head to exercise general mdndf the school, its property and

connected wings (like hostels, stores, farms, eantetc.) in his charge, to maintain discipline
among staff and students, to organise, guide, Hiem@and supervise the instructions, to prescribe
approved text books, to take a regular part ineehing work especially in classes and subjects in
which his personal guidance is desirable as piesdrifrom time to time, to arrange games,
physical education and other co-curricular actgtiof the student to see that all registers are
regularly and accurately maintained, to keep pesatxounts of all the money entrusted to him and
to see that they are properly disposed off in ataace with the rules laid down in that regards, and
generally to promote the physical, intellectual amatal welfare of the student under his charge.

It will be the duty of the Head of the Institution to ensure that:—

(i)

(ii)

(iii)

(iv)

v)

(vi)

(vii)
(viii)

The Annual Confidential Reports of all the nsiterial staff is initiated by him by 15of
April every year (even in those cases where the A&Rs have not been received from the
concerned officials after having recorded his reswhwork/self appraisal). The ACRs in
such case is to be initiated suo-motu and submttiethe Reviewing Officer by 22 of
April. In the case of Teaching staff the repostsa be initiated by I5of September every
year and submitted positively irrespective of thetfwhether self appraisal /resume of the
work has been recorded by the teacher concernadtoSuch ACRs may also be initiated
suo -motu by due date and are submitted to thewawg officer for further action.

The monthly vacancy position and quarterlyaddishment returns are submitted to the
Directorate and office of the Deputy Director ofgHer Education of the concerned district,
by 7" of the following month/quarter respectively.

The list of staff due to retire during nexégr up to 3% December is prepared and submitted
to the Deputy Director of Higher Education in thenth of September (present year) who
will further send it in consolidated form to ther&ator of Higher Education by December
positively.

Budget requirement/estimates for the followintancial year will be submitted to the office
of Deputy Director of Higher Education of the cemed District in the month of
September (present year) who will further senditensolidated form to the Director of
Higher Education by December positively.

The institutional and numerical data as off $@ptember will be submitted to the office of
the Deputy Director of Higher Education of the cemed district by last week of October
every year.

The scholarship forms complete in all respeats submitted to the office of the Deputy
Director of Higher Education of the concerned distby 15" September and to the
Directorate by 18 October, in consolidated form by the concerned ubeirector of
Higher Education.

The matters relating to Courts/Vidhan-Salaimal disciplinary matters are attended to on top
priority and in a time bound manner.

The employee(s) under transfer/promotiore aelieved within the stipulated time limit
notified by the Government from time to time and atlowed to continue beyond such
time limit under any circumstances, unless exten$ias been granted by the competent
authority for specific period and the LPC has ne¢bissued. The salaries of such staff for



(ix)

x)

(xi)

(xii)
(xiii)

(xiv)

(xv)

(xvi)

the following months be drawn only from their nelaqe of posting. It will also be ensured
that no surplus arrangement/mal-adjustment beybadséinctioned strength is allowed in
the institution, and also ensure that no new jgminthout the relieving of the incumbent is
allowed.

All the teachers should maintain Teacher @anmentioning therein yearly teaching details
divided in four quarters subject-wise, class-wisel ajet it signed from the Head of
Institution in the first two weeks of academic sess Monthly teacher diary will be
maintained and teaching task accomplished in th& menth will be got signed by the
concerned teacher from the Head in the last weétkeoturrent month.

A “Calendar of Activities” to be undertaken ¢ty the whole Academic year in the
Institution annexed in this Code will be displayat implemented to bring improvement
in the standard of education and proper manageimiefite Institution by the Head of
Institution in letter and spirit. This calendar empasses the activities which will be
expected to be carried out in the school. The stdepicting the calendar of activities are to
be displayed prominently in the office of the Heddhe Institution and also on the school
notice board for the information of students.

The winter closing schools will celebrate theannual function in the month of
November/December and in respect of summer closaigols it should be held in the
month of January/February that too befor& February only every year. Annual report to
be read by the Head of the Institution should becise and complete in all respects
indicating results of the students, specific mentd achievements of the students and the
staff and other activities carried out by the s¢hthaing the academic year. It has to be a
part of the school magazine to be published by &agh/Senior Secondary School after the
annual prize distribution function.

The departmental website www.educationhp.ongst be checked daily and all Official
Orders/Circulars uploaded on the departmental wiebs! treated as authentic.

The e-mail accounts of all Head of the Itstions have been created for faster flow of
data/information, and it is the duty of Head of thstitution to check their e-mail account
daily to avoid the deactivation of email accountha institution.

PMIS entries of service books, updating aagular verification of the same including grant
of annual increment, sanction of leave, pay fixatibansfer, promotion and obtaining other
bio-data is mandatory. Employee’s code has to beengito every employee. All
correspondence of employees must bear employe@ls namber. No correspondence
without employee’s code will be entertained in tepartment. For any laxity in this case,
the Head of the Institution will be responsible.

Many special departmental services/programhege been introduced in High and Senior
Secondary Schools for all round development of esttel These are School Health
Programme, Eco Clubs, Bal-Vigyan-Sammelans, Freet Bmoks, Youth Parliament,
Polythene Hatao Paryavaran Bachao Campaign etc. Heeal of the Institution will
administer these ancillary services well with thelphof Teachers, SMC, concerned
departments and students of the school, so thainmiax number of students benefit.

The Right to Information Act, 2005 should fm¥lowed in letter and spirit by all the Head of
the Institutions in all matters relating to schoetords. To implement Section-4 of the Act
which concerns disclosure of information shouldcbenplied with. Principal of a Senior
Secondary School is designated as the Public I&tom Officer (PIO) whereas
Superintendent Grade Il of the school is the ARIOcase of High school the Headmaster
will be the PIO and senior-most teacher will be A®O. Public access to key records and
key informations wherever applied for, should besuzad at all levels as per RTI
rules/norms. Under the Right to Information rulee tregisters have been prescribed which
are mandatory for Public Information Officers (P$to maintain.




(xvii)

No permission should be granted for various evengchool premises/playground without
the prior permission of Deputy Commissioner of ¢tbacerned district.

(xviii) A teacher will be deputed half an hour befcstart of the school and half an hour after

(xix)

(xx)

(xxi)

school hours keeping in view the safety of studéamthie school campus. The members of
Panchyat/SMC/Police authorities/Local Administratimay be requested to have a vigil
around the school campus including various roadshsp frequently used by students
especially girls while coming to/going back fronheol.

Committees to address the complaints agatBekual Harassment and problems of
Adolescent, Ragging, Disaster Management etc. eddéo be constituted by higher
authorities from time to time, will be formed iretlschool. It is also to ensure zero tolerance
towards sexual harassment and non performancetiesdassigned to teachers by the Head
of the Institution will be viewed seriously for istraction as per rules.

The school will set up a Counselling Celltthall offer a comprehensive programme which
will be designed to cater to the mental and ematiovell being of all students. The school
counselling committee works in close collaboratiath students, teachers, parents, school
administration and members of SMC to address tleglenic, social, behavioural and
emotional needs of students within the school.

Teachers/Students will not be allowed to tise cell phones in the school campus during
class room teaching, morning assembly and durihgroschool activities. The students
should be directed not to use cell phones durihgalchours.

(xxii) Two separate attendance registers be maiediafor marking the attendance by teaching and

non teaching staff working in the institution orguéar basis. All employees will mark
attendance by putting full signatures for arrivad adeparture alongwith time. Separate
attendance register in respect of staff working Aathoc/ Contract/Para Teachers be
maintained. Schools where Vocational Courses araggon, the attendance register in
respect of such staff will also be maintained safedy for marking attendance on the same
analogy. All attendance registers shall be kepeutige control and custody of Head of the
Institution.

(xxiii) The certificates/degrees submitted by damdidate at the time of first appointment must be

got verified from the concerned Board/Universityiethhas issued the certificate/degree.
Expenditure on the verification fee wherever amiie will have to be borne by the
concerned employee. He/she shall record a cet#fitathis effect in the Service Book of
the employee concerned after getting the degredfiecer from the concerned
Board/University. A duly attested passport size tpgaph will also be pasted in the
Service Book of the concerned employee at the @piate place. Personal file of an
employee will also have to be maintained.

(xxiv) “Zero Tolerance Strategy for Plastic/Polythene Wasind other related matters will be

(xxv)

brought into the notice of the students as thereaisomplete ban on the use of
Plastic/Polythene in any form as per Governmengrsd

9 Point Pledge on Protection of Environment maylisplayed at the vantage point in the
campus and this pledge will be taken daily by stislen the morning assembly.

2.1.1 Assignment:

Every Head of the Institution will ensure that @de teachers are given administrative as

well as other co-curricular assignments (at leas administrative and one co-curricular) and
performance of the same be monitored throughouyehe.

2.1.2 School Magazine:

Every school will make endeavour to publish itsnochool Magazine. However, it is

mandatory for all the Senior Secondary Schoolsutdigh their own magazine every year. Annual



report of the school must be the part of schoolamamg and it may be brought out after the Annual
Prize Distribution Function.

2.1.3 Celebration of National Days:

It will be the duty of the Head of the Institutiém ensure that every student of the school
takes part in the Cultural/Sports activities /Corimular activities including N.C.C/ N.S.S./ Scout
and Guides and celebration of days as per calevfdschool. Each Head of the Institution will
ensure that all functions like Independence DayjuRéc Day/Children Day/ Himachal Statehood
Day/Himachal Day are organised in his Institutiom dhese occasions. All units of
N.S.S/N.C.C/Scout and Guide will participate in BtaiPast and other cultural programmes. The
participation of the concerned school on all suahcfions shall also be ensured by all concerned
Head of the Institutions at Block/ Sub-Tehsil /Ti#hBistrict and State Level. The Head of the
Institution will prepare the students for theserdgeand ensure their participation. The Head of the
Institution shall also remain present in schoohinmportant days/functions.

2.2  Safety of Students:

(a) Ban on Corporal Punishment:

Corporal punishment in any form, for any readgertptally banned. No student of a
school shall be subjected to physical punishmengntali harassment or

discrimination of any kind. Who so ever contravettesse provisions shall be liable
for strict disciplinary action under the serviceidact rules applicable to such a
person. The Head of the Institution shall enquim® ithe matter suo-motu as and
when such instance of physical punishment, mergeddsment or discrimination of

any kind comes to his/ her notice and if such enyg@iveals that the allegations have
substance, the matter with the enquiry report shallsent to the Director/Deputy
Director of Higher Education of the concerned distevho shall take appropriate

departmental action against the defaulter. Banooparal punishment shall also be in
accordance with the provisions contained in Sec8ibr{3) of National Commission

for Protection of Child Rights (NCPCR).

(b) Ban on Ragging in Educational Institutions:
The Ragging has totally been banned in all thecational institutions. It is the duty
of Head of the Institution that:—

() Institution shall at a reasonable time before th@mencement of academic year
and thereafter at such frequent intervals as magxpedient, deliberate over and
devise such positive and constructive activitiebdéoarranged by involving the
students generally so that the seniors and junand,the fresher interact with
one other in a healthy atmosphere and develop endiy and cordial
relationship.

(i) Seniors and juniors should be encouragedxtubit their talents in such events
so as to shed their complexes.

(i) While issuing Prospectus/Brochure for adsion by the educational institutions,
it will be clearly stipulated that in case the apght for the admission is found
to have indulged in ragging in the past or if inigticed later that he has been
indulged in ragging, admission may be refused ésheeshall be expelled from
the institution.

(iv) Anti-Ragging Committee and squads shall foemed by the institution
consisting of Senior Teachers, SMC members andeHd8arden to keep a



continuous watch and vigil over ragging so as tevent its occurrence and
recurrence.

(v) Undertaking shall be obtained from the studeswid their parents/ guardians
studying in the institution at the commencementhaf academic Year/Session
that he/she or his/her ward will not indulge in akipd of ragging activity
in/outside the school campus.

(vi) Toll Free Helpline Number of Anti Ragginga@paign is 1047or registering
any complaint against ragging should be displayerdSchool Notice Board
prominently, for any complaint regarding ragging.

(c) Mental Harassment and Incidents of Violence in ta Institution:

Mental harassment and incidents of violence antbagtudents has to be curbed. For
this purpose every institution must install a Coanul Box in the campus where the
complainant may drop his/her complaints regardirental harassment/incidents of
violence etc. The Complaint Box, under the char§eghe Corporal Punishment
Committee, will be opened in the presence of SMereweek. The action taken on
such complaints will be intimated quarterly to tBeeputy Director of Higher
Education of the concerned district. Toll Free Hef Number 1098n this regard
should also be displayed on the school notice board

(d) Escorting and Compulsory Staying of Female Teachevith Girl's Contingent :

While deputing/sponsoring the girl students p#tting for various activities/sports
events/competitions being organised outside theadatampus, the security/safety of
the girl students will be ensured by deputing temdle teacher as Contingent-in-
Charge. No female teacher will refuse such dutyhasduty will be mandatory for
her. The female Contingent-in-Charge will stay witle girl students. Such female
teachers will ensure the safety of girl students fan any dereliction of duty or mis-
happening it will make them liable for disciplinaagtion as per rules.

(e) Safety of Students in Educational Institutions:

(i) Many times disciplinary problems occur resultindights/skirmishes and other
unsavoury incidents among the students in the $a@opus. In order to avoid
such incidents atleast one teacher on rotatiors baast be put on duty half an
hour before and half an hour after the school hdorsaintain the discipline
in/outside the campus surroundings.

(i) In order to ensure safety/ security of theidgints outside the campus the
members of the Panchyat/SMC/Police AuthoritiesAloAdministration may
be requested to have a vigil around the school canmluding various roads,
paths frequently used by students especially giHge coming to /going back
from school.

2.3 Expulsion, Rustication and Suspension of a Stant:

In first instance serious misconduct of non- cniatinature of the student, the parents may
be called and he should be given time for amendinehnis behaviour. For second time the matter
may be referred to the disciplinary committee o 8thool for imposition of fine. If again the
student proves erratic in his behaviour the consmitinay recommend expulsion. Expulsion in
extreme cases be got approved from the Deputy Dired Higher Education of the concerned
District.



2.4 Class Promotion:

The class promotion shall be made by the Headheflnstitution at the close of the
academic year, in accordance with the criteriadiky the Education Department from time to
time. It has been decided not to allow double pritonan any class:

(@) No student shall be promoted to cla8oBa High/Senior Secondary School unless he/she
has passed the middle standard examination.

(b) The students declared successful in the middbendard examination are awarded
Certificates and names of such students only areedao ¢ class if they want to continue
studies.

(c) The names of the students who are awarded plasnotions at the end of the session shall
be automatically carried to next higher class. &secof failure, the names shall be re-
entered in the same class.

2.5 Pecuniary Dealing with Students :
Teachers are not allowed to borrow money from esttsl or their parents or to have any
pecuniary dealings with them in private capacispal

2.6 Co-curricular Activities:

It is the duty of all members of the staff of @&asal to take personal interest in all the
activities, school games to promote general condhithe students in and outside the class room
which tend to contribute to the physical, inteliesdtand moral development of the students.

2.7 Private Tuitions:

The teachers in Government Schools shall not sakiziany private tuition. Strict vigilance
shall be maintained and those who force the stsdengnrol for private tuitions shall be liable for
strict disciplinary action. It is a moral duty oBld of the Institution that special coaching classe
for weak students are arranged before or afterstt®ol hours. Nothing is to be charged from
students on account of such special coaching.h&lltéachers are expected to prepare the students
in such a manner that the students attain confeland are able to develop proficiency.

2.8 Teaching Norms in School:

2.8.1 School Timings:

The duration of the school timing will be of sigurs daily (subject to change from time to
time as per the directions of the government). &heill be 9 periods (5 periods before and 4
Periods after Recess) daily i.e. 54 periods a weekeaching works in all schools. However, the
number and duration of instructional periods wi# bubject to change as per revision in the
curriculum by the H.P. Board of School Educatianofder to inculcate moral values in students
and development of interest towards Co-curriculetiviies a Zero Period of 45 Minutes by
curtailing 5 minutes from each period can be fiasdand when required.

Distribution of Daily school timing will be as under:

Morning Assembly . 25 Minutes
1 Period .. 40 Minutes
2" to 5" Period . 35 Minutes
Recess . 30 Minutes
6" Period . 35 Minutes
7" to 9" Period . 30 Minutes

The participation of staff and students in the moriing assembly shall be mandatory.



2.8.1 (a) Observance of School Timings in Winterl8sing School:

The school timings for winter closing High/Sen®econdary School will be 10AM to
4PM. Those summer closing Schools in the past vlgethe school timings on the analogy of
winter schools may continue to observe same timings

2.8.1 (b) Observance of School Timings in Summer @ing Schools
The school timings for summer closing High/Sers@condary School will be 9AM to
3PM.

2.8.2 Minimum Teaching Work-Load in School:

(@) Principal and Headmaster will teach 6 ane@®ogls per week respectively.
(b) All Teachers of each category will take minimum per week.

Head of the institution shall assign any extratéag, administrative or co-curricular work
to any of the teachers as per requirement of thiguition.

2.8.3.1 Subject wise distribution of 54 periodsey week:

A. Classes 8 to 10"

Compulsory Subjects:

English - 8, Maths - 8, Hindi - 6, Science Sgcial Studies - 6

Optional subjects-I:
Drawing /Home Sc. /Music/ Economics/ AgricultifieEducation- 6.

Optional Subjects-1l Indian Modern Languages:
Sanskrit /Urdu/Punjabi/ Tamil/ Telgu - 6.

Non-Examination Subjects:
Library- 2, Physical Education- 4, Co-curriculartidies - 2...
Total = 54 Periods.

B. Classes Plus One and Plus Two:
Students of plus one and Two classes witfer five subjects as given under:
Science Stream:
Non — Medical Group:
Compulsory Subjects:
1. English 2.Physics 3.Chemistry 4. Maths.

Optional subjects any one of the following:

Biology/IT Education /Physical Education/Music/Saogy/Home Science/Sanskrit/Public
Administration /Geography/ Psychology/ Philosophy.

Medical Group:

Compulsory Subjects:
1. English 2.Physics 3.Chemistry 4.Biology.

Optional subjects any one of the following:

Maths/IT  Education /Physical Education/Music/Sosgy/Home  Science/Sanskrit/Public
Administration /Geography/ Psychology/ Philosophy.



Vocational Group:
Compulsory Subjects:
1. English2. Foundation Course (common for all).

And any three of the following:

(i) Horticulture (i) Electronics Technologyiii) Computer Technique@v) Auditing and
Accountancy (v) Food Preservation(vi) Repair and Maintenance of Electrical Domestic
Appliances.

Commerce Group:

1.English 2. Business Studies3. Accountancy 4.Economics.
Optional subjects any one of the following:
Maths/IT  Education /Physical Education/Music/Soegy/Home  Science/Sanskrit/Public
Administration/Geography/Psychology/Philosophy.

Arts Group:
Compulsory Subjects:
1. English
And any four of the following:

(i) Hindi (ii) Economics(iii) History (iv) Political SciencgV) IT Education(vi) Maths
(vii) Physical Educatiorfviii) Music (ix) Sociology(x) Home Sciencéxi) Sanskrit(xii) Public
Administration(xiii) Geographyxiv) Psychology.

2.8.3.2 Norms for Starting of Streams/Subjects

The norms for starting of various streams undds,A8cience, and Commerce Groups at
10+1 and 10+2 standards to provide qualitative atioic, the norms have been fixed which are as
under:—

1. Number of students in first section may be up tptA@reafter, the next section for
every additional 60 students or part thereof magnbde.

2.  Subjects to be taught in Arts stream at Senior S#y Schools:-
Considering the topography and less number afiesits in Govt. Senior Secondary
Schools of Himachal Pradesh, there shall be fixethber of subjects including
elective subjects in various schools different sabgombinations will be available in
nearby schools. The number of subjects for Artdl dte on the basis of actual
enrolment in 10+1 class:

Upto 50 Students  Six subjects only i.e. English, Hindi, Informati¢¥ractices
(I.P.), Physical Education and two subjects outPalitical
Science, History, Economics, Maths.

51 to 75 students Seven Subjects only i.e. English, Hindi, InforrositPractices
(I.P.), Physical Education and three subjects duPdlitical
Science, History, Economics, Maths, Music, Sanskrit



Geography, Sociology, Home Science (only in giHasus). If
Science/Commerce streams is functioning in the adctiten
either of Economics or Maths will be the seventbjsct.

76 to 100 students Eight Subjects only i.e. English, Hindi, InfornegiPractices
(I.P), Physical Education and four subjects outPaifitical
Science, History, Economics, Maths, Music, Sangskrit
Geography, Sociology, Public Administration, Homaefce
(only in girl schools). If Science/Commerce is ftiaging then
either of Economics or Maths will be eighth Subject

101 and above Thereafter, the next subject shall be allotted betw101-140
in 10+1 and subsequent subject for every additid@atudents
or part thereof.

Note.—f SMC wants to start a new subject beyond thesemadhe SMC can engage
a teacher (subject to the approval of DepartmeavéBiment). The expenditure to be
incurred on the salary of such teacher will be bdoyg the SMC after observing all
codal formalities. The department will not bear &afility, what so ever it be in this

regard.

There shall be maximum of 12 subjects in Arteastn. Subject wise grouping in
various schools will be decided by the DirectoHagher Education.

Starting of Science and Commerce Classeslf~the enrolment in 10+1 is, in
between 60-100 students in Non-Tribal/Non-Difficateas and ranges between 40-
60 students in Tribal/difficult areas, either ofi&@xre or Commerce class shall be
started. If the enrolment persists above 100 stgden10+1 in Non-Tribal/Non—
Difficult areas and above 80 students in Tribalfidifit areas, then both Science and
Commerce classes shall be started in the schoeiln&tclasses shall also be started
in a school located at District, Sub-Division, TéhSub—Tehsil, Block headquarters
levels only, and if there is no school within a iwsd of 8 Kms offering
Science/Commerce classes (subject to approval efddpartment). However, the
Science and Commerce classes, wherever these rargofung in existing schools,
will continue.

The students of Commerce and Science stream caropisor an optional subject
from Arts stream which are being taught in thato®t¢hSimilarly, the students of Arts
can also opt for Economics and Mathematics as #ior@ subject wherever these
options are available in the school.

All teachers (lecturers/PGTs/DPEsS/TGTs/C&Vs) segvim a High/Senior Secondary
School shall take 36 periods a week. They shalb &ls assigned at least one
administrative and one co-curricular assignment.

These norms shall be taken into consideration &iomalization also and surplus
posts shall be kept in abeyance for additional ireqments of some High/Senior
Secondary Schools due to rationalization or whetditisnal requirement due to
more than one section in any subject occurs.

There shall be post of DPEs in all the Seniecdddary Schools of Himachal
Pradesh.

Non-adherence to these norms shall invite the glisairy action to be taken against
the concerned Principals.



2.8.4 Monthly Tests, Terminal Examinations and Anoal Examination:
In each academic year, every school will holddeihg tests and examinations:

(i)  Monthly Tests (Minimum 4)
(i)  Terminal Examinations (2)
(i) Annual Examination.

2.8.4.1 Monthly Tests:

There will be four Monthly Tests in a year of 5@nks each respectively. Each monthly test
will be conducted during the subject period alldtite the weekly time table :

1st Test — Last week of May, 2nd Test- vesek of September,
3rd test — Last week of October, 4th Test- Lastkvof November.

2.8.42 Terminal Examinations:

There will be two house examinations in an acadeyear for all classes.The first house
examination for § to 12"classes will be conducted in last week of June. $beond house
examination will be conducted in the last week ecBmber. The progress report including mark-
sheet of the house examination of the studentslataill of attendance, conduct, and turnout will be
sent to the parents after each examination.

2.8.4.3 Annual Examination:

Class 4 and 10+1 examination shall be conducted interriaflghe schools themselves in
the month of March every year while Clas$"#hd 10+2 examinations based only on the syllabi
for Class 18 and 10+2 shall be conducted by H.P. Board of SdBdocation in all subjects.

2.8.5 Students number in Class:

The number of students in a class or section ghnalll exceed the number for which
accommodation is available in the class room, hafl st ordinarily exceed 60 for clas¥ @ 10",
and 70 in case of 10+1 and 10+2 classes. A newosesttould be formed only if, in the opinion of
the Head of the Institution, the total number imattlclass justifies it on grounds of efficiency,
economy, feasibility and availability of accommadat

2.8.6 Attendance of Teachers:

To maintain regularity and discipline in schodteadance of teachers is mandatory. All the
teachers will mark their attendance regularly bitipg full signatures (and not initials) two timas
day viz. morning and evening in the register. Téecher will also record the time of arrival in the
morning and time of departure in the evening. Aakritime of late comers shall be indicated. The
name of teachers shall be mentioned in the att@edaegister category-wise viz.: Principal,
Lecturers/PGTs/TGT's/C&Vs, (including Ad-hoc, TeeurContract, Para, etc.). Ministerial-
staff/Teachers will not leave the school premisasnd) school hours without the permission of the
Head of the Institution but only for administratiparposes. Whenever the Head of the Institution
leaves station on official duties or on leave, hestmake an entry in the order-book and assign the
officiating duty to the next senior teacher. At tk@me time, he is duty bound to obtain the
permission to leave the station from the compedattioritywell in time undeiproper dispatch record.



2.9 Time Table:

A class time —table for the duration of 06 hodadly for teaching 54 periods in a week,
showing the routine of study for each day of theekyeshall be displayed in each class room. A
general time-table depicting the class wise allotihed instructional work to each teacher will also
be displayed in the Office of the Head of the husiton/Staff room. While framing the time table
specific mention will be made for Science Practid@IT, Library, Physical Education and co-
curricular activities. Two periods of Co-Curriculactivities be kept together for the whole school
either on Thursday or Saturday to be decided bgdineerned Head of the Institution.

2.10 Students Attendance/Registration:

()  The roll call be taken at the time when thba starts, and again at the beginning of
the second half after recess. No column should irerbéank in the students’
attendance register and after the roll call attandeof late comers should not be
marked. If in any case, a student after comingctwsl has to leave the class/school
due to sickness or some other reasons and hisngeegeless than two hours on that
particular day, in that event his presence be deaacand specific reasons for leaving
the school be shown in the attendance register.

(i)  Correct admission number should be entereehich class attendance register to avoid
complications while issuing School Leaving Cerafies. This must be got checked
once in a year by the Head of the Institution andrg month by the teacher
responsible for the checking of the register.

2.11 Fine for Absence:

Fine for the absence will be as per governmerttuosons issued from time to time. Name
of a student, in any government school, who is ribséhout leave for ten consecutive school days
or is continuously on sick leave for three calendanths, shall be struck off the rolls and he shall
not be re-admitted without production of medicahdiss certificate by the competent authority and
on payment of re-admission fee as per rates ajybdica

2.12 Late Fee Fine:

A late fee fine at the rates as applicable franetio time shall be charged from students. If
the dues remain unpaid for ten consecutive schaps,dhe student’s name will be struck off the
roll for non-payment of dues. However, the nama sfudent will not be struck-off during vacation
period and can be struelff if the dues are not paid up to ten days aftepeamng of the school.

2.13 Leave and Attendance:

Leave of absence may be granted by the Head dhsitieution and also by the class teacher
(subject to maximum of three days by class teaabremyritten application duly signed or attested
by the parents /guardian. Long leave absence extepise of illness be discouraged. The students
who are absent from the institution continuouslytém days without permission from Head of the
Institution, the parents of such students will erspnally contacted/called by the Head of the
Institution.

2.14 Monitor:

A student on the basis of his/ her overall perfamoe (academic and others) in the previous
class will be nominated by the class teacher/dlas&t as monitor. However, it is desirable with a
motive to inculcate more leadership qualities ansbigserving top students, duties of monitor be



assigned on rotation basis after every two moridesinite duties should be assigned to him/her in
connection with the discipline and proper workirighe class. He/ she should be given due regard
also.

2.15 Payment of Dues :
2.15.1 For #and 1d" classes :

All the school dues viz. tuition fee, boarding kedees, science fund, other funds and fines
etc. must be paid simultaneously by th&' b the month for which they are due, if it is ditiay
on 10" or for a number of days including®0fees without late fee shall be realised at thesras
prescribed by the government from time to time lo& teopening of the institution. Fine shall be
levied for each day after the 6ll the dues remain unpaid. If the dues, togethith the fine or
fines imposed are not paid in full by20f the month for which they are due, the namethef
defaulting students shall be struck off the rohsl &ae/she shall not be re-admitted until all school
dues, including re-admission fee are paid. Provitdhed the holidays intervene immediately after
the 10", late fee fine shall be levied from the date thetifution reopens and his name shall be
struck off after 10 days from such reopening.

2.15.2 For 10+1 and 10+2 Classes:

All the dues from of 10+1 and 10+2 classes meptionnder para 4.3 and 4.5.2 must be
realised on quarterly basis as per rules giverviaelo

1. | For first 10 working days from the commencenathe | Without any fine
session/quarter i.e. April/July/October/December
2. | For next 10 working days With a fine of Redé+ day

Thereafter the name of the student will be stritkhe school rolls. In case the name of the
student is struck off the school rolls, Principatlee institution may allow re-admission on request
with justified reason with a re-admission fee agliapble.

Note:— Admission of a student would be confirmed only afte/she submits a copy of fee
receipt to the concerned class teacher.

2.16 Age Limit for Admission:

No student who has attained at the age of 18 yeakigh School and 20 years in a Senior
Secondary School, may be retained in the scho@mxgith the sanction of the Deputy Director of
Higher Education of concerned district, for excepél reasons e.g. if the education of the student
has been unavoidably hampered as per rules aplglicab

2.17 First Admission:
2.17.1 Eligibility Criteria:

Application for the admission of a student to kot for the first time in 9 Class must be
filled in the candidate’s own handwriting on theegeribed form along with school Leaving
Certificate of &' class from the school last attended, and signethéyarent or guardian of the
child seeking admission.

The students coming from other states to seeksaiom in Himachal Pradesh will get their
school leaving certificates countersigned by thepeetive District Officer of Education of
concerned district of the State.



2.17.2 Admission Schedule:

() In case of ¥ and 18 Class the admissions will start frorif April to 7"April every
year. Regular classes will start dfi 8pril itself.

(i)  The provisional admission for 10+1 and 10#@sses in Summer and Winter Closing
schools will start on “Roll On” basis w.e.f. 1st Wpupto 10 days without late fee.
For the next 20 days Principal will be competenadmnit the students with a late fee
of Rs.10/-. After this no admission will take plaaeany circumstance. The regular
classes will start from $1April positively every year, if in case there iialiday on
11" April, it will be next working day.

2.18 Transfer Certificate:

(i) A student leaving one school may not be atidito another without the production
of a transfer certificate in the prescribed forasuied by the last school attended. The
parents/guardians of the ward may be guided tatgetSchool Leaving Certificate
(SLC) countersigned by the Deputy Director of Higkslucation of the concerned
district, if he/she intends to go out of HimacheddResh.

(i) In case, the SLC is not issued during thenthan which the name of the students is
struck off, late certificate fee at the prescribat will be charged.

(i)  When one SLC has been issued in favour sfualent and duplicate SLC is demanded
the prescribed fee is to be charged. The name tianalong with the name of father
will be recorded in future in all educational doenmts e.g. admission forms,
examination forms and certificates to be issuedtly H.P. Board of School
Education.

2.19 Eligibility for Board/Final Examination:

The Head of the Institutions are required to stiednames of the students, who may desire
to present themselves as candidates for department&chool Board Examination provided
that:—

(i) They are of good conduct.

(i)  They have attended the class preparing for the exedion with minimum of 75
percent of the attendance or in the case of catedidaho failed in the previous
examination, 75 percent of the attendance formithday of the Month succeeding
that in which the results were declared. For thep@se of calculation of 75 percent
attendance time frame shall be counted from theofi@gimission upto the day before
the submission of names of the students for exarmima The names of such students
may, however, be submittggtovisionally, who failed to cover 75 percent of total
attendance till the day of submission of namesthuey shall forfeit the right to sit for
the said public Examination in case they do not engkod the deficiency in
attendance, 15 days before the commencement ofilethom.

(i) The students must obtain at least 20 perceatks in each subject and 25 percent in
aggregate, in two terminals and other periodicaistdeld in the school before the
submission of the admission form, failing whichgtall forfeit his right to be sent for
that particular public examination.



2.20 Board Examination and Evaluation Duties:

It will be obligatory on the part of the Head bktInstitution and teachers of a school to
perform Examinations and Evaluation duties of tokd®l Board as and when assigned by the H.P.
Board of School Education authorities for condutisoch examinations. They will ensure fair
conduct of such examinations. They will take atheglial measures in eradicating copying menace
in schools as per rules framed by the H.P. Boar&afool Education under relevant act. No
teacher will involve himself in such practices. Adgreliction of duties found on the part of
Principals/Headmaster/Teachers/Ministerial stafflofged on board examination duties will make
them liable for disciplinary action.

2.20.1 Training of In-service Teachers:

Training of in-service teachers is a regular pimeeaoon for the enhancement of skills in
teaching and learning of new techniques. Therdvaoetraining Institutions of the Department i.e.
SCERT Solan and GCTE Dharamshala, responsiblaerfparting training/re-orientation/ refresher
courses/seminars to the teaching and non-teadtaifyworking in the Department. Side by side
HIPA Fair Lawn Shimla, NCERT New Delhi and Regiohatitute of English Chandigarh, CCRT
Hyderabad and all other training institutes in &@buntry also conduct trainings programmes
from time to time. It is obligatory on the part thie head of the institution to depute the teachers
and relieve the deputed teachers for training @mgne as and when sponsored. Further, it is
mandatory on the part of Head of the Institutiod amery teacher sponsored by the department to
attend various Training/ Seminar/Refresher and r@aieon Programmes. Some time teachers
refuse to attend the training on one or the othietept. This will be taken seriously and it will
come within the purview of violation of service arohduct rules.

Teachers must be made accountable to impart/transathe skill in actual class rooms
situations which he/she has learnt through training

It will be mandatory for all teachers, heads, adfs, officials of the department to submit
proper feedback on prescribed proforma to the Hudatthe Institution/District Head/Director of
Higher Education being reporting officer as theecamy be, stating how he/she plans to implement
all that he/she has learnt during the particulaining in the class room teaching/day-to-day
functioning as job requirement in future in thesnaist of better results.

2.20.2 Analysis of Examination Results:

(i)  After declaration of annual result of eattass by the H.P Board of school education,
an analysis of the results will be carried withimeanonth as follows:

(& Matric and Plus two class results of boalaksses will be analysed by the
SCERT for the State and Districts.

(b) Every school will analyse the results ofrisas board classes as per data
provided by the H.P Board of school education.

(i) The analysis of result referred to abovi# take into account:-

(@) The overall pass percentage ;

(b) Percentage of students scoring more than 60% marks;
(c) Number of students who are in top 500;

(d) Number of students in top 50

(e) Percentage of students who scored third Division.



2.20.3 Penalties for Poor Result:

(@)

(b)

()

(d)

Minimum requirement for entries in Annual ConfidahtReports (ACRs) will be as
follows:

(i) The entry of outstanding in ACR can be madé& avhen the average result of
all Board Classes is not less than 75 % (notwitithtey the other important
parameters, t0o).

(i) The entry of very good would require atdeaverage result of 65% in Board
Classes (notwithstanding the other important pataregetoo).

Where results in a particular subject in &ost is less than half of the pass
percentage in the Board exams then the appointitigpaty will impose a penalty of

withholding of one increment without cumulativeext. However, the penalty will be
imposed only against the teacher who had taught phaticular subject for a

minimum period of nine months in an academic yei#ln at least five students in that
subject in the school.

In case where the result in a particularostitontinues to be less than half of pass
percentage in the Board Examinations in the neatl@mic year, then the appointing
authority will impose a penalty of withholding ohe increment with cumulative
effect provided the same teacher continues to tdaltlass he has taught the class
for at least nine months and the second acadenaicwith at least five students in
that subject in the school.

ACRs/Annual Performance Reports of all teaghencluding the Contract Teacher
are to be maintained. The Annual Performance repo@ontract Teachers will be
maintained by Head of the Institution and for réitem of a Contract Teacher, it is
necessary that the result must not be below Boaedisit along with an overall good
conduct.

2.20.4 Maintenance of Results Record:

(i)

(ii)

The School will maintain record of the resuti§ all classes in all the mid—term
examinations as well as that of final examinatibhe Head of the Institution shall
ensure that the results are shared with the palsngending a report card to them
after the end of each quarter.

Each school will maintain and display boatowing the result of Board classes
indicating therein the details of total candidatggeared, total candidates passed,
Percentage of candidates scoring 60% or above naadkpercentage of candidates
securing less than 45% marks.

2.20.5 Holding of Meeting with the Parents of Failé Students:

(i)

All the Head of the Institutions will hold meetingth failed students along with their
parents in the first month of academic sessionthier purpose of counselling by a
team of teachers.



2.20.6 Proforma for submission of detail in r/o Sabol Annual Result:
Proforma (A)

Detail of School Annual result in r/o Board Classe

Sr. Clas: Annual resu Pasc | Difference | Reason for poc
No. Total no | Total no.| Total no. | Pass %age result along with
of of of %age | of the explanation of
students | students| students| ofthe | Board Head of the
appeared, passed failed school Institution
1 2 3 4 5 6 7 8 9

Proforma (B)

Detail of Lecturers/ PGT/Teachers whose annuallted Board Classes is below Board's
Result in the concerned subject:

Sr.| Name of| Board| Subject| Result of Board class/subject tau | Pass | Diffe- | Reason fo
No.| Lecturer/ | Class| Taught by the teacher %age | rence | poor result
Teacher Total no.| Total | Total | Pass | of the along with
of No. of | No. of | %age| Board explanation
students | studentsistudents of Head of

appeared| passed| failed the
Institution

1 2 3 4 5 6 7 8 9 10 11

2.21 Correct Age Entry:

The Head of the Institution is required to makergwendeavour to ensure that the age of a
student is recorded with scrupulous accuracy otifsisadmission to a school and to make it clear
to the parent or guardian that the date of birtbearecorded will not be subsequently changed.
Sometimes, it may so happen that at the time afighaf standard/seeking readmission/ transfer of
school the entries are wrongly made in the admisswihdrawal register. If these are merely
clerical errors, corrections should be made byHkad of the Institution instead of going into the
whole of the procedure laid down for the changdate of birth. The case of change in the date of
birth is to be treated entirely different from thait correction in the date of birth for clerical
reasons.

2.22 Correction /Change in Date of Birth:

The following conditions should be fulfilled byetcandidate studying in the school before
the case for change/correction in the date of bgteubmitted to the Head of the Institution for
onward transmission to obtain the permission of@eputy Director of Higher Education within
two years after issuance of school leaving cediéc After the lapse of the stipulated period no
case for change of date of birth will be entertdine

(i)  Extracts from the birth register of the studenta@ned showing the original date of
birth including of all his brothers, sisters frohetconcerned Gram Panchayat /Chief
Medical Officer/Municipal Council, Corporation, etof the area where the student



concerned and his brothers/sisters were born amdidte of birth is registered. In
case any child is dead, death extract from thehdeajister relating to him/her should
also be enclosed showing the date of birth/datéeath.

(i)  An affidavit of the father/guardian of theuslent about the actual date of birth of the
student duly issued/ attested by the Executive Megje be furnished.

(ii) Extract from the admission withdrawal retgis regarding date of birth/particulars of
the student when he/she seeks admission for thetfine in the first standard at
primary level together with an extract of the lastry of the admission withdrawal
register of the institution.

(iv) Similar information as at serial (iii) abowe respect of all the other institutions, in
any case if the candidate has changed the instiiis) during the course of his
studies.

(v)  An application form which is filled up by tH@uardian/Father of the student at the
time of ' admission in the institution concerned.

(vi) A statement showing detailed informationc{uding complete postal address) of all
educational institutions where the student studiiech 1°class onward giving dates
of admission and dates of leaving all such instihg and also in respect of all the
brothers and sisters of the student be also fuedighapplicable.

(vii) Original Matriculation or equivalent cerghte and other certificates in original such
as Middle Standard Examination certificates, @tcwhich date of birth of the student
has been recorded be also enclosed.

(viii) Detailed reasons be also explained thatasrwdhich circumstances date of birth of the
student in Middle/Matricultaion or its equivalergrtificates came to the notice of the
candidate and further what steps were taken diyhéne candidate / Father/ Guardian
to correct the actual date of birth with the coneerrIssuing Authorities

2.23 Final School Certificate:

Students who complete the High/ Senior Secondaho@ are entitled to a final school
leaving certificate. No fee will be charged forgtuertificate. In awarding this certificate special
importance should be attached to the entry reggrdomduct and character of the student and his
interest in co-curricular activities.

2.24 Holidays List:

Every year, a list of holidays to be observed,lisha issued by the Government of
Himachal Pradesh.

2.24.1 Vacation Schedule:
Following vacations will be observed in the edigral institution in the Pradesh:-

Vacation schedule

(a) Summer Closing Schc

I Except Kullu, Lahaul and Spiti Distric
[0} Monsoon break:5" Juneto 30" July. | 36 day:s




(i) Festival Break 6 days
Starting from two days before Diwali upto six days
(iii) Winter break7" January t16" January 10 days
Total.. 52 days
Il For Kullu District:
(i) Monsoon break: 20th July to ™ August. 22 day:
(ii) Festival Break 06 days
Starting from one day before Dussehra upto sixday
(iii) Winter break * January to 2" January 24 day:
Total 52 day:
| I ‘ For Lahaul and Sp:
(i) Summer Break " July to 2™ August 42 day:
(i) Dussehra Brea 1C day:s
Starting one day before Dussehra uptald@s days
Total.. 52 days
(b) Winter closing schoo:
(@ Monsoon Break : 2" July to 10th August 15 day:
(i) Festival Break Two days before Diwali upto 6 dz 6 days
(iii) Winter Break :* January to 3 January 31 day:
Total.. 52 days
(© Vacation Schedule for Kinnaur, Pangi and Bharmolrib@l | As in winter closing
areas) schools.
2.25 Proper Management of Offices in Educationdhstitutions:

(@)

(b)

Under various Acts and rules framed by the ébowment, all Public Servants are
accountable for their officials actions. Governmeht.P. Department of Personnel
(Administrative Reforms) has brought out a ied#f Manual’ for proper
management of all Government offices includingice$ in the Educational
Institutions. The duties of all officers/officiatgave specifically been defined in the
said Manual. For proper management of offices, Gififcce Manual lays down the
essential procedure for efficient paper work managg i.e. processing, handling
and control of official papers. All officers / offals may ensure the implementation
of Rules and Regulations as envisaged in the saidual in letter and spirit. For
detailed information the official website&sww.himachal.nic.in/far can also be
checked.

Duties of Part Time Water Carriers in the Educaton Institutions.— Elementary
Education Department vide notification No. EDN-C2B§5/2006 dated &5 July
2011 has framed the recruitment scheme for appemitiof Part time Water Carriers
in the Schools of Education Department (Elemengang Higher Education). In the
said notification, the Job Profile of the Part TinMater Carriers have also been
defined, which is as under.—

(i) Availability of safe drinking water to the stants.

(i) Maintenance of cleanliness and hygienicditans in the school premises, class
rooms and associated building of the school.



(i) Any other school related miscellaneous gdsigned by In-charge of the school,
School Management Committee.

2.26 Misbehaviour:

Misbehaviour should be understood to include ucpuality, irregular attendance, idleness,
use of bad language and slovenly habits as wélieach of school rules and moral delinquencies.

2.27 Moral Instructions:

The students in their debates and declamatiomnguMorning Assembly/Co-curricular
activities will be given such topics which ultimtecounts in personality and all round
development of students. Head of the institutice@cher on rotation basis should address the
students on the topics of moral education in sualay that students learn to shoulder their duties
towards self, society, nation and neighbours. T$teyuld appreciate the cultural values of others,
such as equality, friendship, cordial relationstgppd manners, honesty, kindness, non-violence
national integration and simplicity. While celelnat national and other days in school they must
be given topics about human values, leadershiptguaid value for national/ civic property. For
inculcation of truthfulness and tolerance/ endueaatc. the teacher will have to be role model.
Students with such personality traits be given ywgpportunity to exhibit their qualities and
potential. In morning assembly and on the day ofuahprize distribution function the activities of
such students be also highlighted so that theyseaup an example for the other students also.

2.28 Cleanliness and Personal Hygiene:

(i) For good hygiene, cleanliness leads a vité @nd the students must be aware of
their personal hygiene and ensure cleanlinessdod gpealth and healthy mind.

(i)  For healthy and eco friendly environment fttleanliness of school campus and its
surrounding be also ensured.

(i) Head of the institution/ class in-chargdfet teachers will instruct the students on
matters relating to personal hygiene and cleardinéshe students.

2.29 Smoking and Intoxicants:

Since like other public places the school camgualso declared “No Smoking Zone”. A
board exhibiting “Tobacco Free School” will be dessged on the boundary wall outside the main
entrance. The use of tobacco or intoxicants by atad students is strictly prohibited in schoots. |
is the duty of Head of the Institution and teachersee that these instructions are implemented in
its true spirit andthey themselves set good examples before the stutterThe Head of the
Institution shall display and exhibit a board atcanspicuous place outside the premises,
prominently indicating that sale of cigarettes atiger tobacco products in an area within radius of
100 yards of Educational institution (100 Yardslisha measured radially starting from the outer
limit of the boundary wall or fence as the case rhayof the Educational Institution) is strictly
prohibited and i.e. an offence punishable under2geof the Act with a fine which may extend to
Two Hundred Rupees. Every Head of the Institutsoduty bound to ensure the implementation of
these instructions. He/she will take necessarysdbdypnvolving local administration/ SMC for ban
on such items. Failure to take such steps will maike/'her liable for disciplinary action under
rules. Drugs peddlers in the vicinity of school®wd be identified and reported to the nearest
Police Station.



The steps to be taken to check the menace of thugeaamong students are as under:—

1. The Head of the Institution should inform all teaxhand students about the ill effect

of drug abuse.

SMCs in all schools should be made aware of drugeab

Awareness campaign should be organised in schbolst @rug abuse at least once in

a week preferably on Saturday.

4.  The leave applications of students must be appliggsigned by the parents.

5.  The students who continuously remain absent fagreog of 3-4 days, the parents of
such students will be personally contacted/callgthb head of the institutions.

6.  Strict vigilance may be kept on the school canteenis is suspected that some of the

canteens may also be supplying drugs/substandhe &iudents.

The parents and the teachers meeting will be ozgdriyy the institution.

Counselling of students about the menace of drugebe also done.

Open discussion may be carried out with the stwdémtClass rooms/Morning

Assembly regarding menace of drug abuse of any kanduse of tobacco in any

form, inhaling of white fluid, chalk, boot polishr any other intoxicants etc.

10. To organize rallies by volunteer of NSS, NCC ancuh Scouts Guides Units from
time to time preferably during celebration of days.

11. Organize declamation contest during celebrationglayfs and prizes be given to
students out of student’s funds.

12. Constant vigil to be kept on the students while/thes in canteen or toilets by paying
surprise visits.

13. Whole of the staff including non-teaching staff malgo be made the part of the
campaign.

14. An undertaking be taken from all the students attitme of admission (duly counter
signed by the parents only) that they shall noinbelved in such an activity, failing
which they are liable for action which might resalcancellation of admission.

15. A Complaint Box be installed in the school campusgting suggestions to stop drug
abuse, information about drug addicted studentsthsd without divulging the
information, counselling of such students coulctagried out.

16. Meeting with shopkeepers of surrounding areas (hfifs. distance) with the
emphasis not to sell the tobacco products and #rer mtoxicants in any form to the
students.

17. The Head of the Institution will also act as Chalfafficer under COTPA, 2003 to
impose a fine on any one violating the provisiohshe Act. Proper receipt books/
records are to be maintained for this purpose.

w N
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2.30 Physical Education:

2.30.1 Activities:

Physical Education and Sports is an integral paréducation. In order to inculcate all
round development of personality of the studerts, following activities pertaining to Physical
Echation/Sports and recreation to be taught amdemented in the school to students of 6th to
12" class:—

(@ Indigenous Activities— Conduct of Morning Assembly, Drill, Marching, B&PT,
Aerobics.

(b) Recreational Activities.—Action songs, Marching songs, Folk Dances, Debate,
Poem recitation, Declamation, Quiz, Instrumentabt®oMusic, Patriotic Songs,
Skits/ One act plays and Bal-Sabha.



(c) Games and Sports.—~ootball, Hockey, Volleyball, Basket Ball, Kabaddiho-Kho,
Badminton, Wrestling, Boxing, Table tennis, min@nges and other games as per
District/State level competitions.

(d)  Athletics:- Jumping.—High Jump, long jump ,Triple jump, Pole Vault jump.
Track events—(100mtrs, 200mtrs, 4X100mtrs Relay, 800 mtrs, 0Ib0s, Cross
country race).

Throwing events—Shot Put, Discus Throw, Javelin Throw, Hammer Throw

(e) Gymnastics: wherever feasible as per facilitiesvailable.
()  Yoga.—Different Yoga Aasan according to age.
(g) Health and Hygiene.—Personal Health Habits and Moral Education.

2.30.2 Duties of PET/ DPE Teachers:

Periods of physical education may be cleadpicted and are to be taken by PET/DPE in
the weekly class time table. The following actedtiof physical education/ sports and recreation are
to be taught/ implemented in the schools:—

0] Morning assembly must have the following componenishysical education:

(@) Drill and marching

(b) Prayer and community songs
(c) Mass PT

(d) Personal hygiene

(e) Different Acts/ Assan of yoga.

(i) Atleast one major game and three minor games wilatlopted by the each school
and will participate in sports competition with segegames at various levels.

(i) Every DPE/PET will select the talented playersdoaching and if needed they must
take the guidance of District/State Associationigorous training/ coaching.

(iv) Games/Sports activities will be preferably carreed before and after school hours
under the direction of head of the institution.

(v) All schools must prepare/ Sing atleast three conitywsongs and rehearse in the
morning assembly.

(vi) The school will hold regularly inter-house comgetitin debates, declamation, one
act play, essay writing, group discussion, on e painting etc as compulsory part
of school calendar.

(vii) To conduct matches during Zonal /District/Statedlehbournaments.

(viii)  To train/ prepare teams for various sports acésiti

(ix) To field one or two teams in Zonal /District Tounments.

(x) To keep record of sports achievements of the statimool.

DPE will teach Physical Education, games and spubjects in 10+1 and 10+2 classes in
addition to their other duties in the school. THETFDPE posted in the school will be responsible
for the conduct of activities mentioned above. Hwad of the Institution will ensure that the
activities/syllabus pertaining to Physical Educatitave been fully completed and will also keep
brief record of achievements at different levels.

2.30.3 Responsibilities of DPEs/ PETSs:
a) While deputing/sponsoring only the girl studentstipgating for sports events/
competitions being organised outside the school pcaiDistrict or State the



security/safety of the girl students will be ensuby deputing the female teacher(s)
as Contingent- in-Charge. The female contingenthiarge will stay with the girl
students. Such female teachers will ensure theysafehe girl students and for any
mis-happening they will be liable for disciplinaagtion as per Rules.

b) The Contingent-in-Charge deputed with the paréictp for any event must stay with
the participants and they will ensure the safetyttw# participants. Where the
DPE/PET of the school is appointed as games Ingehar assigned any other
assignment by the department for the smooth corafitcurnaments, the participants
of the school concerned shall be escorted by anttheher as In-charge.

C) Officials accompanying the participants in touregms will motivate and guide them
to provide congenial atmosphere and ensure maimtenaf proper discipline in order
to discharge onerous responsibility.

2.30.4 Responsibilities of Deputy Director of HigheEducation:

a) Deputy Director of Higher Education will ensure rfation/constitution of all types
of committees for the smooth conduct of school gatoarnaments.

b)  Deputy Director of Higher Education of the concermistrict will inspect the venue
of the sports event before the start of the tousrdmin order to ensure the proper
arrangement of tournaments and will also ensurettiea stay arrangements of the
participants, Contingent-in-Charges and other w@iicis also proper. It is further
ensured that adequate toilet facility for all, esgkty girl participants is provided and
proper Police arrangement is also made by theihsigtution.

2.31 Curriculum and Prescribed Text Books:

The course of study followed and the text —boddesduin schools shall be those authorised
by the school Board/Government.

2.32 (a) Conduct Register:

The conduct register shall be in the charge efHlead of the Institution. Remarks need to
be entered in this register when a student is camdex for special merit/achievements in different
subjects. However remarks regarding the involvermrentisbehaviour /gross indiscipline must also
be entered in this register. If no entry is madairesj the name of a student it would be presumed
that his conduct has been satisfactory. The pex@bdieport sent to the Parents should include
remarks on the conduct, physical standard and aeguin attendance of the student concerned.

2.32(b) Use of Mobile Phones:

The use of mobile phones in the class-rooms, mgrrassembly, school activities,
Examination is strictly prohibited/ banned for bd&achers and students. Head of the Institution
will ensure that the instructions in this regard aarried out properly. Any instance of ringing of
cell phones or otherwise disturbing studies mustbetly dealt with.

2.33 School Management Committee:
“School Management Committees” will be constitutesd all the High and Senior

Secondary Schools within the State of Himachal €&shd—
(@) Aims/Objectives of constituting School Managast Committees:

1. Striving to achieve the objectives of enratimeretention and learning
achievement.



(b)

To strengthen the participation of Teachersl @arents in the School
Management Committee.

To empower the Parent/Teacher community &king decisions on use of
various facilities, implementation of programmesd amonitoring the use of
school grants received from the appropriate goventrar local authority or any
other source.

To increase community participation in impement of learning achievement
level of students.

To develop the spirit of community ownerstop schools while ensuring
community participation in school development arahagement.

Constitution of School Management Committee:

1.

Single School Management Committee (SMC) wid bonstituted for a
Government High/Senior Secondary School for alksds taken together in a
School.

All Parents, guardians and teachers of stsdstudying in a school, whether
High/Senior Secondary will be the member of SMChwitting rights to all and
they will constitute the General House of the S¢i@anagement Committee.
Head of the Institution will be the Memberc&sgary of School Management
Committee and its Executive Committee.

Seventy five percent of the strength of thbd®l Management Committee shall
be from amongst parents or guardians of studeni®, are studying in the
school.

The remaining twenty five percent of the st of the SMC shall be from
amongst the following persons.

(i) One third members from amongst the electednbers of the local
authority.

(i)  One third members from amongst teachesmfthe school, to be decided
by the teachers of the school;

(i) Remaining one third from amongst localuedtionists/students in the
school, to be decided by the parents in the Coramitt

In addition to above the following provisionsvbeaalso been made by the
Department for the formation of School Managemeat@ittee in High/Sr.
Sec. Schools:

() In case of High School, the General House chddl Management
Committee will also elect four additional parentsstudents studying in
9" and 18 class to be member of its executive committeeaddition
there will be two teachers from the concerned sktlifother than the
principal) who will be elected to be member of ®ehool Management
Committee. These numbers will be over and abogartember of School
Management Committee already constituted for el¢angrclasses. Thus,
presuming that there will be at least 60 studentMidle level, the
Executive Committee of the School Management Cotemifior the High
school will have one President, one Member Secgretaie Pradhan or up-
Pradhan of the area, 6 parents of students fromegigary classes, four
parents from students of 9th and 10th class and teachers as its
members i.e. total 15 members.



(i) In case of Senior Secondary School, thenber of parent members will
be four for §and 18" class and four additional from "t and 13 classes.
Besides, any three teachers representing differateigories of teachers
within the school also be elected members forlafises. This implies that
there will be maximum 20 members in the Executioen@ittee.

(i) President of School Management Committeel ok a parent of any
student studying in school fronf'6o 12".

(iv) All these additional members from pareatsl teachers will have right to
vote, both in the general house meeting as weih dee meeting of the
Executive Committee. School Management Committdiealso take over
all the role and functions of PTA.

(v)  School Management Committee will be constidl in Senior Secondary
School within 15 days from the date of startingegular classes of 10+1
and 10+2.

Note:—Roles and functions of SMC and other activitiesllshiao be in accordance with
the provisions contained in RTE Act 2009.

2.34 Record Keeping:

Every school must keep proper record in the fofmegisters, files and charts to determine
how well the school is contributing to studentsfesed and preserving educational information. The
following types of registers shall be maintaineddatly:

2.34.1Cash Registers:

(1) Cash Book [ T.R.4. Treasury Rules 77(i)]
(i) Register of contingent chargeBR.29 Tr .Rules229).
(iit) F.R -4 Register (Expenditure Register).
(iv) Bill (Control) Register ( Form T.R.28 -A)
(v) Permanent Advance Register(Rule 90 of GFR& T.R)502
(vi) Register of Advance and Recoveries.
(vii) Events Register (Sports, Cultural & co-curriculetiaties).
(viii) Treasury Challan Register.
(ix) Register of Income Tax Recoveries
(x) Telephone Rent Bill Register.
(xi) Stamp Account Register.
(xii) Acquaintance Roll Register (some time record ofuagtfance are mentioned in the
office copy of the bill concerned).
(xiii) G.F.R. Ledger Book
(xiv) Budget Control Register
(xv) Medical Reimbursement Register
(xvi) T.A. Bill Register

2.34.2 Other Cash Registers:
There will be one consolidated fund register fdros.

2.34.3 Establishment and Class Registers, etc.

(i) Establishment Check Register
(i)  Staff Attendance Register.



(iii)
(iv)
(v)
(vi)
(vii)
(viii)
(ix)
(x)
(xi)
(xii)
(xiit)
(xiv)
(xv)
(xvi)
(xvii)
(xviii)
(xix)
(xx)
(xxi)
(xxii)
(xxiii)
(xxiv)
(xXxv)

Note.—1.
2.

3.

Staff Casual Leave and earned leave accBaufister.
Order Book

Log Book remarks Register.

Staff/ Faculty meeting minutes Register.

Institution Calendar Register.

Diary Register.

Dispatch Register.

Peon Book.

Form of Application for admission of studsenh school.
Admission and withdrawal Register.

Class attendance Register.

Terminal & Final Assessment/Examination Register.
School Leaving register/ Transfer Certificht®ok.
Students Scholarship Register.

Prize Distribution Register.

School Statistics Register.

General Stock Register (Consumable articles).
General Stock Register (Non-Consumable asjcle
Science article Stock Registers (Non-Consumnalticles).
Science article Stock Register (Consumable)

Sports articles Stock Register (Consumakitai-Consumable).
Library Book Register (Accession Register).
Misbehaviour, Conduct Register.

It will be mandatory duty of Head of Institution/edcher In-charges to
maintain all the above mentioned registers.

All the registers mentioned above are as perader guidelines only.
Additional registers as per requirement must bentaaied.

Relevant Registers/Records from among thea#i b kept by all middle
schools also.

2.35 Half yearly review meetings for the Head dhe Institutions:

It will be mandatory duty of every Head of thetitgion of Senior Secondary and High
School to attend every meeting of the Head of tistitutions which will be held half yearly and
will be convened by the Deputy Director of the Bicttconcerned.

2.35.1 First Half-Yearly Meeting: Second Half yearly Meeting:
This meeting will be convened within 30 days of th€his meeting will be convened in
declaration of results of Board classes. The poiiats| the last week of October every
interaction in this meeting will be as follows amsthtus/| year. The points for interaction in
Action taken on each item may be submitted during |tthis meeting will be as follows:
meeting:
Establishment | (i)Quarterly Submission of establishment returranglwith | As in first half yearly meeting.
Returns: details of sanctioned posts, filled (regular/coctfraPara/
PTA GIA) and vacancy position.
(i)Monthly report of vacancy to the DDHE
Pay Fixation Submission of cases for fixation Adiist half yearly meeting.
ACRs Submission of ACRs of non- teaching staff. bi8ission of ACRs of teaching
staff.




Information of

Submission of information o

retirees retirees due to retire during ne
financial year.
Up-dation  of| (i) Yearly service verification of staff in the itisition. (iYCompletion of Service Book}

Service Books

(i) Completion of Service Book —all entries faljirin ©'&
2" quarter to be made of the regular /retiree stafthe
institution.

(iiEntry in the PMIS software & verification therafter by
the Head regularly as and when any change occurs.
(iv)Credit of leave etc.

all entries falling in %& 4"
guarter to be made of the regulg
retiree staff in the institution.
(ii) Entry in the PMIS software &
verification there after by th
Head regularly as and when a
change occurs.

(ii)Credit of leave etc.

e-governance
(e-salary,
PMIS/e-
service book)

(WRegular operation of email I.D. created by thepBrtment.

(ilUse of Departmental website.

created by the Department

(ilUse of Departmental website.

(i)Regular operation of email 1.0.

[72)

—

Inspections (i) First half yearly inspections. (i) 2™half yearly inspections.
(ii) Action taken in the inspections carried outprevious| (ii) Action taken in the inspection
year by various officers of the department. carried out in 1 half of year by
various officers of the departmen
Legislative Submission of information immediately to quartencerned| As in first half yearly meeting.
Matters related to Legislative Matters during Vidhan -Sabhasions,
Weeding out| Status on weeding out the office record as perc®ffiflanual| As in first half yearly meeting.
of office | and writing off unserviceable articles as per psmns
record & | contained in the Himachal Pradesh Education Cao2@]2,

writing off of
unserviceable
articles.

under para(12.11) of Chapter, 12 (and HPFR, 200LI.

Enrolment

(Submission of Enrolment to the DepDiyector of Higher
Education on the following proforma.

Clag sub-| SC | ST | OBCIRDP|DisabGene: Total
s ject led ral/
(Catet other
gory)
B| G| B| G| B| G| B| G| B| G| B] G| BIG

(iYSubmission of  educatio
statistics:
(a)Numerical Statistics

(b)Financial Statistics

Rationalisation

Rationalisation of the staff as @ewt. Instructions.

As in first year Meeting.

Budget

Projected budget demand for next year

Sdiom of Excess /Surrend
statements.

Time Barred| Submission of time barred cases. As in first haHnly meeting.
Cases

Audit Preparation of reply to audit Paras and Submissibthe | As in first half yearly meeting.
Objections same to quarter concerned.

School Funds

(i) Status of all funds and their rreaiance.
(i) Status of District/ State share of funds.

As in first half yearly meeting.

School Hostel

Submission of enrolment of benefiegresiding in hostel

As in first half yearly ntieg.

Fake Submission of information of fake certificates. iadirst half yearly meeting.
Certificate
Scholarship Announcement of scholarship schemesaming assembly As in first half yearly meeting.
and collection of forms from students as per stafugarious
schemes and submission the same to quarter codcerne
strictly as per stipulated dates.
Legal cases Submission of report of legal casélsetdeputy Director of As in first half yearly meeting.

Higher Education immediately and speedy disposathef

same.




n

Construction | (i)Submission of requirement for construction ofd#idnal | As in first half yearly meeting.
and accommodation and  their estimates for new
maintenance | construction/maintenance to the Deputy DirectoHadher
of building Education.
(i) Liason with work executing agency for speedy
completion of construction work.
Physical (i) Selection of all students in each scheme. As in first half yearly meeting.
education, (i)Preparation of Action Plan for the year.
Bharat Scouts
and Guides
NCC, Eco
Clubs of
CCRT,
Science
Exhibition etc.
Right to| (i)Submission of half yearly status report to thepbDty | Submission of quarterly reports ¢
information Director of Higher Education. the prescribed proformas.
(i) Submission of quarterly reports on the presed
proformas.
Examination | Submission of information to Deputy Director of Hey | ---------
results Education on prescribed proforma immediately after

declaration of results of Board classes.

Implementatio
n RMSA

(¢

Submission of status of implementation of RMSA
information with effect to activities carried out.

indls in first half yearly meeting.

Competition/
Youth
Parliament
function

Status of organizing of Youth Parliament Functions.

As per the dates specified by t
Directorate.

other
iten

Any
agenda
referred
Directorate/
Deputy

Directorate.

As per the point emerged.

As per the point emerged.




3.1

CHAPTER-II

Inspection of Schools

Inspection of School:

1.

The Director of Higher Education shall be wmspble for the supervision and
inspection of all schools in the State.

For the purpose of sub-rule (1), the Directay assign all or any of the functions
relating to the supervision and inspection to soffiter subordinate to him, and as
may be authorised by him on his behalf.

Every Officer, authorised by the Director oigher Education under sub- rule (2),
shall discharge his duties of supervision and iospe under the direction, control
and supervision of the Director of Education.

The Director of Higher Education may also farteam/panel of persons with special
knowledge and experience of different subjects haug school, to carry out
inspection of the schools. Since ICT Project haandaunched in schools, therefore
to monitor the smooth functioning of ICT Lab and &mClass Rooms, surprise
inspections of these schools will also be carrietby the Officers nominated by the
Director of Higher Education.

The Director of Higher Education may also gamt surprise inspection through any
officer authorised by him on his behalf.

Every inspecting officer, other than the Dicecof Higher Education, inspecting a
school shall within 15 days from the completiortteé inspection, submit a report to
the next higher authorities with a copy to the @ned school and Director of Higher
Education for such further necessary action andptiance , as might be deemed fit
in the matter.

When the Director of Higher Education himsalkes the inspection, he shall send a
copy of the inspection note to the head of the eomed school with a copy to the
Deputy Director of Higher Education of the concefribstrict for necessary action
and compliance. He may also send a copy to Prihcgecretary/Secretary
(Education) for information.

Inspection Report.—The report of every insjpect shall be made on the proforma
prescribed by the department.

The different inspecting officer shall adh&sethe following norms of inspection in
an academic year :—

(i) The Deputy Director of Higher Education shibdlevote one third of working
days for inspections in all High Schools, Seniocdelary Schools of his
district. He shall also pay surprise visit to alghland Senior Secondary schools
in his district.

(i) The Additional Director and Joint Directof Higher Education (School) shall
inspect school as assigned by the Director of Hiffuication.

(i) The Additional Director and Joint Directaf Higher Education (College) shall

inspect all such institutions as assigned by thhed@or of Higher Education.
(v) The Additional Director (Admin.) shall insgtesuch institution as assigned by
the Director of Higher Education.



(vi) The Director of Higher Education may assitye inspection of office of the
Deputy Director of Higher Education to any othefigar as he may deem proper
and report is to be submitted on prescribed proform

3.2 Advance Notice of Inspection to be given to Sabil:

Except in the case of surprise visits, intimatioh the proposal to carry out the
regular/annual inspection of the school shall bemgipreferably, two weeks in advance to the Head
of the Institution.

1. Every inspection shall be as objective as pssind shall be aimed at bringing about
an improvement in the standard of teaching in theal.

2. While making the inspection, the followingnite shall be critically examined, viz:—

(a) Academic worki.e. actual teaching and its different aspects inclgdeacher
diary.

(b) Libraries and its service to students and teachers.

(c) Games and sports and their organisation.

(d) Co-curricular activities including NCC, NSS, Scand Guides.

(e) The overall environment and interpersonal relat@fnthe teachers among
themselves with the parents of the students anddimmunity in general.

(H Administration and organisation of the school.

(9) Accounts of the school and their maintenance.

(h) The school plan and physical needs of the school.

(i) Discipline and punctuality in the school.

() Adherence to the rules and instructions by the @icho

(k) National integration/emotional education/value edion and other items as
incorporated in the inspection programme.

() Calendar of Activities.

(m) Celebration of annual function.

(n) Publication of School magazine containing annuabreof the school.

(o) RTI cases.

(p) Inspections of ICT Projects including Smart classms.

3. The inspecting officer shall go to each clasd watch teaching in at least one class
of each teacher and shall specifically note thedgad bad points observed.

4. All the inspecting officers shall ensure thiallow up action on report is taken
promptly.

5. The Head of the Institution will have to preduall the record pertaining to school
requisitioned by the Inspecting Authority.

3.3 Guidelines for Inspecting Officers:
The supervision or inspection shall:—

(i) Aim at providing academic guidance to the teacla®d help the institution in the
promotion of a higher standard of education.

(i)  Not aim at fault finding of the teachers and theork, but for providing concrete
suggestions for the improvement of teaching , chassk, home work and its
correction ;



(i) Help the institution in organisation of co-curriaul programmes in a manner
conducive to all round development of the studemtd help in the co-curricular
development of the school.

(iv) Aim at imposing check on offenders from amongstdtaf in respect of attendance,
punctuality, discipline, overall behaviour and jpeniance at large.

(v) The supervising and inspecting official shall:—

(a)
(b)

()
(d)
(e)
(f)

(9)

Formulate a definite plan for supervising the sab@nd classes of each teacher;
Focus his attention on the teaching—learning sdnand not on the teachers as
a person;

Emphasize the professional growth of the teacheddweloping his/her power
of self direction;

Give the teachers requisite freedom to try out meweriments, methods and
innovations in the process of teaching;

Help the teachers to understand the role of thedcland the objectives to be
achieved through the teaching—learning procedsdars¢hool.

The Deputy Director of Higher Education of the cemmed district will inspect
the venue of sports events before the start ohtouents in order to ensure the
proper arrangement of the tournaments and will &issure that the staying
arrangements of the participants, contingent ingdegand other officials is also
proper. It may also be ensured that adequate faibtdities for girl participants
have been provided and proper police arrangements lbeen made by the host
institution.

Whether Computer Aided Teaching (CAT) and Computéded Learning
(CAL) is being effectively used or not.

3.4 Preparation for Regular Inspection/Surprise sit:

All the Deputy Directors of Higher Education haween entrusted with the responsibility of
conducting Regular Inspection of all the Seniorddeary/High Schools under their control on
periodical basis. Similarly, at times the officérem the Directorte of Higher Education are also
deputed to the fields with the directions to cortdalicsuch inspections.

In view of this, all the Head of the Institutiomder the control of Department of Higher
Education are directed that all the records regardhe activities given below (as broader
guidelines only) must be maintained on regular$asid put up before the inspection authority as
and when Regular Inspection/Surprise visit takaseal

i. Enrolment of students (class/subject/ ii. Time Table and Class/Teacher wise
section wise). workload.
iii. Attendance/Leave record iv. Results
v. Cash Books vi. Updated status of school funds.
vii. Status of Audit Paras viii. Service Books Records.

ix. Complete

record of scholarship casesx. Record of co-curricular activities.

including the display of all schemes on the
school Notice Board.
xi. Records and registers pertaining to RTii. Record of timely dispatch of ACRs.

cases.

xiii. Budget control etc. xiv. Record of ICT/IT education being

imparted alongwith Time Table.

xv. Display of Calendar of Activities

Note.—The inspection reports in each case will be sulechitbn prescribed proforma
available on departmental website.



CHAPTER-IV

Fees and Funds
PART-I

4.1  Students Fees :
The fee and funds shall be levied in governmestitutions for 12 months in a year.

4.2 Admission Fees:

An admission fee shall be charged ofi ddmission of a student to all government
institutions.
A student whose name is struck off from the rolie tb some disciplinary measures on account
of absence, non-payment of fee etc. or who himedlfidraws his name, shall pay a fresh
admission fee on his/her re-admission.

The admission fee should be charged once inthé®and 1¥'class.

Note:
1.  No admission fee is payable by the failed studerts continued in the®and11"
classes as a result of their failure in the ansohbol examination.
2. No fresh entrance fee should be charged from thdests who re-join the same
school after failure in the matriculation and sdheaving certificate examination.
3.  No admission fee is to be charged from studentsrapfnrom school under the same
management.

4.3 Chart showing the detail of School Fees (Govenent Account) Chargeable from
Students Studying in Government Schools of Himachd&radesh:

Sl. | Name of Fees 9 and 14" 10+1 and10+2 Rate
No. Rate
Annual Charges
1. | Admission Fee 5.00 10.00
2. | Re-admission fee 1.00 10.00
3. | School Leaving Certificate fee 5.00 5.00
Monthly Charges
1. | TuitonFee | - 15.00 (Girls and persons with
disability more than 40% exempted)
2. | Late Fee Fine per day 1.00 1.00
3. | Late Admission Fee
upto20days | ----- 10.00

4.4 Credit of Fees:

All government dues should be immediately realiaed collection so made, be deposited
immediately in government treasur. on the same working day.

No money should be left in the safe after theitunsdn closes for the day. If, due to some
unavoidable circumstances, something is left ok@nfthe day’s collection, the head of the office



or institution should make satisfactory arrangeméott its safe custody. In any case, if the sate ha
double locks, one of the keys should remain withltead of the office or institution.

4.5

Student’s Funds:

4.5.1 Source of Income:

The students studying in the government schoadlkerState shall pay subscription towards

student’s funds as shown below,e.f. academic session 2012-13.The rate of funds, ih higl
senior secondary schools/classes, are as under:

4.5.2. Chart Showing the Detail of School Accountunds Chargeable from Students
Studying in Govt. Schools of Himachal Pradesh:

— =

Sl Name of Funds Band 1§ 10+1 and 10+2 Rate
No. Rate
Annual Charges
1. Magazine Fund 40.00
2. Identity Card Fund 10.00 10.00
3. Furniture Repair/Replacement Fund 5.00
4. Cultural Activity 5.00
5. Library Security (Refundable)once only at the — ---- 30.00
time of admission
6. Examination Fund 75.00 100.00
Monthly Charges
1. Amalgamated (Union) Fund 10.00 15.00
2. Building Fund 5.00 10.00
3. Science & other practical subject funds 3.00 - -
(i) Physics -- 10.00
(i) Chemistry -- 10.00
(i) Biology -- 10.00
(iv) Geography -- 10.00
(v) Home Science -- 10.00
(vi) Any other Practical subject -- 10.00
4. NCC Fund (to be charged where NCC unitis  -- 1.00
functioning)
5. Scouts and Guide 2.00 3.00
6. Sports Fund 2.00 3.00
7. Sports Equipment Fund 2.00 3.00
8. Absence Fine Fund 1.00 per day 1.00 per pei2o@0
per practical, 5.00 p€
terminal test per pape
9. Late return of Library books -- 1.00 per book gay
Note:

boys and girls.

Abscence after 10 consecutive school days, naithée struck off in case of both

Under no circumstances any other fund excépt tve approval of the Govt. will be

realized from the students and any contraventionh&se instructions will invite

disciplinary action against the concerned Headsfitution.



3. Use of School HallThe charges/rent received from government offmed other
agencies for utilizing the hall/rooms of the sctsoblildings in connection with the
holding of examination/exhibition or cultural shovghall be credited into the
Building Fund. The rent rates will be assessed lxy &ppropriate agency viz.
H.P.P.W.D., M.C. or SMCs.

4.  The funds structure mentioned above is subjechémge from time to time as per the
directions of H.P. Govt.

PART-II

4.6 Utilisation of Funds:

All the student’s funds shall be administered Isoley the Head of the Institution in
consultation with representatives of the staff #mel students. The Head of the Institution will be
fully authorized to make expenditure out of studemids uptomaximum of 90% of the amount
collected during the year according to the provisions given below after obisg all codal
formalities. If this limit exceeds in any case aowsions for expenditure to be incurred are not
covered, the Deputy Director of Higher Educatiorcoficerned district will be authorized to accord
permission to make the expenditure.

For expenditure to be incurred from each studiemd there will be a committee of not less
than two members notified and headed by the Hedldeolnstitution (one member should be from
concerned subject) at the beginning of session #wed expenditure will be made on the
recommendations of the committee.

The guidelines given below for making expenditatg of funds are elaborated, however,
the Head of the Institution will be competent toke@xpenditure on the items not covered under a
particular fund but related to that fund on theis$attion and recommendation of the fund
committee. Utilization of the funds will be withdltondition that every such expenditure will have
to be incurred in the overall interest of the itugion with full justification of the same be obtad
for record.

All the funds of the classes frorfl 60 12" are to be maintained together Fund Wise under a
single cash book system, however, pass books &br fead will be separate for smooth accounting
of interest.

4.6.1 Sports Fund:
It will be utilized for sports/tournaments relatectivities viz.;

(i) Payment of affiliation fee as demanded byrdistournament committee at the scales
fixed by the committee .

(i)  Maintenance of playground.

(i)  Travelling allowance to teams for playingatches and other sports contests.

(iv)  Payment of protest fee, or subscriptiontte District or State Tournament Committee
and entry fees for any other tournament.

(v)  Expenses in connection with referring of nhas.

(vi) Refreshment to the players @Rs.10/- per grlaguring practice matches for the
preparation of tournaments for six days and duttugnament. The daily allowance
received by the participants as per provision ursdtcle 4.6.1(xi) will be deposited
in common mess by the participants for incurringenditure on breakfast, lunch,
dinner.



(vii)
(viii)

(ix)
)

(xi)

(xii)

Expenses in connection with participationadventurous sports.

60% of the sports fund received in a yewitl be kept in a school for school's
utilization whereas 20% each will be deposited wiitrict and state associations for
sports/tournament related activity at districtistatel.

Expenses in connection with holding spoagfhament functions.

Expenses incurred to escort students to pegches. One teacher for every 20
students should accompany the students on suckionsaFor every slab thereafter
the head can depute one additional member of gtaffided that additional female
teacher will be deputed if girls are participating.

The number of class IV employee should bstrieted to one each per team. The
students may be given Rs.60/- (including journeysilaper day out-of-pocket
expenses when they go out to represent the samoadiches or as per rules approved
from time to time whichever is higher. The teaclhed class IV are entitled to
TA/DA at govt. rates out of the Govt. funds/ Schwids (if available).

In case this fund is insufficient for meagi out the expenditure related to sports
activities the same can be meet out from the “Spbguipment Fund”.

4.6.2. Sports Equipment Fund:

It will be utilized for :—

(i)
(if)
(iif)
(iv)

(V)
(vi)

Purchase of sports material pertaining tootss games.

Purchase of Uniform for all the players fomarticipation in matches.

Photographs of teams (winning teams only)tlee discretion of the Head of the
Institution.

Expenditure on medical assistance to memioéréhe sports teams when out of
station.

Purchase of boxes, almirahs, racks and lémkstoring sports material.

Any other expenditure related to the fund.

4.6.3. Amalgamated Fund:

It may be utilized for any one or all of the fallimg purposes;

(a) Cultural Activities:

(b)

(i) The expenditure in connection with literasgcial, cultural activities approved
by the Head of the Institution.

(i) Expenses in connection with trips to placésducational and cultural interest,

for mountaineering, hiking etc.

(i) Expenditure for sending students to compigtecontests, music and dramatic

contests and for taking part in any other educatiantivities.

(iv) Purchase of musical instruments for studemtsee expenditure incurred on the

purchase of records/cassettes for playing recordedic in educational
institution is a legitimate charge.

(v) TA and DA to the participants @Rs.60/- tomgete in debates/declamation
contest, music and dramatic contests and for tagiug in other educational
activities, when they are to represent the school.

Expenditure on account of Library needs/purchas of Dailies:

(i) Purchase of library books, if funds permit.



(i) Purchase of guidance material including itestmaterial books, pamphlets,

newsletters, magazines and other occupationalnrgton material for literature
in High and Senior Secondary Schools and careersabing.

(i) Purchase of newspapers/magazines for tremedge of students approved by

the Director of Higher Education from time to time.

(iv) Purchase of furniture for library use only.

(c) Other miscellaneous expenditure out of Amalgamat Fund:

(i)

(ii)

(iii)

(iv)
(V)
(Vi)
(vii)
(viii)
(ix)
()
(xi)
(xi)
(xiii)
(xiv)

(xv)

(xvi)
(xvii)
(xviii)
(xix)
(xx)

(xxi)

Hire and carriage of furniture, shamianasidgpeakers etc. and expenditure on
photographs, decoration, lighting, refreshment poize winners and guests
invited to functions other than sports.

To escort students on educational trips Blwt more than one teacher for every
20 students should accompany students on such ioosad-or every slab
thereafter heads can depute one additional menfb#reostaff provided that
additional female teacher will be deputed if gate participating.

The number of teachers and class IV empé&s/should be restricted to 1 each
per team. The students may be given Rs.60/- (imgjupburney days) per day
out-of-pocket expenses when they go out to reptabenschool in contests, as
per rules approved from time to time. The teache eass IV employees are
entitled to TA/DA at the Government rates out &f hovernment funds.
Purchase of Stock Register, Account Books. éor maintaining Accounts
pertaining to this fund.

Purchase of Band equipments.

Purchase of Jute matting and other itemisiofiture for use of the students.
Purchase of boxes, almirahs, racks andddok storing school articles.

Purchase of stationery required for corresgence in connection with the
different activities covered under the fund.

Purchase of crockery for serving refreshmenstudents and guests. It shall not
be of very expensive nature.

Expenses in connection with students fundidncluding refreshment to
students and guests not exceeding Rs.10/- perrgtadguest.

Expenditure on account of beautifying thenpaus, laying out lawns, purchase of
seed plants for School garden and also the implesmequired for the purpose.
Purchase of White Boards, magnetic dustearker for White Boards for class-
room use.

Minor repair of Computers, Printers etceceived in school under various
programmes/activities/schemes.

Purchase of chalks or markers for Black/WtBoards.

Engaging part time manpower for maintainihg cleanliness and hygiene of the
institutional premises including class rooms antet® as per the rates approved
by the concerned Deputy Commissioner from timente t

Separate dust bin for bio-degradable anatdegradable wastes.

Incinerates for the disposal of sanitarypkias in girls toilets.

Purchase of toilet cleaner, refillable ligl soap for hand-washing, phenyl etc.
Installation and refilling of Vending Maate in female/girls toilets.

Installation of display Board or Complaintggyestion box as per the directions
of department.

Beautification and flowering of campus.



(d) Expenditure on account of medical facilities:

(i) Free medical aid to all the students for minor aitits and injuries.
(i)  Medical inspection of school students.
(i)  Weighing and measurement apparatus.
(iv) Purchase of First-Aid Box.

(v) Payment of allowances to part time Doctors and &isprs as per norms fixed
by Deputy Commissioner.

(vi) Payment of Ambulance charges in case of EmergdRoy.students only/Local
Journey).

(vii) Purchase medicines in consultation with the Med@fficer of the area out of
this fund.

Note:

1. Institution should be equipped with vision telsarts in order to check the vision
of the children.

2. If a student suddenly falls sick during tleb@ol hours, or any other exigency
occurs in case of any student in that case theuttatisn fee of the doctor who
treated/checked the student and medicines predciif@ny be realised from the
amalgamated fund.

3. The part-time private medical officer and ounders will be paid at the

prescribed rate (excluding vacation period) proditieat the medical officer and
the dispenser will attend the institution duringass and that no fee will be
realized from the students for medical examinatidmch will be conducted
each year without any additional remuneration. Kead institution will
themselves be competent to appoint and sanctioRé&meuneration at the rates
as fixed by the Deputy Commissioner of the Distiiom time to time.

(e) Red Cross related activities:

(i)
(ii)

(iii)
(iv)

(v)
(Vi)
(vii)
(viii)
(ix)

Payment of fees, cost of books, clothes @tpoor students.

Purchase of Red Cross Buttons, First Aid émxFirst aid charts, books of first
aid, home nursing and uniforms of the school cadéambulance and nursing

divisions.

Expenses relating to ambulance classes.

Aid rendered to sick students in the hodpipairchase of drugs and medicines
for prevention of diseases, especially in schomisney spent on sanitation of
school, drinking water, food for the students, stpvashing clothes, soap for

washing clothes etc.

D.D.T. and other disinfectants may be pureldafor destruction of flies and

mosquitoes.

Drugs, fruits, pictures and albums may bevmed for sick students in the

hospitals.

Money may be spent on preparation of albuimsexchange with students of
other states.

Money may be spent on gifts for people, tints of disasters like earthquake,
epidemics, floods or civil commotion.

Small subscriptions may be given for cel¢iora of baby week and Red Cross
propaganda.



(x) Weighing scales for measuring heights, meaguapes and weight tables, etc.
(xi) Indian Musical Instruments for singing pastfor juniors.
(xii) Tumblers and pitchers for summer, towelsjumchies, jugs and soap dishes for
use in schools.
(xiv) Co-operative sales shops of books, statypneatables etc, for the benefit of
juniors in the schools.
(xv) Repairs to water stand posts and hand puansphools.
(xvi) Purchase of furniture, i.e. tables, chatarries and mats for holding meeting
provided the funds permit.
(xvii) Expenses on library for junior cadet pagadholiday home camps for juniors,
Training Camp Courses and Junior Red Cross cordegen
(xviii)  The travelling expenses of juniors procesgdon goodwill visits to other states
and abroad, provided such visits are arrangeddRed Cross.
(xxX) Manure, seeds, kassies, khurpas and othéinayy equipment bought for
maintaining garden in the schools.

Note:
1. No aid in cash will be given to any student.
2. The head of institution will ensure that edittotal collection during the
year, not more than;
10% is utilized for activities mentioned uneeticle 4.6.3(d)
10% is utilized for activities mentioned uneeticle 4.6.3(e)

4.6.4 Science Fund:
l. This fund will be utilized on the subjects mentidrieelow:-

(a) Purchase of science material, equipment, clasniand other materials for
holding science practicals.

(b) Setting up of gas plants, water and gas cdrome:

(c) Furniture required for the holding of sciemeacticals.

(d) Science exhibitions, science clubs, scientibbbies, clubs excursions to places
of scientific importance, charts of various scigatisubjects, bones and skeleton
of body.

(e) Any other activity/item related to holding the ptieals.

II.  Any Other Practical Subject:

Purchase of material, equipment and other méddoaholding of practical related to
the subject including Physical Education & Vocaébaetc.

4.6.5 Fine Fund:

This fund shall be utilized by the Heads of Ingtdns for giving prizes on the occasion of
Annual Prize Distribution Function, National/Intational days viz., Republic Day, Himachal day,
Independence day, Teachers Day, Mahatma GandHidAyfShiksha Diwas Children Dagr any
other day of national importance. Sweets may beiloiged to the students on these occasions
@Rs.10/- per student. Any type of fine charged fittwa students like special fine, absence fine,
late return of library books fine etc. will be credl to this fund. The change will not be initiated
until and unless ordained by way of some acts ateSEovt./ Central Govt.



Late Return of Library Books:

The collection so made will be credited towardseaize fine fund and expenditure will be
incurred on the item mentioned there under pa&54.

4.6.6 Building Fund:
4.6.6.1 Constitution of the Fund:
The following income shall constitute the fund,;

(2) Subscription to the fund by the studentthefEducational Institutions.

(b) Grants/Contributions from local Bodies, PasenTeachers Associations of
individuals.

(c) Receipt from other sources.

4.6.6.2 Common Pool Building Fund:

50% of the collection of High School/Senior Secanydschool in any academic year shall
be reserved for being spent on the institution stmall be kept with the institution as Educational
Institution Building Fund. The balance of 50% shmlremitted twice a year in the month of June
and December to the Deputy Director of Educatiothefrespective district. A separate account i.e.
collection from High and Senior Secondary and aot@nd records will be maintained by the
Deputy Director of Higher Education of the concefri@istrict. In case of tribal areas resident
Commissioner of the area will open the separatewatdor the purpose.

The money so collected by the Deputy Director ajlidir Education shall constitute the Common
Pool Funds. The Funds remaining with the institutghall be called Educational Institution
Building Fund.

4.6.6.3 Custody of the Fund (Institution/Common Bol):

The funds shall be in the nature of local fundadép The funds shall be kept in the local or
nearest post office/bank in a saving account. Tdeount shall be operated by the Head of the
Institution and Common Pool Fund will be operatgdhe Deputy Director of Higher Education of
the concerned district.

4.6.6.4 Utilization of Funds:

The Fund shall be utilized on Government ownedding, rent free buildings or the
buildings donated for the Educational Instituti@msl in the following manner :—

The fund retained by the institution to be spant—

(@ White washing and painting of building anddil&oard.

(b) Plastering flooring and repair.

(c) Window repair and maintenance.

(d) Play ground and maintenance.

(e) Other minor works as decided by the Committ®#bite washing will be compulsory
every year.

()  Provision/maintenance of water supply/condinrc and maintenance of toilets/
boundary walls and minor electrical repairs.

(g) For other major works the Head of institutil submit the estimate along-with
drawings etc. to the Director of Education throeghcerned Deputy Director.

(h)  Construction of boundary wall, urinals botln foale and female etc.



(i)  Electrification of class-rooms and minor ragai

(7)) Purchase of Solar lantern or lamps to adoptfeéendly non-conventional sources of
energy and availability of light during failure elfectricity.

(k) Purchase of water storage tanks accordingtudests strength and installation of
Water Purifier in main supply.

4.6.6.5. Building Fund Committee:

Every Govt. Educational Institutions shall havéStanding Building Fund Committee” at
the local level and it will decide about the ex@ugitagency. The building fund committee will be
constituted for two financial years. Every Head exfucational institution shall notify the
committee at the beginning of Academic session.

Constitution:-Building fund committee shall consist of the followng:
IN CASE OF HIGH/ SENIOR SECONDARY SCHOOL
() Headmaster/Principal. Chairman
(i) Chairman of the B.D.C. or his nominee from B.D.€case of rural Member
school and President of Nagar Panchayat or hisstiadi nominee

from Nagar Panchayat/Parishad in case of urbarotcho

(i) Junior Engineer/Engineer Municipal committee of Blepment Member
Block or a Retd. Engineer/JE.

(iv) Pradhan of local Panchayat in case of rural areacd@nd PresidentMember
of the urban local body or a member from urban llocady
nominated by him in case of an urban school.

(v) Donors who contribute over Rs.2000-5000/- in patéicyear. Member
(vi) President, School Management Committee. Member
(vii) One Senior Teacher. Member Secretary

4.6.6.6 Common Pool Fund Committee:

A separate committee will be constituted by the. Myrector of Higher Education
concerned Committee for High/Senior Secondary Sshto be called “Secondary Schools
Common Pool Fund Committee” as given below andiit me constituted for a period of two
financial years with the approval of Director Higltsducation.

1. Dy. Director of Higher Education (Concerned D} Chairman
2. Senior Most Principal Member

3. A Senior Lecturer/PGT, Representative to be nated by Dy. Members
Director of Higher Education (for a period of twiadncial years)

4. Section Officer Accounts of concerned District. Member



5. XEN/S.D.O. Civil Works/J.E. Civil Works of conted Distt./area. Member

6. President Municipal Council/Nagar Panchayat, i@en/BDC/ Member
Pradhan Gram Panchayat.

7. One reputed educationist of the area to be raeuhby Deputy Member
Director of concerned District

8.  Principal of the concerned school. Member Secretary

4.6.6.7. Meeting of Institutional Common Pool FundCommittee:

The Committee shall meet as frequently as possiblehere should not be a gap of more
than six months between the two meetings.

Quorum.—Simple majority of the total membership. If itnst possible, the meeting will
be adjourned for half an hour and after that thpyesent will constitute the quorum.

A copy of the proceedings of the meeting of th&tifational building fund committee be
sent to Deputy Director of Higher Education foramhation. The Dy. Director of Higher Education
will also send the proceedings of the meeting toe®@or of Higher Education in respect of
Common Pool Committee.

4.6.6.8. Supersession:

If the Deputy Director of Education is satisfiduat the building fund committee of the
school is not functioning satisfactorily, he may feason to be recorded in writing, suppercede it
for that financial year. In this eventuality the .Nirector of Higher Education will constitute an
adhoccommittee as per the rules specified in thesalimglfund rules for school.

4.6.6.9. Power of the Institutional Common Pool Blding Fund Committees”

The committee shall approve and sanction workeyTwill also decide the executive
agency for each work. The committee shall also ssiggzays and means of utilizing the balance
from the building fund wherever available.

The Committee of the institution will have power Ibe spend as follows in respect of
Educational Institution building fund.

Sl. No. | Schools Sanction work uptg
1. High School 1,00,000/-
2. Sr. Sec. School 2,00,000/-

In case of schools Dy. Director of concerned istwill have full powers, for expenditure
beyond the limits prescribed above.

In case of common pool fund, concerned Deputy ddare of Education will have full
powers for schools.



4.6.6.10. Detailed Instructions and Accounting Praedure:

Expenditure out of the Educational Institutionsiding fund shall be incurred by the
High/Senior Secondary Schools under the overallesuigion and control of the concerned
committee after it has been sanctioned. As soamesvork completed, a completion certificate,
shall be recorded by the Chairman of the Buildingnd Committee to ensure that the work has
been satisfactorily executed in accordance witlctsam estimates and other terms and conditions.
Vouchers of the expenditure incurred shall be aednunder the following sub heads on the
completion of work:—

I. Labour charges (Muster Rolls-wise/Contractoiflsviise).
i. Cost of material.
iii. Cost of carriage.

Total: (i+ ii + fii)-------n----

Vouchers of the expenditure incurred shall befiestiby the executing agencies, these will
be kept in record by the head of the instituticleratompletion of the work in one or two or more
stages as may be decided by the committee of theeooed institution which is supervising the
work. The head of institution may give an advaréhe executing agency before starting of work
but this advance amount shall not exceed 25% o$anetioned amount. Thereafter payment shall
be made to the executing agencies, in instalmentsrstalment will be linked with progress of the
work. 25% of the total payment shall be paid togkecuting agencies as final payment only on the
completion of the work to the satisfaction of tlemenittee. Social audit will be got done by the
head of the institution by committee consistingloke members nominated by the Pardhan of the
Panchayat/President urban local body of the ar@éhioh the institution is located. This audit will
be completed within one year of the completion. dk@ccan be destroyed after five years of
completion of audit.

In case of Common pool fund the work may be getceked by Deputy Director of Higher
Education through any executing agency includingfitution Building Fund Committee to be
decided in the Common Pool Fund Committee. Funelcabe released as in the case of institution
building fund committee. Accounts and records dudyified by the executing agencies will be
maintained by the concerned Deputy Director of idighducation. Social audit will be done by the
committee within a year of completion of work. Thedit committee shall consist of three
members to be nominated by Deputy Director of Etdanaone each from amongst prominent
citizens, social workers and a person having kndgéeof accounts for Schools. Records can be
destroyed after 5 years of the completion of Audit.

4.6.6.11. Repeal and Saving:

The Government of Himachal Pradesh Educationdltition Building Fund Utilization
Rules, 1990/1994/1998/2003 are hereby repealed 3téinding such repeal anything done or any
action taken under “The Government of Himachal PsadEducation Institution Building Fund
Utilization Rules, 1990/1994/1998/2003 shall berded to have done or taken under these rules.

4.6.7 Magazine Fund:

No subscription as magazine fund is to be leviednfstudents studying in"eand 16"
classes. The magazine can be started on no lopsofibbasis in the schools upto high standard.
The expenditure in connection with the school mageashould be paid out of this Fund and the



sales proceed also credited to the fund. Howewen fthe students studying in 10+1 and 10+2
classes magazine fund shall be realized as pey shtevn in pard.5.2

4.6.8 Cultural Fund :

This Fund is to supplement for the cultural atidd enumerated under the amalgamated
fund. The amount collected under this fund willtbe part of the amalgamated fund and will be
deposited into it. It will be utilized for the prigions stipulated in amalgamated fund.

46.9 NCC Fund:

It will be spent on items declared legitimate fréime to time by Director of Education.
The Expenditure on following items will be legititeacharge on the Fund with NCC units:—

(@) Boxes for Storage of clothing

(b) Disinfectants

(c) Hiring of NCC clubs and information room

(d) Books and periodicals in connection with NCC

(e) Excursions

(f)  Participation in the Republic Day celebratamd other ceremonial parades.

(g) Special training for selected cadets appedrefgre Service Selection Board.

(h)  Prizes

(i)  All expenses including T.A./D.A. in connectiamth participation in NCC contests
such as Drill, Shooting competitions.

() Expenses for the purchase of special itemsh sa€ Hunter shoes, etc. and for
equipping cadets for special camps such as Advaeeéership Adventure camps
etc. and for attending mountaineering course, excons, etc.

4.6.10 Examination Fund:

Expenditure in connection with the house examinatin including annual examination
of non-board classes for which the funds realized.

This Fund is to compensate for the expenditurbetancurred for the house examinations
and annual examination of non-board classes. Therghture on the printing of question papers,
report cards and their dispatch and stationeryclesti for home examination and annual
examination of non-board classes can be incurréabthis fund. The following guidelines shall
be observed for making expenditure out of this furd

()  As a general policy, there is no need foringllof tenders for the printing of question
papers.

(i)  Quotations may however, be called confiddhtiaand at personal level, from at least
three presses.

(i)  When calling for quotations from differentrgsses, a clear indication regarding the
quality and size of papers, the type of print amel language/languages in which the
question papers are to be printed, should be gs®nas to make possible a
comparative appraisal of the quotations.

(iv) Auditors should not insist on calling of teard in respect of printing of examination
papers in schools as secrecy is required to betanaal.



4.6.11 Identity Card:

The amount collected will be spent on printingdefntity cards and other stationery articles
required for this purpose. Every student will b&uesd identity card which should always be worn
by the students.

4.6.12 Scout and Guide Fund:
This fund will be utilized as detailed below:-

Expenditure in connection with scouting and guidinthis item should cover the

following:-

(@) Books, Magazines and other useful literatemgining to Scouting /Guiding.

(b) Troops Record Registers.

(c) Affiliation Fee of the unit.

(d) Badges and progress cards, test cards for ersnolb the troop.

(e) The following articles for Scout meeting, Canffallies and Hikes etc.

() National Flag and Scout Flag with necessapyigment.
(i) Purchase /rent of Canvas/tents.

(iif) Camps utensils and Crokery.

(iv) Kassies, Shavels, Axes and Pickaxes.

(v) Buckets, Jugs and Electric Bulbs

(vi) Ground sheets and Durries.

()  Belts, staffs, scarves, and whistles.

(g0 Camp fee and T.A. (actual rail/bus fare) ftieading camps, rallies, excursions and
hikes.

(h)  Actual rail/bus fare for member scouterstterad the meetings of the District, State
and All India Association.

(i)  Refreshment at the rate of Rs.10/- per headdddoor meetings per day.

() Expenses for week end camps and other campisetdune of Rs.60/- per head per
day.

(k)  Cost of material for imparting training in Car@raft, Pioneering and First Aid.

() Purchase of musical instruments for Camp Finel Cultural performances by the
troops.

(m) Supply of two sets of uniforms to adult leadensl all sections of Scout/Guide after
every two years or longer whenever necessary abk 940 write off old stock of
unserviceable uniform be also taken.

(n)  Out of total collection under scout and guiidied, the expenditure will be incurred as

under by the schoaol,

(i) 50% of the total collection during the yearllwbe utilized on the items
mentioned at (a) to (m) of this article.

(i) 50% of the total collection will be deposited witie Deputy Director of Hr.
Education of district concerned.

4.6.13 Furniture Repair Fund:

The fund will be utilized for the purpose of minepairs of the furniture i.e. desks, window
pans, doors etc.



4.6.14 Library Security (Refundable) Fund:

After obtaining no dues certificate, the amount e refunded to the students. If any dues
are outstanding against a student, the paymenbwithade after making such adjustment. Interest
on securities and forfeited securities will beinéitl for the binding up of library books, purchase
library books, magazines, newspapers, library furaiand any other item related to library by the
head of institution on the recommendations of thec@mmittee consisting of senior
teacher/Librarian/ Assistant Librarian/ In-chargbrary and students.

PART-III

4.7  Custody of the Fund:

All Students funds shall be managed by the Heatthefinstitution. He will be personally
responsible for ensuring that the expenditure 6thefund is incurred in strict conformity witheh
rules and regulations governing the fund to whiwh iihoney pertains and that a precise record of
all the transactions of the fund is maintained. @heunt realized will be deposited with a branch
of the post office, any nationalized bank, in thgisg account of the concerned fund, in the name
of the Head of the Institution.

4.8 Power of Sanction:;

@ () The Head of Institution will be fully authorized toake expenditure out of
students funds upto maximum of 90% of the amoutiected during the year
according to the provisions mentioned in the codier observing all codal
formalities. If this limit exceeds in any case, tBeputy Director of Higher
Education of concerned district will be authorizecaccord permission to make
the expenditure.

(i) The Heads of the Institutions and the DepbDiyector of Higher Education of
concerned district should realize that the funds lzld in trust by them for
which they have been created and should not beadifor any other purpose
whatsoever, Expenditure out of these funds on uhesized object will be
regarded as a serious breach of the rules and ¢laglHof Institutions will be
personally responsible for incurring expenditureuoapproved items.

(b) The Heads of the Institutions shall have full pawen regard to writing off
unserviceable articles purchased out of student'sl fif the value of the articles
purchased does not exceed Rs.20,000/- at one mall other cases the Deputy
Director of Higher Education of concerned distrace fully competent to accord
sanction for the write off of various articles poased out of the funds.

(c) The amounts standing in the account of &qudar fund abolished at any time under
instructions of the government is to be transfetethe accounts of Amalgamated
fund.

(d) Loans from one fund to another shall be pssible in case of emergency with the
approval of Deputy Director of Higher Educationcohcerned district.

(e) The Deputy Director of Higher Education of concefrdistrict is empowered to
sanction expenditure on objects other than thoseliich a particular fund has been
constituted except for furniture for which necegssanction has to be accorded by
Director of Higher Education and the fact that thias been done shall be
incorporated in the order of relaxing the rules.



49 Maintenance of Cash Book/Accounts of Funds:

(@) The accounts shall be maintained in accordaittethe instructions issued from time
to time by the department. These instructions neagrhended by the Examiner Local
Fund Accounts, from time to time.

(b) The audit of these funds shall be conductadually by or under the orders of the
Examiner Local Fund Accounts, Himachal Pradesh.itAieé will be charged at the
following rates:-

For Senior Secondary Schools and High Schoals: --

() Rs. 4000/- Per institution.
(i)  School with funds including Sanchikya collectienléss than Rupees One Lac
per annum, the fee will be Rs. 2000/-.

(H.P. Govt. Local Audit Department NO.I-459/9fLA), Dated 18' July, 2001, 171009.)

Note:—The purchases shall be made with the sanctioneoOffficer empowered to incur expenditure
in each case. All accounts will be kept in the sama@ner as the Government Accounts are kept.

(c) In order to minimize the number of such aathections, all important points relating
to Cash Books are reproduced below for guidance:—

(i) Before a cash book is brought into usepéges should be counted and a “Count
Certificate” be recorded on its first page under fihll signature of the Drawing
and Disbursing Officer.

(i) All cash transactions must be entered in @ash Book on the date of their
occurrence in chronological order.

(i) All entries in the cash book should invéig be attested individually daily by
Drawing & Disbursing officer after thorough chedkhile attesting the entries
of cash received from the Funds/fee, the receigeef funds, fines should be
attested after check from the fee/daily collectiegister. The DDO must attest
the corresponding entries in fee/collection registetoken of having rightly
carried over to the respective Cash books. In exidihe entry of deposits of the
fees into the Treasury on the payment side of #sh ook should carefully be
attested after verification from the relevant Tregg<Challan.

(iv) All the entries of the Cash Book must be editbtaled and balanced daily
whenever there are any transactions. The “detddnce” must be clearly
recorded therein.

(v) The Cash Book should be written neatly. Meelipolation, erasure or over
writing is permissible. If a mistake is discoveradnust be crossed and attested
in red ink by the Drawing and Disbursing Officencerned.

(vi) At the close of the month the cash in hahdven in the cash book should be
physically counted and the following certificatasenm in the Cash Book under
the signature of the Drawing and Disbursing officer

“Certified that the cash in hand has beeunted by me on and
found to be Rs. (Rupees) ) which is correct/incorrect.”




CHAPTER -5
Scholarship

5.1 Scholarship from Public Funds:

All scholarship paid from public funds, adminigtérby the Department shall, in the
absence of any special provision to the contrarawarded, held and drawn only as provided in
the following rules.

5.2  Award of Scholarship:

(i)  Subject to the restrictions imposed by thbsagquent rules of this chapter, the award
of scholarships shall be on merit and in accordawgé the results of public
examinations. Provided that, the application foohthe eligible students complete in
all respects, shall be submitted to the concernéubaty as explained in the different
schemes detailed in this chapter.

(i) If, any candidate is unable to furnish tleejuired certificates, the scholarship shall be
offered on some terms to the next eligible canaslaBut candidates, who though
otherwise eligible are unable to supply the cedikes, shall be designated honorary
scholars in the notification of the award undestheules.

(i)  Any such scholar will be entitled to apdiyr a scholarship in the event of a change in
his financial circumstances bringing him within frescribed income limits.

(iv) The award of scholarship from State Reveshall be restricted to the candidates
whose parents are bonafide residents of Himaclzald3h.

5.3  Alteration in Scholarship:

The amount of scholarship, the period for whicksiawarded and the class of school in
which it is tenable, shall be fixed and shall netditered during the particular year of award of
scholarship. In case of any alteration in the nuvwb&ie/conditions pertaining to a particular
scholarship scheme, it shall be publically notifiedall schools of Himachal Pradesh at least three
months before an award under the revised rulesadem

5.4  Close Scholarship:

The value of a close scholarship paid from puhlied shall in no case exceed that of an
open scholarship of the same class.

5.5  Two or more Scholarships held together:

No scholar can hold at the same time, two or nsah®larships falling under para 5.16 and
5.17.

An awardee under any scholarship scheme will rotabowed to receive additional
scholarship or stipend or special allowance from @iher sources. In case he is in receipt of any
such award, the same must be surrendered and anemented as such should be refunded before
the benefit of scholarship is availed of until andess, the donor of the endowed scholarship has
expressly stipulated that the scholarship endowekitn may be so held. A scholarship paid from
public fund \may however, be held together with emdowed scholarship when the latter is
awarded for proficiency in the same specific objacd not on the general results of the
examination



5.6 Period for which the Scholarship may be drawn:
Scholarship may be drawn only for the period stékelow:—

(a) Days of attendance;

(b) Sundays, sanctioned holidays and vacations;

(c) Days of absence without leave, if shown to be uitialde , not exceeding ten
working days in a calendar month;

(d) Days of sick leave not exceeding ten working daysna time or not thirty working
days in the school year;

(e) Days of ordinary leave, granted by the head ofitisgtution, for not more than ten
working days at one time, or not for more than btking days in the school year. If
the period of absence exceeds the number of worklags admissible, the
scholarship shall not be payable for any part chgeeriod of absence. In case of the
girls, scholarship may be drawn for absence fabtthe period given ifc),(d) &
(e);

()  To the close of the month in which a public exartiora takes place, for which a
scholar is sent up by the Head of the Institution;

(g) Days of transit, up to the limit of one week, oe thansfer of a scholarship from one
institution to another not situated in the same ntowlatriculation and Senior
Secondary Scholarship can be drawn up to the enldeoyear, in which the holder
has appeared in the prescribed examination andowtitlattendance after such
appearance if permitted to be absent by the Hedaldeolihstitution and middle school
scholarship can be drawn up to the end of Marcth@fyear in which the holder has
appeared in the prescribed middle School Examinatio

5.7 Lapse of Scholarship:

A Scholarship shall lapse if it is not taken apthe school classes within a month of its
award or if the scholar dies; if the scholar iseadtsvithout leave for ten consecutive school days
with ordinary leave for more than one month, orhvgick leave for more than three months at one
time; or if the scholar, on transfer from one sdhoanother, fails to join second institution with
fourteen days of leaving the former institutionifothe scholar ceases to attend a school at which
the scholarship is tenable or to read the coursavfoch it is granted and not otherwise, except
when the awarding authority, is satisfied thatdeiy was unavoidable.

5.8 Forfeiture of Scholarship:

(i) A Scholarship shall be forfeited for gross owrduct, laziness, or irregularity of
attendance on the part of the scholar and in ths¢ the Head of the Institution shall
ensure that payment of such scholarship is discoedi to a scholar as it stands
forfeited.

(i) A scholar who has not appeared in the anneedmination due to shortage of
attendance or otherwise will be debarred for payroéacholarship.

(iif) The reasons for lapse or forfeiture shalblhcases be stated.

(iv) The lapse or forfeiture of a scholarship sHadl reported to the Director of Higher
Education.

5.9 Certificates to accompany bills for Scholarsipi

A certificate in the following terms signed by tHead of the Institution shall accompany all
bills for scholarships:



“I hereby certify that the scholar on whose accdinet above amount has been drawn, has
been regular in attendance and has conformed toutee under which the scholarships are
tenable”.

5.10 Transfer of Scholarship:

An application for the transfer of a scholarshipni one institution to another shall be
submitted together with the transfer certificateptigh the Head of the Institution to which the
Scholarship is to be transferred to the officemihyom the scholarship was awarded. The awarding
officer after satisfying himself that the scholapsks still current shall notify the transfer toeth
Head of the Institution and also to the paying arith concerned and the latter will note the
transfer on the award roll.

5.11 Scholarship not ordinarily Re-awarded:

When a scholarship lapses or is forfeited, it witit ordinarily be re-awarded. When,
however, a scholarship which has been awarded diabeen taken up or when scholarship has
lapsed owing to the death of scholar, a re-awarg beamade at the discretion of the awarding
officer or authority; the scholarship, in such cadseing tenable from the date of the re-award to
the end of the period for which the scholarship waginally awarded.

5.12 Preferential claims to admission:

If, in any recognized institution maintained byv@mment it is found necessary in any year
for lack of accommodation or teaching faculty, &use admission to candidates, scholars shall
have preferential claim to admission over all oterking admission at the same time.

5.13 Scholarship paid from Public Funds where tende:

Scholarships payable from public funds are tenablecognized institution only. It is also
required in unaided schools that the tuition feesaod less than 50 per cent of the rates charged in
Government School shall be levied from all hold#rscholarships paid from public funds.

5.14 Scholarship holder not eligible for Concession

Scholarship holders in general shall not be digifor other concession but in very
exceptional circumstances and that too only withganction of the concerned Deputy Director of
Higher Education.

5.15 Detailed Instructions and Guidelines relatingo Scholarships

A. Senior Teacher" /Senior Lecturer/ will be appoint@sl'In charge Scholarship' to co-
ordinate all activities relating to the implemergatof "Scholarship Schemes. All the
Scholarships will be disbursed in the presenceSuhblarship In-charge” and his
signatures be obtained on every payment in tokehi®fpresence. This may be
strictly adhered to.

B. All the Scholarship Schemes must be displayedRemmanent Board' as per the
notifications/format circulated from time to timalso, repeated announcements be
made during the morning assembly to apprise thelests of these Schemes.
Scheduled dates as mentioned must be displayedapentty/prominently.

C. Principal of the school concerned must enshiat tAll eligible students apply for
grant of Scholarship in the prescribed form" andnsii their cases by hand in



consolidated form through a messenger to the cordeDeputy Director of higher
Education as per schedule (must be strictly adheegiven below:—

Last date of submission of forms by students inosthto thel 15" August
heads of the respective institutions

Last date of submission of application forms (imswlidated 15" Septembe
form) from schools to the Deputy Director of Higheducation.

Forms of each category of Scholarship Scheme shmikent by
hand through a messenger/ office clerk to the ameckDeputy
Director of Higher Education.

Last date of submission of application forms (afteyper scrutiny 15" October
and in consolidated form) by the Deputy Director Higher
Education to the Directorate of Higher Educatiomotiyh a
special messenger. The application forms shoulddnsolidated
category —wise/scheme-wise in the soft copy and bapy.

Note.—1. This schedule is not applicable for Post Mati&cholarship
(SC/ST/OBC categories). In this case the last fflatesubmission of
scheme wise budget requirement is as given at ettime 5.15 (H)
which also must be strictly adhered to.

2. It may be noted that no scholarship formd el entertained in any of
the offices after the last date is over and theaul&drs will be
personally responsible for any loss caused tottiaest.

In case an eligible student is left out duaégligence or otherwise, the Head of the
Institution will be held responsible for this arftetloss caused to the student will be
made good out of the salary of the Head and Teank@harge. While submitting the
cases of Post Matric SC/ST/OBC the payment of medfumadable fee such as
Admission fee, Tuition fee, Board Examination feasd by the students may also be
taken in budget demand as the same has also teihbursed. Refundable deposit
like caution money, security deposits will howeviee, excluded. No school funds
will be taken in the Budget demand

Head of the Institutions will issue a 'receifgt the students who submit their
application forms for scholarship under variousesobs.

Head of the Institutions are warned against @awal of money for scholarship
purposes from the Govt. Treasury for any other psep No deviation from the
existing rules in terms of Marks Percentage, CategBonafide Himachali etc. be
made.

All the Principals (cluster) will convey thestructions and collect the budget demand
from the High Schools under their control, welltime and submit it to concerned
Dy. Director Office.

Actual requirement of Budget for Post-MatrichSlarship (SC/ST/OBC Categories)
will be submitted scheme-wise in consolidated foonthe Deputy Director of Higher
Education on or before 31July. The Deputy Director of Higher Education bet



concerned district will submit the same to thisddiorate in consolidated form, after
proper scrutiny by 1 August positively.

l. The Budget for all the Scholarship Schemesdpk High School Merit Scholarship
and IRDP) will be given in the shape of bank drafteeasury-code and DDO-code
must be quoted in High School Merit Scholarship #DP Scholarship budgetary
demand. It is directed that complete and compuedrlists of the students (boys and
girls category-wise/scheme-wise) will be submittedthe prescribed proforma given
below:-

Proforma for Post Matric Merit Scholarship to SCISBC

(To be submitted by the Dy. Director of Higher Edltion)

Sl. |Name of| Father's Name | Class| B/G Marks Max. Total | Acc. Bank IFSC-
No. the Name | of the Obtained Marks |Amount| No. Name Code

students school

Proforma for Post Matric Scholarship to SC/ST/OBC

(To be submitted by the Dy. Director of Higher Edltion)

Sl. | Name of |Father's Name | Class| B/G Mainte- | Fees only Grand | Acc. Bank IFSC-
No. the Name | of the nance (fund not| Total No. Name Code
students school Allowance | included)

J. The budget-demand/names of students may a&lsordvided through e-mail or in
pen-drive along with hard copy.

K.  The Forms of Minorities Scholarship Schemes maysubmitted through concerned
Dy. Director of Higher Education to the Directeatf Higher Education.

Note— Account of all the eligible students with zeradnce must be opened preferably in
the same Nationalized Bank (where on-line bankenglity is available) nearby for all students
because as the scholarships are to be paid ooHiye

In case of Incentive to SC/ST girl students foc@elary Education, the list of eligible girls
be supplied in the prescribed proforma by the corexe Dy. Director of Higher Education to the
Directorate through soft copy and hard copy bY} $8ptember positively

5.16 State sponsored Scholarship Schemes being rby the Education Department in
Himachal Pradesh:

The various Scholarship Schemes to different categ of Bonafide Himachali students
are being implemented by the Education Departmidimhachal Pradesh to encourage them to
improve their merit/performance in studies. Theible beneficiaries must be a regular student in
Govt./Govt. aided/affiliated institution in HimadHaradesh.

1. Dr. Ambedkar Medhavi Chattarvriti Yojna.— The scholarship at +1 stage is given
to 1000 meritorious students from SC and 1000 stisdérom OBC categories
respectively who secure 72% and above marks inr théf class examination
conducted by the H.P. Board of School EducationarBimshala.The scholarship is



given in +2 class also to 1000 meritorious studémisi SC and 1000 students from
OBC category who secure 72% and above marks im thkiclass examination
conducted by the H.P. Board of School Educationr@ahala. The scholarship is
given @ Rs.10,000/- per year.

Swami Vivekanand Utkrisht Chhatervritti Yojna .—The scholarship at +1 stage
under this scheme is given to 2000 meritorious esttgl of General category who
secure 77% and above marks in their 10th class ieasion conducted by the H.P.
Board of School Education, Dharamshala. The scélollaiis given in +2 class also to
2000 students of General Category who secure 7 t&laove marks in their +1 class
examination conducted by the H.P. Board of Schatldation Dharamshala. The
scholarship is given @ Rs.10,000/- per year.

Thakur Sen Negi Utkrisht Chhatervritti Yojna .—The scholarship at +1 stage
under this scheme is given to 100 boys and 100 sgutlents belonging to ST

category on merit basis, and meritorious studemts secure 72% and above marks
in their 10th class examination conducted by thB.HBoard of School Education,

Dharamshala. The scholarship is given in +2 cléss ta the 100 boys and 100 girls
students belonging to ST category on merit basis sdcure 72 % and above marks
in +1 class. The scholarship is given @ Rs.11,00€vyear.

Maharishi Balmiki Chattarvriti Yojna.— The scholarship under this scheme is @
Rs.9000/- per year is given to the Bonafide Himéchials students belonging to
Balmiki Families, engaged in unclean occupatioryobe Matric to college level for
studies and professional courses at the levebltdge situated in Himachal Pradesh
irrespective of their status i.e. Govt. or Priva8tee concerned students must apply on
prescribed proforma through their Head of the StRadlege/Institution along with
Balmiki certificate.

Indira Gandhi Utkrisht Chhatervritti Yojna for Po st Plus Two.—The Indira
Gandhi Uttkrisht ChhatervrittiYojna for meritoriou®r Post Plus Two Courses shall
be awarded to 150 students @ Rs. 10,000/-P.Astpdent purely on the basis of the
merit and without any income ceiling .The Scholgrshill also be awarded to ten
toppers each from the merit list of 10+2 Arts, &ceeand Commerce, supplied by the
H.P. Board of School Education Dharamshala, pravidthey join any
academic/professional stream. The Scholarship @w@ded to ten toppers from the
merit list B.A./BSc./B.Com., provided they joinyaacademic /professional stream.
The scholarship will be renewed every year to #maes number of students till they
complete degree/course.

High School Merit Scholarship—First "300 students” are eligible on the basis of
"Merit List" of 8th class examination supplied bjiet H.P. Board of School
Education, Dharamshala. The selected studentdsargiaen this scholarship in 10th
class provided they pass 9th class completely. Jdtelarship is awarded @
Rs.1,000/- per year to the Day Scholars and @ B8/1per year to the Hostlers.

Note: In view of the Board exams for eighth class hauegn abolished, there is a
proposal to prepare the merit list as per earloems on the basis of one written test.

Rashtriya Indian Military College Scholarship.—This award is made to the ten
students who are Bonafide residents of H.P. andsardying from VIII to Xll in



10.

11.

12.

Rashtriya Indian Military College, Dehradun. Twtudents from each class are
eligible for the scholarship. The amount of scheiig is Rs. 20,000/-p.a.

IRDP Scholarship Scheme—Students belonging to IRDP families and studyiimg
6th to University level are eligible for this schmdhip provided they are pursuing
their studies in Govt./Govt. aided InstitutiondHrP.

Class Boys Girls
d" and 18 300/- p.a. 600/-p.a.
10+1 and10+2 800/- p.a. 8p0a.

Financial Assistance to the children of the Aned Forces Personnel

killed/disabled during the different War/Operations.—Children of Armed Forces
Personnel killed / disabled in the different waopérations are eligible for this
assistance. In case of disability is below 50%,dhiédren will get half scholarship.
Application proformas are available with Districii®ik Welfare Board. The Heads
of Institutions are directed to get the proformasified from the Dy. Director Sainik
Welfare Board of the respective district duly filep in all respect before submitting
to the Director of Education.

Class Boys Girls
d"and 14" 300/- p.a. 6004,
10+1 and10+2 800/- p.a. 800/- p.a.

Sainik School Sujanpur Tihra Scholarship—The students who are studying in
Sainik School Sujanpur Tihra and are Bonafide edl of Himachal Pradesh from
class VI to Xl will be given scholarship at thdléwing rates:-

Income Range Rate per annum
1. Upto Rs.9220 /-p.m. Rs 18000/-
2. 9221 to 10650/-p.m. Rs. 15000/-
3. 10651/- to 11470/- p.m. Rs. 12000/-
4. Above Rs.11470/- p.m. Rs.  8000/-

In addition, the studentslWwi given dietary money @ Rs. 10/- per day perdera
for 295 messing days. Clothing allowance @ Rup&&®/t per annum for the first
year (new students) and Rupees 750/- per annunth®rsubsequent years (old
students).

NDA Scholarship Scheme.—Fhis is a new State Sponsored Scheme started from

the year 2010-11 which will be given to the Caddtdimachal Pradesh who are
getting training at National Defence Academy PN®A, Khadakwasla, Pune.

Protsahn Chhatervritti Yojna.—This is a new State Sponsored Scheme started
from the year 2011-12 which will be given to thedgnts of ¥ to 12" Class for
continuing the studies with 80% attendance in #raesmonth.

Distance Rate :-
From 5 Km. to 8 Km. 200 PM'22")
From 8 Km. above 300 PM"@2")



5.17 Central Sponsored Scholarship Schemes beingnr by the Education Department in
Himachal Pradesh:

1.

Incentive to Girl Students for Secondary Eduddéon.—This is a centrally
sponsored scheme for SC/ST girl students who takeission in 8 class after
passing Middle Standard Examination from H.P. Baafrchool Education. Under
this scheme, the girl students will have to op&aak account with zero balance in a
Bank and will intimate her account number to theatH®f the Institution of the
school in which she took admission ifi @lass. The Head of the Institution will send
the particulars of all the eligible girl studentsa consolidated form along with bank
account number and name of the branch to the Dychir of the district concerned
who will further submit the list of the eligibleustents in the district in a consolidated
form alongwith soft copy (through e.mail /pen djite the Directorate of Higher
Education, H.P. Shimla. The girls under this schesheuld not have completed
sixteen years age as on®3Warch of the year. The amount of incentive uritiés
scheme is Rs. 3000/- and will be given in the stafpe Time Deposit. The amount
can be withdrawn when the girl attains the ageigiiteen years provided that she
had studied for two years regularly in some High/Sec. School and passed the
Matriculation Examination. All the girls who haveagsed Middle standard
Examination from Kasturba Gandhi Balika Vidyalyeespective of caste/religion are
eligible for this scholarship.

Pre—Matric Scholarship to the Children of those engaged in Un-clean
Occupation (Centrally Sponsored Scheme).-dnder this scheme the scholarship
will be admissible to the children of Indian Natat® who irrespective of their
religion, are actively engaged in scavenging of thirines, and other unclean
occupation i.e. tanning and flaying only which &m&ditionally considered 'unclean'’
occupations. The scholarship will be tenable oolstich Institutions and for such
courses up to Matric stage, which have been duggeized by the concerned state.
There will be no income ceiling for award of schstap under this scheme. The
duration of the scholarship in an academic yed0isnonths. The scholarship will be
awarded @ Rs.110/- per month from cla8st® 10" for day scholars and Rs. 700=
per month for hostellers. In addition to this ath@c grant of Rs.750/- p.a to day
scholar and Rs.1000/- p.a. to hostellers is alsaisgible.

Pre-Matric Scholarship to OBC Students (Centrly Sponsored Scheme).—
Under this scheme the scholarship will be givethtse students of'@nd 1¢' class
whose parents annual income does not exceed t44R&00/- . The scholarship will
be awarded @ Rs.50/- per month for day scholars2B3- per month for Hostellers
and Rs.500 per students per year one time adhot @aalso given under this
scheme.

Post-Matric Scholarship Scheme to SC StudentdCentrally Sponsored
Scheme).—The SC students whose parents annual income filoswces is up to
rupees two lac (Rs.2,00,000/-) are eligible folt &cholarship (i.e. maintenance
allowance + full fee) for all courses provided ythere pursuing their studies in
Govt./Govt. Aided/private recognized Institutions.



Group Course Monthly Rates
Day Hostellers
Scholars
Group | | (i) Degree and P.G Level Courses (Including M. RS5O 1200

Ph.D and Doctoral research) in Medicines (Allopath
Indian and other recognized system of medicines),
Engineering , Technology, Agriculture, Veterinanda
Allied Sciences, Management, Business Finance,
Business Administration and Computer Applications.

(i) Commercial Pilot Licence (Including helicoptedd®i
and Multi Engine rating) course.

(i) Post Graduate Diploma courses in various branches o

multi engine rating) course.

(iv) CA./ICWA/CS/I.C.F.Aetc.

(v) M. Phil, Ph.D and Post Doctoral
Programmes (D. Litt, D.Setc)

(a) In existing Group Il courses
(b) In existing Group Ill courses
(vi) L.L.M

[

Group
Il

(i) Graduate /Post Graduate courses leading
Degree,Diploma,certificate in areas like Pharmdgy
Pharma) Nurising (B Nursing), LLB,BFS, othe
para-medical branches like rehabilitation, diagioss
etc. Mass Communication Hotel Management
Catering, Travel/ tourism / Hospitality Managame
Interior  Decoration,  Nutrition &  Dietetics
Commercial Arts, Finacial Services (e.g. Banki
Insurance,Taxation etc.) for which entrar
qualification is minimum Sr. Secondary (10+2).

(i) Post Graduate courses not covered under Gloem.
MA/M.Sc./ M.Ed/ M. Pharma etc.

S1i1)) 820

rs

nt,

ng,
1ce

Group
[l

All other courses Leading to a graduate or abovgrées
(not covered in Group | & II).

300 570

Group
\Y

All post-matriculation level non-degree courses dich
entrance qualification is High School (Class X),esgnior
secondary certificates (class XI and XII, both gahand
vocational stream, ITI courses, three years diplomases
in Polytechnics, etc.

230 380




5. Post-Matric Scholarship Scheme to ST Student€éntrally Sponsored Scheme).—Fhe
ST students whose parents annual income from alices is up to  Rs.2,00,000/- are
eligible for full scholarship (i.e. maintenancdoalance + full fee) for all courses provided
they are pursuing their studies in Govt./Géitled/private recognized Institutions.

Group Course Monthly Rates
Day Hostellers
Scholars
Group | (i) Degree and P.G Level Courses (Including Phil, Ph.D | 55C 120C

and Doctoral research) in Medicines (Allopathicgitm
and other recognized system of medicines), Engimger
Technology, Agriculture, Veterinary and Allied Soies,
Management, Business Finance, Business Administrati
and Computer Applications.

(i) Commercial Pilot Licence (Including helicoptetdPiand
Multi Engine rating) course.

(i) Post Graduate Diploma courses in various brancligs o
multi Engine rating) course.

(iv) CA./ICWAICSI/I.C.F.Aetc.
(v) M. Phil, Ph. D and Post Doctoral
Programmes (D. Litt, D.Setc)

(c) Inexisting Group Il courses
(d) In existing Group Il courses

(vi) L.LM

Group Il () Graduat/Post Graduate courses leading to Dei| 53C 82(
Diploma, certificate in areas like Pharmacy (B ey
Nursing (B Nursing), LLB, BFS, others para-medical
branches like rehabilitation, diagnostics etc. Mass
Communication Hotel Management & Catering, Travel/
tourism/Hospitality Management, Interior Decorafion
Nutrition & Dietetics, Commercial Arts, Financigl
Services (e.g. Banking, Insurance, Taxation etor)| f
which entrance qualification is minimum Sr. Secayda
(10+2).

(i) Post Graduate courses not covered under Giloup-
e.g.MA/M.Sc./ M.Ed/ M. Pharma etc.

Group I All other courses Leading to a graduate or abovgré&se (not| 30C 57C
covered in Group | & II).

Group IV All post-matriculation level nc-degree courses for whi( 23C 38C
entrance qualification is High School (Class X)g.esenior
secondary certificates (class XI and Xll, both geheand
vocational stream, ITI courses, three years diplamarses in
Polytechnicsetc.




6. Post-Matric Scholarship Scheme to OBC Student&entrally Sponsored Scheme).—
All OBC students whose parents annual income fréraoairces is up to Rs.1,00,000/- are
eligible for scholarship (i.e. maintenance allosa+ full fee) provided they are studying
in Govt./Govt. Aided/private recognized Instituts

Group Course Monthly
Rates
Day Hosteller
Scholars

Group | (i) Degree and P.G Level Courses (Inclig M.Phil, Ph.D an(| 35C 75C

Doctoral research) in Medicines (Allopathic, Indiand other
recognized system of medicines), Engineering, Teldyy,
Agriculture, Veterinary and Allied Sciences, Managat,
Business Finance, Business Administration and Cadenpu
Applications.

(i) Commercial Pilot Licence (Including helicopterld®i and
Multi Engine rating) course.

(iii) Post Graduate Diploma courses in various branchesutti
Engine rating) course.

(iv) CA./ICWA/CS/I.C.F.Aetc.
(v) M.Phil, Ph.D and Post Doctoral
Programmes (D.Litt, D.Setc)

(e) In existing Group Il courses
(f) In existing Group Il courses
(vi) L.L.M

Group Il @ Graduate  /Post  Graduate  courses leading 32t 51C
Degree,Diploma,certificate in areas like Pharm&yharma)
Nurising (B Nursing), LLB, BFS, others para-medical
branches like rehabilitation, diagnostics etc. Mass
Communication Hotel Management & Catering, Travel/
tourism / Hospitality Managament, Interior Decaooati
Nutrition & Dietetics, Commercial Arts, Finacial iS&es
(e.g. Banking, Insurance, Taxation etc.) for whattrance
qualification is minimum Sr. Secondary (10+2).

(i) Post Graduate courses not covered under Gitoapg. MA/
M.Sc./ M.Ed/ M. Pharma etc.

Group lll | All other courses Leading to a graduate or abovgr®&e (nol| 21C 40(
covered in Group | & II).

Group IV | All post-matriculation evel nol-degree courses for which entrar| 16C 26(
qualification is High School (Class X), e.g. senisecondary
certificates (class XlI and XIl, both general armtational stream,
ITI courses, three years diploma courses in Pdiyties,etc.




10.

11

12.

Upgradation of Merit of SC/ST Students (CSS).-Seven students (SC-6 & ST-1) are
selected on the basis of merit list of middle ssaddexams of HPBSE are admitted f 9
class in GSSS Sarahan (Sirmour).The Scheme isléefram 9" to 10+2 class

1. For fee and stationery = . B500/- per annum
2. For boarding and lodging = RB&00/- per month
3. Out of pocket allowance = R&00/- per month

In addition to this a provision for the paymeftHonorarium @ Rs.8000/- per annum per
student is made to the teachers imparting teadbitigese students.

Note.—In view of the Board exams for eighth class havivegen abolished, there is a
proposal to prepare the merit list as per earliems on the basis of one written test.

Merit cum Means Scholarship Scheme for Students bahging to Minority community
(CSS).—This Scholarship is for the Minority students bgmg to (Muslim-13,Sikh-
8,Christian-1,Budhhist- 8 ,Total =30 ).The annimabme of the parent or guardian of the
beneficiary should not exceed Rs. 2.50 Lac fromsalirces and student should not have
less than 50% marks. Financial assistance will ivengto pursue degree and/or Post-
graduate level technical Professional courses fiemugnized institutions.

Post—Matric Scholarship Scheme to Students belging to Minority Community
(CSS).—This Scholarship will be given from XI to Phd. Léwe Govt./recognized private
school/college/institute including technical/vooatl cources for the Minority students
belonging to (Muslim, Sikh,Christian, Budhhist aPdrsi ).The annual income of the parent
or guardian of the beneficiary should not exceedZR30 Lac from all sources and student
should not have less than 50% marks in the previioas examination. Student must pass
the examination from Govt./Govt.-aided institutions

Pre-Matric Scholarship Scheme to Students belging to Minority Community
(CSS).—This Scholarship is for the Minority students bemg to (Muslim-250, Sikh-
160,Christian-20,Budhhist-160 Total —600 studeimts). annual income of the parents or
guardian of the beneficiary should not exceed R30 Lac from all sources and student
should not have less than 50% marks in the previmas examination. The Scholarship
will be awarded for students in India in a Govtpowvate School from class 1 to class 10th.

Centrally Sponsored Scheme of Scholarship for Collee and University Students
(CSS).—This is a new CSS on the basis of (50% boys, 50%) gnplemented in the year
2008-09 through H. P. Board of School Educationtmshala for Post plus two students
who secured 80% and above marks in 10+2 class. H&dBof School Education,
Dharamshala invites the application forms of elmgilstudents and sent direct to GOlI,
MHRD, New Delhi.

Maulana Azad National Scholarship Scheme for #titorious Girls Students
belonging to Minorities.—This Scholarship is being given to 18 meritorioir$ udents
belonging to Minority community (Muslim—O08, Sikh-p4Christan-02, Bhudhist-04
Total=18 students) who secured 55% and above miarkislatriculation Examination
conducted by the H.P. Board of School EducatiorarBimshala and the family income of
the student from all sources should be less thanlR9,000/-(Rupees one Lac only).The
amount of scholarship will be Rs 12000/- which Vo released in two installments of Rs
6000/- each. The first installment will be releassdter sanction of scholarship and the



second installment will be released when the studéhsubmit proof of passing class 11
and seek admission td12lass in the office of the institution.

13. Inspire (CSS).—At present the scheme is being implemented atdtael lof Elementary
Education i.e. upto 10th class. In this regardse@or, Elementary Education has issued
instructions to all the Deputy Directors Higherfakentary Education of the State.

14.  National Meanscum-Merit Scholarship (CSS).—National Means:umMerit Scholarship
Scheme being started by Govt. of India, Ministry Wiman Resource Development
Department of School Education and Literacy Secon8aholarship Division, New Delhi.
The Scheme is being implemented through PrincR@ERT, Solan
Note :- The rates/income ceiling etc. are subject to chamglewill be notified accordingly.

Common Application Form For all Kinds of Scholarship

(Incomplete form will not be accepted by the office

Name of the Scholarship Scheme ...,
Attested Phot
Fresh/Renewal ...........ccooiiiiiiiniiiine e, Y@AN ittt
1 Name of the student (in capital letters)............icovemeeevccii e
2 Date of Birth ..................... Sex(Male/Female)....cu.oooveneviviiiiiiiinneniens
3 Father's / Husband's / Guardian’s Name(Sh. / Smt.).................Mother's Name...................
4, Father/Mother/Guardian OCCUPALION.......... e e et e e e e e een e
5. Category to which student belongs/General/IRDP/BRIET/OBC/Balmiki/ Family in Unclean
ProfeSSION......vii it (Caste/Himachali Bonafid€ertificate be
attached*) Religion.............cocovii e, Nationality.....cccccoeeeeviiiiiiiiiieiee e
6. Permanent HOmME AdArESS. .....ueiiie i e e e e et e e e e e et e e ees
Telephone/MOobiIlE NO. ...t e e e e e e e e e e e e e e e e e
7. (Of0] g £=T] o o] pTo (=T oIV [0 | €=
8. Previous Class/Semester attended... .ccccuvivvieieee i, Group/stream...........cuveeeenennnns
QI ] = 1 0 F= 1 S TP
Marks obtained ...................oee Percentage........................(Mark sheet be attached **)
9. Class/Course in Which admitted............oi it e e e e ee e e e eaeenas
Duration of Class/Course ............... Date of Admission.................. Year.....ooooeiiiieennnn.
10. Name of the Institution in which admitted /wheredsting (Full Address)............cccceevvvviie e,
11. Aadhar Card/Aadhar RegiStration NO.......... e e e ereer e e e e e e e e
12. Registration NO. of the StUdeNt.. ... e e
13. Name of the Bank ...Acc. No.(Latest Bank Statemétatched ***)...........ccccccceinvnnennn. IFSC

OO e e e e s



14. Whether student is admitted against regular se@ eat ..........ccccoeviiiiiiier i e
15. Income of the Parents/Guardian from all sourcestifi@ate be attached) PA............cc.ccoeeevnnee.

16. Day SCNOlar HOS I eI % i i e e e e e e e
(Sr. No. 17 to 19 to be filled by the DirectoratefdHr. Edu.)
17. Amount of Scholarship (Maintenance allowance forF..........ccoo i e e

18. Amount of non-refundable Fees only (Recommended bthe competent
= LU 1 0T )Y iciaiaiaketc P

19. Total Refundable amount (Sr. NO. L17+18) ... cciviiiiiiiie it e e e e e enens
Declaration

| hereby declare that all statements made in dbjglication are true and correct to the best of
knowledge and belief. Neither | am in receipt of acholarship from any other source nor am | wagkin
anywhere. | understand that in the event of pdeisu/information given herein being found false or
incorrect my claim for award of scholarship is l@alio be rejected or cancelled and in the event of
discrepancy being detected after the award of achiuip, | shall be liable to refund the entire antoof
scholarship/fee with interest @ 18% and the departwill be free to initiate legal action againss.

Signature of Parents/Guardian Signatéitbe student
Signature of warden Signature of Principal/Head of Institution
With seal with seal

(In case of hostler for PMSS/IRDP)

List of mandatory enclosures:-

* Attach Caste certificate, in original duyjgned by the competent authority for Post Matric
Scholarship Scheme (SC/ST/OBC)/Attach Caste cmatdi & Bonafide Certificate for all
Scholarship Schemes.

*x Attested copy of certificate, diplomdegree etc. in respect of all/previous examingpiassed.
**  Bank Statement must be attached foiifieation of student A/C No. & Branch name.
**x  |FSC code is must for online paymerftazholarship amount in the student's A/C.
*rxxx Hostel verification must be verified bthe Hostel Warden in the prescribed forms.
Fkkkokk Copy of Fees Structure and affiliation ofnstitution in case of Post Matric SC/ST/OBC
scholarship must be attached.

Receipt
Received a sum of Rs.........ceeeviiinnnns (RBpee......cooeeeieeeeeees ) on account ath8larship
amount through Cheque/RTGS/NEFT. NO.......ccceeeee. .. Db, for thdass in which
Student studying...........ccccevvvvvneneee. nda session...........ceeeeeeeeeinnns from therebiorate of Higher
Education, H.P. Shimla-1.
Counter Signature of Principal/Head of Institution Signature of Student

with seal

Note: - One student is entitled to receive only one sckabigr(which is on the higher side) in a
particular session until and unless it is otherwigmtioned in the norms of a particular scheme.



APPLICATION FORM FOR PROTSAHAN CHHATRAVRITI YOJANA

Name of the Schem®@rotsahan Chhatravriti Yojana............cccccccevenes =T |

1. Name of the student (in Capital IEHEIS). meee eeieiiiiieii e

2. = 1 (=0 ) =T 1 P oSS

3. Yo (Y E= 1= =T 4 T 1= TSR

4, Father's Name (Sh.).........cccocccvivviennnnne Mother's Name (SMt.)......coooviiiieiieeee e,

5. Permanent HOME AGAIESS. ... ..ot e ettt e e e et e e e st ee e e e e s abbe e e e e e e e
BIC=1 =T 0] g e T U= ALY, o] o1 [N N o USRI

6. Class in which admitted...............ccccceeeeinininins Date of AdMISSION...........uummmmeeeeeeeeeeieeeeniiiinennns
Name of the Institution in WhiCh adMIttEd. v cccvvvriiiiiiiiiiiiiiiice e

8. Anticipated percentage of month wise attendaifidbe end of session (month wise 80% and above
attendance is compulsory for this Scheme & atteoelato the duly verified by the class
L= Lo 1T TSRS

9. Actual distance from Permanent HOME...... oottt eee s e er e e e e e eeeaeaeeaeeas

10. Admissible AMOUNE MONTN WISE.......ciiiiiiieieeiiicee e

11. Total Refundable amount (i.€. ClaiM).....coeioi o ee e e e e e e e e e e
Declaration :
| hereby declare that the information furnished vabds true and correct to the best of my
knowledge. If any information about the distancéisnd incorrect at any stage, | shall be liable t
refund the entire amount &rotsahan Chhatravriti with interest @ 18% and the department will
be free to initiate legal action against me.

Signature of Parents/Guardian Signature of student

Date : Verified by the class Teacher (with gm

At the time of payment
Approved.

Principal/Headmaster
(With seal)



Proforma-|
(To be submitted category wise)

Estimated budget demand of (Gen./SC/ST)....ccccceeiirrrrrrnnnnne. students under "Protsahan
Chhatravriti Yojana" for the year 2011-12 in r/lo GSSS/HS.......ccccocvvvevvvienenn. Distt........ccceeeeen. H.P.
DDO Code.....cccoveieiiiiii e LI V2 ©fo Lo [ T

Sl. Nameof the | Fathe's Name | Clas: | Boys | Girls | Distance| Rate No. of Total
No. student in Km. Month | Amount

Tentative Verification by
the Class Teacher.

Tentative Recommendation of
Scholarship Committee




(Actual verification to be done at the time of payrent)

1.
2.
3.
Signature of Principal
(with seal)
Proforma-Ii
(To be submitted category wise)

Consolidated budget demand of (Gen./SC/ST)...ccceeuvrierirrrerrerrrerennnns students under
"Protsahan Chhatravriti Yojna" for the year 2011-12 in r/o Dy. Director of Higher
Education..........ccccoeeeiiiiinnnnennnn. D] | P H.P.

Sl. Name of Schools Try. Codé DDO Code Boys Girl3otal Amount
No.
1.
2.
3.
4.
5.
6.
7.

Dy. Director of Higher Education
D1 | PP H.P.



CHAPTER-6
Physical Infrastructure
6. School Building:

6.1 General:

A school building is required to be designed prbpkeeping in view the requirements of
the institutions. The building should be constrdab@ a proper suitable site that is large enough to
provide for the present and future needs of thétii®n. An ideal school building should be
located in healthy surroundings, quiet and pleasantronment having cross ventilation, natural
light and adequate sanitary arrangements.Therecetain norms fixed by the department for
school sites and construction of building. Everynagement is expected to make available the
infrastructure according to these norms. Sinceaé¢keurces available for construction of buildings
are meagre, it is not possible for Govt. alone ¢ostruct a large number of new buildings.
Donations/co-operation of the local Public /Panettagnd other such arrangements will
accordingly be necessary to augment the resouszEssary in this regard.

6.2 Duties of the Head of the Institution regardig maintenance of Institution:

It is the duties of the Head of the Institutionetasure that every school has the following
infrastructure:—

(i) Every school must have their own land in the narheEducation Department.
Demarcation of land must have been done properly Teaatima and Jamabandi of
school land should be available in the school @cor

(i)  Every school must have Drinking Water Facilities &iudents and staff of the
institution.

(iii) Toilets for teachers and students (separate fos Bogirls) should be available in the
institution.

(iv) Rain Water Harvesting structure must have been-bpiln the institution.

(v) Fire extinguisher on the basis of National Buildi@gde must be installed in the
institution. The following formula must be followedor installation of fire
extinguisher:—

= Y c U)LUG_) =
1) 5 o= 2s0n 2 caooc?
£ TR >SSz 2
s ©TO E=O Evg®
5 ¢ 38 Ego 2 £25%
2 0 T o= S50 o S| B2 < ¥
] o © 5 O = S = =
S £ |5u%3 x| §-8%5% I 8 0288 32
c 2 D~ ‘B £ 5
9 3 288279 £20E S RE N
: S o s .S o o ] S c = O
S e 832887 Smg g 20 8% 35
b4 =5 = 2 C ST n ILCDLE C;,,:E o
. o = < O o+ © o @] L5 @] O w O
)] 0 FoLESn Z2cd8=0 O 0o 2
Example:-1 200 1100 Sqg.Mtrs Y=11061.8 Z=1.8x4=7.2
600 i.e.
Rounded to~7

(i) It may be ensured that boundary wall be construatednd school land for the safety
of the school properly.

(i)  Head of the institution has to ensure that thermisinsafe structure within the school
premises. All unsafe structure must be dismanttegdes procedure mentioned at 6.5
of this chapter.



(iif)  Utilization Certificate of amount released by thepdrtment for the repair of school
building must be supplied to this Directorate witkie period of three months.

(iv) The construction works of school must be monitdsgdhe Head of the institution
regularly and status report of work be sent toDirectorate quarterly.

6.3 Steps to be taken for the preparation of Drawigs/Estimate:-

(i)  Justification Remarks for the new construction psa by the Head of the Institution
with due approval from DDHE of the district be semDirector of Higher Education.

(i)  Requirement of accommodation keeping in view thel|aexisting accommodation
and strength of the students be sent to the Dirawitddigher Education through
Deputy Director of Higher Education concerned fppraval on prescribed proforma
(Proforma-A and B).

(i)  Blueprint drawings of proposed work must be gotraped from the Director of
Higher Education.

(iv) Certificate by the constructing agencies i.e. landvailable and acceptance of land
by the constructing agencies for the constructibproposed work must be obtained
on FORM-ILI.

(v) Estimate for the construction work may be submittedthe Director of Higher
Education through Deputy Director of Higher Edueaticoncerned along with
FORM-I & FORM-II.

Estimate for the repair work may be submitted s @irector of Higher Education
through the Deputy Director of Higher Educatiorcohcerned district along with
FORM-III.

6.4 Size and Construction:

A school building shall be constructed accordingtite specification approved by the
Education Department from time to time. NormallyMaldle school building will consist of three
rooms of8x6 meters with verandah and one office cum staff room

High school building shall consist of a Headmdsteyom, an office room for clerk, a staff
room, rooms for all classes in accordance with rbguirements of the institution, a science
laboratory, spacious room for ICT Lab, a Librandaeading room, NCC room, Scout and Guide
room, a store room and a big multipurpose hall.

In Senior Secondary school, in addition to theoaamodation for High school, there will be
separate laboratory for Physics, Chemistry, BioJdggmputer lab and sports room. The different
rooms will be of such dimensions as approved byHHacation Department from time to time.
Science class rooms and labs are the integralopdhte school building. So no separate science
block will be constructed in the school campusuitufe.

Separate toilets for boys, girls and staff wiabe provided as per requirements. Ramps
and rails to be made for Children with Special NeédWSN) so that they may be the part of
Integrated Education Disability (IED).

No school is to be made functional/taken over/aggd unless the people of the area
provide suitable accommodation for the purpose.



PROFORMA-"A”

REQUIREMENT OF ACCOMMODATION FOR GOVT SR. SEC. SCHO OL

Sl Particulars Available | Additional
No Required

() 1. | Class Roorr

2. | Whether Science is functional in school or not?ydfs, ther
Science Labs for Physics, Chemistry and Biologyaealable or,
required, if science stream is functioning.

Principal Office with toile

Office for Ministerial Stafi

Examination Hal

I.T. Lab. Roorr

3
4,
5. Staff Room
6
7
8

Library Room (400 Sq. F

9. Room for Art & Craft.

10. Sports Roon

11. Chowkidar Roor

12. Toilet for Staff (Mal-1 & Femal-1) 2 Nos

13. Toilet for (Boy:-2 & Girls-2) 4 No.

14, Boundary wall

15, Additional Requirement, if any

Note: | In addition to above requirement of accommodationdr a High School may also be addk.
Class-wise _enrolment from & to 12" Class

() Class Boys Girls Total

I 6" Class

li 7™ Class

lii 8™ Class

lv 9" Class

Y; 10" Class

Vi 11" Class (Arts)

11" Class (Non Medical)

11" Class (Medical

11" Class (Commerce

Vii 12" Class (Arts)

12" Class (Non Medical)

12" Class (Medical)

12" Class (Commerce)

17. Land for Construction Yes No
available / without hassles

NOTE:- The size of class rooms should be of 8x6 nees.

PROFORMA-‘B”

REQUIREMENT OF ACCOMMODATION FOR GOVT HIGH SCHOOL

S. Particulars Available Additional
No Required

() 1. | Headmaster offic
. Office for Ministerial Staff

N

3. Staff Room

4, Science Room for practical wo




S. Particulars Available Additional
No. Required
5. Library Room
6. Computer/l.T. Roon
7. Room for Art & Craft
8. Store/Sports/INSS/NCC /Scout and Guide/ one s
room each.
9. Class Rooms with dimensic
10. | Examination Hal
11. | Chowkidar Roor
12. | Toilet for Staff (Male1 & Femal-1) 2 Nos
13. | Toilet for (Boy«-2 & Girls-2) 4 Nos
14. | Boundary wall
15. Additional Requirement, if any
Note: Class room size should be 8X6 sg.mts
Class-wise enrolment from B to 10" Class
() Class Boys Girls Total
i 6" Class
i 7" Class
ii 8" Class
lv | 9" Class
v | 10" Class
(i | Total land of school in the name of education diment (attach proof
ii Land available for the constructi
FORM No. |
Proforma for NEW construction works
1. Name of the INSHLULION...............i e e e e e e et e e e e e e eeeaees
2. Name of the Principal submitting the proposalrfew construction work...................
3. Total land in the name of the school as peemae record................oooeeeiiiiiiiinienn.
4. Whether land is available for the proposed nemstruction (Yes/NO)............cccceeeee.e.
(If yes, Tatima & Parcha of site selected for n@mstruction must be enclosed)
5. Whether land selected for new constructiomee from all encumbrances...................
6. Whether drawings have been prepared & apprbydtle competent authority
(Yes/No), if yes name of authority be mention€d................cccoooeiiiiiiiiieccee,
7. Name Of EXECULING AQENCY  o.iiiitiit it e e e et e e ettt e e aaerenen e e
8. Whether site selected for the new construchame been accepted by the executing a
=10 =] 0 [V P PUPRTPIN
9. Brief details of NEW CONSIIUCHION ........oiiuiii i e e e e
10. Status of other construction work (if any) fehich grants have already been released.

NOTE: No case will be considered without above meianed information on proforma and without encloseq
drawings & estimates of new construction work. Plese also enclose certification (on proforma) from th

constructing agency.

| certify that the information given above is traad correct to the best of my knowledge

belief and as Head of Institution, | undertakeupesvise the progress of the construction work
submitstatus report regularly, if grants are released. Also, this sl is being submitted wi
consideration of covering the existing infrastruetgaps in the school as reported in 8EMIS

DATA (available on internet).

and
and
th




Dated: Signature of Head of Institution
With seal

Countersigned by

Dated: Deputy Director of Hr. Education
(of the concerned district)

APPROVED FOR CONSIDERATION

Director of Hr. Education
Himachal Pradesh, Shimla.

FORM NO. Il
CERTIFICATION FOR ACCEPTANCE OF NEW CONSTRUCTION WO RK
(HPPWD/HIMUDA/BDO/Any other Govt. agency)

1. Name of the CONSLIUCtING AQENCY ... ... ... .ottt e e e e e e enen
(WIth @AAIESS) ... et e e e e e e e e es
Name of the INSULION ...t e e e e erm e e e
Name of the NEW CONSTIUCLION WOTK ....... oo eeeeeeeeiee e ee e e e e e e eeneeees
Site for the new construction work has been $8eme and is acceptable for the propo
CONSIIUCTION WOTK....e it ettt e et e e e e et e e et e e e eeemee s s eaaeaaas
Brief detail of the CONStruCtion WOIK..........coieiiiii e
Estimate for the construction work amounts tQ.RS........cccoevevviiviiiiiiiieiin e,

hown

No o

8. Status of other construction work (if any) ofstlinstitution for which grants have be
released by the Govt. or any other agency.......cccccceeeeeeiiie,
| certify that the information given above is traled correct to the best of my ability and

2N

on

behalf of the constructing agency | undertake &t tnd complete the construction in time bound

manner, if grants are released for the work. Alsmdertake to submit status report regularly
utilization certificate within 30 days of the corepibn of the work.
Dated: Signature of the competent authority
with seal
(Name & address of signing authority)

and

FORM-III
Proforma for Repair & Maintenance works
1. Name of the INSHIULION: ...t e e e e aen e e
2. Name of the Principal submitting the proposalRepair & Maintenance work:

3 Brief detail Of WOrK... ... ...
4. Name Of EXECULING AQEINCY ... oo et et e e e e e e e e aenaen e e an
5. Whether building has been declared unsafe s/
6 Estimated Cost of the Repair WOIK.......... ..o e e
7 Status of other Repair work (if any) for whigtants have already been released.
NOTE: No case will be considered without above meiained information on proforma.

| certify that the information given above is traed correct to the best of my knowled
and belief and as Head of Institution, | undertaksupervise the progress of the Repair work
submitstatus report regularly, if grants are released.

ge
and




Dated: Signature of Head of Institution
With seal

Countersigned by

Dated: Deputy Director of Hr. Education

(of the concerned district)
APPROVED FOR CONSIDERATION

Director of Hr. Education
Himachal Pradesh, Shimla.

6.5 Norms for Dismantling of Old and Unsafe GovtBuilding:

The Govt. has fixed certain norms for dismantlifgotd Govt. buildings. Head of the
institution has to ensure that there is no undafetire within the school premises-

()  Proposal for the dismantling of old and unsafe Govilding should be submitted
through DDHE of concerned district on the presatilpeoforma along-with survey
report including unsafe certificate issued by thedutive Engineer, HPPWD to the
Deputy Commissioner of district.

(i)  The Govt. has delegated the powers to dismantlelthand unsafe Govt. building to
the Head of the Department and Deputy Commissioh#re concerned district vide
letter No. Fin-E-1-(A)3-1/2006 dated 6-10-2010,152010 & 18-4-2011.

(i)  The old building/structure should be dismantledtigh auction in the open market,
the process of auction should be done through HPPaMD the book value
drawn/auction money be got deposited in the Gogasury.

Proforma for Dismantling of old and unsafe Govt. lilding
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6.6 Monitoring of Construction of Building/Additio nal Accommodation:

Education Department has spent huge fund for dhstouction of various new and ongoing
schemes. Head of the institution may ensure to gultitization certificate/competition report to
Director of Higher Education.

The detailed information must be submitted to Eheector of Higher Education on the
prescribed proforma. Separate proforma sheet ki fos@ach construction work done in Govt. Sr.
Sec. Schools/ Govt. High Schools.
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Date.................. Head of the Institution
(With seal)
Place.................

6.7  School Library:

Today libraries have become more and more progiati schools. Teacher’s educational
proficiencies and skills are refined by librari@fie teachers /students get input from the libraries
Library is a tool for formal and informal educatioBo the need of the hour is that our library
should be more and more modernised, enriched wifereht subjects, Magazines, Journals,
Thesis, and scientific temper. School libraries ehav vital role to play. Students have to be
motivated to read different books and to utiliseithime to the best of their abilities.

Each school must run its library properly. Therewdd be adequate seating space for at
least 40 students at a time. Library periods mestlbarly depicted in weekly time table for each
class. Library room must be used only for libratygmse.

Utility of libraries can be gauged from the fakat H.P. Govt. has declared all the GSSS
Libraries in H.P. as Public libraries. To bridgee thap between society and the school, these
libraries will be public libraries and they will m&in open during vacations also. Assistant
Librarian shall attend his duties on all workingysldrom 10AmM to 5pM. He will serve in schools
during school hours and thereafter keep the lbogen for general public/local community up-to
5pm. All library books should be entered in Accesdregister, classified and catalogued properly.
Shelving be made in such a way that five laws bfaliy as laid down by Professor S. R.
Ranganathan are observed properly.

To make libraries more popular, each institutibawdd celebrate special library days dfi 5
September and f4November every year with book exhibitions. Varidestures on library should
also be delivered on these days.



6.7.1 Library Assistant/Assistant Librarian:

Role of the school librarian—The school librarian mainly performs four leadgpsroles:
Teacher, Instructional Partner, Information Speéstiabnd Programme Administrator. School
librarian should assist the students in selectiogkb. He will also see classes as per time table
allotted by the Head of the Institution.

6.7.1.1 Duties of Library Assistant/Assistant Libarian:

Library Assistant/Assistant Librarian shall:—

Discharge duties with utmost perfection.

Adhere strictly to library timings.

Maintain record of books, Journals, magazines,agji€Ds, microfiimtc.in such a
way that whenever need arises, they could be dlaitaadily.

Do shelving of books systematically subject wis@kviwise alphabetically so as to
save the time of students.

Ensure location of documents for ready reference.

Manage library in such a way that cleaning dustihgooks is made properly at least
once a week.

Verify the stock of bookstc. physically every month and rectify the shelvedydai
Ensure that all students/ visitors have librarydsaso they can access books in the
library.

Allow general public after school hours to readha library up to 5pm.

Issue books to the students.

Upkeep books accounts.

Establish, maintain and update catalogue.

6.8 Repairs:

The school building will be maintained by the cemed agencies such as Panchyats,
Education Department and P.W.D. or any Govt. Agenay of regular maintenance budget
provided by the department or through building fuBdsential minor repairs will be carried out by
building fund committee, to be constituted by tleadh of institution out of building fund available
at their disposal to ensure the long life of thieosd building.

6.9 Hostel:

The Head of the Institution will make the hosteindtional wherever existsEvery
institution which enrolls boarders shall providedamaintain under efficient control suitable
building for the accommodation of such boarders Mbstel shall be in a suitable locality and shall
be capable of being closed to the ingress of vs#nd the egress of boarders at any time.

6.9.1 Dormitories:

Dormitories shall not be less than 12ft in heightl shall provide a floor space of at least
50 sq. ft. for each boarder to be accommodated prtivision for adequate number of toilets/
bathrooms. The dimensions of each dormitory andntiraber of boarders permitted to occupy it
shall be plainly marked on the dormitory.

6.9.2 Hostel Warden:

The Head of the Institution is responsible for thenagement of the Hostel, but for each
separate Hostel a Hostel Warden shall be appoiinted amongst teaching staff. The Head of



Institution will appoint lady warden in all the @rhostels under the control of the institution. In

eventuality of her being on leave only lady teacstewuld be appointed as a substitute. Being on
Govt. Duty and for the welfare of female studemspody should refuse it. In case such

arrangements cannot be made, the Home Guard Degdrtmay be requested to deploy two lady

constables during the period of leave of Hostel d&ar

6.9.3 Duties of the Hostel Warden:

The warden shall, under the direction of the Hehthe Institution maintain discipline in
the Hostel, control the menial staff and satistyself/herself that the hostel premises are kept in
clean and thoroughly sanitary condition. He/Shik fuinish a daily report of the attendance of the
boarders to the Head of the Institution and wilmoounicate at once to the Head the matter
requiring his immediate attention. He/She shaliegoroper rules for the guidance of the Boarders,
and get them approved form the Head of the IngiitufThese sets of rules shall be displayed in a
spacious place in the Hostel and shall be shovihetdnspecting Officer for approval at the time of
annual inspection. He will also maintain First- Add for emergency.

To curb the menace of ragging in the hostel, fyeshrolled students or who are in any way
considered juniors by the other students will kzeetl in the charge of Hostel Warden who should
himself reside there. And wherein the entry of semand outsiders shall be prohibited before and
after specified hours of the days except underatit@ority of the person in-charge, entry in the
Hostel at other times may also be regulated.

6.9.4 Accommodation to Hostel Warden:

The warden of a hostel has to reside within thetdloand he/she is entitled to
accommodation.

6.9.5 Hostel Fee:

1. The Hostel Fee in educational institution sbhallcharged in accordance with the rates
prescribed by the Govt. From time to time whichlisba deposited into Government
treasury on its realisation.

2. The Hostel Fee in the schools shall be levigbeafollowing rates:
High schools
Boys & Girls RsO0D0 Per Month (subject to change)
Note: (i) Fee concession is not admissible in case of Hodes.

(i)  The Hostel fee for the full month should bleacged from hostellers
irrespective of their date of joining or leaving.

(i)  The exemption from the payment of the Hodtelke cannot be allowed
in the case of Hostellers remaining absent on keke for a full
calendar month , if his seat is reserved for himh daring his absence
cannot be allowed to another scholar.

6.9.6 Hostel Security (Refundable):

All hostellers shall pay a security deposit of 3/- each at the time of first entry in the
Hostel refundable at the time of leaving hostele Bmount of security deposit shall be kept in
saving bank account of State Co-operative BankioNalised Bank nearby. Where such facility is



not available, it may be kept in saving bank actamfmearest post office. The account may be
opened in the Name of Head of the Institution bsigieation.

6.9.7 Hostel Admission Norms:

After admitting the old hostellers, admission tstadent in the Hostel will be purely on
merit (Academic) basis. The first preference in #agnission shall be given to that category of
students to which a particular Hostel belongs.tiAdl students who are eligible for taking admission
in school shall be eligible for admission to hostebject to the fulfilment of the terms and
conditions mentioned below:—

(i)

(i)
(iii)

(iv)

72% of the total seats in the particular Hostelllsbe filled purely on the basis of
academic merit and one seat each shall be restw#te following :—

(@)
(b)

Sports Persons with outstanding performance inrrdatenal/National/State
level.
Cultural category (on merit).

3% of the total seats in the particular Hostel Ishalreserved for the persons with
disability (disability should be 40% or more thadP4).

25% of the total seats in the Hostel shall bedillgp on the basis of Povertyim
Brilliance which can be determined on the producttd BPL/IRDP Certificate issued
by the competent authority (Certificate should b@tlder than six months).

If the hostels seats remain vacant after exhausghiagabove categories (i) to (iii),
then the remaining seats will be filled from renmagncategories by following the
roster, e.g.

(@)

(b)

()

(d)
(€)

If hostel belongs to SC category then theaiaimg categories will be ST, OBC

and General. However, from amongst the Generaboage5% seats shall be

filed up on the basis of Povertumbrilliance for which the necessary
documents should be submitted by the students wgkiking admission to the

Hostel issued by the competent authority. (CedtBcshould have been issued
within last six months).

If the hostel belongs to ST category thenrgmaaining categories will be SC,

OBC and General. However, from amongst the Gemattalgory 5% seats shall

be filled up on the basis of Poverymbrilliance for which the necessary
documents should be submitted by the students wgkiking admission to the

Hostel issued by the competent authority. (CedtBcshould not be older than
six months).

If hostel belongs to OBC category then thmaming categories will be SC, ST

and General. However, from amongst the Generaboage5% seats shall be

filed up on the basis of Povertumbrilliance for which the necessary
documents should be submitted by the students wgki&ing admission to the

Hostel issued by the competent authority. (CegtBcshould not be older than
six months).

If the hostel belongs to the General Categivgn admission shall be done
purely on merit basis and students of all categastall be eligible.

If the hostel belongs to Ex-serviceman catggjoen 50% seats shall be reserved
for wards of Ex-serviceman/Defence personnel anthieing 50% seats shall be

treated as General Category which shall be fille@siper the criteria given at

() to (iii).



Other Terms and Conditions:

() Head of the Institution shall have the sole powedemying admission to students on
disciplinary grounds.

(i) At the time of admission to the hostel, one of plaeents must accompany the ward
and if the students have no parent alive guardiamstnaccompany, so that
undertakings with effect to anti raggiete.can be taken.

(i)  The admission to the hostel shall be on annuas$ basfor one academic session and
for the next year the student has to fulfil theéesta as mentioned above again.

(iv)  Any kind of misbehaviour/misconduct/indiscipline hostel shall lead to expulsion
from the hostel.

(v) In case of involvement in ragging under definitioh the “Himachal Pradesh
Prohibition of Ragging Act 2009, the students shmdl expelled from the hostel
immediately.

(vi) The hosteller has to follow the norms and starslafided by the Hostel
Committee/Head of the concerned institution andation of these rules shall lead to
the expulsion of student from the hostel.

(vii) The hosteller shall have to pay the fee asspribed by the Govt. and other
expenditure towards mess chargés as fixed by the Hostel Committee from time to
time.

6.9.8 Medical Attendance:

Provision shall be made for regular Medical atterwk, where ever possible suitably
located and well ventilated room should be avadad a sick room along with a suitably furnished
room for the use of the Medical Officer.

6.9.9 Utilisation of Interest on Security:

The interest accruing on security deposits shbelditilised for the common good of the
hostellers, equipment for Hostel common room amchkin, utensilgtc.on the recommendation of
committee of hostellers to be constituted by thetelovarden.

6.9.10 Hostel Committee:

The optimum use of hostel facility should be eeduby constituting the hostel committee
having following members:—

() Head of Institution o Chairman
(i)  Warden of the Hostel ... Member
(i)  One Sr. Teacher .. Member
(iv)  SMC President .. Member
(v)  One eminent educationist ... Member

(to be nominated by Head of Institution)

The hostel will be run on self financing basisdt otherwise specified and the committee
will decide the charges to be charged from thedliess under miscellaneous head if not otherwise
specified for Hostel. The mess will be run on Ceapive/Contract basis and if sweeper,
chowkidar, cook and helpeatc. are required the expenditure incurred on the staff electricity
and water chargestc. will be met by the occupants, charging them unbderMiscellaneous Fund
for Hostel.



6.9.11 Norms for providing Articles/Equipments:

Norms for providing Articles/Equipments for newdpnstructed Hostels for SC/ST/ OBC
(Boys/Girls) will be as under:—

Sl. No. Particulars StartlRequirements
Students Room
1. Cots 01 Per Student
2. Reading Tables 01 Per Student
3. Chairs 01 Per Student
4 Curtains As per requirement
5. Dust Bins 01 Per Student
6. Geysers for each bathroom 01 Per Student
Common Room
1. Chairs 25 at least
2. T.V. Set 01
3. T.V. Trolley(Table type) 01
4. Tennis Table 01
5. Carom Board for indoor games 01
6. Chess set 01
Warden’'s Room
1. Cots 02
2. Centre Table 01
3. Chairs 02
Visitors Room
1. Chairs 06
2. Centre Table 01
Kitchen
1. Pressure Cooker(25Ltrs.) 02
2. Patilla (Silver-20 Ltrs.) 02
3. Patilla (Silver 35 Ltrs.) 01
4, Ladle 05
5. Gas Stove 02
6. Bowls/Dongas 05
7. Water Storage 10000Ltrs. 01
8. Kettle /Fry Pan 02
9. Parat (Big) 02
10. Tawa 02
11. Tea Set 02
12. Geyser 01
Dining Hall
1. Dining Table Full size 03 (Three)
2. Dining Chairs 24 (Twenty Four)




6.10 Play Ground:

Every school is expected to have a play groundrder to promote sports activities and
inculcate the spirit of sportsman ship among thetlyoA school will only be able to take up
physical activities, co-curricular activities antther recreational items when it has facility oflayp
ground attached to it. A play ground is also esakfur the all round development of the student.

6.11 School Disaster Management Plan:

Himachal Pradesh is highly vulnerable to naturédasters. Earthquakes, landslides,
avalanches and forest fire are common among aligamenities. Children in schools are among
the most vulnerable groups during any disaster.rfegehool should have its own disaster
management plan, which captures school specifiardaz vulnerabilities, resources and plan for
mitigation. The plan needs to be revised at leastally by the school disaster management
committee. While preparing school disaster manageplan, the following steps must be taken:

(i)

(ii)

(iii)

(iv)
v)
(vi)

(vii)

School disaster management committee should be mvdabethe help of officers/
local administration/experts in disaster management

Training should be imparted to at least 2 teachefrghe school for disaster
management.

Mock drills should be performed in the school beck the preparedness of a system
in case of any eventuality.

Students must be trained to face such situations.
Fire extinguishers must be installed in the sclhodlding to tackle fire disasters.

All safety measures be carried out for protectibastudents according to the Section-
34 of NCPCR Protection of Child Rights.

Before constructing school building the soil-stratay be chemically examined to
ensure that it can bear the load of the buildirfggstructure.



CHAPTER-7

Code of Professional Ethics for School Teachers
7. Introduction:

The main purpose of education is to create skgitasp knowledge and spread awareness
about our glorious national heritage. The valueshaned in our constitution lay stress on attaining
basic scientific outlook and commitment to the Ideaf patriotism, democracy, secularism,
socialism and peace. Education should strive fadamic excellence and progress of the arts and
sciences in conformity with our national needs pndrities.For the purpose of this Code, the term
“teacher” covers all school teachers, whether ivégoment/Government aided schools, on full-
time or part-time basis, at the elementary and reday levels and the teachers holding
administrative and supervisory positions. The Cofi€rofessional Ethics for teachers provides a
framework of principles to guide them in dischaggiieir obligations towards students, parents,
colleagues and community. Increased awarenesseoéttiical principles governing the teaching
profession is essential to ensure ‘professionalesmong teachers.

PREAMBLE

Recognizing:—

(i) that every child has a fundamental right to edocatif good quality;
(i)  that every child has an inherent potential andhtale
(i)  that education should be directed to the all rode¥delopment of the human
personality;
(iv)  the need for developing faith in the guiding prples of our polity, viz., democracy,
social justice and secularism;
(v) the need to promote through education the condepraposite culture of India and
a sense of national identity;
(vi) that teachers, being an integral part of the somidieu, share the needs and
aspirations of the people;
(vii)  the need to enhance self-esteem of teachers;
(viii)  the need to organize teaching as a profession liarhwexpert knowledge, specialized
skills and dedication are pre-requisites;
(ix) that the community respect and support for the hietac are dependent on the
teachers’ professionalism; and
(xX) the need for self-direction and self-discipline @momembers of the teaching
community.

Code of Professional Ethics for school teacheransattempt to provide direction and
guidance to the teachers in enhancing the digritlyear professional work.

7.1.  Obligations towards Students:
A Teacher:

(i) Treats all students with love and affection.
(i)  Respects the value of being just and imparto all students irrespective of their
caste, creed, religion, sex, economic status, tityaltlanguage and place of birth.
(i)  Facilitates students Physical, social, llgetual, emotional, and moral development.
(iv)  Respects basic human dignity of the chiléliraspects of school life.



(v) Makes planned and systematic efforts to itatd the child to actualize his/her
potential and talent.
(vi)  Transacts the curriculum in conformity withe values enshrined in the Constitution
of India.
(vii)  Adapts his/her teaching to the individugeds of students.
(viii)  Maintains the confidentiality of the inforation concerning students and dispenses
such information only to those who are legitimatetyitled to it.
(ix)  Refrains from subjecting any child to fea&rauma, anxiety, physical punishment,
sexual abuse, and mental and emotional harassment.
(x) Keeps a dignified demeanour commensurate thigrexpectations from a teacher as a
role model.

7.2.  Obligations towards Parents, Community and Suety:
A Teacher:

() Establishes a relationship of trust with paséguardians in the interest of all round

development of students.

(i)  Desists from doing anything which is deragatto the respect of the child or his/her
parents /guardians.

(i) Strives to develop respect for the compesitiliture of India among students.

(iv)  Keeps the country upper most in mind, riefsagfrom taking part in such activities as
may spread feelings of hatred or enmity among mdiffe communities, religious or
linguistic groups.

7.3. Obligations towards the Profession and Colleags:
A Teacher:

()  Strives for his/her continuous professionevelopment.
(i) Creates a culture that encourages purposef@liaboration and dialogue among
colleagues and stakeholders.
(i)  Takes pride in the teaching profession arehts other members of the profession
with respect and dignity.
(iv)  Refrains from engaging himself/herself inviate tuition or private teaching activity.
(v) Refrains from accepting any gift, or favotat might impair or appear to influence
professional decisions or actions.
(vi) Refrains from making unsubstantiated allegs against colleagues or higher
authorities.
(vii)  Avoids making derogatory statements abalteagues, especially in the presence of
students, other teachers, officials or parents.
(viii)  Respects the professional standing anciopis of his/her colleagues.
(ix)  Maintains confidentiality of information coeming colleagues and dispenses such
information only when authorized to do so.

7.4 Observancef the Code:

The difference between the Code of Conduct ancCttde of Professional Ethics needs to
be appreciated. The provisions which define theeGafdConduct could also be incorporated in the
Code of Professional Ethics, as making them ettpoavisions will always desist teachers from
violation of the Code of Conduct. Like all otheofassions, the teaching profession should also
move towards self regulation, which implies thagémmeacher should have the inner urge to adhere
to the ethical principles listed in the Code offBssional Ethics for teachers. However, inspite of



the expectation of the voluntary observance ofCbhde, some cases of violation of the Code or of
partial adherence to it are likely to occur in thest system of school education. Therefore, a
suitable mechanism needs to be evolved to ensateathmembers of the profession follow the
ethical principles enshrined in the Code. The tiolaof the Code of Conduct invites disciplinary
action for which detailed rules are prescribed. Hosv, in the case of violation of Code of
Professional Ethics by teachers, the responsiltdityiscipline them should rest with the authorized
representatives of the profession. The magnitudsedpusness of the violation may not be the
same in all the cases. The cases of violation orafiservance shall have to be dealt with at
different levels and in different ways in accordandgth the nature of the violation. At the time of
initial appointment, a teacher should be providezbpy of the ‘Code of Professional Ethics’ for
perusal and should be further required to furnistCath’, before joining the profession that he/she
would always strive to observe the ‘Code’ in lettad spirit.

Teacher's Oath

I son/daughter of , solemnly
declare that | shall always strive to raise thesfige and dignity of the teaching profession and
shall not do anything which may affect the repwotatof the profession adversely. | willingly bind
myself to the observance of the ‘Code of Profesdidthics for School Teachers’, in letter and
spirit in order to discharge a teacher’s obligatitmwards students, parents, community and society
as enunciated in the Code.

Date: Signature
Name
Address

Note.—This oath will be pasted on teacher’s servidaook.

7.5 Ban on Knitting/Tailoring/Embroidery, bringi ng/Use of help books and ringing of cell
phones in classroom.—Fhe H. P. Govt. has imposed a complete ban on dhewing
activities in the Offices/Institutions:—

1 Bringing of tailoring/knitting/embroidery materiahd allied work.

2.  Use of help books/keys to text books in all itditntions.

3. Use of Radio/Transistor in the offices and insiitatis completely prohibited.

4 Teaching staff will not perform any tuition worktegr before or after the school
hours.

5.  Ringing of cell phones in classrooms/school campus.



CHAPTER -8

Guidance and Counselling

8. 1 Career Guidance and Counselling:

8.1.1 Introduction:

There shall be a Career Guidance and CounsellatigrCevery Senior Secondary School in
the state for the purpose of career guidance andsedling of the students in addition to tutorial
groups of students with a teacher incharge of gactp. For a high school it will be done by the
head of the school alongwith teacher-in-chargeutafrial group. The State Council of Educational
Research and Training, Solan will be the Nodal Agefor the purpose and it will develop the
material for Career Guidance and Counselling frametto time. The guidelines for the
constitution of cell and activities to be undertakieerein are as under:-

The Head of the Institution shall ensure thateheill be a school counselling cell which
works in close collaboration with students, teashgrarents, school administration and school
management committee to address the needs of cguesance and counselling of the students
within or after schooling.

8.1.2 Constitution:

The Career Guidance and Counselling Cell shatl have more than five members in
addition to Chairman in general. The Head of the Institution shall be the Chairmérhis cell.
Other members will be as follows:—

1. Convener Sr. Most Lecturer/PGT.

2. Members To be nominated by the Head of thetuisn preferably one each
from faculties of Science, Humanities, Commeand Vocational
stream as the case may be.

8.1.3 Duties and Responsibilities of Career Guidae and Counselling Cell:

1.  Career Guidance and Counselling of students of ¥0class—It will be the duty of
the Head of the Institution of High/Senior Secordachool that students of Matric
are motivated to undergo Students’ Global Aptitlidgex (SGAI) in the month of
Jan./Feb. to be conducted by CBSE New Delhi/H. ®&ar& of School Education
Dharamshala before appearing in annual examinalibis SGAI shall be purely
optional with the objective to make the student ersthnd his/her interest and
capability or talent. The evaluation/result ofsttest will have no relation whatsoever
with the eligibility conditions or relaxation thexefor choosing any particular stream
after passing the Yostandard.

2. At the time of the admission to 10+1 classsofiools the Cell will provide pre-
admission guidance and counselling to all the asionsseekers in all streams. All
members of the cell will provide them their expamput regarding the choice of
subjects/subject combinations and choice of facldgping the interest of the
students in view. There will a column in the schpaispectus and application forms



of the school where the convener of the cell waltity the subjects and choice of the
faculty i.e Humanities, Science and Commerce before the stsid@pear before the
admission committee.

3. Students of 10+2 class are to be counselleckitber pursuing higher education
further or adopting suitable vocation after 10+&ssl Students are to be made aware
of various job opportunities available and diplofdagrees they can pursue after
10+2 class.

For this teachers including members of the ¢tahiselves are to counsel the students
and also are to arrange guest lectures by emindatagonists, industrialists,
administrators and managers of varied areas. Fneguef such lectures should be
three to four depending upon the availability cdaerce persons. Reading material
and information about various websites on careélagee and counselling will be
made available to them.

For more details departmental website www.edapat.orgcan also be accessed.

4, Guidance may also be given in vocation edoicaincluding Vocational streams
running in a particular school and neighboring st.0

5. Tutorial groups must be formed and functioneiach house for counselling of
studentsgeesection 10.4.2(iv)].

6. Feed back— It will be the responsibility of the “Career @aince and Counselling
Cell” that proper record and detail of the studgmassing out from school will be
kept. Regular feedback from the students may adstaken, so that the good or bad
experiences may be taken care of for future plapnin

All these guidelines shall be the part of SchoolrBspectus.
8.2  Vocational Guidance and Counselling:

A Vocational Guidance and Counselling Cell willveato be established by the school
offering vocational courses with the help of avalgafaculty. Vocational Coordinator/ Principal
should involve the vocational counsellors from titoetime on honorarium basis for providing
necessary inputs to teachers and guidance to studed parents regarding market trends and
suitable vocational choices. The Vocational Tedshi&ounsellor would also be responsible for
informing students about the various job opportasjtvertical and horizontal mobility and also
opportunities for self-employment. Specific coutisgl drives should be organized in the school
involving suitable experts. Students from disadagatl groups will need specific attention. Care
should also be taken that girls should be guidegeimder unbiased manner. Vocational Guidance
has been defined as “the assistance given to agliyidonal in solving problems related to
occupational choices and progress with charadtgisand their relation to occupational
opportunity”. It helps students in selecting appiaie vocational career and children realize their
potential by acquiring education according to thedlucational expectations. It also generates
awareness about the vocational education amonghiltren, parents and other community.



The various methods can be used to guide the studsn

() To motivate the students and their pareatspmmittee should be framed including
Principal and vocational lecturers in the schoolowdan deliver all information
related to vocational education.

(i) Counselling of 18 class students during academic session and atirtte of
admission in 10+1 class.

(i)  Visit to neighbouring schools to motivateet students.
(iv)  Provide information through newspapers rdgeg vocational education.

(v)  Motivating the parents for opting vocatiomalurses for their wards in general SMC
meetings by discussing the various schemes of th. Gor self employment and
vertical mobility for higher studies.

8.3 Counselling Cell for Adolescent:

Adolescence is a period when individual is overlnted by a number of simultaneous
developments, therefore, to meet this situatiop@rguidance is needed in this period. The teacher
and the school can encourage the developmentexftefé maturity in adolescents by providing the

counselling and guidance. In this connection, ttstial be a counselling cell for adolescents in the
school.

8.3.1 Constitution:

The counselling cell shall have following four meens in addition to chairman. The Head
of the Institution shall be the Chairman of thif.d8ther members will be as follows:—

(i) Two Sr. Male Teachers
(i)  Two Sr. Female Teachers

8.3.2 Duties and responsibilities of the Cell:

1. To provide skills that will enable the studentsdeal effectively with aspects of
environment.

2. To provide atmosphere in class/school that perithies adolescents to admit the
feeling he/she is experiencing.

3.  To provide identification of proper model and couastive base of expressing feeling.
4.  Adolescents should be trained in self control obganms.

5.  To provide with the variety of opportunities to feipate in school activities leading
towards the acceptances of responsibilities.

6. To organise picnics, excursion and tours to proWgn opportunities to understand
each other and come closer.

The cell will counsel the students atleast twiceairmonth in tutorial groups about the
problems of adolescents and also will guide thenrménw phase of life. The cell will meet
immediately if there is an urgent matter relatiogtlolescents and redress the problem.



CHAPTER-9

Value Education
9.1 Introduction:

We are at present faced with challenge of breakndof human values that threaten the
stability of our society. The basic aim of educatie to produce men of knowledge as well as of
culture. Value Oriented Education has to be integmet of entire education process. Every teacher
must become responsible for imparting value edowatn our culturally plural society education
should foster universal and eternal values orietdagrds the unity and integration of our people.
Such value education should help eliminate obstisran religious fanaticism, violence,
superstition and fatalism.

A part from their combative role, value educati@s a profound positive content, based on
our heritage, national goals and universal peroaptihe growing concern over the erosion of
essential values and increasing cynicism in sodiag/brought to focus the need for re-adjustment
in curriculum in order to make education a forcefbl for the cultivation of social and moral
values. Conscious and organised attempts are eghairbe made for imparting education in social,
moral and spiritual values, with the help, wherepessible, of the ethical teachings of great
religions.

9.2 Moral Values:

Moral values in fact, in real sense, representetdgence of all desirable values propagated
by different religions. Some-times we find that mlovalues are also non-controversial, rational,
secular and may enable the children to be usefideni of a democratic, modern, progressive
society committed to scientific attitudes. Suchueashould be free of any regional, religious and
other biases.

Basic Human Values broadly can be classified and tieed as follows:

(i)  Truth.— Truth is the highest human value fravhich flow the value. Truth is that
which is eternal. It includes truthfulness, curigsiquest for knowledge, spirit of
inquiry, introspection, judgement, secularism,gielns, tolerance and universal truth.

(i)  Righteousness.-Righteousness is the second basic human valugetrlith in action.
It expresses in terms of right section for the gobane’s self as well as for social
good. It includes obedience, duty, cleanlinessjdng living, regularity, punctuality,
proper use of time, dignity of labour, simple liginrespect of others, service to
others, reverence for old age, self —help, selppsu, self-confidence, initiative,
resourcefulness, courage, leadership, faithfulnpssdice, team-work, team spirit,
equality and self sacrifice.

(i)  Peace.—Fhe first meaning of peace is a kind of natural asll-existant calmness.
Secondly it may mean the absence of passion. llides abstinence, cultivation of
virtues, discipline, honesty, endurance, integrgglf-discipline, self- control, self-
respect and dignity of individual power of concatibn.

(iv) Love.— Love is a sign of expression of heart. Love gigad forgives. It includes
sincerity, kindness, sympathy, tolerance, friengishpatriotism and devotion
humanism.



(v)  Non —Violence.—# means refraining from giving pain to other by nd®, deeds,
thought of feelings. It includes kindness, courteggod manners, helpfulness, fellow-
feeling, gentle-manliness, consideration for othemwillingness to hurt others,
readiness to co-operate, appreciation of cultuedlies of others, compassion and
universal love.

These values have further been sub-divided iB3acomponents annexed in this
chapter at page 81-82. The table of values, aetsvivise and stage wise is annexed
in this chapter at page 82.

9.3 Role of Teacher:

Role of the teacher in cultivating basic humaruealin the students is indispensable. He
should necessarily be not only a good educatorabgbod person possessing basic moral and
aesthetic values. He provides models-good or bafdbehaviour for his students. As an educator
he should possess professional competence, redudibl, should be a constant learner and
innovative. As a human being he should be a masirople habits, regular and punctual in his
duty, truthful, honest, kind and self confident. Bfeuld be commanding respect for himself and
respecting others. He should be able to develogaranfor nationalism, environment and
integration in the students and should foster beaiges of democracy, rule of law, social justice
and humanity enshrined in the Constitution of India

9.4 Duties and Responsibilities of the Head of thistitution regarding inculcation of
Human Values:

The Head of the Institution will be responsible ifmculcation of human values amongst the
students of his school by including/identifying/angsing certain suitable programmes/ activities
after being given proper orientation for being aatiument of inculcation of certain values. The
Head of the Institution should:—

(i) Organise various clubs like nature club, aduee club, literary club in the school as
a mean of personal growth helping individual studen clarify their own thinking
through personal experience, to express their idbasugh activities, acquire
knowledge and new ideas and reflect upon and madiffudes. This will also help
the students in a group to know each other as iohaids grow together in a group,
deepening their relationship and learn to toleeaieh other differences.

(i) Design Project and Suggest Themes For Prajéark

(i) Organise tours and visits to nature, watkdountry-side, to historic monuments, to
synagogues, temples, shrines, factories, farmsepstations, sewage disposal works
and housing projects.

(iv) Organise activities like paragraph writingtory- telling, recitation, group songs,
action songs, solo songs, shadow play, one act gtayp dancestc.for developing
self confidence, sense of achievements, self résfesmm spirit and appreciation by
suggesting topics and songs from history, freedtmnggle, in the background of
nationalism and patriotic spirit.

(v) Organise social service camps, visits anduestons laying emphasis on “Shram —
Daan”, cleaning colonies, hospitals, schools, itistion of food materials,
medicines, clothing®tc. during natural calamities, help accident victirending
help to blind, old childrenetc. For developing team spirit, dignity of labour,
helpfulness, service to humanity, honesty and aonice others.



(vi)

(vii)

(viii)

(ix)
)

(xi)
(xii)

(xiii)
(xiv)
(xv)

(xvi)

(xvii)

(xviii)

(xix)

(xx)

(xxi)
(xxii)

Organising games — Sports, Scouting and idi@g, NSS, NCC and Yoga
programmes to help cultivate sense of disciplinmcpuality, co-operation and spirit
of competition amongst the students.

Organise inter-house meets and cultural meetseteldp quality of leadership,
initiative, fellow feeling amongst the participanBemonstration of skills can also be
organised for self confidence. Participation ofdstuts in National Days and other
days of national importance will work as a measanm®ngst the students to build up
the feeling of nationalism and the spirit of detima.

Organising debates, declamations and papading contests on the suggested topics
for discrimination between right and wrong and tbpics from the lives of great
leaders, patriots, sages and saints.

Have a notice board with “new thought of the@y"—for students to read, reflect and
introspect.

In the morning assembly include prayer, gtledught, talks by teachers, students,
recitations, patriotic songs of different languagesy be sung as song of the day.

Organise student’s self government, YoutHipeentetc.

Encourage the students to learn more andenn@ternational and regional languages
and provide facilities for the same.

Organise national integration exhibitioepmicting the culture economic, historical &
social aspects.

Organise exhibition on history of freedomovements on permanent basis in the
school adding new dimensions and materials frone tiortime.

Display quotations from great thinkers o tthemes of value education at all the
suitable corners of the school.

Put pictures and chart with short biogragathinotes of national and international great
men who contributed for the good of the mankind]ilimaries, laboratories, class
rooms and halls.

Ensure active participation of local comniyn and parents to strengthen the
programme of value education in schools.

Organise social awareness and sensitigaynps to expose the students to different
aspects like drugs and de-addiction, street andingrchildren, destitute, senior
citizen and also aspects such as life skills edwtatpersonal grooming and
responsibilities of adolescence, career guidandesamironment.

Organise trip to old age homes with inténae programmes chalked out for both
students and senior citizens. To inculcate therfgelf respect and obedience toward
senior citizens sense of duty and to develop sehsesponsibility.

Plan visits to hospitals by students dur@®@D hours to assist in guiding the patients
to right departments explaining to them how medisimre to be taken and taking
temperature and blood pressure as a routine terpati

Encourage the spirit of “Each one teach”one

Ensure that the students participate ianphtion programmes organised by local
communities/ NGOs/ Govt. Department/ organisatidos improvement of the
environment.



APPENDIX OF VALUES

1. Abstinenc 49, Punctualit

2. Appreciaton of culural values of othe 50. Patriotisn

3. Anti-untouchabilit! 51. Purity

4. Citizenshiy 52, Quest for Knowled¢
5. Consideration for valus 53. Resourcefullne:

6. Concern for othe 54. Regularity

7. Coa-operatiol 55. Respect for othe

8. Clearliness 56. Reverance for old a
9. Compassio 57. Sincerity

10. Common Caus 58. Simple living

11. Common Goo 59. Social justic

12. Courag: 60. Selfdiscipline

13. Courtes' 61 Self helf

14. Curiosity 62 Selfrespec

15. Democatic decision nking 63. Self confidenc

16. Devotior 64. Self suppol

17. Dignity of individua 65. Self stud

18. Dignity of manual labot 66. Self relianc

19. Duty 67. Self contra

20. Discipline 68. Self restrair

21. Enduranc 69. Social servic

22, Equality 70. Solidarity of mankin
23, Friendshij 71. Sense of social responsibi
24, Faithfullnes 72, Sense of discrimination between good anc
25, Fellowshig 73. Socialisn

26, Freedorr 74. Sympath'

27. Forward lool 75. Secularism and resct for all religior
28. Good manne 76. Spirit of enquin

29, Gratitude 77 Team worl

30. Gentlemanlines 78. Team spiri

31. Honest 79. Truthfulnes

32, Helpfulnes 80. Tolerenc

33. Humanisur 81. Universal trutl

34. Hygenic living 82. Universal love

35. Initiative 83. Value for nationa—Civic propert
36. Integrity

37. Justic

38. Kindnes:

39. Kindness to anima

40. Loyality to duty

41. Leadershi

42. National unit

43. National consciousne

44, Non-violence

45, Nalional integratiol

46. Obedienc

47 Peac

48. Proper utilisation of tim




Identification of appropriate Values for School Chidren at Secondary level

Sl. Values Activities
No.
1. | Sense of duty and Right work at right time, interest to do the worktime, to tell the
responsibility truth, honour parents, be loyal to elders.
2. Dignity of work Cleaning the campus when required, voluntary sendaring
functions, gardeningtc.
3. | Simplicity Story Telling, lives of great individuals like Gdnd Shastri,
Lincoln etc.a simple living teacher offers an example himself.
4, Faithfulness Story Telling, dramatization, sdogitguiding, voluntary service.
5. | Courage Scouting, guiding adventure clubs, gymnastics, Ydgatriotic
songs & stories of brave people like Shivaji & Liaks-Bai etc.
6. | Freedom from envy and Social service, culture programmes, display ofntizle
jealousy.
7. | Discrimination between Debate and discussions
right and wrong.
8. Respect for all religions Celebration of different religious festivals, callieg information
about various religions, cultural programmes.
9. Dependability Allotting responsible duties omaal day, sports day and all oth
important days.
10. | Proper utilisation of time Assigning interesting and relevant projects, pragdisation of
and resources. library.
11. | Service to others Scouting & guiding, observing service days, perfogrvoluntary
service during disturbances, natural calamitieapte festivaletc.
12. | Humanism and love for Observation of UN day, Commonwealth day. Adoptincpantry
mankind. & making as in depth study.
13. | Creativity & scientific Stamp collection, pen friendship, undertaking prbjen science
temper. organising science exhibitions, writing stories, eps etc.
drawing, paintingetc.
14. | Integration Observing Qaumi-Ekta, celebration of national & igielus

festivals. Making an in depth study of other statksir cultures
traditionsetc. of people & land.

er



CHAPTER-10

Co-curricular Activities

10. Introduction:

Co-curricular activities are an integral part afrrcculum which provides educational
activities to the students and thereby help in theo@ng their experiences. Co-curricular activities
can be defined as the activities that enhance aridhethe regular curriculum during the normal
school hours. All co-curricular activities are angged with specific purpose which vary according
to the nature and form of such activities.

Importance:

1.

10.

These activities are designed to meet the neetihedtudents and cover a broad/wide
range of their abilities and talents.

Such activities stimulate the interests in the stiigl and provide equal opportunities
to all the students to participate

These activities enhance the learning experiencethef students and help in
recognizing and developing their inner skillgls as leadership qualities, creative
or innovative skillstc.

Co-curricular and extra- curricular activities gitvee students a chance to think out of
their box and get creative ideas of their own it help of a guide/facilitator.

These activities help the students in developiolget learning experiences by giving
them a chance to think in new ways to solve a gmldr answer a question.

Students need to take time outs to do more thansjuslying. Co-curricular and
Extra-curricular activities give them a chancedtax, refresh and mingle easily with
others.

In short, these activities prepare the studentstigedly for their future.

The normal curriculum teaches and educates theemstuabout academic theories
while co- curricular activities and extra-curricukctivities help the student to apply
what he/ she has learned to practice in their adife.

These activities help in developing the graspingegroof the students and provide an
opportunity to the students to work in teams ang thevelop team spirit in them.

Most of the Co-curricular and Extra co-curricul&@tiaties are to keep the students
physically active and get them out their desksy@tit new things in practical way.

Some important Co-curricular activities to be undetaken in schools are as under

10.1 National Service Scheme (N.S.S.) :

N.S.S a centrally sponsored scheme was dated in 37 selected universities on
24-09-1969 both “as a measure of Education Refantsas a mean to improve the quality of
educated man power”. It was extended to plus twoals in 1985. The scheme has aroused among
the student youth an awareness of the realityfef & better understanding and appreciation of the
problems of the people. It is an attempt in makedgcation relevant to the needs of the society.



The scheme was implemented in Himachal Pradeshetsiiy in 1972 and extended to plus two
schools in 1993.

10.1.1 Aims and Obijectives:

(@) Aims.—The overall aim of the scheme is to “arouse thaad consciousness of the
students and to provide them with opportunity takweith people in the villages and slums, and to
expose them to the reality of life” so as to “brimigput a change in their social perceptions”.

(b)  Objectives.—Main objective of the scheme is “Development ofspeality of a
student through community service rendered dueispule hours”.

10.1.2 Cardinal Principle:

The cardinal principle of NSS programme is thas itof the students, for the students and
by the students” and offers them sense of involvernmeNation building besides work experience.

Classification of Activities:
There are two kinds of activities namely.—
(@) Regular NSS Activities (b) Special camping programme

(@) Regular NSS Activities.—Under the students undertake various programmes in
adopted villages and urban slums during week- emdgaching hours. Volunteers
are required to put in minimum of 120 hours of camity service, orientation and
campus work in accordance with the NSS manual asttuctions/ guidelines of
Govt.Of India. Volunteers may be placed in thedwiing projects under community
work.

() Institutional work.— Placing students with voluntary organisation wogkfior
the welfare of women, children, aged & disabledsmlg the campus.

(i) Rural Projects.—Projects in adopted villages for such as eradinatid
illiteracy, watershed management, health, hygieaaitation, mother-child care,
family life education, rural roads, gender justened campaign against social
evils etc.

(i) Urban Projects.—In addition to above, the project includes adulué&ation,
welfare of slum-dwellers, civil-defence, traffic rdool, work in hospitals,
orphanages, destitute homes, environment, popnlatiocation, Drugs & AIDS
Awarenes®tc.

(iv) National Programmes.—Volunteers may take up such programmes like Mass
Programme of functional Literacy, AIDS Awarenessod?ammes and
sustainable development and help the Govt. Unib iake up activities which
are local need based.They are to be in accordaritte thhe suggestive list
contained in NSS Manual and specific directionseireed from competent
authorities from time to time.

(b)  Special camping Programme.-Under this, camp of 7days duration are organised in
adopted villages or urban slums during vacations®®%e volunteers participate in
these camps, Projects are undertaken in accordaithethe “camping themes”
given by Govt. of India.



10.1.3 NSS Unit:

Strength of a unit will be 100 volunteers but xteptional cases, a unit may be started with
75 volunteers with the permission of Governmen#Biior of Higher Education and the strength of
half unit will be 50 volunteers however due to lessolment in schools of tribal/ difficult area, it
can be relaxed by the Director of Higher Education.

10.1.4 Enrolmentin NSS:

Any regular student in plus two classes or clas$else three year degree courses (TDC) at
college level can apply for enrolment in NSS. NCLlets, National Sports Organisation (NSO),
Scouts & Guides are not to be enrolled in NSS dmnelously.

10.1.5 Volunteer:

(a) Code of Conduct:Volunteer shall:—

()  Work under the guidance of group leader;
(i)  Make himself/herself worthy of confidencenda cooperation of group/
community leadership;
(i) Scrupulously avoid entering into any cantersial issue;
(iv)  Keep day to day record of activities/expades in NSS Diary and get it signed
by programme officer.
(v) Wear NSS Badge and Cap while on work.

(b) A volunteer is entitled for NSS certificate upomdering 240 hours of community
service in two consecutive years and participatio? days special Annual Camp
(Day and Night).

(c) Volunteers who render community service of exceyaily high standard may be
honoured publically and also recommended for g@adtion in State, Regional,
National youth events.

10.1.6 Programme Officer (P.O.):

He/she is to motivate volunteers to understandesabnd philosophy of NSS and provide
guidance & direction to them. He is to facilitateein in planning, implementation and evaluation
of their activities. He is to act as an organizensellor, educator, co-ordinator, supervisor and
administrator and public relations officer in theatharge of his obligations effectively.

10.1.6.1 Selection/Appointment:

The P.O. will be selected by the School Princfpain amongst the lecturers/PGTs and will
be appointed by Programme Coordinator on his recemaiations, after scrutinizing his bio-data
focusing on his/her aptitude and performance inroamity service. In all girls schools programme
officer should be a lady teacher and in co-edunatigchools one lady programme officer should
also be appointed to ensure that our girls volustden’t face any difficulty during camps and out
stations. In Co-educational Schools, Principaldl shigide the unit into two half units: one half
units of boys and other half of girls each headgdriale and female NSS Programme Officer
respectively. Both half units will work togetherlASand honorarium will be shared equally.



10.1.6.2 Eligibility:

Only Lecturer/PGT with commitment, dedication andination for community service be
appointed.Teachers holding any assignment othert#eching i.eAssociate NCC Officer (ANO),
DPE/Lecturer in Physical Education/Hostel Wardensg@r etc. is not to be appointed as a
Programme Officer. Age bar is not applicable fop@ptment as a programme officer.

10.1.6.3 Tenure:

A Programme Officer can serve for a minimum pewd® years which can be extended by
the Principal with the permission of the Program@wordinator. His/her performance is to be
evaluated every year for continuation.

10.1.6.4 Orientation/Training:

Principal is to ensure that selected Programmec@ffshould undergoes orientation
programme as and when the same will be organizethé® Government of India failure of
Programme Officer to undergo orientation will bewed seriously.

10.1.6.5 Duties of Programme Officer:

In addition to the action required for the implertaion of NSS programmes, Programme
Officer is responsible for the maintenance of vasioecords, submission of periodical reports and
returns as detailed in NSS Manual and safe custddySS assets. He has to perform all duties
strictly as per the provisions given in the NSS M&n

10.1.7 Principal:

Proper implementation of NSS programmes at thituisn level is ensured by the active
participation of the Principal. He/she, therefasaequired to perform the following duties:—

10.1.7.1 Duties:
(i
(i) Integrate NSS with other related actions in thétunson;
(i)  Select suitable NSS P.O,;

(iv) Guide P.O. and volunteers in planning NSS actisjtie

) Interpret importance of NSS to staff members aredcttimmunity;

(v) Constitute NSS Advisory Committee and convene itetings regularly as per
guidelines;
(vi) Ensure implementation of suggestions of Advisoryn@uttee;

(vii) Extend secretarial and other support to Pi@. effective implementation of NSS
programme;

(viii) Monitor the programme and ensure propermtenance of accounts and records;
(ix) Depute teachers for orientation, trainingfresher courses, seminats. as and when
asked for.

(x) To ensure the submission of audited accoutt€s before 38 April and enrolment
before 3% May every year to the Director of Higher Education

(xi) To ensure the information regarding 7 dagecsal camp to the Director of Higher
Education one month in advance under registeretd pos



(xii)

(xii)

(xiv)

To ensure the duty of a female teacher Wit female volunteers during 7 days day
and night special camps and out stations.

To provide loans from any of the funds dahle in the institutions to implement the
NSS activities well in time, if the grant is recedvlate from the Govt.

Ensure utilization of grants strictly in ardance with the guidelines/ instructions /
directions.

10.1.8 Finances

As the funds are provided out of Public Revenire, accounts are to be maintained
according to Standard Accounting Procedure andrucsbns applicable to Public funds. /

Revenue.

1.

5.

NSS Account: NSS account is to be maintained inche8uled Bank as Saving
Account separately. Payments are to be made byehaay. Separate Voucher Files
and Cash Book is to properly maintained.

Expenditure Statements and Utilisation CertificatEgpenditure Statements and
Utilisation Certificates: are to be submitted te #wthorities under the signatures of
principal only and not the P. O. duly audited bya@éd Accountant or other agency
appointed by the Govt.

Out of Pocket Allowance: Out-of-pocket allowancePt®@. is subject to the following
specific work to be put in by him/her every month.

(i)  Mobilization of 50% volunteers for special camping;
(i)  Minimum of 3 to 4 community visits per month to tlaelopted area for
coordination and supervision;
(i)  Maintenance of NSS Records as specified in NSS Elanu
(iv)  Submission of quarterly progress reports.

Note.—Pocket allowance is exempted from Income Xa

Financial Records: Cash Book, Voucher File androtbeords pertaining to NSS are
to be made available for inspection by the offgialf A.G., Local fund Audit,
Directorate of Higher Education, State Liaison €dfi and Regional Centre
concerned.

Cash Book: Cash Book is to be completed on theadgytransaction is made.

10.1.9 Records and Registers :

The records and registers are to be properly maed and handed over by the outgoing
P.O. to the successor.

The following are to be maintained at Unit Level:

(a)
(b)
(©)
(d)
(€)
(f)
(9)
(h)

Enrolment Register

Project Register

Stock Register

Record of Attendance

Minutes Book of school advisory committee
Personal Work Diary of P.O.

Work Diary of NSS Volunteer

Financial Records



10.1.10 NSS Manual :

NSS manual issued by Govt. of India is a Referdmeak and is to be kept in the library as
such duly accessed. It is not to be issued on I®aimcipal and P.O. are to implement the
programme strictly in accordance with the guidainmstructions/ directions contained in NSS
Manual issued by Govt. of India as well as receifreth competent authorities from time to time.

1. Donations, NSS subscriptions and other income sh e to be duly recorded in
Cash Book. Donations in kind are to be enteredhan NSS Stock Register with
specifications and market value.

2. Itis to be ensured that material purchased old®% fund is stored separately and
exclusively utilized for NSS activities.

3.  NSS being a student activity and third dimensioediication, flow of funds is to be
ensured. As such temporary advances from any offdines available in the
institutions are given to the P.O. to implementaigs.

10.2 National Cadet Corps. (NCC):
10.2.1 Brief History:

The National Cadets Corps came into existenceruhe@eNational Cadet Corps Act XXXI

of 1948 (passed in April, 1948; came into existemed 6th July, 1948). The National Cadet Corps
(NCC) is a youth development movement. It has epaspotential for nation building. The NCC
provides opportunities to the youth of the courtiytheir all-round development with a sense of
Duty, Commitment, Dedication, Discipline and Mo¥&lues so that they become able leaders and
useful citizen. The NCC provides exposure to thdetain a wide range of activities, with a
distinct emphasis on Social Services, Disciplind Adventure Training. The NCC is open to all
regular students of schools and colleges on a tayrbasis. The students have no liability for
active military service.

10.2.2 Aims and Obijectives:

1. To develop character, commandership disciplaaership, secular outlook, spirit of
adventure and the ideals of selfless service amidhgsyouth of the country.

2. To create a human resource of organizedhedaand motivate youth to provide
leadership in all walks of life and always avaiwbdr the service of the nation.

3. To provide a suitable environment to motiviite youth to take up a career in the
Armed Forces. The NCC Day is observed on the foBuihday of November.

10.2.3 The National Cadet Corps (N.C.C) has thregivisions:

(@  Junior Division.—The unit is raised in the High Schools and the ieubthools. It
comprises three wings: Army, Navy and Air force.

(b)  Senior Divisions.—The unit is raised in the college. It also consgdtshree wings-
The Army, the navy and the Air force.

(c) Girls Division.—This unit is gradually becoming popular.

10.2.4 Training Activities:

NCC cadets are imparted institutional and outdoamip training besides, adventure and
attached with regular Army/ Navy/ Air Force units.



10.2.4.1 Basic Training:
(i) Drill, (i) Shooting,
(vii) Gliding,

(iif) Obstacle, i) Map reading, (v) Medical , (vi) Signal,

(viii) Aero modelling, (ix) Shipnedalling, (x) Judging distance.

10.2.4.2 Camps:

The most important aspect of NCC training is thep training. The camps provide firm
ground for training in good citizenship.

Types of Camps attended by Cadets are:(—

(a) Annual Training Camps (b) Combined Annualifireg Camps (c) National Leadership
camps (d) Basic Leadership camp (e) Advance érsaigp camp () NCC Day Camp
(9) Inter Group Competition Camp (h) Republic Deymp (i) Prime Minister’'s Rally
(1) Youth exchange programme- Visit to foreign ctoigs (K) Attachment with regular
units of Army/ Navy/ Air Force.

10.2.5 Duties of Principal/ Headmaster:

NCC is a part of the educational programme; thengmy responsibility rests with the
Principal/Headmaster. Their close association véththe activities of the sub-unit in their
institution will facilitate the former doing welPeriodic visit to parades, formal inspection of the
sub-unit once a month on a fixed day, visit torirag camps in which his/her sub- unit is
participating and so on will significantly contritetin achieving the Aims of the NCC programme.

10.2.6 Duties of Associate NCC Officer (ANO):

(i) To control the Cadets, responsible to plan androzgaraining with the assistance of
the permanent Instructional (PI) staff, detailedtbg NCC unit. He is considered
backbone of N.C.C.

(i)
(iii)
(iv)

(v)
(Vi)

(vii)
(viii)
(ix)
)

(xi)

To ensure 100% recruitment for the Troup alloftedhe school.

To co-ordinate with Staff Members, Parents, CadetsPrinciple.

To maintain NCC store and will be responsible faimenance upkeep of the same.
To organise parade for two days in a week.

To impart training to N.C.C. Cadets, such as Weapaming, Field Craft, Map

Reading, First Aid, Personal Hygiene and Moral edioo.

To look after various activities/Competitions dgri@amps and in the institution.

To organise trips to Historical place, Temples gadous other excursions.

To discharge various duties such as Campadjutarhp@ny Commander, Training
Officers and Purchase Officers during annual tregraamp.

To organise inter Company competitions in gamesrtspcultural activities, social
service activities, tent lay out and adult educagtc.

To check and ensure proper distribution of refrestfiood to N.C.C. units.

10.3 Bharat Scouts and Guide:

10.3.1 Brief History:

Scouting was officially presented to the worldtbg founder Lord Baden Powell in August
1907 after the Brownsea Island Camp. Scout a@w/ith the state are carried out under the aegis of
the Bharat Scouts and Guides Himachal Pradeshatdtil with the Bharat Scouts and Guides, New
Delhi as per APRO |, Il and Ill. It is a largestlaotary, non political, educational movement in the



country, open to all without distinction of origirace or creed in accordance with the purpose,
principles and methods conceived by the foundedBaden Powell in 1907. Dr. S Arundale
became the first master of Indian Boys.

10.3.2 Purpose:

The purpose of the Movement is to contributehts development of the young people in
achieving to their full physical, intellectual, salc and spiritual potential as individuals, as
responsible citizens and as members of the loalpNal and International communities.

10.3.3 Principles:

The Scout/Guide movement is based on the followiryinciples:—
(i) Duty to God.—Adherence to Spiritual principle, loyalty to rebgi that expresses
them acceptance of duties resulting there from.

(i)  Duty to others.—Loyalty to one’s country in harmony of local andeimational
peace, understanding, co-operation, participatiothé development of society with
the recognition and respect for dignity of one’ofl@men and for the integrity of
natural world.

(i)  Duty to self.—Responsibility for the development of one’s self.

10.3.4 The Method:

The Scout/Guide is a system of progressive seffuzation through:—
(i) A Promise and Law.

(i) Learning by doing.

(i)  Membership in small groups under Adult Leaship.

(iv) Progressive and stimulating programs.
10.3.5 The Law:

A Scout /Guide are:

(i) Trustworthy, (ii) Loyal, (iii) Friend to &land a brother/sister to every other Scout /
Guide, (iv) Courteous, (v) A friend to animalsd loves nature, (vi) Disciplined and
helps in protecting public property, (vii) Couemyis, (viii) Thrifty, (ix) Pure in thought,
word and deed.

THE FOUR BONDS OF FELLOW - SHIP

Section Bunnys Cubs/ Bulbuls Scouts/Guides| RoversgRgers

Age Group 3-5 years 5-10 years 10-16 years 16-3fsye

Motto Keep smiling Do your best Be prepared Service




10.3.6 District Chief Commissioner (Deputy Directoof Higher Education):

10.3.6.1 Role of District Chief Commissioner:

(i) Chief Executive of the District Association.
(i) Chairman of the District Executive Commétand District Planning Committee.
(i) Co-ordinator of Scout and Guide Wings iretDistrict.

10.3.6.2 Duties of District Chief Commissioner:

() Recommending for appointment of District Commissien(S and G) to the State
Chief Commissioner through the respective State i@issioner.
(i)  Recommending to the District Executive Committeetfee appointment of District
Secretary.
(i)  Implementing and organizing the work of Districtslsiation in achieving National
Targets and State Priorities.
(iv)  Helping in administering the finance and propertéthe District Association.
(v) Coordinating the Scout/Guide wings in case of jartivities.
(vi)  Due and effective functioning of District Headgeastand Office.
(vii)  Periodical meetings with District Officelto review training, programmes and
administrative aspect of the District.
(viii)  Development Camping Centres in the Ditri
(ix)  Offering necessary material and moral support $thler team.

10.3.6.3 Accountable for:

(i)  Efficient and proper functioning of the District.
(i)  Expansion and all round development of Scoutingdf&g in the District.
(i)  Effective functioning of Local Associations.

10.3.7 Group Leader (Head of the Institution):
10.3.7.1 Role of the Group Leader:

()  Leader of the Group, Administrator and Co-ordinatbthe Group.
(i)  Chairman of Group Council.
(i)  Secretary of the Group Committee.

10.3.7.2 Duties of Group Leader:

(i) Co-ordinating the activities of the Units in theoGp.
(i)  Formation of Group Committee.
(i)  Advancement of the Unit Leaders in the Group.
(iv) Conducting regular meetings of Group Council Cortenit
(v) Participating in Local Association /District Assation meetings.
(vi) Efficient and proper functioning of the Group.

10.3.8 Unit Leader (Bunny Aunty/Cub Master/Lady Cub Master/Flock Leader, Scout
Master/Guide Captain, Rover Scout Leader/ Ranger Lader):

10.3.8.1 Role of Unit Leader:
(i) An elderly brother/sister in respect of Scouts/@sid

(i) A second parent in case of Cub/Bulbul.
(i) A friend philosopher and Guide in case of Rover/fjtan



10.3.8.2 Duties of Unit Leader:

() Formation and managing the Unit effectively.
(i)  Conducting Unit Meetings every week.
(i)  Adhering to Six/Patrol System.
(iv) Offering progress training to young person in thretU
(v) Participating in Local/District Association meetsg
(vi) Maintaining records, furnishing of census alonghwither reports with I.R.F.
(Individual and Unit Registration Fee).
(vii) Forming Group Committee.
(viii)  Finance of the Unit.

10.3.8.3 All such officers/officials including teachers cauted with the Scout movement for
performance of such duties on priority shall batied on Government duty.

10.3.8.4 Scout’'s/Guide’s Activities:

Scout’s/Guide’s activities will be carried ooy all in accordance with the action plans
proposed by the Bharat Scouts and Guides H.P. adelmaction plans are as follows:—

(@) District Action Plan (to be carried out by theDistrict Chief Commissioner-cum
Deputy Director Higher Education):

Sl. Nc Month Camps/Course and Other Activitie:
1. April Monitor the Unit Registration with SH
2. Monitor the Unit Registration for PM Shield Comjpietn
3. Send the applications for further advancement aflldaders
4. Tritiya Sopan Test for Scouts/Guit
5. May Preparatory camp for Rajya Puraskar ¢
6. Basic Training Course for CM/FL, SM/C
7. June All level Committees Mee
8. District Executive and Council Me
9. July Tritiya Sopan for Public Schools with the -ordination of SHC
10. Basic Training Course foCM/FL, SM/GC for Public School
with the co-ordination of SHQ.
11. August | Monitor the CD Project under PM Shield Competit
12. Special Course with the prior permission of S
13. Sept District Rally
14. Oct. Tritiya Sopan Test for Scouts/Guit
15. Basic Training Course for CM/FL, SM/G!
16. Nov. Monitor the CD Project under PM Shield Competi
17. | Decembe | District Executive Committee Meetin
18. January | District Planning Committee Meetin
19. Annual Report to SH(
20. Fet. Scouter Guider Met
21 March | Badge Examiners /Councilors Cour:
Note.—DOCs and DTCs (S/G) are responsible to preparer tBebuts/Guides for all level

(District/State/National/International) Particigatiand Testing, celebration of all the importantsda

viz. 258" Jan., 28 Jan, 22 Feb.(Thinking Day), 15 April, 15 Aug."Nov. etc.be celebratedith

preparation.



(b)

Institutional action plan (to be carried out by each Group Leaderi.e. Head of the
institution and Unit Leader ):

(i)

Cubs/Bulbuls :

Month

Camps/Course and Other Activities

April

Preparation for Dwitiya Charan/Ra
Pankh Testing camp of the previous ye

Unit Registratio

Maintenance of Unit recort Week end campourse for Cub/Bulbu
Unit Registration Register, Stoglof the previous year.

Register, Progress Book and Cash

Book of the unit.

Cub/Bulbul Pravesh Test according to the A.P.RL&.lI.

All level Committees Mee

Week end camp/course for Cub/Bull

May

Preparation for Pratham Char | Preparation for iwitiya Charan/Raj:
Komal Pankh Testing camp.

Pankh Testing camp of the previous year.

Week end camp/course for C
Bulbul

Week end camp/course for Cub/Bul
of the previous year.

June

Preparation for Pratham Char
Komal Pankh Testing camp.

Preparation for Dwitiya Charanaja
Pankh Testing camp of the previous ye

ar.

Week end camp/course for C
Bulbul

Week end camp/course for Cub/Bul
of the previous year.

July

Test for Dwitiya Charan/Rajat Par
of the previous year.

Preparation for Pratham Char
Komal Pankh Testing camp.

Week end camp/course for C
Bulbul

Preparation for Tritiya Charan/Suva
Pankh of the previous year.

Week end camp/course for Cub/Bulbul
of the previous year.

Augus

Preparation for Pratham Charan/Komal Pankh Testmgp

Week en camp/course for Cub/Bulk

Septembe

Preparation for Pratham Charan/Komal Pankh Testingp

Week end camp/course for Cub/Bul

October

Test for Pratham Charan/Komal Pa

Preparation for Dwitiya Charan/Rajat Pankh Testamp

Week end can/course for Cub/Bulb

Novembel

Preparation for Dwitiya Charan/Rajat Pankh Testiagp

Week end camp/course for Cub/Bul

Preparation for Dwitiya Charan/Rajat Pankh Testiagp

Decembe

Preparation for Dwitiya Charan/ Rajat PankhTestiagp

Week end camp/course for Cub/Bul

January

Preparation for Dwitiya Charan/Rajat Pankh Testiagp

Week end camp/course for Cub/Bul

February

Preparation for Dwitiya Charan/Rajat Pankh Testiagp

Week end camp/course for Cub/Bul

Marctk

Preparation for Dwitiya Charan/Rajat Pankh Testamp

Week end camp/course for Cub/Bul

Submission of action report to D(

Note.—Unit leader is responsible to prepare their Cubdda for all level (Distt./ State/

National/International) participation and tegtincelebration of all the important days. 25" Jan.,
26" Jan, 22 Feb. (Thinking Day), 15 April, 15 Aug."MNov. etc be celebrated with preparation.



(ii)

Scouts/Guides:

[

[

Month Camps/Course and Other Activities
April Unit Registratiol Preparation for Dwitiya Sopa of
the previous year.
Maintenance of Unit records, Uni| Week end camp/course for Scot
Registration Register, Stock RegistetGuides of the previous year.
Progress Book and Cash Book of the
unit.
Scouts/Guides Pravesh Test accor(| To work on CD Project under P
to the A.P.R.O. Il &Il Shield of the previous year.
Scouts/Guides investiture ceremc
All level Committees Mee
Unit registration for PM Shiel
competition
Week end amp/course for Scou | Preparation for Dwitiya Sopan
Guides the previous year.
May Preparation for Pratham Sopan Tes | Week end camp/course for Sco
camp. Guides of the previous year.
Week end camp/course for Sco | To work on CD Projct under PV
Guides Shield
To work on CD Project under P | of the previous ye:
Shield
June Preparation for Pratham Sopan Tes | Preparation for Dwitiya Sop. of
camp. the previous year.
Week end camp/course for Sco | Week end camp/course 1
Guides Scouts/Guides of the previous yea
To work on CD Project under P | To work on CD Project under P
Shield Shield of the previous year.
July Preparation for Pratham Sopan Tes | Test for Dwitiya Sopan of tfF
camp. previous year.
Week end camp/courseor Scouts | Week end camp/course 1
Guides Scouts/Guides of the previous yea
To work on CD Project under PM Shie
Augus Preparation for Pratham Sopan Testing ci
Week end camp/course for Scouts/Gu
To work on CD Project under PM Shie
Septembeg Preparation for Pratham Sopan Testing ¢
Week end camp/course for Scouts/Gu
To work on CD Project under PM Shie
October | Test for Pratham Sop:
Preparation for Dwitiya Sope
Week end camp/course for Scouts/Gu
To work or CD Project under PM Shie
Novembe| Preparation for Dwitiya Sope
Week end camp/course for Scouts/Gu
To work on CD Project under PM Shie
Decembe| Preparation for Dwitiya Sope
Week end camp/course for Scouts/Gu
To work on CD Prcect under PM Shiel
January | Preparation for Dwitiya Sope
Week end camp/course for Scouts/Gu
To work on CD Project under PM Shie
February Preparation for Dwitiya Sope




Month Camps/Course and Other Activities |
Week end camp/course for Scouts/Gu
To work on CD Project und PM Shield
Marct | Preparation for Dwitiya Sope

Week end camp/course for Scouts/Gu
To work on CD Project under PM Shie
Submission of action report to DQ

Note.—Unit leader is responsible to prepare their ScQuikles for all level (Distt./State/
National/International) participation and testieglebration of all the important days viz. "2Ean.,
26" Jan, 22 Feb.(Thinking Day), 15 April, 15 Aug.™Nov. etc.be celebrated with preparation

(i) Rovers and Rangers:

Rover/Ranger Aspirant.—A Boy or Girl whether previously a Scout/Guide atn
and who has completed 16 years of age may beeshlst a Rover/Ranger aspirant.

There are three stages in the career of R@rel Rangers namely
(i) Aspirant (ii) Parveen (iii) Nipun:

April As an Aspirant History of Scouting/Guiding Prin@plof Scouting Guiding
Law, Promise, Sign, left hand shake, Good,tktag song, Prayer and
Crew and National Flag, Bharat Scouts and Guidag, RNorld Scouts and
Guides Flag. One-day service camp. B.P Six exercise

May Maintain a diary, know the parts of uniform, antead the crew or tea
meeting, one day service camp in their locality. Rpshtrapati award
competition application forms be submitted to th&56

June | At least three mcths services as an Aspirant before investi
July (As Rover/Ranger) Prave

Work for a happy family, responsible for family jdiobbies and vocational
activities, group discussion, pioneering, First Ajlto tritiya sopan, outing
or hiking, participate in a group transactionallgsia.

Aug. Organize games for Scout/Guide or Cub/Bulbul asédr®anger, knov
about Conservation, population, sanitation prognasy handy craft centre
in the institution, take up any subject related¢utiural heritage of India as
approved by the team/crew.

Sep. Group discussion on the current problems and orgasérvice camps
village slum area and locality. Qualify one pradiecy badge and participate
in disaster management activity.

Oct. Help about 3 of the fcowing:

() Aids awareness campaidfii) Free eye operation campaidii) Blood
donation campaign(iv) Eye Donation Campaigrfy) Helping in old age

home.

Nov. | Work as an assistant in a Bulbul Flock/Cub Packjsasn Scout/Guid
camps.

Dec. Take froject at least for a month to help children/agesdfled or sicl
persons.

Jan. Pioneering: As Nipun preparation in colleg

Feb. - Knowledge of rights and duties of a citiz

- Hobbies and Craft work, Skills.
- one month Project for children, disabled or agecson.
- Campaign for how to protect public propertiesnsactional
analysis.
Note.—Unit leader is responsible to prepare their Rovanter for all level testing Camps/Courses, Service
in festivals & local fairs (Distt., State, Nationahd International level participation) and foreatsation of all the
important daywiz. 25" Jan., 28 Jan, 22 Feb.(Thinking Day), 15 April, 15 Aug.™Nov. etc.with preparation.




10.3.8.5 Scheme of Advancement of Cub/Bulbul, ScéBuide and Rover/Ranger :

Cub/Bulbul:

(i)

(ii)

(iii)

(iv)

(v)

(vi)

A boy/qgirl can be invested as a Cub/Bulbul @mpletion of five years of age and
requirement of the pravesh Test.

A Pravesh Cub/Bulbul will work at least fahree months to qualify for Pratham
Charan/Komal Pankh.

Pratham Charan Cub/Komal Pankh Bulbul wilbrk at least for three months to
qualify for Dwitiya Charan/Rajat Pankh.

Dwitiya Charan Cub/Rajat Pankh Bulbul willovk at least for three months and
complete 7 years of age to qualify for Tritiya Clrabadge/Suvarna Pankh.

Tritiya Charan Cub/Suvarna Pankh Bulbul wilbrk for at least nine months to
qualify for Chaturtha Charan/Heerak Pankh.

Chaturtha Charan Cub /Heerak Pankh Bulbulilwork for atleast one year to qualify
for.

“‘GOLDEN ARROW ”

Scouts / Guides:

(i)

(i)
(i)
(iv)
(v)

(Vi)

Having worked for at least three months, /gol can be invested as a Scout/Guide

on completion of Pravesh test.

A Pravesh Scout/Guide will work at least fsix months to qualify for Pratham

Sopan.

A Pratham Sopan Scout/Guide will work fot East nine months to qualify for

Tritiya Sopan.

A Dwitiya Sopan Scout/Guide will work for &ast nine months or qualify for Tritiya

Sopan.

(a) Tritiya Sopan Scout/Guide will work fat least nine months.

(b) A Tritiya Sopan Scout/Guide shall qualifyappear for Rajya Puraskar Test on
completion of 13 years of age.

A Rajya Puraskar Scout/ Guide shall work fowelve months to appear for

Rashtrapati Scout/Guide Award Test.

Rover/Ranger :

(i)

(ii)
(i)
(iv)
(V)
(vi)

An aspirant can be invested as a Rover/Raogeompleting sixteen years of age.
(&) A Pravesh Rover/Ranger is eligible to becan®#aveen Rover/Ranger

A Pravesh Rover/Ranger will work at least tme year to qualify for Praveen badge.
(b) A Praveen Rover/Ranger is eligible to bee@Nipun Rover/Ranger.

A Praveen Rover/Ranger will work at least bne year to qualify for Nipun badge.
(c) A Nipun Rover/Ranger is eligible to becomi@ashtrapati Rover/Ranger.

A Nipun Rover/Ranger will work at least fane year to qualify for Raslaipati
Rover/Ranger Award and must have completed ningtears of age.

Working for other Proficiency Badges could dmtinued after receiving Rashtrapati
Rover/Ranger Award.

On completion of Rover/Ranger stage, Rovan@er will embark upon Services to
the community or to the movement.



10.3.8.6 Prime Minister Shield Competition and UpeRashtrapati Award:

We are all aware that Prospective Rashtrapati tSsuides must work for Prime Minister
Shield Competition and also motivation should beegito all the Scouts and Guides units of the
country to play their useful role in the servicetloé Nation and in the movement. It is ongoing
process but the date of submission of applicatemesy year has to be strictly followed.

Applications are invited from all the states fbe Prime Minister Shield Competition
every year. The last date of the submission of an applicatiodd” May every year. States are
requested to send the applications of the uniteernprescribed format with full details along with
Rs. 10/- per unit to the National Headquarter tatgs 30" May every year. The applications
received after 30May every year will be considered for the nexsamss.

The eligibility conditions and other details :

() FOR PRIME MINISTER SHIELD COMPETITION:

(a) Name of the Prime Minister Shield Competition

Shield

Period () The competition will cover the perifmm 1% July every Year to 30

June of the succeeding years.

Methodology (i) The competition will be held idr subjects and is open to all Scout
Troops/Guide Companies.

(iif) Competition will be held separately for tiseout and Guide wings.

(iv) Scout Troops and Guide Companies will pap@ted in two subjects:
Subject 1 will be compulsory for all and they maglest one more
subjectg.e. No. II, Il or No. IV.

(iv) State Associations will give wide publicitya@ invite applications.

(v) State Associations will forward applicationsrrfs along with 3
registration fee Rs. 10/- per unit to National Hpaatters. The NHQ wil
then register the units & issue the Log Book andd&line to the States
for onward transmission to the units registered.
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Eligibility (i) Minimum of Two Competing Distrid.
(i) A competing District is one, which registasleast Two units.
Log Books (i) To be maintained by competing unlise Log Books should be preferably

15" X 12" in size.

(i) Kindly note that name of the Judges with Sigre, Marks given should
be mention in the Log Book. State Secretary reconaagon in
prescribed log book form is must.

(iif) Students name in English with Father's NameQapital Letter is must.
Recommendation letter of the State Secretary watregng letter is alsc
required.

Judging Division / District recommends best umt each group to State. State

recommend one best among each group of Subjeblisl@

A State can get 3 (Three) Shield for Scouts anthBeg) for Guides.

In each State the Scout Troop, Guide Company stgnidirst and gaining

70% and above marks will be awarded Prime Minisirield and a

Certificates signed by the Prime Minister.

The Scouters/Guiders of the Shield Winning Unitdl wiso be awarded

certificate.

Each member of the Shield winning unit would indivally get a certificate

signed by the National Commissioner.

o

174




All participating units which gain more than 50% Mds in the group of
Subjects will be awarded a Certificate of Meritrsdd by the Prime Minister.

Project Area The Area of work for each unit will Belected by respective units and
approved by the District Commissioner. It shall betless than 30 families
and not more than 50 families. There shall be naliclation of area among
different units.

(b) FOR UPA RASHTRAPATI AWARD:

Subject for Upa-Rashtrapati Award Competition kéar
Self Developments: All items Compulsory 125
1. Observance and application of Scout & Guidartse and Law 50
Category| 2. Attainment of next higher stage in the Schemeadvancement. 50
1 Rashtrapati Rover/Ranger should earn at least @ré Badge.

3. Active participation in crew, team programméwéTlist of Activities 25
conducted by the Unit with Date, Place and Namd3aoficipants).

75

=

Service within the movement. 1 Any three activitsedecting one favou
Category| each group — A, B, C

2 Group A 25
1. Working as a Badge Instructor
2. Serving as a Badge Examiner
3. Organizing Games

Group B 25

1. Assistance in a Troop / Company Camp
2. Assistance in a Pack Holiday/ Camps for Ciblouls
Group C
1. Full Time Assistance in a Rally/Camporee a@ifless than Three days
duration.
Category 300

3

Service outside the Movement. 3 Groups out 0b thé¢ completed- 1
Activity from each Group.

Group A

1. Community Development Programme.
2. Adult Education or Non- Formal Education

Group B

=

Cleanliness Campaign
Preservation of Greenery
3. Campaign for saving drinking water

no

Group C

Campaign against harmful customs and prejsdice
Campaign for National Integration
Campaign against Alcohal, Narcotics and Drugs

el

Group D

Motivation Programme for Family Welfare
Leprosy Control Programme

AIDS Awareness Campaign

GOBI (For Rangers only)

Sanitation Programme

SR RN




Group E
1. Awareness creation of Scientific and Technicligddvancement
2. Organizing Science Exhibitions
3. Organizing Science Quiz
Group F
1. Service in Home for the Aged, Orphanagies
2. Service in Religious places
3. Hospital Service
4. Traffic Control
Maximum Marks Category 1-125, Category 2-75, Gatg 3-300

<
w

All the Units will have to Participate in Categalyand 2 as compulsory subjects. In Catego
the unit can select any one activity from 3 Groirpany combination such as ABC, ABD, AB
ABF, ABF OR ACD, ACE, ACF, ADE, ADF, AEF, AEF, BCIBCE, BCF, CDE, CDF, DE}
selecting 1 activity from each group total 3 activities for 100 marks each.

TTTTT

For more details of Activities consult the Guidels of Upa-Rashtrapati Award Competition in
latest edition of APRO-II and IlI.
Last date for Registration at NHQ- 30th April ewgear Starting of Competition 1st July every
year. Completion of Competition- 30th April evergay. Log Books to be submitted to District-
15th May every year, State - 15th June. Selectegl Books two each from a Group to pe

submitted to NHQ by 15th July every year by thaéta

Note.—For more details visit official website of Bharatdbits and Guides www.hpbsg.org

10.4 House Formation:

Houses will be formulated in an institution in buec manner that at least one house should
not exceed 100 numbers of students. While formiogshs, it should be kept in mind that the
students engaged in NSS, NCC, Bharat Scouts ande&uaire preferably kept together in houses
for smooth conduct of their activities.

10.4.1 The following activities can be undertakehy each house:

(i) Games and Sports—Hockey, Football, Badminton, Volleyball, WrestinTable-
Tennis, Badminton etc.

(i)  Athletics.—100m, 200m, 400m, 4x100m, Relay, 800m, 1500m,s€rGountry,
Long Jump, Pole Wart, Hop-step and Jump, Tripplepletc.

10.4.2 Co-Curricular Activities:
() Literary Activities.— Debate and Declamation contest, Poem RecitatiosayEs
writing, Story-writing, Drama/one Act Play, Quiz @petition, mock parliament etc.

(i)  Aesthetic activities.—Music and Dancing, Fancy Dress, Group Songs, Mvsizal
Solo, Instrumental Music, Folk Songs, Folk Daete

(i)  Community Activities.— Mass Prayer, Scouting and Guiding, N.S.S, N.CI@ps,
Excursions etc.

(iv) Tutorial Groups.—Tutorial groups are to be formed in each housé@®school with
a teacher-in-charge of each tutorial group withcgmenumber of students in each



group. For counselling of girls the teacher incleaaf the tutorial group should be
lady teacher as far as possible. In charge ofialtgroup is to guide and counsel the
students of a tutorial group especially in follogiaspects:—

(i) Personal Hygiene
(i)  Motivation
(i)  Academic, Psychological and Socio-Economic needs
(iv) Problems relating to adolescence (counselling d§ g6 to be done by a lady
teacher).
(v) Development of soft skills
(vi) Choice of a career and vocational guidance

All tutorial groups are to function cohesivelyarhouse for its functioning.

10.4.3 Formation of various Clubs:

To encourage/create general awareness, an ingumind and team spirit among the
students. Various clubs have been formed in whielstudents and teachers participate actively.

10.4.3.1 Eco Club:

Eco Club plays an important role in creating emwimental awareness and action based
programme for the improvement of environment ambtigsstudents.

Objectives of the Eco Club :

1. To make students understand environment avidoemental problems.

2. To provide environmental education opportesifior school students.

3 To utilize the unique position of school stoideas conduits for awareness of the
society at large.

4. To facilitate students participation in desrsimaking in areas related to environment
and development.

5. To bring students into direct contact with #r@vironmental problems facing the
society they live in and make them think of soloso

6. To involve children in action based programmekated to environment in their
surroundings.

Role of Teacher-in-Charge of Eco Club :

The Teacher-in-Charge of Eco club plays a key molhe implementation of the scheme.
He/She should encourage more and more studerasitthg club. He/ She should take imaginative
steps to implement the activities suggested insttteeme which are relevant to that region. Main
functions of In-charge Teachers are:

(i) To assemble the Eco Club members every week forhowe at least and take up
some activity.

(i)  To encourage the students to suggest activitieshifollowing weeks and make a
list of it. Make necessary preparations for theieaition in consultation with the
Headmaster/Principal.

(iii) Send monthly activity report to the District conttee.

(iv) Co-ordinate with the District Committee for taking District Level Common
Programmes.



The following activities will be undertaken by thisclub:

1.

2.

o a

© oo~

1% April will be celebrated as “Sanitation Day andsthay will be a working day in
all educational institutions.

World Environment Day ( may be celebrated every year and activities for
protection of environment may be one of the regidature in future.

“VYan Mahotsava” may be celebrated every year amth etudent and teacher will
ensure to plant atleast one tree on this day sdHazh One, Plant One, Every Year”
activity should be encouraged.

Ensure that the campus of the institution is pawgth free and class rooms are neat
and clean.

Flower beds may be prepared in the school campusefutification.

Spitting here and there may be restricted in thepeess and students should well
aware in this regard.

Students may acquaint themselves with healthy eeodly environment.

Garbage is not littered in the rooms /Campus angribper disposal be ensured.
Keeping in view the good hygienic conditions, tlodlets to be provided to the
students /Staff should be neat and clean.

Decisions of the Government regarding “Zero Tolee Strategy for Plastic/
Polythene waste management” and other related raati@y be brought to the notice
of students and Head of institutions will ensure ithplementation of policy decision
of the Govt. So that the campus and its surroursdiegnain plastic/Polythene free.
Plastic/ Polythene collected, if any, be deposiith the Authorities concerned. On
these particular days, the voluntaries of Bharaiugcand Guides, National Cadet
Corps, National Service Scheme, Red Cross, Eco €labld be in their formal dress
and also ensure the campaign launched is madessfigce

The following activities may be carried out atleasbnce in a month:

1.

no

o akw

Address by principal/staff and selected studenttherday, during morning assembly
about protection of environment.

Organizing Poster Competition/Quiz Competition/Gart Competition/Nukkad
Nataks.

Organizing debates on the theme of protection virenment.

Rally for awareness of public about protection mfieonment.

Collection of waste plastic from institutional preses and surrounding area.
Disposal of waste plastic with the concerned autilesr

10.4.4 Cultural Club:

Centre for Cultural Resources and Training, NeWhDieas initiated a scheme under which
Cultural Clubs are opened in different schools. premotion and dissemination of information on
India’s cultural heritage has been the prime canoérthis Centre (CCRT). With this objective in
mind, the CCRT has undertaken the task of settipgCWLTURAL CLUBS IN SCHOOLS.
Through the Cultural Clubs, the CCRT aim at.—

()
(i)
(iii)
(iv)

Motivating schools children to acquire knowledgbout India’s rich cultural heritage.
Sensitizing them towards appreciation of Indiarts and,

Developing a sense of respect towards camtynof traditions.

Empowering children to undertaken action-puig to conserve and preserve cultural
and become custodians of our heritage.



CCRT will provide a financial assistance of RSB initially for one academic session. In
case the Cultural Club functions successfully, dhaual grant of Rs.5,000/- will be released for
another two consecutive years in two instalmenthénbeginning of each Financial Year.

The detailed information is available on CCRT w&bgww.ccrtindia.gov.in

10.5 Youth Parliament Competition:

Objectives of the Scheme:

With a view to strengthen the roots of democracgulcate healthy habits of discipline
tolerance of views of others and to enable theestisdcommunity to have better awareness about
the working of Parliament , the “Youth Parliamerdn@petition” will be held annually in all the
Government High/Senior Secondary Schools of theeSta

Operation of the Scheme:
The scheme will be operated by the Directoratdigher Education, H.P., Shimla.

Eligibility for entry into the competition:

All the Government High/Senior Secondary SchoolState are eligible to take part in the
competition.

Period during which the competition of Youth Parliament will be held:
The competition of “Youth Parliament” will be heddery year.

Guidelines for organising “Youth Parliament” are asunder:

(2) The number of students constituting the “YoBrliament” will not be limited however
some may have only nominal sitting roles to conyeypicture of a House and may not be
required to speak due to limited duration of sgtin

(2) The duration of “Youth Parliament” should ra® more than an hour and out of this about
20 minutes may be devoted to questions. Howelteing the State level competition it
will be of 30 minutes and out of this 10 minuted We for questions.

3) It is desirable that the matters raised in Baliament relate to the subjects of welfare
activity, defence of the country, social justicecial reforms, economic development,
communal harmony, health, student discipline etc.

4) The Participant can speak in Hindi or Englbistin any regional language.

(5) Considerations for drawing up the merit list.—The Committee of judges shall keep in
view the following points while assessing the perfance of institutions:—

(i) Discipline and decorum 10 Marks
(i) Observance of Parliamentary procedures 20 "
(i)  Selection of subjects for questions; for 20 "
supplementaries and quality of answers thereto.
(iv) Selection of subjects for the debates 0 "
(v) Delivery and quality of speeches delivered 30 "

and standard of debates.
(vi) General assessment of the performance as a whole 10



Venue of the Youth Parliament:

Each Institution shall hold the Youth Parliamaeittirgy in its own building as far as possible
or such other place of its choice as it may likbe Tcompeting institutions shall be required to
intimate the venue of their sittings along with thiormation regarding subjects for discussion ten
days before the date of the competition to the Diepent.

This competition will be organized at the followinglevels:

The competition will be a part of activity duritige Zonal/District level tournament and the
following will be responsible for smooth organizatiof the competition:—

1.

At Institution Level— The Head of the Institution will be responsitideorganize the
“Youth parliament Competition” . He will ensure tparticipation of every student in
this competition.

At Zonal Level.-Fhe Head of the Institution will ensure the papation of students
at the venue fixed in this regard.

At District Level.—Fhe Head of the Institution will ensure the pagation of
students at the venue fixed in this regard.

At State Level.Fhe competition will be held on Constitution Diag. 26" November
every year. The Deputy Director of the concernestrizit after careful consideration
of all the entries on the basis of comparative @at#n further recommend the name
of one team for State Level Competition.

Prizes.—There will be the following Prizes—

(i)
(ii)

(iii)
(iv)

V)

Shield (Parliamentary Shield) for the institun standing first in the competition.
Trophies for the first five institutions foneritorious performance in the competition,
on the basis of the order of merit.

Individual merit prizes in the shape of Mad/Cups/Books for some selected
participants from each institution. The total numbkprizes should not exceed 80.
The shield will be a running shield to beaieted for a period of one year by the
Institution which stands first in the competitiddowever, if a particular institution
wins the shield for three consecutive years, itl W kept permanently by that
Institution.

Miscellaneous expenditurelFhe expenditure incurred for organising the
Zonal/District Level Competition will be borne blye concerned institutions, whereas
the expenditure incurred during State Level Contipetiwill be re-imbursed by the
Directorate in pursuance to the instructions of &owment of India, Ministry of
Parliamentary Affairs, New Delhi.

Committee of Judges:

The committee of judges for evaluating the perfamoes of théndividual institution shall
be as under:—

(i)
(ii)
(iii)
(iv)

Chairman, Block Development Committee Chairman
President, SMC of the concerned School Member

Principal Member

Sr. Lecturer of the school preferably Lecturer ab. Science Member Secretary



For Zonal/District Level Competition the Committee of Judges may consist of
Educationists/Members of Legislative Assembly/Counic and other connected with the
running of Parliamentary Institution.

Repeat Performance.—Fhe institution standing first in the competitiomynbe required to
give a repeat performance at a venue and date dedded by the department at the time of Prize
Distribution Function which would be held on thenclusion of each year's competition.

10.6 Total Sanitation in Schools:

Take every measure for Total Sanitation of a sthampus. For healthy and eco friendly
environment the cleanliness of school campus anslitroundings be also ensured.

(@)

(b)

(©)

(d)

(e)

(f)

Each school after morning assembly will ensurectbanliness of school campus and
its surroundings through the physical educatiortento maintain the eco-friendly
environment for good hygiene.

Each school will observe quarterly total sanitatiday and for this purpose
competitive intra houses will be formed. In thigaed intra house competition will be
organised and the house placed®5t21 and & position may be awarded the prizes
as an incentive.

The house which will consecutively standsdiiring the year, the recommendation
of such house will be sent to the Deputy DirectbrHigher Education of the
concerned district by the Head of Institution. TBeputy Director of Higher
Education on careful consideration of all the estron the basis of comparative
evaluation further recommend the nomination of scieool to the Director for State
award.

The Director of Higher Education after receiving thominations from all districts
and after scrutiny and comparative evaluation fuitther recommend to the Govt for
State award to be given by the Hon'ble Chief Mieistn 18" August every year.

The concerned school which receives the State amraddn any case if the patron of
that particular house of the school concerned $® aroposed for State /National
Award, in that event in the meeting of state saectommittee after consideration
will make a special recommendation in his/ her tavand he/ she will be entitled for
extrab marks in comparison to other teachers.

The participation of SMCs will be ensured. SMCs|wionitor the sanitation
campaign and if committee is not satisfied with famitation campaign, the report
thereof will be sent to the Deputy Director of HeglEducation of concerned districts
accordingly who will further call for the explanati of Head of Institution in this
regard.

1st April be celebrated as Sanitation Day and ttay will be a working day in all
Educational Institutions.

Note—The school will hold regularly Inter-House andrénHouse competition in debates,
declamation, one act play, essay writing, groupcudision, on-the-spot painting, variety
entertainment etc.



CHAPTER-11

Vocational Education

Introduction:

The national policy planners have considered higeeondary stage of school education as
crucial since it is at this stage that necessaitls dad competencies are acquired which enable the
students to enter the world of work or to go fogh@r education. Vocational education has been
accorded high priority in the National Policy onugdtion, 1986. The NPE, 1986 inter alia states
“The introduction of systematic, well planned anidorously implemented programme of
vocational education is crucial in the proposedcational re-organization. Vocational education
will be a distinct stream intended to prepare stigléor identified vocations spanning several areas
of activity”. The NPE, 1986 set the target, to aoi®% higher secondary students under vocational
courses by 1990 and 25% by 1995. The POA, 1992 tleseargets of diversification of students in
vocational streams at +2 level to 10% by 1995 aB#h Dy 2000. Consequently, a Centrally
Sponsored Scheme (CSS) of Vocationalisation of 18y Education was launched in 1988,
which was implemented by the State of Himachal &hd Under this scheme Vocational
Education is being provided in General Schools with years duration in 10+1 and 10+2 classes.
The objectives of this scheme dieto provide diversification of educational opportigs so as to
enhance individual employabilityji) to reduce the mismatch between demand and supply of
skilled human resource, arfiii) to provide an alternative for those pursuing highgucation. If
India wants to have a competitive advantage, idsde restructure its Vocational Education and
Training (VET) system. Consequently, based on tbheeat and futuristic requirements and
keeping in mind the experiences gained and ledsanst from the implementation of the previous
scheme of vocationalisation of Secondary Educateomevised scheme is now proposed. The
revised scheme echoes the ideology inherent inFtaenework for Vocational Education and
Training in India developed by the MHRD, 2007. Treamework proposes to integrate the general
academic education, vocational education, vocatiananing and higher education as a
comprehensive system under the Indian Qualificatiorhe vocational education at the higher
secondary stage is a part of this proposed integnadtional qualification system. Thus, vocational
graduates will have opportunities not only to ertes world of work through wage or Self-
employment, but also can have lateral and vertiwatbility in the educational system. There is a
significant drop-out of students after completidrCtass 18 and they do not join class "L1These
children and a certain percentage of children énmlin Class 1T who have aptitude for
vocational courses, but are compelled to pursuedesmg courses in the absence of any
opportunity, constitute the target group under Hoheme of vocational education at higher
secondary level. There is evidence that countrigis & strong VET system have increased their
marginal productivity and lowered the unemploymeteés. The relevance of vocational education
has increased in the fast growing Indian economsyyeeally in the light of the Government’s thrust
on Universalisation of Secondary Education, skeelopment and social justice through inclusive
education and training.

2. Subjects:

The following subjects are taught during two ye#éma@ining in Vocational education
institutes and examination is conducted in all ¢hgsbjects separately for (10+1) and (+2) classes
as under.—

(10+ 1) class (10+2) class
1. English. 1. English
2. General Foundation Course (GFC) 2. General Foundation Course (GFC)



Vocational Theory-I 3. Vocational Theory-IV

Vocational Theory-II 4. Vocational Theory-V
Vocational Theory-llI 5. Vocational Theory -VI
Vocational Practical-| Vocational Practical -1V
Vocational Practical-Il Vocational Practical-V
Vocational Practical-lll Vocational Practical-VI

The syllabus and question papers of English fas gine and two are the same as that of
academic side of 10+1 and 10+2 classes.
3. Tuition Fee:

Every boy student is charged tuition fee at pahwstience students and no fee is charged
from girl students.
4. Working Hours:

Working hours of each Vocational Education Insétis as per Govt. Normsé€. six hours
every day). Second Saturday of every month andyesenday are closed days of the institute

5. Attendance :

Every student has to complete minimum 75% attecelam every year of two year courses
for appearing in the annual examinations in bo#éoti as well as practical.
6. Examination and Certification:

Examination of plus two students of Vocational Eation is also conducted by H. P. Board
of School Education Dharamshala and successfulidated are awarded certificates like other
students.

7. Eligibility for Admission:

Any 10" pass student of any recognized board is eligitieafimission in 10+1 vocational
courses. There will be no percentage bar to semksatn to Vocational Courses. The girl students
can seek admission in Boys schools where vocatiooakses are running. The concerned
Principals and lecturers will make all sincere gffoto motivate the students for admission in
vocational courses.

8. Enrolment:

The enrolment of students in vocational coursealishbe as per the norms prescribed by
MHRD Govt. of India. Efforts will be made to proneotnhancement of enrolment of girls,
SC/ST/OBC, minorities, BPL, children with specialkdsetc.

No. of vocational courses : 2 per school

No. of students per vocational course : 50 (2&8ach Classe. XI and XII)

No. of vocational students in each school : 100

No. of Sections in each Schodl:



9. Equipment and Raw Material:

The adequate requirement in terms of tools, eqemrand machinery for the development
of soft and basic technical skills would be prodd® the schools. The list of the tools and
equipment mentioned in the curriculum would forre thasis for purchase of relevant Machinery
and equipment for the vocational course. In additithe requirements for modern tools and
equipment could also be assessed taking the helpnygfloyers, relevant organizations, and
professionals in the field. Raw materials and comshbie items like glassware, plastic-ware,
chemicals, etc. would also be provided for eachsmuhe grant for which would vary from course
to course. Maintenance of tools and equipmentaisib be funded through the scheme.

10. Functions of Vocational Schools:

(i) To establish an effective and effici&E system in the Institution for promotion of
equality of opportunity for all.

(i)  To run approved vocational coursesiskilevelopment programmes consistent with
National Occupation Standards (NOS) in mainstreeimoals in the form of sections
offering vocational education.

(i)  To provide or arrange a range of supmarvices to the students such as arranging
on-the-job training, establishment of trainiogmproduction centre, establishment
of linkages with industry, arranging guidance aondreselling, etc.

(iv) To arrange competent teachers/trainexs emsure their continuing education and
training through capacity building programmes actiba research.

(v)  To undertake publicity, image building agareness programmes.

(vi) Keep track of vocational students passmg with regard to their employment,
vertical or horizontal mobility etc. and maintaacords.

(vi)  To maintain and disseminate relevant infation at various levels as a part of
school level MIS.

11. Ensuring Girls’ Participation:

The National Policy of Education (1986) has catmgdly recognized education as an agent
of social change in favour of girls and has patéidy emphasized facilitating girls’ participaticom
vocational and technical education. Further, woraerpowerment is high on national agenda.
Echoing the same ideology, this policy also plaagsal and non-stereotyped participation of girls
in vocational education on high priority. This shibbe the guiding principle for taking various
steps for implementation and monitoring of the sohgbe it expansion or strengthening of the
schools, enrolment, placement or such others. Thpugrity would be accorded to co-educational
schools/institutes, wherever the society is notrgatly for it, all girls’ schools would be included
The selection of courses in these schools shoulthengender guided. Similarly, choice of courses
by the girls would be promoted in such a manner geader stereotyping is avoided. Care would
be taken that girls are not ‘pushed’ to non-formalde of vocational education but are encouraged
to join regular courses. Specific incentives angpsut systems will be planned to enhance
participation and good performance of girls in higinployment oriented courses, ensuring their
economic self-sufficiency. Special guidance andnseling session would be organized for girls as
per need. The vocational Principal /co-ordinatortieé school should take necessary steps to
remove gender bias, if any, in the minds of emplg§y@manciers against giving the girls
employment or loans. The implementation aspectaviaur of girls mentioned in other appropriate
sections of the scheme would be ensured. All tpertang, data generation should be in gender
segregated manner.



12. Coverage of Special Focus Groups:

Efforts will be made by the Schools to mainstreemidren belonging to special focus
groupsi.e. SC, ST, OBC, persons below poverty line, minodatd children with special needs,
with special attention to the girls belonging tegh groups. Special priority would be given to
open/strengthen vocational schools/model vocatiosehools in identified minority/SC/ST
concentrated districts/blocks. Schools will devetaptable incentives for their participation for
which funding provision has been made in the scheBrolment drives, special ampuses,
provision of special facilities, working in closellaboration with parents and NGOs, etc. should be
undertaken to ensure participation of special gsoup vocational education. Monitoring
attendance, organizing remedial classes and fallewf special groups will be done by vocational
schools. Necessary support serviegs special aids and appliances shall be providedefanners
with special needs during the process of learnimjteaining. Arrangements would also be made in
schools for removing architectural barriers foryeascess of learners with special needs. Teacher
preparation for giving due care and attention whsthildren also need to be ensured.

13. ProductioncumTraining Centre (PTC):

Establishment of ProductimumTraining Centres is visualized as a methodology of
providing a learning experience linking teachingrieng process with the world of work, so that
students not only gain relevant skills and attisidat also the necessary hands on experience to use
skills in producing and marketing goods and sercidéde dichotomy between education and work
could be reduced by establishing PTCs in schoslsha production processes become vehicles of
learning, which is related to society’s needs foods and services. A large share of earnings
through the PTC is distributed amongst students€hvbomes as an incentive and support to them.
The major objectives of PTCs would be as follo(isprovide educational experience relevant to
market,(ii) enhance self-support capabilitiés) forge institute community linkages through need
based products and servicdss) inculcate the spirit of social accountability imueational
institutions, andv) prepare students for gainful self/wage employment.

14. School Industry Linkage and O.J.T:

The Vocational Education Programme at the plus stege lays great emphasis on
development of need based skilled man power faseadtors of economy. The national curriculum
design for Vocational Education provides commumacaskills and entrepreneurship skills along
with competencies in vocational Theory and Practigekages will have to be developed with
industry and other organizations for specializechmécal training using their equipment and
expertise. ON THE JOB TRAININGhould be started so that students become familthrthe
working of industries and know about the field desbs.

15. Support for Self Employment :

Besides giving necessary guidance to the studfmtssetting up their ventures, the
Vocational Principal/Co-ordinator/Teachers shoubdittue to provide technical support to them
for the transition period. Efforts should be matl@gpropriate levels to arrange soft loans and to
devise marketing strategies for these young skiettepreneurs. Best practices in vocational
education from the School should be documenteddegsgminated so that such practices could be
replicated or emulated by others. Special claseesntrepreneurship would be conducted for those
students who opt for self employment. The studshtsild be motivated to adopt self employment.

16. Placement :

There will be a placement cell in each school It the follow-up data of the pass out
students can be maintained. Sincere efforts wilinagle at Directorate level to set up linkage with



industries so that campus interviews may be comdiict provide employment. Monitoring will be

done at Directorate level. The Vocational lecturgfrsll subjects will ensure the participation of
students in  Job fairs/ Rojgar-Melas conducteddyous companies from time to time. They will

maintain record/register of pass out students widog higher studies/ self employment/wage
employment or any other field. They will remaindlose contact with various private companies,
chamber of commerce and employment exchange. Hovikeestate level co-ordination will be

done by Vocational branch of Directorate of Higkelucation, Shimla.

17.  Apprenticeship Training:

Training has been consistently felt that studehthe vocational courses at +2 level should
be provided facilities for apprenticeship traininogder the Apprenticeship Act as an important
catalyst for promoting vocational education. In 89&e Apprentices Act was amended to provide
training to vocational students of +2 level (Tedmsm Vocational Apprentices). At present there
are 94 vocational courses covered under the AppemntEfforts would be made to cover all
vocational students under the Apprentices Act. $tate co-ordination Cell for VE should liaise
with the BOATS for apprenticeship training of ttadents. The Principals will send the names of
students for apprenticeship to the Directorate weltime so that consolidated data be sent to
APPRENTICE BOARD KANPUR (UP) for apprentice training of the students.

18.  Vertical Mobility :

It is generally experienced that the student comityiuand society at large, in spite of a
valid economic and educational rationale for mdfivocational Education unacceptable owing to
its "terminality” and demand vertical mobility intogher level courses leading to diploma/ degree.
Any Vocational programme which does not allow learto go for a related course of higher
studies will be perceived as a dead end. It willehthe effect of restraining the development of
individual in their working level, which in turn Wigreed frustration. In view of the above, it is
required to find out ways and means for linking ®ie@nal Education at the plus two level with
higher education to provide right employability Yocational pass outs. Various strategies,
Modalities and action Plans were made for linkingcstional Education at plus two levels with
higher education. In the entire planning of upwardbility to the field of higher education care
should be taken that this linking should be comgetary and supplementary to his /her basic
knowledge and the resources used during/VocatiBdatation should not go down the drain. In
Himachal Pradesh some seats are reserved in e&giegbmic for Vocational Pass out students
who secure 60% or more than 60% marks throughaladeimission. They get admission M Year
of diploma in their respective area.

19. Publicity :

Extensive publicity applying various possible middss such as local set up as well as mass
media (newspapers, magazines, newsletters, ragleyidion, internet, etc.) should be done for
creating the right image of the vocational couraed to attract the youth towards the vocational
education. Specific publicity and orientation cangpa need to be designed at suitable levels.

20. Role of School Management Committee:

Every School Management Committee (SMC) will wiwksmooth functioning and quality
assurance of the vocational schools and coursextidning within nationally set/approved
standards and guidelines. The committee will aduise school in selection of courses,
teachers/trainers, guest faculty, equipment etwilltfacilitate setting up of PTC, student support
systems and help the school in forging linkageshwite industry and student placement for



practical and on job training and employment. Isecaf need, SMC can set up vocational advisory
committee to improve implementation and quality.

21. Monitoring/Inspection of Vocational Education:

The Principals of Vocational Schools will monittre various activities of vocational
Education in respective Schools. They will applyfestent methods of vocational guidance,
motivation and awareness among students, guardrahsociety about vocational Education. They
will ensure that the enrolment of students showtbe less than 25 in each class/sectienin
each school there will be minimum 100 studentsacational Education in +1 and +2 classes. The
Head of Institute will ensure that 100% practicale performed by the vocational students as per
syllabus. For this purpose Raw Materials, Instnrai Material and Equipments will be arranged
well in advance in starting of new session. Thad#pials will ensure at the end of the session the
physical verification of the vocational workshopsdastocks every year. The Principal will also
manage field visit/industrial visit and on the johining facility for vocational students every yea
preferably during vacation period. The Deputy Dioecof concerned Districts will specially
inspect/check the various activities vocational &&dion during inspections and report the matter to
the higher authorities.



CHAPTER-12

Other Administrative Guidelines

12.1 Permission for Acquiring Higher Education:

Permission to in service teachers to undergo thdugte/post graduate course/training to
improve his/her educational/professional qualifmat on regular basis/privately or through
correspondence courses at their own expenses wiladtorded by the competent/prescribed
authority on the fulfilment of the following ternamd conditions by the applicant/candidate:

12.1.1 Competent /prescribed authority:

a)

b)

d)

Permission to academic examinatioa. B.A./M.A. is to be accorded by Head of
School/Complex Heads of the Schools.

Permission to professional courses like B.Ed./ MM ®Phill/Ph.D/ D.P.Ed./B.P.Ed.
etc. through distance Education mode only on sped#rms and conditions given
below by Deputy Director of District concerned.el¢tonditions are as under.—

1. No study Leave shall be granted to the lecture@TI'® concerned. He/she shall
have to apply for leave of the kind due admissibieer rule for appearing in
said (part time) courses / examination.

2. He/ she shall have no claim to any benefit othantthose which may accrue to
him/her in the normal course as a result of acaginigher qualification.

3. In the event of any urgency in the public interist permission is liable to be
withdrawn at any stage without assigning any

4. Study work of the School shall not suffer in aage.

5. In the event of his/ her transfer in the publicenetst the permission granted to
him/her shall not constitute any claim on this gu for study,
modification/cancellation of transfer. The applioat must reach the Deputy
Director on or before 31March of the year.

No permission is to be given to acquire any highealification, to do research etc. in
Science faculty and in a subject where practicadsiavolved except by Head of
Department.e. Director of Higher Education who in turn will aloit if study leave
is sanctioned by the Govt. as per rules.

No permission to Contract /Para /PTA (GIA) or sarly engaged teachers.

12.1.2 Terms and Conditions for Study Leave:

Study Leave to in service teachers will strictly &ccorded as per the instructions of H.P.
Govt. which are as under:—

a)

b)

c)

Maximum of one percent of particular subject will bonsidered for recommending
study Leave.

If a provision of distance education is availaliat will be explored first.

Provision of Rule-51 of CCS (Leave Rule) 1972 sHallowed strictly while
recommending the study leave.



12.1.3 Permission to acquire Indian Passport and Permigsn to visit abroad:

Permission to acquire Indian Passport will be et®ed on an application that should reach
the Director of Higher Education through Head oé timstitutions containing the following
information:

a) PAN Number of the concerned official.
b) Recent three passport size photographs (3.5cm m3.5¢t colour showing frontal
view of full face are required (Two without atteégta and one attested by the Head).

12.1.4 Proforma for permission to visit abroad :

Name and Designation of the applicant.

Leave due in his/her credit.

Seniority No. and date of confirmation (in case penary may be indicated).

Date of appointment in the Department and preseutey

The period for which the official intends to go ehd may also be indicated.

The purpose for which the official intends to visiay also be indicated.

The name of country to whom the official intendvigit may also be indicated.
Whether any complaint/inquiry/vigilance case isqgiag against the official?
Whether any dues are to be refunded to the Goygdbment?

Any other source of income of the applicant may & indicated.

An undertaking of the applicant in black and whiteluplicate may also be obtained
to the effect that in case he/she fails to reportduty on the expiry of authorised
leave he/ she will be considered to have resign&tidr post under this Department
from the date of leaving the school and the samlg altested by the Head of the
institution may be submitted to this office.
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Name, Desigoatand Address

12.2  Annual Day/Prize Distribution Function:

Annual Day/Prize Distribution Function will be ebrated every year in the month of
November/December in respect of winter closing sthand in summer closing schools it will be
celebrated in the month of January/Februiagy uptolg" February in all the High and Senior
Secondary Schools. Chief Guest to be invited os d¢lasicasion to preside over the same shall be
chosen in consultation with the staff and membé&&\C.

12.2.1 General Instructions/Guidelines for Plannig/Celebrating Annual Function:

(i) All Co-curricular activities will be planneand carried out throughout the year as per
school calendar of activities and the best perforaivities shall be selected for the
day.

(i) Parents of the students and distinguishetb@es of the area connected with the
school will be invited on the day of annual funatiand information in this regard
may be sent well in time.

(iif) At least the following items will be presesd on the day:—

(&) March past by NCC, NSS, Scouts and Guidesatimer students in designated
uniforms.

(b) Mass PT, Exercises with apparatus, Dumbld| Blag Drill/Band Drill/Tippri
Drill etc.one item each.



(c) Community Song.

(d) Patriotic Group Song.

(e) One Act Play.

(H Folk Dance and Classical Dance.

(g) Playing of percussion and non-percussionicaligistruments.

(iv) Prize distribution should only be part oktday. All prizes of an each student should
be viz—in-academic, sports and co-curricular atitigibe clubbed so that student may
come once on the stage to receive all the prizes.

(v) Sports prizes declared on the Sports Dayefschool may be awarded on the Sports
Day itself.

(vi) Light refreshment may be served to studesisecially to the prize winners with the
guests.

(vii)  Simplicity and decorum on the day may bemtgined to the extent possible.

(viii) It will be the endeavour of the school nsgement that all students may take part at
least in one activity.

(ix) Annual Report to be read by the Head of ltnitution should be complete, precise
indicating results of the students in comparisontliose of the Board, specific
mention of achievements of the students and otttertees carried out by the school
during the academic year. Annual Report of the scsbould be published in the
school magazine to be brought out in the end oataslemic session.

(x) The cultural items during this function shduhclude only patriotic songs and the
songs depicting national or regional culture. Theatiof the Institution shall monitor
that nothing unethical and against the Indian tiawial values is presented in such
programmes. Songs/Skiestc related to relationship between mother-in-law and
daughter-in-law are to be avoided on this occasicluding during other functions.
Recital of national songs and national anthem be ethecked and rehearsed properly
before presentation.

12.3 Students Participation for Receptions:

The unhealthy practice of lining up the studentghie Heads of the schools on the roads,
especially during school hours on the occasion Iffs\passing by such routes, is undesirable as it
puts un-necessary strain on the students as wetksdts in wastage of their precious time.
However, they are to participate in the celebratiaf days of National or State importance/
rallies/events sponsored by the Government.

12.4 Participation of Students in Celebration of @ys and Events of the State and National
Importance.:

All the institutions will participate in celebratis of days and events of the State and
National importance. All units of NCC, NSS, Scand Guides will participate in the March-Past
and in cultural programmes. These occasions anutevweculcate self confidence and pride among
students.

12.5 Direct Correspondence:

While addressing communications to the Directoddteligher Education and other higher
offices, the following points should be taken ictmsideration.

(@) Letters should be neatly typed or written on a digrgpaper in ink where no type
writer is available and it should be legible. Whiteaking correspondence with any



quarter Telephone Number as well as e-mail is degion the top of the letter so that
it may be convenient for immediate contact. Mattetating to employees should in
variably refer to employees code of PMIS.

(b) Complete and correct reference to the File NohefDirectorate and higher offices
should be given.

(c) The subject of the case should be written conspisiyo

(d) One communication should deal with only one subject

(e) Separate covering letters should be attached watbraents and returns.

()  Enclosures, if any should be specifically mentianed

() Each envelop before it is posted, should be frankppropriately weighted and
stamped.

(h) Direct correspondence with the higher authoritied &aigh-ups is disallowed. The
correspondence should always be through propemeth&y any individual or by the
office.

12.6 Audio Visual Aids:

To make classroom work dynamic and effective, ofséhe audio visual aids should be
made in every subject. The main companions ofehehers in this respect are black board, charts
concerned apparatus and other improvised teachilegu&ing material.

(i)  Full use should be made of the institution'svieonment and all possible educational
resources. Yearly provision for the purchase ofrtbeessary audio-visual aids should
be made in the budget.

(i)  Fund s allocated for the purchase of audsusai material in the Budget is spent by
the head preferably in consultation with the sutjjeachers.

(i) Demonstration Lessonslr-every Institution, there are always a few exgeced
teachers who use various audio-visual aids. Thd Bkeauld make such arrangements
for enabling them to give some demonstration lession the guidance of other
members of the staff.

12.7 ICT @ School Project:

ICT @ SchoolProject is being implemented in Sr. Sec. Schaofi'the State. The prime
objective of the project is to use Multimedia Edimaal content as teaching aid in smart class
rooms for better teaching and learning. All the aned teachers should be directed to use
multimedia educational content during their peritmtsures as a teaching tool for a better
understanding and learning of hard spots in the@aoed subjects. The teacher should consider
these tools as their friend, which would reducertharden. Teacher should understand that tools
in themselves are not effective but the innovatiwwite which teacher uses them make effective.
Proper implementation dCT @ School project at the institution level is ensured by the active
participation of the Principals. He therefore iptaform the following duties:—

() The Broadband facility may be utilised to full extdo download teaching learning
material/ content from the internet.

(i)  No Broadband payment is to be made by the Ingiituto BSNL. If payment is made
by any institution, the same may be intimated tee€torate along with the photocopy
of payment receipt and bill.

(i) Before signing the“Acceptance test Certificate” with date (which contains
complete equipment and installation details) béfieerby the Principal concerned.

(iv) Send complete Monthly Monitoring Report (MMR) thgbu concerned Deputy
Director of Higher Education which should reflebetstatus of contents and details



regarding functioning/non-functioning of each angery component of Hardware
installed in the Smart Class Rooms as well as hll&bs in detail.

(v) The CPU should be placed in a wooden box near @@ TV under lock to ensure
the safety and security of Central Processing (@#U). The necessary funds for this
purpose may be met out of the building fund ofSicbool.

(vi) Use of ICT lab and Smart classrooms should belgléapicted in the class-wise and
teacher-wise time table.

(vii) Any clarification regarding the functioning of tipeoject may be sought from Nodal

Officer(IT) of the concerned District or alternaly the same may be forwarded to
dir.edu@rediffmail.com

Note.—The cleanliness and opening of ICT Lab must be reson all working
days.

12.8 e-Governance:

All the heads of the institutions and their of6cemust promote e-Governance and bring
efficiency in the functioning of school offices.Tlkemail accounts of all the Institutions have been
created for faster flow of data/information. Therefevery head must take the following steps:—

(i)  All heads will check/operate their e-mail daily.
(i)  Departmental website www.educationhp.omgjl be checked daily for any new
directions/circular of the department and is tabged up accordingly.
(i)  All software developed by the Department and theveBament will be made
operational.
(iv) SMS messages conveyed through SMS Gateway withbediately acted upon.
(v)  Transmission of data through e-mail and mobile eativity as and when available
shall be given top priority.
(vi)  Maintenance of hardware and networking will be eagu
(vii)  Internet and HIMSWAN connectivity will be ensurethevever it is possible.

12.9 Teacher’s Diary:

Proper maintenance of a teacher’s diary is vesgmsal as it indicates how the teacher has
planned his work. Any simple note book can serve plirpose of teacher’s diary. It should
invariably contain the following:—

(i) Detailed syllabi of the subjects a teacher is teamch
(i)  The Time table allotted to the teacher.
(i)  Records of student’s progress.
(iv)  Notes on monthly instruction programme in the scigecording to the time-table.
(v)  Assignment of Home Tasks.
(vi)  Other useful information the teacher wishes to meéco

All the teachers will maintain Teacher Diary mentng therein the syllabus to be taught

class-wise and subject-wise in three quarters efygrar and the fourth quarter will be utilised for
revision, and get it signed from the Head of thstitation in the first two weeks of academic
session. Monthly Teacher Diary will be maintainew deaching task accomplished in the next
month will be got signed by the concerned teactmnfthe Head in the last week of the current
month.



12.10 Settlement of Audit Paras:

Special campaign has been launched from timarte to clear the pending audit paras at
the level of department itself and also in collation with AGHP at District/Directorate level.
Emphasis was also laid in the past to ensure ¢inafficient administration, audit paras may net li
pending for a longer period as it is not condudiveefficient administration. The Head of the
Institutions will ensure the settlement of pendemgdit paras in a time bound manner. Every
Drawing and Disbursing Officer will ensure the ntemance of a register having the detail of all
pending audit paras therein on the proforma appebdw:

Proforma of register for monitoring the settlemehAudit Paras and Recoveries

(@) Detail of A.G. Audit Para

Sl. Audit and Para No. Particulars of | Particulars of | Amount of recovery pointed out
No. Inspection Para (Nature & settlement by AG Audit. Detail of cases
Report (Period amount involved) wherein recovery not effected and
From-To) reasons therefore

(b) Detail of Local Audit Para

Sl. Audit and Para No. Particulars of Para Particulars of | Amount of recovery pointed
No Inspection Report] (Nature & amount settlement out by LAD Audit. Detail of
(Period From-to) involved) cases wherein recovery not

effected and reasons therefore

(c) Detall of recovery pointed out by the Depant

Sl. Name of Designation Particulars of Amount of Detail of cases wherein
No. Gouwt. Recovery as | recovery pointed recovery not effected and
Servant pointed out out reasons therefore

Head of the Institutions will keep liasion withetlsection Officers posted in the offices of
Deputy Directors Higher Education of purpose oftleetent of audit paras and for obtaining
advices in other financial and service matters. UbgDirector Higher Education of District
concerned and section officer posted in the Distwidl be jointly responsible to ensure the
compliance and submission of defaulters list to Eheectorate of Higher Education for taking
suitable action as per rules.

12.11 Powers and procedure for declaring articlesf store and stock unserviceable and their
disposal by sale/auction/written off:

The powers of various subordinate authorities #wedprocedures for declaring the articles
of store and stock unserviceable, surplus andhieir disposal by auction and sale and for writing
off the unserviceable articles/losses of stockstnce have been delegated and are circulated by the
Department from time to time. (Departmental indiarc are annexed as Annexure-l for ready
reference).



Procedure for write-off:

1.

10.

11.

12.

Separate cases may be prepared in respect of tibkesapurchased out of Govt.
Funds and of those purchased out of student’s funds

The list of the article, required to the writterf ofay be prepared in quadruplicate in
the first instance and may thereafter be got cowigmed by the inspecting officer
after he has personnel inspected and physicallfiaethe articles proposed to be
written off (SeeAnnexure-l and II).

Actual date of purchase along with month and ybaukl be recorded.

It should be ensured that the articles of deadkstddch are in use for less than 15
years are not recommended for writing off expeatxneptional cases where reasons
for the same are to be furnished in detail.

Each drawing and disbursing officer as well as @agsppn Officer should make it
point to see that whenever any loss is causedetdGibvt. Stores for reasons other
than normal wear and tear, the matter is invesijat

In the cases where the losses to the stock and ster proved to be caused by
negligence of Govt. Employee, the same may be sxedvirom her/him/them.

On such cases of losses of stock and store sheul@dommended for writing off
where no official(s), on investigation is/are foundlty of the same.

Normally the articles written off from the stockgister should be disposed off
through public auction. In case the proposed mdabisposing them off is one other
than that of public auction, reasons as to whyadtteles cannot be put to public
auction should be furnished in detail.

The amount realised by way of public option shdagdcredited to the receipt head in
a Govt. Treasury in case the articles were purchaseé of the Govt. Contingencies.
If, however the same have been purchased out ofests funds the amount so
released may be deposited in the respective flaat'sunt.

The head of the office/institution will verify th&tore physically at least once in a
year and suggest the unserviceable articles torlteemvoff, on the recommendation
of the committee consisting of following members:

(i) Head of the office /Institution; and.

(i) Two senior most members of his office/Institution;

(iif) Store Incharge.

Each member of the committee constituted, showd silgn the certificates, detailed
below the list of the articles proposed to be writoff (Annexure-Iil).

The following Officer's are declared inspecting iofir in respect of the offices/
Institutions indicated against each for the purpafsaspection.



SI. INSPECTING OFFICER JURISDICTION
No.
1. | Director of Higher Education or any othehll the Institutions / Offices

officer authorized by him specifically irrelated to Higher Education
each case.

2. | Deputy Directors posted in districts or amdl High and Senior Secondary
other officers authorized by himSchools under them.
specifically in each case.

3. | Commander NCC group HQ or any othél Offices / Officers
Officer authorized by him specifically incommanding of various NCC
each case. units in H.P.

4. | Respective Controlling Officer whdn respect of District
exercises financial powers Community libraries under H.F
Education Department.

o

13. All the inspecting officers, as mentioned abovd efisure that articles recommended
to be written-off have physically been checkedhmm. In case any loss or damage is
caused to the Govt. due to the false reports dyetne Inspecting Officer, he will be
liable for disciplinary action and shall be respbles for the said loss/damage
personally. He will also furnish the certificatedegtailed inAnnexure —lll on the list
of the articles recommended to be written off.

Note.—These powers are subject to the conditions thapgsals for the sale of store/
stock articles may be got cleared from the seatitiners (SAS ) posted in the office of the Deputy
Director of Higher Education of respective Distsict



ANNEXURE —|
NO. EDN-H(4)3(C)2/2002
Directorate of Higher Education Himachal Pradesh
Dated: Shimla -171001 the"30ctober, 2008
OFFICE ORDER

In supersession of this office letter Endst. NbikSha- H(4)3(C)2/2002 dated 7/08/2004
and in exercise of the powers vested in me, uNd¢e 3 below rule 19.1 of HPFR-1971/VOL-I
are re-delegated as under.—

Rules | Item| Nature of Powe Authority to which powers ar Extent of Extent of
delegated previous | New powers
powers delegated
delegate
19.1¢ | (1) | To declare article| 1. Addl. Directol 7500( 1,00,00(

of store or stock 2. Jt. Controller (F&A) 60000 90,000

surplus or| 3. Principal, Gowt. college 25000 60,000

unserviceable SCERT/GCTE./Skt. Colleges

4. Dy. Directors posted at Distt. 25000 50,000

5. Principal, GSS Schools 10000 35,000

6. HM of HS/Other Heads of 5000 25,000
Office i.e. Librarian, NCCHC(

(2) | To sanction sale ¢
Articles of store o
stock declared
surplus of
unserviceable by
the competent
authorities.

(i) At book value| 1. Addl. Directol 7500( 1,00,00(
or market| 2. Jt. Controller (F&A) 60000 90,0000
value which-| 3. Principal, Govt. Colleges/ 25000 60,000
ever is greater SCEART/GCTE/Skt. Colleges

4. Dy. Director posted at District. 25000 50,000
5. Principal, GSS Schools 10000 35,000
6. HM of HS/Other Heads of Offi¢ce 5000 25,000
(i) By public 1. Addl. Director 75000 1,00,000
Auction. 2. Jt. Controller (F&A) 60000 90,000
3. Principal, Govt, Colleges/ 25000 60,000
SCERT/ GCTE/Skt. Colleges
4 . Dy. Directors posted at District. 25000 50,000
5. Principal, GSS Schools 10000 35,000
6. HM of HS/Other Heads of 5000 25,000
Office/ Librarian, NCCHC(

3. To sanctior 1. Addl. Directol 7500( 1,00,00t
disposal by Sale of 2. Jt. Controller (F&A) 60000 90,000
otherwise if 3. Principal, Govt, Colleges/ 25000 60,000
articles of store or SCERT/ GCTE/Skt. Colleges
stock declared 4. Dy. Directors posted at District 25000 50,000
unserviceable by Librarian, NCC HQ.
competent
authority.

Note.— 1. The above powers shall be exercised by theeoff as per procedure laid down

in Para 12.11 of Chapter—XIl of Himachal Pradesphdr Education Code.
2. These powers are subject to change as perdees of the Govt. from time to

time.




ANNEXURE-II

Proforma for preparing list of unserviceable articles (to be furnished in quadruplicate)

SI. Number 1.
Name of article 2.
Quantity 3.
Page No. of stock Register 4.
Actual book value 5.
Reason for writing off 6.
Proposed Mode of disposal

Anticipated amount of public auction 8.
Date of Purchase 9,

Funds out of which purchased

Remarks, if any

11,




ANNEXURE —III

CERTIFICATES REQUIRED TO BE FURNISHED ON THE LIST O F ARTICLES

PROPOSED TO BE WRITTEN-OFF BY THE MEMBERS OF THE CO MMITTEE AND

(i)

(ii)

(iii)

(iv)

BY THE INSPECTION OFFFICER RESPECTIVELY

The articles proposed above for writing-offvieabeen checked physically by us and found
unserviceable and irreparable. These are, theredomemmended to be written off. It is also
certified that there been no negligence on the gfaathy Government employee which may
call for any disciplinary action by a higher autiyr(to be signed by the Members of
Committee comprising of the following):

(a) Stock In-charge, (b) Two Senior Teachers, (¢c) Head of the Institution

The articles proposed above for writing ofivie been checked physically by me and have
been found unserviceable/ irreparable. These laeegfore, recommended to be written off.
It is certified that there been no negligence of &ovt. Employee which may call for any
disciplinary action by a higher authoriftyp be signed by the Inspecting Officer).

The above articles proposed to be writtefi ledive been lost and no Govt. Employee, on
investigation was found responsible for the sames further certified that the above loss
does not disclose a defect in the rules or proeethe amendment of which would require
the order of a higher authorifio be signed by the Head of Office/ Institution)

The articles enlisted above have been lostemdered unserviceable owing to a natural
calamity. The copies of the detailed report of ifnestigating Officer on this account are
enclosed inquadruplicate. It is further certified that the above loss does disclose any
defect in the rules or procedure the amendmentro€wwould require order of a higher
authority(to be signed by Head of Office /Institution only).

Note.—Certificates(i) and(ii) above will only be furnished in case of unservideatticles

rendered unserviceable owing to normal wear and, tee certificatdiii) will be furnished for the
articles lost but where no Government employeedtel fixed responsible for the said loss, and
certificate(iv) for articles lost or rendered unserviceable, cduhee to a natural calamity. In case
of certificates(iii) and (iv) separate certificates of the Inspecting Officers rast necessary as the
report of the Investigating Officer in such case, be considered sufficient.



ANNEXURE -1V

A “ Calendar of Activities” for Government Schoolsin Himachal Pradesh

. Academic Year

(i

Summer Closing Schools

'1April and ending on $1March

(ii)

Winter Closing Schools

1 April and ending on $1March

[I. School Timing throughout the Year

()

Summer Closing Schools

9.00AM to 3.00Pm

(ii)

Winter Closing Schools and those summer closih@.00am to 4.00Pm

schools in the past observing the school timings on
the analogy of winter schools.

I1l. Vacation Schedule

Summer Closing School(Except Kullu, Lahaul andSpiti Districts)

(i)

Monsoon break: 25June to 30 July 36 days
(if) | Festival Break 06 days
Starting from two days before Diwali upto six days
(i) | Winter break 7 January to 18 January 10 days
Total.. 52 days
II. For Kullu District
(i) | Monsoon break: 20July to 18" August 22 days
(ii) | Festival Break 06 days
Starting from one day before Dussehra upto sixday
(iii) | Winter break T January to 24 January 24 days
Total.. 52 days
lll. For Lahaul and Spiti
() | Summer Break 17July to 27" August 42 days
(ii) | Dussehra Break 10 days
Starting one day before Dussehra upto 10 days
Total.. 52 Days
Winter closing schools
(i) | Monsoon Break : 21July to 30th July 10 days
(ii) | Festival Break : Two days before Diwali upto 6 days 06 days
(iii) | Winter Break :1' January to 31 February 36 days
Total.. 52 days
Vacation Schedule for Kinnaur, Pangi and Bharmour| As in winter closing
(Tribal areas) schools.




IV.  Admission and Preparation of Time Table*
Sr. Summer Closing Schools Winter Closing Schools
() | 9"to 10" Classes 1% Aprilto 7" April | 9" to 10" Classes 31 April to 7" April
every year every year
(i) | +1 & +2 Classes| 1% April to 10" +1 & +2 Classes 1%" April to 10" April
(On ‘Roll O’ April (On ‘Roll O’
basis) basis)
V. Monthly Class Tests, Terminal Test* and Annual Ekaminations*
(@) | Monthly Class Test | Summer Closing Schools Winter @king Schools
(i) | First Last week of May Last week of May
(i) | Second Last week of September Last week of Septembe
(i) | Third Last week of October Last week of October
(iv) | Fourth Last week of November Last week of Novembe
(b) | Terminal Tests Summer Closing Schools Winter @sing Schools
i | First Last week of June Last week of June
il | Second Last week of December Last week of Decembe
(c) | Annual Summer Closing Schools Winter Closing Schools
Examinations
i | Annual Examinations| In the month of March In thenttnoof March
i | Declaration of Annual 31°' March every Year F1March every Year
Results (§ and 11"

Intimation of Progress report of the Students throgh Report Cards to be sent to Parents after each Tminal
Examinations/Annual Examinations.

VI. Monthly Plan (Common for Summer and Winter Schools)

(i) | Expenditure Statement First week of Every Month
(i) | Monthly Teacher’s Diary Writing of monthly teachipdan in Teacher’s Diary
by teachers and Checking by Head of Institution
(i) | Disposal of all communications Weekly disposal ibtammunications received frof
Deputy Director/Directorate of Higher Educati
including sending Joining/Relieving of the staff.
(iv) | Co-curricular activities in houses|  Co-curriculartiaties will be organised in eag
House in two periods to be kept together in thed|
Table.
(V) | Inter- House competition Once in Last week of evapnth
(vi) | Celebration of National, At least one day in a month (Compulsory Celebrét
International and Social Participation on Republic Day, Statehood D
Relevance Days (*Suggestive Lisindependence day, Teachers Day, NCC/NSS/Sco
of Days attached as Annexure-v) Guides day at all levels).

on

ay,
uts $




VII. Quarterly Plan

(a) First Quarterly Plan (April-June):

Sl.
No.

Summer Closing Schools

Winter Closing Schools

April

(i

1% Quarterly Establishment Statement arid Quarterly Establishment Statement and

information of surplus staff to be sent as
departmental norms to DDHE Office a
Directorate.

performation of surplus staff to be sent
ngder departmental norms to DDHE Offi
and Directorate.

as
Ce

(i)

ACR'’s of Ministerial Cadre

ACR’s of Ministal Cadre

(iil)

Annual Statistical Data (1) Financial data
on 3f'March

(2) Numerical data as on B1Sept. of
previous year. Issue of Form 16 and T
Statement on Form 24

—t

aAnnual Statistical Data (1) Financial da
as on 31 March.

(2) Numerical data as on BiSept. of
D@evious year. Issue of Form 16 and TDS
Statement on Form 24

a

(iv)

Enrolment of students in Specific activiti

viz. NCC, NSS Scouts and Guides, Varioustivities viz. NCC, NSS Scouts and

clubs and Societies.

eEnrolment of students in  Specific

Guides, Various clubs and societies.

v)

Preparation of school development plan
academic year and to be sent to DD
office.

an
to

f@reparation of school development p
HBr academic year and to be sent
DDHE Office.

(vi)

Distribution of Free Text Books

Distributiorf Bree Text Books

(vii)

Formation of Houses of students of
classes and students from NCC, NSS Sc

and Guides in one house only

afformation of Houses of students of f@ll
pokssses and students from NCC, NSS
Scouts and Guides in one house only.

May

(i)

Selection of Teams for sports/ other Activiti

eSelection of Teams for sports/ other
Activities

June

Formation of editorial Board for Scho
Magazine and

publishing school Magazine

Initiative of Process fokMagazine and Initiative of Process for

oFormation of editorial Board for Schopl

publishing school Magazine

(ii)

First Half-Yearly meeting with DDHE an
submission of write off cases to DDHE f
verification related to Govt. funds beyo
their (principals) powers.

dFirst Half-Yearly meeting with DDHE
oand submission of write off cases |[to
Nn®ODHE for verification related to Govi.
funds beyond their (principals) powers.

(iil)

Constitution of SMC

Constitution of SMC

(b) Second Quarterly (July to September):

Sl.
No.

Summer Closing Schools

Winter Closing Schools

July

Submission of % Quarterly Establishe
statement

iSubmission of ¥ Quarterly Established
statement

(ii)

TDS statement for first quarter to be filed
TIN centre

atDS statement for first quarter to be filed

at TIN centre

D

(iil)

Review of construction related activitig
including repairs and activities on campg

2qReview of construction related activiti
uacluding repairs and activities on camg

S
us

development

development




the
'S

(iv) | Results of all classes to be sent to [tfResults of all classes to be sent to
concerned DDHE along with Board’s Resultsoncerned DDHE along with Board
in case of Board Classes. Results in case of Board Classes.

August

() |Demand for additional Budgef/l excess Demand for additional Budget/lexcess
Surrender statement Surrender statement

(i) | Celebration/ Participation at Local level oiCelebration/ Participation at Local lev

15" August

on 18" August

el

September

(i) | Submission of ACR’s of Teachers Submission &f&s of Teachers
(i) |Zonal and District Sports TournamentZonal and District Sports Tournaments,
Children Science Congress Children Science Congress
(i) | Distribution and filling of scholarship formsDistribution and filling of scholarship
and consolidation of scholarship forms to|derms and consolidation of scholarship
sent to DDHE(H) forms to be sent to DDHE(H)
(iv) | Budget Estimates for the next year Budget Estimates for the next year
(v) General House Meeting of SMC General Hddseting of SMC
C. Third Quarterly (October to December):
Sr. Summer Closing School Winter Closing School
No.
October
(1) 3" Quarterly Establishment Statement 'Y Quarterly Establishment Statement
(i) Children Science Congress as District Level il@en Science Congress as District
Level
(i) | State Tournaments State Tournaments
(iv) | Review of Action on Construction relatedReview of Action on Construction related
activities including Repairs and Activities ¢mrctivities including Repairs and Activities
campus development on campus development
(v) | 2" Half-Yearly Meeting with DDHE and 2" Half-Yearly Meeting with DDHE andl
Review of right of case with DDHE fqgrreview of right of case with DDHE far
verification related to Govt. funds beyonderification related to Govt. funds beyond
their (Principals)Powers their (Principals)Powers
(vi) | TDS statement for™ Quarter to be filled at TDS statement for™ Quarter to be fille
TIN centre at TIN centre
(vii) | Filling of Examination Forms to be sent | Filling of Examinaton Forms to be sent t
H.P. Board of School Education H.P. Board of School Education
November
0] Children Science conference at State leve @ait Science conference at State level
@ | e Celebration of Annual Priz®istribution
Function November/ December
December
0] Children Science Congress at National Levé€hildren Science Congress at Natiopal
Level /Celebration of Annual day.
(i) Demand of Additional Budget!? Excess Demand of Additional Budget!2 Excess
and surrender statement and surrender statement
(i) | Special NSS camp (if not held in JulySpecial NSS camp (if not held in July-

August)

August)




d) Fourth Quarter (January to March):

ed
ds

Sl. Summer Closing Schools Winter Closing Schools
No.
January

() | 4" Quarterly Establishment Statement " @uarterly Establishment Statement

(i) | Celebration of Annual Prize Distribution = -
Function in January/upto T'5February

(i) | Celebration / Participation in Republic Day el@bration/Participation in Republjc

Day

(iv) | Review of Action on construction relatedReview of Action on construction related
activities including repairs and campusactivities including repairs and campus
development activities. development activities.

(v) | TDS Statement for'3Quarter to be filled at TDS Statement for "3 Quarter to be
TIN centre filled at TIN centre

February

(1) Finalisation of write-off cases purchased ouFinalisation of write- off cases purchas
of students funds and Govt. funds ungesut of students funds and Govt. fun
their (Principal) Powers. under their (Principal) Powers.

March

(1) Physical Verification of Stores, Labs.,Physical Verification of Stores, Labs.,
Library Library

(i) | Completion of Financial transactions Completiof Financial transactions

(i) | Printing and Distribution of Schoaql Printing and Distribution of Schoo
Magazine. Magazine.

(iv) | Annual Examination from™to 12" Annual Examination from™to 12"

(v) | Declaration of Results™and 10+1 Declaration of Result8 &nd 10+1

(vi) | General House Meeting of SMC General House tMigeof SMC




IMPORTANT INTERNATIONAL, NATIONAL AND STATE DAYS AR

EVERY YEAR IN SCHOOLS

ANNEXURE -V

E TO BE CELEBRATED

Sl. No. IMPORTANT DAY Date andvionth
1. International Day 12" January
2. Statehood Day 25" January
3. Republic Day 26" January
4, Martyr Day/ Anti Leprosy Day 3bJanuary
5. World Wet Land Day 2" February
6. National Science Day 28" February
7. International Women Day 8" March
8. World Water Day 20" March
9. Martyr Day 23 March
10. | World Health Day 7" April
11. | Himachal Day 15" April
12. | Earth Day 22" April
13. International Red Cross Day 8" May
14. World Anti Tobacco Day 31" May
15. World Environment Day 5" June
16. International Day against Drug abuse and tllicafficking 26" June
17. | World Population Day 11" July
18. | Independence Day 15" July
19. | Sadbhavana Diwas 20" August
20. | Sports Day 29" August
21. Teachers Day 5" September
22. International Literacy Day 8" September
23. | Hindi Day 14" September
24, World Peace Day 15" September
25. International Female Child Day '93eptember
26. National Service Scheme (NSS)Day " September
27. International Voluntary Blood Donation Day ' Qctober
28. Gandhi Jayanti /Lal Bhadur Shashtri Jayanti " Qtober
29. World Protection Day 6" October
30. United Nation Organisation (UNO) Day "@ctober
31. Bharat Scouts and Guides (BS&G) Day " Nbvember
32. | Shiksha Diwas 11" November
33. | Children Day 14™ November
34. National Integration Day 19" November
35. Anti Violence Women Day 25" November
36. World Handicapped Day 30" November
37. World AIDS Day 1*' December
38. Army Flag Day 7" December
39. World Human Rights Day 10" December
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