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MINISTER
Education, Industries & Commerce,
Sri Tapan Chakraborty Information Technology and Law
Government of Tripura
Agartala - 799006, Tripura

MESSAGE

It gives me.immense pleasure to know that the State Office of Sarva Shiksha
Abhiyan Rajya Mission, Tripura, is going to bring out a comprehensive
handbook containing materials portraying various administrative and
academic roles and responsibilities of the Inspector and Deputy Inspector of
Schools and Resource Persons of SSA.

I am hopeful that this handbook will be a valuable document for the officials
and would help them perform their duty efficiently and effectively.

I heartily congratulate the Officers and officials of the State SSA Mission for
being able to bring out this Handbook within a very short period of time.

[Japan Chakraborty]
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PRINCIPAL SECRETARY
Government of Tripura
School Education Department
Secretariat Building, Khejurbagan,
Agartala — 799006, Tripura

Dr. K. Rajeswara Rao, 1AS

MESSAGE

inspector and Deputy Inspector : of Schools are, in true sense, the pillars of
Educational monitoring and supervision. They are also the building blocks of
educational administration in the State. Enhancement of their capacity and
knowledge about academics and monitoring will not only let them perform their
duties efficiently, but also help the entire education system of the State to excel
qualitatively.

Resource Persons engaged under Sarva Shiksha Abhiyan (SSA) at the Block
and Cluster levels also work towards enhancement of quality of education by
carrying out frequent school visits, observing classroom transactions and
providing feedbacks, which prove to be vital in terms of achieving the ultimate

goals of this National level Flagship Programme, that contribute to development
of human resource of the entire nation.

This handbook, a collection. of materiats depictiiig various roles and
responsibilities of the above officials, will be immensely helpful in understanding
and discharging their duties effectively. | thank the personnel invoived in the
process of compiling and preparing this handbook.
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ADDITIONAL SECRETARY

& DIRECTOR
Education (School) Department
Government of Tripura
Agartala- 799001, Tripura

MESSAGE

Sri P.K.Chakravarty, IAS

In order to ensure quality of education, the role of the Inspector and Deputy
Inspector of Schools Is most vital. The State Office of Sarva Shiksha Abhiyan
" Rajya Mission, Tripura, is publishing a handbook for Inspector: and Deputy
Inspector of Schools and Resource Persons (SSA), which will enable and
guide the officials for proper implementation of various schemes /programmes
being implemented under School Education Department. In addition the
handbook is a collection of materials describing various roles and
responsibilities of the officials, which would be of immense help, while
performing their duties efficiently. -

| congratulate the State Ofﬁce of Sarva Shiksha Abhiyan for prepanng and
publishing the handbook in a very short span of time.

[ P.K. CHAKRAVARTY, IAS]






ADDITIONAL SECRETARY &
STATE PROJECT DIRECTOR
SSA Rajya Mission, Tripura,
Education (School) Department,
Government of Tripura
Agartala — 799001, Tripura

Sri Uttam Kumar Chakma,TCS

MESSAGE

The department of School Education, Government of Tripura has issued several
instructions to the Block-level Administrators (Inspectors and Deputy Inspectors
of Schools) over a long period of time. These instructions / orders / memos etc.
have been collected and published in the form of a Handbook. Apart from these
instructions, this handbook also contains some major documents like the RTE
Act, 2009, the State RTE Rules, 2010, Cash Book Managem.ant and several
circulars etc. that are quite essential for an educational administrator and as a
Head of Office and Drawing & Disbursing Officer. In a nutshell, this handbook will
be the most essential document for an official of their stature.

Similarly, the State SSA Mission, during its continuous strives for improvement of
quality of education, has outlined the responsibilities of its Block and Cluster-level
Resource Persons. This handbook will be a priceless collection of documents
and guidelines for effective monitoring and supervision of schools.

The State Project Office of SSA Tripura has done its best to come up with this
handbook within a very short period of time. | wish that this handbook will serve

the purpose for which it is published.
&—2‘ =2p.b N5

[MR. U. K. CHAKMA}—
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CHAPTER - II

Subject: -

No .F.13 (4-15)-SE/GL-1/2014

Government of Tripura

Directorate of School Education

[General Section ~ 1)
. Dated, Agartala, the ... 3../..10../2014.
MEMO

Action points emerged following the review meetings taken by the

Hon'ble Chief Minister - instructions regarding.

Issues of improving quality of education and effective functioning of
schools are engaging the attention of the Government at the highest levels. This is
essentially required to address major concerns of the community and stakeholders
regarding classroom teaching, effective learning by students, attendance of
students and teachers etc. Hon’ble Chief Minister and Minister, Education
{School) conducted four review meetings during August/September, 2014
including interaction with more than 200 Headmasters from 8 districts. Several
instructions were issued on specific issues from time to time. To re-draw the
attention of Headmasters/Teachers-In-Charge for improving functioning of
schools by involving all the key stakeholders the following instructions in the form
of action points are issued for stnct compliance:-

SLNo.

Action Point

Manner as to how action needs to be taken

1

Attendance
of Teachers

At least 95% attendance of teachers must be ensured.
Participation in the Prayer meeting by all teachers.

Reading of a quotation or message with moral value of
any stalwart may be done by a student with
explanation by a teacher may be introduced.

Teachers should not be allowed to leave before the
scheduled school hours.

Teachers may be allowed to take leave with prior
permission/sanction. . ,

Praxy Teacher shall not be allowed and stern action
has to be taken against the teacher engaging the proxy
teacher including the HM.

Overall discipline including punctuality should be
maintained at any cost.

Attendance
of Students

Poor attendance of students is a major concern.

Minimum 85% attendance must be ensured,

Help of SMC and parents may be sought to enhance
attendance.

e e




e

100% retentioi: up-to Class X has to be ensured.

Child -‘Tracking-System, as instructed earlier, may be
introduced.

Classroom teaching should get the top most priority.

Classroom o

Teaching

¢ Teacher-Students interaction may be developed and
improved. -

¢ Class Teaching should be attractive and for that
teachers shall have to evolve effective methods.

Use of With an objective to impart effective class teaching-learning,

Teaching each HM shall ensure:

Learning -

Materials Use of TLMs

(TLMs), Maintenance of Teacher’s Diary

Teacher’s e - Preparation of Lesson planning

Diary & to be adopted by each individual teacher of a school.

Lesson -

Planning.

Evaluation e Other than quarterly, half-yearly and annual
examination system, subject-wise monthly
examination may be introduced class-wise.

e Evaluated answer scripts must be distributed amongst
the students after 7(seven) days from the date of
examination held on a subject in case of
Quarterly/Monthly Unit Tests.

¢ Result should be published within 15 days in case of
Half Yearly and Annual Examinations for the classes
I-IX & XI and Pre-Test and Test Examinations for
classes X & XlI.

e There should be a system of proper counselling of
students by the concerned teacher.

¢ If necessary special coaching classes may be organised
for a particular subject(s) according to the convenience
of the teacher concerned. '

Cleaning of e Cleaning of School compound should be a regular

School activity of a particular class(s) of students for a

particular day under the guidance of one or two
particular teacher(s).

Students of a particular class should clean their own
classroom every day.




7 Mid-Day Quality of food must be ensured. -
Meal Regular cleaning of kitchen and dining hall must be |
Programme cnsured. |
(MDM) One teacher or a group of teachers may be entrusted
to run and take care of MDM programme for three
months at a time and may be replaced thereafter.
8 Drinking Maintenance of source of drinking water and
N Water sanitation points may be ensured.
& Where there is no existence of these sources, action
Sanitation shall be taken (o ensure establishment of such
sources within next 6(six) months.
9 Literacy These activities include awareness generating
& programmes on themes like literacy, sanitation,
Cultural environmenqt, importance of plantation of trees,
Activities blood donation, discussion on life and works of
great men, conduct of ‘Sahitya Sabha’ etc. in each
and every School.
These should be organised once in a week, preferably
on every Saturday for 1(one} hour after the class
works.
Students at times teachers may also participate in the
performance of these activities.
10 |Games & ‘Once in every week class-wise programme of sports
Sports may be organized.
Practice of Yoga may be introduced.
11 Core Every school should form one Core Committee.
Committee HM/AHM and Secretary of Teachers’ Council will form
this Committee. If necessary one more senior t@acha"
may be included.
This Committee will see the internal administration of
"the school, such as improvement of classroom
teaching, attendance of teachers and students, quality
of Mid-day-meal, cleanliness etc., in a regular manner.
This Committee shall meet once in a week to take
stock of the ‘school’ as a whole of its overall
performance. - »
"~ This Committee after their weekly meeting time to
time may take necessary step(s) to improve the overall
, _performance of the School.
12 Teachers’ Every month there should be meeting of the Teachers’
" Council Council. .

One of the important items of discussion should be
the observation{s) of the Core Committee.




13

School

Commitiee

(SMC)

Management | . .

The SMC shall be formed as per the provisions ot the
-Right of Children _to Free and Compulsory Education
Rules (Tripura), 2011.

This Committee shall consist of mmimum of 12
members and maximum of 24 members. 75% of the
members shall be from amongst parents/guardians of
children and 25% from amongst elected members of
Local Authority, teachers of the school and students.

This Committee shall meet at least once in two
months. .

This Committee will discuss and advise about the
imprpvement of overall performance of the School.

This Committee should render help if the Core
Committee seeks any help from this Committee

14

Parent-
Teachers’
Meet

This Meet should be organised at least twice {February
and September) in every year.

HM, on behalf of the SMC, will submit a report to this
meeting on which discussion will be organised.

Parents may be mquesbed to help in a pmpomted
manner.

Parents may also ask to undertake some measures by
the teachers, which the concerned teachers wiil have

to accomplish.

15

Inspection of
Schools - -

Inspection of each and every school ahall have to be
oonductedatleasttmcemayearwx‘.hpmpermtcrval
and gap. |

Whatever observat‘non(s), having been made by the
. Inspecting O: shall have to be followed and
addressed by the sd:ool autbonty under the guidance
‘of the: concerned HM.

Inspecting Officer should also observe whether the
previous instructions were carried out and any
improvement is there or not.

Inspecting Officer should submit his report of
inspection to the higher authority for appropriate
instruction.

16

Block
Resource
Persons
(BRP) and
Cluster
Resource
Persons

(CRP)

Concerned HMs shall properly supervise the work of
BRP/CRPs in the matter of .monitoring academic
performance of individual teachers on thelr classroom

delivery at the elementary level.

DEOs and Inspectors of Schools are aeked to evaluate
performance of BRPs/CRPs meticulously and
recommend only the names of excellent workers.

Steps should be taken for disengagement of
underperformers and aged Resource Persons and

recruit new ones.




17 Financial o All financial transactions shall be carried out with
‘Management transparency.

s Payments shall be made by cheyues as per the guidelines
of the Finance Department.

¢ Cash books shall be updated on daily basis for the sake of
financial discipline.

e All cheque books shall be retained under the custody of the
DDO.

¢ No liquid cash shall remain with the Cashier.

In view of the above, all concerned are required to take all necessary actions. The
concerned State/District/Block level officers including the DEOs/ISs must take relevant
actions and monitor implementation of the above action points by the HMs/TICs for the

sake of orderly and effective functioning of schools.

18, The action taken rejaort must be submitted by the DEOs/ISs by 15% of evéry
month, after receipt of same from all H.Ms to the Director, School Education.

EALTAY
{ Dr. K. Rajeswara Rao)
Principal Secretary

To

1-8. The District Education Officer,
West/Khowai/Sepahijala/South/
Gomati/North/Unakoti & Dhalai
with direction to circulate the Memo to all HMs/TICs of High
and Higher Secondary schools under their control.

9. The Principal Officer (Education), TTAADC.

10-51. The Inspectors of Schools (State & TTAADC)
with direction to circulate the Memo to all HMs/TICs under their control.
Copy to:-
PS to the Hon’ble Chief Minister, Tripura for kind information of the Hon’ble CM.
2. PS to the Hon’ble Minister for Education {School} Department, Tripura for kind
information of the Honble Minister.
3. PS to the Hon'ble Chief Executive Member, TTAADC, Khumlwng for kind

information of the Hon'’ble CEM.
PS to the Hon’ble Executive Member (Education), TTAADC, Khumlwng for kind
information of the Hon'’ble EM.
. Chief Executive Officer, TTAADC, Khumlwng,
Addl. Secretary & Director, Education (School} Department.

5
6.
- -7. SPD, SSA Rajya Mission, Agartala.
8
9.

:‘“

. Director, Youth Affairs and Sports Depa.rtment for mformatxon and necessary

-9. Director, SCERT, Agartala.
. 10. All Branch Qfficers in the Directorate of School Educatnon, Agartala.

| | | Cl2red, 1&)!0\\‘4

{ Dr. K. Rajeswara Rao )
Principal Secretary
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PRINCIPAL SECRETARY
Government of Tripura
School Education Department
) sy Secretariat Building, Khejurbagan,
e - Agartala - 799006, Tripura
Dr. K. Rajeswara Rao, IAS Ph. : (0381) 2414127, Fax : (0381)) 241412
Email : kr.raob2@nic.in

D.O. Letter written by the Principal Secreta) Schoo_lﬁEducatlon to all DEOs
Inspector of Schools, Deputy Inspector of Schools and other Officers for overall
improvment of Administrative and Academic functions of Schools.
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CHAPTER - 1
NO.F.13 (3-44) SE/GL-1/2014 (VOL - )

GOVERNMENT OF TRIPURA
EDUCATION (SCHOOL) DEPARTMENT

kkkkkkhk

Dated, Agartala, the .0.4.. /06 /2014,

M EMO

Subject :- Improving the quality of education - regular inspection of schools
regarding.

It is a well-known fact that the Department attaches utmost importance
to the inspection of schools on a regular basis. It is also known to all
concerned that inspection of schools impacts the functioning of schools to a
great extent from the academic point as well as the administrative point of -
view. :

2. To ensure functioning of the schools meaningful/result oriented,

success in implementation of all interventions in relation to SSA, MDM RMSA
and other schemes are conmdered equally 1mportant

- 3 Keepmg the above poxnt in mind, it is expected that all concerned shall

be serious in the matter of inspection in fulfilling the monthly target of
inspection. The number bf inspections to be carried out by cach of-the officer.
are revised as follows:- '

1. Director, School Education - 06
. SPD/ASPD,SSA Rajya Mission - 08
3.  Director, SCERT - 08
4. = Addl. Director/Joint Director/Dy.Director :
/SRO/A.0/0.S.D and other officers posted to - 08
the Directorate of School Education, SCERT
and SSA Rajya Missiort.
5.  District Education Officer - 10
6. District Inspector of Schools - 10
7.  Inspector of Schools ‘ - 14
8.  Dy. Inspector of Schools - 20

4. The revised - proforma for inspections. of (a) schools_and (b)
1mplementauon of Mid:-Day-Meal Programme are enclosed her.ewnh 0. carry
out inspections. aCCOrdmgly While submitting inspections reports, a
concerned officer must submit a summary report in regard to actions

already taken and actions need to be taken(as per the enclosed format).




5.  The-Bistrict Education Officers shall submit consolidated report of
district concerned on inspection on 3t of each month against inspeection
carried out during 16t to end of the month and 18t of each month
inspection carried out during 1st to 15 of the month. -

The revised monthly target must be fulfilled by an individual of

failing which serious view will be taken.
Cez off

(Dr K. Ra_]eswara
Principal Secretary to th
Government of Tripura.

Enclo - As stated.

To

_The District Education Officer,’
West/Khowai/Sepahijala/South/
Gomati/North/Unokoti & Dhalai.

Copy to:-

1. SPD/ASPD,SSA Ra)ya Mission for information & necessary actioh.

2. Director, SCERT for information & necessary action.

3. Sri/Smt. ,Directorz
of School Education/ SCERT/ SSA Rajya Mission Agartala.

4. Inspectorof Scht)ols

Copy also to :- .
1). PS to the-Hon’ble Minister for kind information of the Hon’ble Minis

(Dr K. Rajeswara Rao)
Principal Secretary to th
Goverriment of Tripura..




PROFORMA FOR INSPECTION OF J.B./S.B. HIGH & HS SCHOOL

1 Nwme of the School with location -

2. Name of the Inspectorate :-

3. Name of the H.M./Teacher-in-
charge

4. No. of the Teachers posted in the
School

5. No. of other staff posted in the
School . '

6. No. & name(s) of Teaching staff :-
found absent on the day of visit ‘

Sl | Name & Designation | Whether leave is sanctioned on Remarks
. No. the date of inspection & entries »
made in the register

1
2
3
4
S
6
7

7. Attendance of the students on the :-
day of inspection.

["81"| Class | Total Students | Present.on the day of | Average:attendand

‘No. : - Inspection of students durmy

| the lagk3 months

1 Class- o

2 Class-
3 Class-
+ | Class-
5 Class-




© 08.

09.

10.

11.

12.

13.

14,

15.

16..

17.

Is there provision.of water? If yes, mention type of source :- Yes/No.
(piped water/tube well/katcha well/pacca well)

Is the toilet facility available? If yes, mention the condition of :- Yes/No.
the toilet. Whether cleaning is done? Whether water facxhty
available inside the toilet?

Is atténdance grant paid? If yes, status may be mentioned - Yes/No.

Whether dress grant for SC/ST girls paid ? (check ARP/ :- Yes/No.
Register ) o

Whether Pre-metric Scholarship paid (VI VII)? (check APR/ = Yes/No.
Register ) ‘

‘Whether free text book supplied to the students of all classes? - Yes/No.

How was teacher grant utilized? Details thereof with particular
reference to the amount provided.

How was maintenance grant utilized? Details thereof with
particular reference to the amount provided. =

How was school grant utilized ? Details thereof withBarticulaf

reference to the amount provided.

Are by-cycles for eligible girls’ students distributed? := . YesyNo:
Nos. of beneficiaries -

Nos. of by-oveles distributed




18. Are the HM & teachers aware about RTE Act,2009 ? - Yes/No.

19. Whether SMC meetings are held regularly ? Nos. of :-  Yes/No
meetings held during the current Academic Year.

20. Academic :- ( detailed of the Class room inspection with :-

comments ).

2F, Remarks of the Inspection Officer ( Adtionable points need :-

to be focused)

XYY L R Y Y R Y Y R Y Y Y Y I .

Slgnature of the HM / AHM /
Teahcer In-charge

Date :-

Seal :-

.............. eessresotsssnsnqegecsescocsssaranne

Signature of the Inspecting Officer
Date :-
Seal :-

—
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REPORTS ON INSPECTION OF SCHOOLS DURING THE PERIOD/MONTH.....cccvcoeieeeranes

Name of the District:-

DISTRICT REPORT

Name of the Inspecting Monthly | Inspections | Brief observation of ' | Action taken'on the | Action to be taken
Officer with Designation | target conducted | inspection spot by whom ) .
during the ’
. month

Submitted to the Director
Schoo! Education

Name & Designation of the officer concerned



Directorate of Schéol Education/SSA/SCERT,Agartala.

INSPECTING OFFICERS
REPORTS ON INSPECTION OF SCHOOLS DURING THE PERIOD/MONTH......ccccccceenenes

Name of the Inspecting Monthly
Officer with Designation | target

Inspections | Brief observation of

conducted
during the
month

the Inspection.

Action taken on the
spot by whom

Action to be taken

Submitted to the Director,

Name & Designation of the officer concerned




Government of Tripura
Department of School Education

Date 09.10.2014

No.F.11 (8-6)-SE/SSA/2014/ysa ~y 515
MEMO

With a view to overseeing the functioning of schools both administratively and academically, School
Education Department has recently given greater emphasis on school inspection by its Officers right from
State to Block levels. The school inspections carried out by the Department alone is inadequate due to want
of adequate number of Inspecting Officers. So it is felt necessary to entrust the task of inspections to officers
of District Administration in addition to inspections by Officers of School Equcation Department.

The issue of school inspection was discussed and decided in a meeting of the General Body of Sarva .
Shiksha Abhiyan Rajya Mission, Tripura held under the chairmanship of Hon'ble Chief Minister on 17%
September 2014 that all District Magistrate & Collectors, Sub-Divisional Magistrates and Block
Development Officers shall have to conduct monthly school inspection as per target given ina table below

SL No. Administrative Qfficers.. | = Monthly target
1 o2 3
1. DM & Collector 5 schools
o2 .- SDM 5 schools
[ 3 BDO | 5schools

In view of the above, all Sub-Divisional Magistrates and BDOs are instructed to visit schools and
submit monthly school inspection reports to their respective DM & Collector who subsequently submit a
consolidated District level school inspection reports with specific suggestions in four important areas : (a)
the provision of water and sanitation services; (b) academic issues like Teachers’ Diary, Lesson plans, TLM;

- (c) implementation of MDNMPrograrmme. znd {d).regularity-and . punctuality of teachers in attending
schools, to the Prindpal Secretary, Schoal Education Department, Govt. of Tripura for an appropriate
immediate action. ’ '

- This will come into force from October, 2014. \\
g T
[G. Kam Rao]
Chief Secretary, Tripura

To

1 All DM & Collectors.

2. All Sub-Divisional Magistrates..
3. All Block Development Officers
Copy forwarded to:

1. The Private Secretary to Minister, School Education.
2. The Principal Secretary, School Education Department, Tripura for information.
3. The AddL Secretary & Dirécbor, School Education Department for information.




No.F.8(10-49)-SE/MDM/2013

Government of Tripura
Directorate of School Education
'~ Mid-Day-Meal Section

Dated, Agartala, the 20/03/2014

MEMORANDUM

Subject: - Inspection of Mid-Day-Meal Programme in Schools by the officials of
the Department in the new format.

The School Education Department has given top priority on the implementation
of Mid-Day-Meal Programme safely and hygienically. The purpose of inspection on
MDM is not fulfilled in the present prescribed format. A new format is developed for
inspection of MDM Programme and enclosed herewith at Annexure — A. the |
following mechanisms will have to be observed by the concerned officers at all levels
for taking necessary action :-

1). Dy. Inspectors of Schools will submit the filled inspection report to the

concerned Inspectors of Schools on or before 2™ workmg day of every following
month.

The Inspectors of Schools will submit all reports including their own inspection
reports by 5 working day of every following month to the concerned District
Education Officers.

3). The DEOs will submit the compiled reports including their own mspectxon
reports to the Branch Officer (MDM), Directorate of School Education by 8™ working

day of every following month along with an inspection abstract in the following
manner.

=) .
}//

Inspecting Month : ........c..cccvvvvenviiiiniiiiiiiiiininennen,
Name of Total Major findings or Instant Remarks
Inspecting Inspections | Issues during the | action taken
Officer with | done during inspection. (ifany)*
designation. | themonth | | |
*Relevant documents / evidences should be submitted. N
' Contd....P/2

-



4).

The MDM Section, Directorate of School Education will be responsible for

taking next course of action on the reports submitted by the officers by maintaining a

separate register within 10 (ten) days from the date of receipt of the compiled report
from DEOs. ‘

To

N AW

~

Aﬁ%mm

(P.K.Chakravarty, 1AS)
Addl. Secretary& Director
School Education Department
Govt. of Tripura

The Principal Secretary, School Education Department, Govt. of Tripura for
kind information.

The Branch Officer, ......ccocvvivrieiiieniinen , Directorate of schqol Education.
The principal Officer (Edn), TTAADC, .............. frerree e
All District Education Officers, .........coivviriiiiiiiin
All Zonal Education Officer, TTAADC, ....coiiiviiieiiiiiiiiiiiiiiin i
All Inspectors of Schools, (State) ............. ettt rae e et e eaeaeenaans
All Inspectors of Schools, TTAADC,.............. PP e

Copy forwarded to:-

1.

P.S to the Hon’ble Minister, School Education Department for kind information

to the Minister. ?

2= )03y
(P.K.Chakravarty, [IAS)

Addl. Secretary& Director
School Education Department
Gowt. of Tripura




.l

SELNoO: oL

Name of the School:
Name of the Block/District:

Display of Information on MDM:
1) Display of Food Norms
i) Weekly Menu

Maintenance of MDM Record:
i) MDM Feeding Register
it) Stock Register for food grains, Pulses, Qils, Condiments etc.. :
ii1)  Food Tasting Register

iv)  Whether Inspecting Officer tasted the cooked food
- V) Comment on cooked food : ['Bad

vi) ~ Status of present stock of rice (in KG)
vil))  Cash (Cooking-Cost) available as on the date of visit

Coverage:

Enrolment Vs Attendance Vs MDM option during last 5 (five) days

Primary:

MID-DAY-MEAL IN SCHOOL
INSPECTION PROFORMA

Date of Inspection: ................
Duration of Inspection : ............. Hours.

Annexure - A

:Done / Not done
: Done / Not done

: Available / Not available

Available / Not available

: Available / Not available
:Yes / No.

[ Good | Very Good |

Excellent |

Day

Enrolment

Attendance

MDM availed

Remarks (If Any) :

Upper Primary:

Day

Enrolment

Attendance

MDM availed

Remarks (If Any) :

Information on Food Grains:

1) Quality of food grains: Good / Considerable / Any other remarks
il) Whether the food grains received timely?

i) Date of last receipt of foodgrains

iv) Whether one month buffer stick is maintained?

:Yes/No

v) Whether rice stored in good quality storage bin ? Yes / No. How many bins available: .......

Information on Cook-cum-helpers:

1) No. of Cook-cum-Helpers in the School

i1) Whether apron & scarp / head cover used by the cook-cum-helpers
iit) Whether training has been given to the cook-cum-helper

Yes / No
:Yes/No

Inspecting officers shall sensitize Teacher In-charge and cook-cum-helpers about the importance of
cleanliness, food safety and hygienity compulsorily.




8. Information on Kitchen Sheds, Cooking Fuel, Kitchen Dewces, Drinking Water &Toilet

Facility : :
i) Whether Kitchen Shed exist :Yes/ No
ii) Status of kitchen shed : Good / Not good / Any other comments : ............................
1ii) Whether LPG Connection installed : Yes/ No
iv) Whether Kitchen Devices available :Yes/No
v) Whether safe drinking water available :Yes/No
If ‘No’, how is the drinking water demand met? : ............oooervviiniiiiiiiiiiinninnn,
vi) Whether separate toilet facility for boys & girls available : Yes / No.

-9. Safety & Hygiene :
i)  Whether hand wash activity implemented : Yes/No
ii) Whether kitchen shed is cleaned . Lt erreertee e,
iiil) Whether Pulses, Qils, Condiments etc.are stored in safe container : Yes/ No. .
iv) Whether Kitchen devices are cleaned : Yes/No

10. Information on School Health Programme:

i) Date of Last Visit by Doctors :
i) Whether IFA Tablets distributed among all children ., :Yes/No
iii)  Whether Vitamin A distributed among all children : Yes/No
1v) Whether deworming tablets distributed among all children  : Yes/No
v) Whether Height Recorder and Weighing Machine available : Yes/No

11. SMC Meetings:

i) Whether SMC Constituted : Yes/ No
ii) Whether regular meeting of SMC held : Yes/ No

iii)  Date of last SMC meeting: ......... O PP

'12. Date of Inspection by Monitoring Institute ( if done) D e
13. Whether any interaction made during the visit with (Students / local people / member of

SMOQ) : Yes /No.
14. Over all observation and CORRECTIVE ACTIONS TAKEN DURING INSPECTION.
i)
ii)
iii)
iv)
v)
Slgnature of theHM/ AHM/ o Signature of the Inspecting Officer
Teacher In-charge. Date :
Date : Seal:
Seal:

To
The Branch Officer, MDM, Directorate of School Education for perusal and action.




Subject:-

NO.F.13 (3-60)-SE/GL-1/2011 (VOL-1)
GOVERNMENT OF TRIPURA
DIRECTORATE OF SCHOOL EDUCATION
(GENERAL SECTION -1)
Dated, Agartala, the 2.1 0.7-/2014.

M EM O

Running of schools in an orderly manner - instructions reg.

The. responsibility to run an educational institution in‘an orderly
manner remains with each & everybody associated with the school education system.
In this connection, the. pivotal role of teaching fraternity needs to be referred to in
particular.

The Department has considered issue of instructions from time to time
with a view to streamlining the system. The provisions of the Right of Children to
Free & Compulsory Education Act,2009 have also been taken care of while
reiterating instructions issued from time to time.

Attention of ‘all concerned is once again drawn to the followmg issues
for. being perused so as to take appropriate follow up action. :

Sl1.
No.

Reference No. &.
Date

Issuc

Action to bé taken-

1.

Memo. No.F.11
(12-23 }-DSE/90
dated - ‘
07/09/1994 &
24/07/2002

1.(a).School Hours

1.(b). Attendance

1.1. Primary schools housed in
independent buildings are to work
for 05 hours except Saturday The
schools sitting in the morning are to
start at 6-45 AM and those
funcuonmg in noon shift are to start
work at#10-45 AM and closing at 3-
45 PM.

1.2. Primary schools functioning
in the morning & in building where
there are noon shifts of SB/High/HS
schools. shall work for 04 hours
»starting from 6.30 AM during March
to October and during November to
‘February these schools shail work
for 03 hours 30 minutes starting
from 07 AM and closg § at 10-30
AM. '

1.3. The educational institutions
other than those above are to work
for at least OS5 hours 30 minutes
starting from 10-45 AM and closing
at 04-15 PM. ‘

1.4.
been emphasized. Al preparatory
- activities including safai and singing

/of/b}aﬁonal Anthem are compulsory. .

For every three occasions of
'hn: ‘attendance in a month, one
day’s C.L. shall be deducted from
the C.L. account of the employee
concerned.

1.6. The time to arrive and depart
shall hgve to be recorded in the

attendance register by all concerned.

|

. Punctuality in attendance has |

— —— — ——. —




Sl. | Reference No. & Issue Action to be taken
No. Date '
2 Memo. NO.F. 11 Class Load The weekly target as follows has to
( 12-23) DSE/90 be adhered to by all concerned.
Dated I) HM = 11 periods.
29/05/2003 1) AHM = 22 periods.
. I1l) Others (UGT = 25 periods.
GT/PGT) '

3 Memo. NO.F.13 “aiey e “#f¥; 7s” shall be held in each &
(4-14) SE/GL-~ every school on every Saturday for
1/2005 dated one hour after the class works as
06/07/2013 per routine. This is necessary to

. promote cultural outlook in the
¥ _ . minds of the students.

4 Memo. NO.F.13 Suspension of | Suspension of class works on
(4-15) SE/GL- class works flimsy ground shall in no case be
1/2010 dated considered. Any body found to
18/03/2014 have encouraged suspension of

: | class work in season and out of
season shall be subjected to
disciplinary proceeding.

5 | Notification NO.F. Effect of the ' | The Right of Children to Free &

13 (3 -60) SE/GL- State Rules Compulsory Education Rules
1/2010 dated under RTE (Tripura), 2011 came into force
29/07/2011 Act,2009 from the 15% August 2011.

6 | Notification NO.F. | Composition of | As provided in part - II of the State

13 (3 -60) SE/GL- SMC Rules referred to under Sl.No. 5

1/2011 (V -I1)

dated 16/08/2011 | °

4 school

-above, every school, other than the
privately managed un-aided

schools, shall have a school

management committee
consisting of a minimum of 12
members drawn from different
segments, namely, parents or
guardians of children, elected
members of ~ Local Authority,
teachers of the school concerned
and students of the school. The
number of SMC shall in no case
exceed 24. The SMC shall be
headed by .a chairperson to be
drawn from the parent members.
The responsibility to prepare
plan remains
with the SMC. The SMC shall meet
at least once in a period of 02

months and the decisions of the,

meeting shall be recorded and
made available to the public.

3



SL Reference No. & Issue Action to be taken

No. Date -

7 | Memo. NO.F. 13 (3 Collection of Govt. & Govt.-aided schools may
-60) SE/GL- different fees collect a total of Rs. 30/- per
1/2009 dated student (I to V) in an academic
04/06/2013 year and Rs. 35/- per student { VI

onwards ) for expenditure towards
sports, cultural programme,
Library charge & teachels’ day.

8 | Notification NO.F. Declarationof jAll Urban & Rural Bodies
13 (3 -60) SE/GL- | Local Authority | (Agartala Municipal Corporation,
1/2011 (V -1) All Municipal Councils, All Nagar
dated 06/05/2014 | Panchayats, All Gram Panchayats
& All Village Committees have
‘been authorized to act as Local
Authorities within the respective
jurisdiction for the purpose of
implementation of the different
provisions of the RTE Act,2009 &

State Rules under RTE Act,2009.

9 | Memo. NO.F. 13 (3| Duties of Local | The 'Local Authority shall identify

-60) SE/GL-~ Authority the limits of neighborhood of a
| 1/2011 ( V-1 Jdated school as in Part IV of the State
10/09/2012 Rules. The Local Authority shall
identify the neighborhood school.
The Local Authority shall make
appropriate arrangements for all
children with disabilities. The
Local Authority shall maintain a
record of all children in its
jurisdiction. The Local Authority
shall make use of all records for
the purpose of monitoring
admission, attendance and
completion of the elementary
education. :
10 Memo. NO.F. 13 Prohibition of | No child shall be subjected to

‘ (3 -39) SE/GL- physical physical punishment & mental
1/2005 dated - punishment harassment. The provision as such
29/11/2010 needs to be adhered to.

11 | Memo. NO.F. 13 (2 | Private Tuition | There are reports confirming that

-44) SE/GL-1/06
dated 08/11/2010

some teachers engage themselves
in , private tuition or private
teaching activity thereby resorting

«{.to .«earming .money though the

practice of private tuition has been
prohibited vide instructions issued
from time to time. The provision
made under Section 28 of the RTE
Act,2009 is also neceded to be
taken care of.

P/4.




All concerned shall take note of the above and strictly follow Any
body found to have contravened the above instructions shall be subjected 1o

appropriate administrative action including disciplinary proce&}:ga

( P.K.Chakravarty, IAS )
Addl.Secretary & Director of
School Education,
Tripura.,

To
The Headmaster/Headmistress,

. Copy to:-

1).  District Magistrate & Collector, West/Khowai/Sepahijala/North/Unokoti/
South /Gomati & Dhalai.

2). Municipal Commissioner, Agartala Municipal Corporation.

3). SPD, SSA Rajya Mission ,Agt. /Director, SCERT, Kunjaban/ASMD,RMSA.

4). District Education Officer, West/ Khowau/ Sepahijala/North /Unokotif
South /Gomati & Dhalai.

5)." Principal Officer ( Education ), TTAADC, Khumlwng.

6). Chief Executive Officers of all Municipal Councils (Dharmanagar,

Kailashahar,Ambassa,Khowai, Teliamura,Mohanpur,Bichalgarh,Melaghar,

Udaipur & Belonia ) .

7). Executive Officers of all Nagar Panchayats (Kumarghat, Kamalpur,
Sonamura, Sabroom,Panisagar, Santirbazar,Ranirbazar,Jirania,Amarpur }.

8).  All Inspectors of Schools, State & TTAADC.

9).  All Sections.in the Directorate of School Education

Copy also to:- ,
1). PS to the Hon’ble Education Minister for kind information of the

. ‘Hon’ble Minister.
2).  Principal Secretary, School Education for kind informazon.

> | M

( P.K.Chakravarty, IAS )
Addl.Secretary & Director of
School Education,
Tripura.




No.F.8(10)-SE/MDM/2013
Government of Tripura
Directorate of School Education
Dated, Agartala, the 39 /93015

- MEMO

Subject: Improvement of attendance rate of children in school.

It has observed from the monthly performance report under MDM
programme, submitted by the Inspectors of Schools and report of MDM-MIS that
average attendance rate up-to 31.12.2014 at primary and upper primary level is
69.67 % and 63.26%, where as the national average attendance rate is 85%. So it is
very clear that in our state the average attendance rate is much low than that of
national average attendance rate. The main objective of the Mid-Day-Meal
Programme is to minimize the nutritional gap among the school going children at
elementary level. To achieve the main aim of the programme attendance of
children to the school is important.

Considering the above facts it is necessary to enhance the average
attendance rate of children in school in our state,

Now, all the District Education Officers and Inspectors of Schools are
hereby instructed to issue instruction to the all concerned HM/AHM/TIC, so that
the earlier instruction of ensuring 85% attendance in schools is strictly
followed. They are also instructed to pay special attention in this regard so that
average attendance rate can be enhanced to the desired level for both primary and
upper primary level.

The matter should be treated as most iinportant.

alIs”
(P.K. Chakravarty IAS)
Addl. Secretary & Director
School Education Department
Govt. of Tripura

To

1. The District Education Oflicer

West Tripura / Khowai/ Sepahijala / Gomati / South Tripura / Unakoti / North
Tripura / Dhalai District.
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The Framework of CCE for Elementary Stage of Education
| in Tripura

1. RTE ACT MANDATE:

RTE Act , 2009 mandates putting in place of a system of Continuous and
Comprehensive Evaluation (CCE) of the child’s understanding of knowledge and
his/ her ability to apply the same. CCE will incorporate both scholastic and Co-
scholastic aspects of evaluation, spread over the total span of instructional time of
an academic session. Moreover, a school-based continuous and cdmprehensive

~ evaluation system will help to reduce stress on -children, make evaluation
comprehensive and regular, provide space for the teacher for creative teaching,
provide a tool for diagnostic analysis and remedial teaching.

2. Outline of continuous-and Comprehensive Evaluation:
Students will be evaluated in both scholastic and co- scholastic areas through six
cycles of assessment during 02 terms. There will be two types of assessments :
1. Formative and 2. Summative .The academic session will be divided in 02 terms .
The period from 1% January to 30™ June will comprise of term 1 and the period
from 1™ July to 31" December will be treated as term 2. .

 Formative Assessment (FA)
Formative Assessment is an evaluation that will be conducted twice in each term
in order to identify weakness of students in each subject so that corrective
measures may be adopted for providing supports to the slow learners. It allows
scope for diagnostic analysis and Quality Enhancement Classes. First term of
academic session will include FA-1 and FA-2 and the second term will include FA-3
and FA-4. Formative assessment 2 & 4 will be conducted in the form of projects &
activities on the basis of the syllabus.
Summative Assessment{SA)
Summative Assessment will be conducted at the end of each term to test the
student’s progress in scholastic areas as per curriculum and syllabus éovering all
subjects — Language , Math, Science, Social science etc . There will be SA- 1 at the
end of first term and SA-2 at the end of the second term. The contents covered in
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one particular term will not be carried to subsequent term. Basic concepts and
practices, however, need to be carried over to the next term.

SCHOLASTIC AREA: CURRICULAR LEARNING UNITS

~ All Subjects prescribed by SCERT like Bengali/ Kokborok etc. English, Math, Science

and Social science shall come under the purview of summative evaluation.
Questions will include knowledge and understanding concepts and skill-based
ideas. The pattern of distribution of marks for FA and SA shall be as per the
guidelines prescribed.

CO- SCHOLASTIC AREA : Life skill development.

Co-scholastic practices will aim at developing the mental frame of the student. The
practices and drills in activities like projects making, cultural, games & sports etc.
will help the student cultivate good life style, sense of values, ethics and personality
development. Hence, co —scholastic areas will broadly include:

GAMES & SPORTS which include involvement and intérest of the student
sports and physical education .

VISUAL & PERFORMING ART which include Music, Dance, Drama, Drawing Painting
etc.

PROJECTS & ACTIVITIES include different aspects of life as a whole.

PERSONALITY DEVELOPMENT includes awareness of health & hygiene, punctuality,
regularity, respect to elders, behaviour with others etc. ‘ »

3. Assessment methodology

FOR CLASSES | & Il : There shall be no formal examination for classes 1 and Il, only
observation method including oral assessment will be followed. The testing will be
done simultaneouSly while teaching and through organizing contents-related
activities and hands-on experiences. It is to be noted, the students will not be
aware that they are being tested. The assessment will be spread over three stages
like evaluation 1(1* January to 30™ April), evaluation2 (1** May to 31** August) andl
evaluation3 (1* September to 31* December).
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It is suggested that Activity Based Learmning (ABL) method may be followed for the
students of class I. For the purpose, following steps may be taken care of:

i. A particular classroom may permanently be identified for class I.

ii. There shall not be bench /desk or chair/ table system for sitting arrangements
for students and teachers. Mattress for the purpose may be used on which both
teachers and students will sit together. :

ili. Walls of the room should contain pictures / paintings of great men as well as
different objects.

iv. Requisite TLMs {Teaching Learning Materials) on the related subjects should be
made available in the classroom itself.

v. Group Learning method, Chain Learning, activity based learning may be pursued.

vi. Knowledge about letters and numbers should be stressed.

FOR CLASSES Il TO VIll: CCE in classes Il to VIl will be spread over 02 (two) terms
in one academic session and each term will consist of 02 Formative Assessments

(FA) dnd 01 Summative Assessment (SA).

TYPE OF EVALUATION - Method
Formative Assessment(FA) 1 & 3 Written assessment in classroom situation on
' the basis of syllabus and curriculum
Formative Assessment (FA) 2 & 4 Projects & Activities by the students on the
basis of curriculum
Summative Assessment (SA)1 &2 | Written assessment on the basis of
curriculum and syllabus.

The Evaluation of Academic subjects under Scholastic Area.in classes il to VIl is
indicated hereunder along with distribution of marks weightage and time frame:

Type of Marks Distribution | Percentage of Month of
Evaluation of Weightage Weightage in Evaluation
for Evaluation Academic

session

FIRST TERM (1™ January to 30" June)

Formative 20 10% February
Assessment -1
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Formative 20 . 10% | Aprit

Assessment -2
| Summative 60 30% June
Assessment -1

SECOND TERM (1” july to 31" December)

Formative 20 10% ' August’
Assessment -3 |

Formative 20 -1 10% October
Assessment -4 '

Summative 60 30% December

Assessment -2

Total marks weightage in a academic session = 50% of Term I + 50% of term il

=100

The Evaluation indicators for FA2 and FA4 shall be as follows:

Sl.No. Indicates Weightage v/ X
1. | Whether the Project is selected by the student 1

2. | Knowledge about the subject of the Project.

1
3. |Student’s interest in the Subject/Project 1
4. | Whether a short write up on the project 1
submitted before start of the work (150 words)

5. | Whether a proper action plan is framed by the 1
student for the project

6. | Whether necessary information collected by 1
the student himself /herself

7. | Has the student himself/ herself collected the 1
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materials to be used
8. | Are the materials low cost and easily available 1
9. |lIsthe project completed as per the action plan |- 1
10. | Creativity 1
11. | Sense of perfection 1
12. | Ability to discuss about the completed project 1
- 13. | Whether the project has developed student’s 1
| thinking capability
14. | Whether the basic idea of the concerned 1
lesson has created any impact on the student.
15. | Whether the student has developed any idea 1
about the positive and negative aspects of the
project.
16. | Whether student helps others in project 1
development
17. | Similarity between completed project and the 1
write up. :
18. | Quality of Very.Good 3
- | Presentation Good 2
‘ Fair 1
i Total 20

4. GRADING SYSTEM:

SCHOLASTIC AREA: Grading scale will be followed in both formative and summative
assessments in Scholastic areas based on the distribution of marks weightage for
each assessment cycle. Appropriate grade based on the marks obtained will be
-indicated in the Student’s Report Book . |

a. For class I1& 11 : 05 grading scale will be adopted for the 03 evaluations as

indicated below:
Grade Performance No. of Indicators Grade Point
found
A+ | Outstanding 05 5
A Exceflent | 04 4
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B Very Good 03 3
C Good 02 2
D Improvement 01 1
necessary ' ]

b. For class I, IV & V: (05 point grading scale)

Marks Range GRADE Performance Grade Point
90-100 A+ . Outstanding 5
75-89 A Excellent 4
56-74 B Very Good 3
35-55 C Good 2
00-34 D Improvement 1
necessary

A student of class Ill to V should obtain at least Grade “C” and if anyone gets Grade
“D” In some competences in Formative 1 and Formative 3, tﬁg‘teacher should
arrange Quality Enhancement classes (remedial) for all the st-ude,nts of the class
without making divisions like slow learners and advanced learners. However, the
identified slow learners (Grade “D") should be the target group. Such classes may
be arranged on Saturdays or any working day. The teacher will also arrange for
supplementary evaluation (written test) under the particular formative assessment
in normal classroom situation at the end of the Quality Enhancement Cycle (before
next formative evaluation). The enhanced grade attained by the slow learners only
shall be recorded by the teacher in the prescribed Record Book.

C. For class VI, VIl and VIIL:- (09 point grading scale).

Marks Range GRADE Performance Grade.Point
91-100 Al Outstanding 10
81-90 A2 Excellence 9
71-80 - Bl Extremely good 8
61-70 . B2 . Very good 7
6

51-60 | C1 Good
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4150 « fair 5
3340 D Satisfactory
21-32 E1 Improvement
necessary
00-20 : €2 ' Weak 2

A student of ciass of VI to VIl should obtain at least Grade “D” and if any one gets
‘Grade”E1” "or “E2” in some competences in Formative 1 and Formative-3, the
~teacher shoult arrange Quality Enhancement classes (remedial) for all the students
-of the class without: making division like slow learners and advanced learners.

However, the identified slow leamers (Grade “E1 or E2") should be the target
-group. Such classes may be arranged on Saturdays or any working day. The teacher
will also arrange for supplementary evaluation (written test) under the particular
formative assessment in normal classroom situation at the end of the Quality

Enhancement Cyele (before next formative evaluation). The enhanced grade
- attained by the slow learners only shall be recorded by the teacher in the
prescribed Record Book.

ii. ASSESSMENT IN CO-SCHOLASTIC AREAS: Performances of students of all classes
at-elementary stage will be assessed in co-scholastic areas on 05 point rating scale -
as indicated below: |

Grade | Performance No. of Indicators Grade Point
found
A¥ Outstanding 05 5
A Excellent 04 4
B Very Good 03 3
C Good 02 2
D Improvement 01 1
necessary

Tools of assessment / evaluation in different areas for students under co-scholastic
‘domain will include observation in day to day situation, factual accounts of
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incidents by using prescribed checklists and indicators, theme based projects &
activities, Games, Sports and cultural activities etc.

Concluding words:

All the teachers as well as school authorities are requested to undertake afi
possible efforts to implement CCE in Schools in the greater interest of enhancing
Quality Education for the students. Day to day development of students in ali
activities under both Scholastic and Co-scholastic areas shall have to be indicated in

‘Teacher's Diary and student’s Record Book. The process induding student's
regular attendance should time to time be monitored by the Core Conunittee andl
SMC of the School. Parents — Teachers meet should be conducted occasionally &
take stock of the progress of students. In fine, it may be taken as accepted reafity
that if the students up to class VIll are helped to attain required level of educatiom,
they will definitely enter into a world of sunshine in future life. . '

(R, Majumder)
Director, SCERT
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v Examination under Summative Assessments (SA1 &SA2) is based on Syllabus
& curriculum and will be conducted by School authority. Duration of a
Summative Assessment will be of 2 hours and marks weightage for each SA
will be 60. Distribution of marks for questions is suggested here under:

Sl.No. Type of questions: Marks
a. Objective (Fill in blanks/True-false/ Multiple- 1markX20nos.

choice /word meaning /synonyms/antonyms/
Sequence etc.)
b. Short answer ' 2markXS nos.

C. Descriptive 3markX5 nos.

Understanding & in-depth knowledge / Merit & 5markX3 nos.
analytical power assessment/ problem solving
ability/ reasoning & reflective etc.

Total =60

v For classroom evaluations under FA1 &FA3, Students may be advised to use
exercise book as answer Script for each Subject.

v Question pattern for the Formative & Summative Assessments should be
~ followed as detailed above. Subject wise model question frame is indicated in
the Curriculum.

v Whlle calculating Average Grade Point, decimal fractions should be rounded
off to the next whole number.

v’ It is suggested that names of Students in Attendance Register are written in
alphabetic order.

v In the process of Co- scholastic evaluations, besides activities as detailed in
the framework, teacher should take special care in making the student aware
of the basics about health, hygiene and cleanliness .The necessity of regular
nail and hair cutting, hand wash etc will not only be discussed but also be
inspected weekly.
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Basic Guidelines for Continuous and Comprehensive
Evaluation

v In place of existing system of examination, Continuous and Comprehensive
- Evaluation methodology shall be effective from 2015 academic session for
classes 1 to Vill.

v Under the new system, the teacher shall have to take care of each student’s
day to day progress and / or deficiencies, recording of the related information
in Teacher's Diary and ultimately the teacher has to take corrective measures.

v’ Use of Lesson Plan and TLM in teaching learning Process is mandatory.

v’ Total marks weightage for each of the Formative Assessments (FAl FA2, FA3
& FA4) is 20. FA1 and FA3 are lesson-based written exatfiinations and these
shall be conducted in normal classroom situation. Duration of each written
evaluation will be of 30-35 minutes. Marks distribution for questlons is
suggested hereunder.

SL.No. Type of questions: Marks
a. Objective (Fill in blanks/True-false/ Multiple- 1markX10nos

choice /word meaning /synonyms/antonyms/
Sequence etc.) ’

b. Sentence framing/very short answer. 1markX 6nos
c. Understanding & in-depth knowledgé test. 2markX2nos
Total = 20

v’ Under FA2 and FA4, Students will be required to take part in Project making
and other innovative activities based on lesson, Syllabus and Curriculum. The
overall understanding as well as Scholastic development of a student will be
evaluated through such activities. Teachérs shall have to ensure that students
make such projects in the classroom itself.
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~SUBJECT:+ '/ROLES -AND: 'RESPONSIBILTIES OF BLOCK/URCS ‘& CLUSTER RESOURCE
CENTRES IN PROVIDING ACADEMIC SUPPORT TO ELEMENTARY SCHOOLS.

. Sarva Shiksha 'Abhiyan {SSA), the flagship integrated programme of the Government of India in
. partnershin.with-the State Government for universalisation of elementary education has been under

implementation since 22001-02.- It -has achieved significant success and has demonstrated positive
_trénds in several key indicators, These include providing access , enrolment and retention - of children
_ including special focus groups, reducing gender and caste dlsparmes, and provxsiomng for creation of
ba51c conditions for quality schooling.

Apart from enhancing access, enrolling and retaining children in the age group of six to fourteen
in schools, SSA has laid considerable emphasis on imparting education of good quality to the children at
ele‘méntary stage. As a part of the effort to improve teaching-learning transaction at classroom levels,
regular in-service teacher training programmes are organized and academic support is provided to
them through Block/Urban Resource Centres (BRC/URC) and Cluster Resource Centres (CRC).

Under SSA, Block/Urban Resource Centres and Cluster Resource Centres were established to
provide academic support to teachers and schools ona regular basis in each Block of every District. At
.present 41 BRCs and 333 CRCs are operational in the State. Block Resource Centres are headed by Block
Resource Center Coordiantors and Cluster Resource Centre are headed by Cluster Resource Centre Co-
coordinators. Usually they provide academit support to schools through Block/Urban Resource Persons
(BRPs/URPs) and Cluster Resource Persons (CRPs).

BRCs/URCs and CRCs have an lmportant role to play in improving the quality of education. But
- there-is a-lack of clear role perception at several levels of the implementation hierarchy - especially
among the staff of BRC and-CRC. As a result the ﬁmcuoning of schools has deteriorated and quahty of
teadning—leannng process has shown no improvement. Improvement of quallty education is a pre-
requisite of successful implementation of the RTE Act. For the Academic structures like this to be -
effective, the people actually lmplementmg it must know why they are doing what they are doing
and must put their best foot forward. But this did not always come through in the course of visits to
schools. Most of the elementary schools do not perform up to the Government expectations. ASER-2013
given in Annexure-A must rate them as very poor performers. So there is an urgent need to revamp the
BRC/ CRC actlvmes and activate all BRPs and CRPs.

To sum up, a major area of concern that has to be addressed on a priority basis is that of
ensuring.quality of academic inputs to be provided by BRCs and CRCs to schools. This can be addressed .
by various methods like holding brain- storming sessions; adoption of modern téchnologies and
innovative teaching methods in classroom transaction.

~ Contd. to Page 2

Hode_17 /€ {Pedagogy /Letters
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With a view to improving the effectiveness of BRC/CRC/BRP/CRP in helping teachers to perform

»ibetter and-in providing-overall academic support to schools under their respective jurisdiction, a HAND

BOOK for all levels is developed. The purpose of the HAND BOOK is to promote and institutionalize a

culture of participatory peer learning in every school and in every school staff. In fact, the

-structures created for SSA must serve the purpose for which they were created and concerted effort is
" needed to make them vibrant and efficient so that their impact on quality of education becomes visible.

- In.view of the above context, all District Project Coordinators (SSA), Block Project Coordinator,
joint Blcck Project Coordinators, Block:Resource Centre Coordinator, Cluster Resource Coordinator,
Block/cluster Resource Persons are directed to perform their tespective role and
responsibilities/duties as laid down in the Hand book pmperly and effectlvely Any deviation of the
instruction from any corner will be viewed very seriously.

This will take immediate effect.

Wishing you all ‘Shubho Nabo Barsha’ and hope that you will re-orient yourself for improving
quality in Education, beneﬂting all the students.

(Dr. K. Rajeswara Rao, H '(‘
Principal Secretary,

. School Education Department

Copy for information and necessary action to:

1 All District Project Coordinators{District Education Officers),

2. All Block Project Coordinators/Joint .Block Project Coordinators,(Inspector of Schools, State and
ADC), '

3. All Block Urban Resource Centre Coordinators,

‘4. All Cluster Resource Ceatre Coordinators, =

Copy also forwarded for information to:-

1. The Addl. Secretary & Director, School Education Department, Govt. of Tripura,

2. The State Profect Director, SSA Rajya Mission, Tripura, Agartala.

3. The All Chairman, District Level Education Committee,SSA(DM & Collector)for regular monitoring
of the programme.

4. The All Block Development Officer for regular monitoring of the programme.
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Role and responsibilities of BRC & CRC functionaries
And
State to Block Level Educational Administrators

1. Introduction

SSA has been under implementation since 2001-02 in Tripura for
universalization of elementary education (UEE) for the children in the age group
of six to fourteen years in a mission mode. The four SSA goals are:

i. All children in Schools.
li. Bridging gender or social gaps.
ill. All children retained through the elementary Education cycle;
‘ through classes I-VlIl and
iv. All children receive education of satisfactory quality.

Considerable progress has been achieved under SSA over the years. For
example:

1. Universal access at primary and upper primary level.

2. NER has reached 98.97% and 87.35% at primary and upper primary
level respectively.

3. Gender or social gaps In enroiment has been reduced to zero,

4. With appointment of 5696 SSA funded teachers, PTR at elementary
level has improved from 21 in 2004-05 to 17 in 2013-14,

5. Student Attendance Rate has improved at the primary, from 57 % in
2005-06 to 72 % in 2013-14, |

SSA'S achievement over the years in Tripura as mentioned above are
impressive, but there is still a long way to go.

An important goal of SSA is to provide elementary education of satisfactory
quality. To bring about qualitative improvement in education under SSA , various
interventions have been made. But much needs to be done in the area of
Quality. So SSA’'S current focus areas in Academic Structures are to be
revamped for ensuring satisfactory quality education for children.

This handbook throws light on the major roles and functions to be performed
by all BRC/CRC functionaries and other educational administrator right from
Block to Stale levels. :

It is hoped that all the SSA functionaries at Academic Structure will exercise
thieir able leadership and be abie to reflect and bring about substantial
improvement in quality of education in the years to come.




2. THE,  MAJOR  ACADEMIC ROLES = AND
RESPONSIBILITIES OF BRCs/URCs AND CRCs IN THE
CONTEXT OF SSA GOALS :

A. Development of the centre as a rich academic resource with ample and
relevant reference books/.materials for professional- growth of the
teachers.

B. Formation of Block Resource Groups in different subject area for primary
and upper primary level by inviting resource persons from DIETs, NGO
and College.

C. Regular monthly visits to 15 Schools (Primary 8 and Upper Primary-
7) for addressing emerging pedagogic issues and issues related to
School development.

D. Conduct of effective in-service teacher training and monthly meetings to
discuss specific need based and area specific academic issues and
design strategies for better school performance especially in Special
Focus District and backward areas.

E. Categorization of schools into (1) Good (2) Average and (3) Poor and
undertaking all necessary and possible action to change the average and
poor schools into good one.

F. Consultation with parents/guardians of children and SMC members to
strive for school improvement, better attendance  of students, quality
implementation of MDM, proper curriculum management. This meeting
shall be held during the visit of school.

G. Organization of training programmes for members of VEC and SMC to
interact with them, guide them regularly on different issues so that they
are able to perform their duties more effectively.

H. Designing a Quality Improvement Plan for the Block/Cluster as per the
SSA goals and strive to achieve that in a time bound manner.

I. Effective monitoring and supervision of monthly school visits by
BRPs/CRPs and timely collection of fortnightly report on performance of
all BRPs/CRPs as per prescribed format and subsequent submission of
the same to concerned DPC with a copy to BPC/Jt. BPC. '

3. ACTIVITIES OF BRC COORDINATOR :-

A. Administrative; Planning and other activities

(i) Planning: Pfeparation of Budget, financial management etc.

(i)  Attending meeting, ‘

(i) Coordination with Block Project Coordinator, implementation of
MDM, -




(iv)

(vi)
B.
(i)

(il
(i)
(iv)

(v)
(vi)

(vii)
C.

(i)
(if)

(iii)

Timely Distribution of Free Text books,

Data collection & compilation of report from Block Resource persons
and Cluster Resource Coordinators

Preparation and submission of report, supplying data , record keeping,

Academic activities

Field visits to 15 schools in a month for monitoring the work of CRCs,
Schools and KGBVSs,

Training of CRC Coordinators, teachers, VEC/SMC members,
Intensification of post-training follow up,

Quality monitoring: Filling and compiling the data provided through

. QMT

Testing students achievement and other related activities

Providing academic guidance to teachers at Block/Urban and cluster
level meeting and in school.

Rapport between the trainers and trainees.

Community Mobilization

Promotion of community involvement,

Holding meeting with VEC/SMC member and other community
members

Getting PRI members support in enrolling out-of —school children and
ensuring regular attendance of children and teachers.

4. ACTIVITIES OF CRC COORDINATORS :-

A

(i)
(ii)
(iv)
(iv)
(v)
(vi)

Administrative; Planning and other activities

Planning: Preparation of Budget, financial management etc.

Attending meeting,

Coordination with Block Project Coordinator, implementation of MDM,
Timely Distribution of Free Text books,

Data collection & compilation of report from Cluster Resource persons.
Preparation and submission of report, supplying data , record keeping,

Academic activities

Regular monthly visits to 15 schools for monitoring the work of CRPs,
Schools and KGBVs,/Girls Hostel '

-Training of teachers, VEC/SMC members,

Post-training follow up

Quality monitoring: Filling and compiling the data provided through
QMT

Testing students achievement and other related activities

Providing academic guidance to teachers at cluster level meeting and
in school.
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C. Community Mobilization

(iy Promotion of community involvement,

(i)  Holding meeting with VEC/SMC member and other community
members.

(i)  Getting PRI members support in enrolling out-of —school children and
ensuring regular attendance of children and teachers.

5. ROLE AND FUNCTIONS OF BRPs :-

a) Providing direct/on-site academic support* to schools.

b) Making involvement of PRI appropriately so that the “Local Authority” can
discharge their functions under RTE Act.

c) Attending meeting/training at BRC .

d) Visit to 20 schools in a month (Primary-12, Upper Primary-8) preferably
average and poor rating schools

e) Recording main observations following school visits in a register that is
maintained in each school.

f) HM/TIC to take action on the visit note.

g) Submission of fortnightly report as per format to BRC coordinator and

- BPCloint BPC.

h) Providing curricula support to teachers —particular progress with syllabus.
The manner in which textbooks and other materials are used,
development of TLM and the manner in which CCE is being put into
effect.

i) Conduct of workshop/seminar with subject teachers of upper primary
schools.

j) Training **to be imparted to teachers by experts and efficacy of training to
be monitored by BRCC."

k) Holding demonstration lesson using innovative and unconventional
delivery method like IT in classroom.

I) Resolving hard sports in learning in each class/subject.

m) Formation of TLM Bank, availability of subject/grade wise low cost TLM.

-n) Evaluation of students in schools and strategies for remedial teaching.

0) Involvement in  mobilizing community to improve students’
attendance/retention in schools.

* Areas in which support is needed at page 11,
** Parameters of training is at page 12,




6.

ROLE AND FUNCTIONS OF CRPs :-

a) Providing direct/on-site academic support* to schools.

b) Making involvement of PRI appropriately so that the “Local
Authority” can discharge their functions under RTE Act.

c) Attending meeting/training at BRC

d) Visit to 20 schools In a month preferably average and poor rating
schools '

e) Recording main observations following school visits in a register that is

maintained in each school.

f) HM/TIC to take action on the visit note.

g) Submission of fortnightly report as per format to BRC coordinator and
BPC/Joint BPC.

h) Providing curricula support to teachers —particular progress with syllabus.
The manner in which textbooks and other materials are used,
development of TLM and the manner in which CCE is being ;put into
effect.

i) Conduct of workshop/seminar with subject teachers of upper
primary schools.

j) Training™* to be imparted to teachers by experts and efficacy of training to
be monitored by BRCC.*

~ k) . Holding demonstration lesson using innovative and unconventional

delivery method like IT in classroom.
[) Resolving hard sports in learning in each class/subject.
m) Formation of TLM Bank, availability of subject/grade wise low cost TLM.
n) Evaluation of students in schools and strategies for remedial teaching.
o) Involvement in mobilizing community to improve students’
attendance/retention in schools.

* Areas in which support is needed at page 11,
** Parameters of training is at page 12

ROLE AND FUNCTIONS OF BLOCK/JOINT BLOCK
PROJECT COORDINATORS :-

a. Conducting at least two visits to every school each year.

b. Looking at the record to be maintained by teachers/HMs, condition
of school building and infrastructure and seating arrangement for
students.

¢ {iving particular attention to availability of potable drinking water,
usability of toilets for boys and girls separately, Kitchen where MDM
is cooked and whether the school has well-maintained boundary
wall,
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d. Visit to BRC/CRC during training programme to monitor the efficacy
of the training.

e. Intensification of post-training follow up.

f, Regular interaction with BRC/CRC functionaries to address a major
area of concern on a priority basis.

g. Review the activities of BRC/CRC/BRP/CRP s every fortnight and
submission of report as per format to DPC and State Office of SSA
in hard and soft copy.

ROLE AND FUNCTIONS OF DISTRICT PROJECT
COORDINATOR (DPC) :-

.. Timely release of fund at all levels.

Preparation of Work Plans for BRC/CRCs.

. Adoption of monitoring and supervision system to assess how effectlvely

and efficiently BRCs/CRCs are working in accordance with the prescribed
norms. )

Periodic Independent visitlinspection to schools to observe the
Infrastructure and facilities and the administrative aspects.

Details of meeting with various functionaries at Block and Cluster levels.
Adoption of criteria for assessing the effectiveness of BRCs/CRCs in the
District.

Critical areas/activities that require urgent attention for improving the
effectiveness of BRCs.

Constant coordination with BPC/BRC/CRC and liaison with DIET.

Review the activities of BRC/CRC/BRP/CRP and submission of fortnightly
report on performance/actions of BRP/CRP as per format in to State

Office of SSA along with comments on the Resource Persons’

performance, deficiency noticed in their individual work/performance and
any specific suggestions for improvement on the 2™ and 17" of every
month both in hard and soft copy without fall.

10. Development of academic & curricula support for continuing profession

up- gradation of teachers and learner evaluation system (CCE) are
operational as expected.




9.

ROLE AND FUNCTIONS OF STATE COORDINATOR
FOR PEDAGOGY/ TT COMPONENT :-

1. Conduct of workshop/orientation programme for BRC/CRC functionaries.

2. ' Strategies to ensure smooth flow of funds to District and block levels.

10.

11.

Linkage with DIETs, SCERT, DPCs, BPCs on the one hand and
BRCC/CRCC/BRP/CRP on the other hand.

Collection of fortnightly report on performance of BRPs/CRPs from the
Districts for submission to the Principal Secretary, School Education
Department on 3™ and 18" of every month along with comments on the
Resource Persons' performance, deficiency noticed in their individual
work/performance and any specific suggestions for improvement.

Plan of sustenance of BRC/CRC beyond SSA.

AREAS IN WHICH SUPPORT IS NEEDED :-

. Making training content in tune with teachers’ need in both subject

knowledge and pedagogy,

Training to be imparted by experts and efficacy of training to be monitored
by BRC/CRC,

Demonstration lesson to be given using innovative and unconventional
delivery method like using IT in classroom,

Resolving hard spots in learning in different classes/subjects,

Formation of TLM Bank, availability of grade/subject wise TLM,
Evaluation of students in schools and strategies for remedial teaching,

Getting BRC/CRC involvement in mobilizing community to improve
students retention,

PARAMETERS OF TRAINING :-
a.Timing of training programme
b.Duration

c.Schedule

d.Training method used

e.Teaching multi-grade classes




f. Trainer-trainee rapport
g.Monitoring & supervision
h.Opportunity for clarifying doubts
i. Upgrading subject knowledge
j. Preparation & use of TLM
k.Focus on areas of CWSN
L. Improving students attendance
12. IN ELEMENTARY STAGE ALL THE TEACHERS SHOULD
HAVE CLEAR PERCEPTION OF THE FOLLOWING:

a) Pedagogic method adopted including method for multi-grade
teaching.

b) Preparation and use of TLM grade/subject wise.
c) Co-curricular activities,

d) Frequency of visits by BRC/CRC Coordinators and Resource
Persons.

e) Type of support and guidance received from BRC and CRC
Coordinators and Resource Persons.

f) Major activities in monthly CRC meetings.

g) Major difficulties experienced by teachers with regard to
inputs provided by CRCCs and BRPs/CRPs

h) Overall effectiveness of BRC/CRC and BRP/CRPs and
suggestion for improvement.




Name of BRP/CRP:- For the fortnight from 15t to 15t of every month

Name of Block:- For the fortnight from 16t to 30% of every month
Name of District:-
Name of BRC/CRC:-
Other
School visited - Training conducted performan | Rema
ce/ rks
action
Academic
guidance/
Date Name suggestion Post
of Findings given by " Name training
duf"ati Nam;;ft:;hool o(l-;‘slfzeesd subject | (challenge/ BRP/CRP to of the Duration action
on & Issues) concerned training taken by
teacher teacher/school BRP/CRP
for better
performance

NB- if required extra sheet may be used.
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MEHD

- Sub: Formats for assessment of performance of BRPs / URPs and CRPs under SSA programme

The Block / Urban Resource Persons and Cluster Resqurce Persons engaged under SSA programme have to

play a very pivotal role in enhancing quality of educatior; at the elementary level.

It has been felt urgently necessary to devise specific formats for assessment of services of the Resource

Persons rendered at the Block and Cluster levels.
Keeping this crucial necessity in view, the State Office of SSA Rajya Mission, Tripura has devised the
following formats: |

1, For Block / Urban Resource Person:

i. Format for Self ~ Appraisal Statement and Reporting Authority containing 50 Indicators.
il. Format for Reviewing Authority containing 25 Indicators.

2. For ng'er Resource Person:
i. Format for Self - Appraisal Statement, Reporting Authority and Supervising Authority containing

38 Indicators.
ii. Format for Reviewing Authority containing 24 Indicators.

Following will be the procedure for initiating proposal for further continuation of tenure of engagement in

the prescribed devised formats:
1. BRC / URC Coordinator (Reporting Authority) shall initiate proposal 4 / 6 weeks ahead of expiry of
current tenure of engagement and submit the same to the District Project Coordinator, SSA (Reviewing

~ Authority) for onward transmission to the State Project Director, SSA A(Accep’dng Authority).

| 2. CRC Coordinator (Reporting Authority) shall initiate proposal 8 weeks ahead of expiry of current

- terure of engagement and submit the same to-the BRC/URC Coordj v

" onward transmission to the District Project Coordinator,. SSA (Reviewjng Authority). The District Project
Coordinator will forward the proposal to the State Project Director, SSA (Accepting Authority).

(Contd.)
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The District Project Coordinator (District Education Officer) shall arrange for circulation of the MEMO to

all BRC / URC Coordinators and CRC Coordinators.

This shall take effect from ]uly, 2014 onwards. ng/

Enclo: Devised formats ag stated above )
[UK. Chaﬁma]% U

State Project Director—

To:
* All District Project Coordinators of SSA for information and.taking appropriate action.

Copy to: ‘
* The Principal Secretary, Education (

[ o B,
qucuu_y.

School) Department, Govt. of Tripura, for kind information of the Principal.

-
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Office of the State Project Director,
SSA Rajya Mission, Tripura
Education (School) Department
Govt. of Tripura

Assessment of performance of Block / Urban Resource Person by Reviewing Authority

(District Project Coordinator)

1. Name of BRP/URP - Sri / Smt

2. Narne of District- _—

3. Name of Block/Municipal Corporation- S

4. Nameof BRC/URC School- '

5. Period of performance report - From to
6. No. of working days during the period - ‘

7. No of days enjoyed leave- ' ’ days -

8. No.of days performed duty in field- No.l._ %)
9. Total working days rendered services- No. ____\_ ( %)

10.©  No. of Teachers’ covered in training programmes n BRC& . ___
CRC- ' ..

11.  No. of Schools inspected-

12. No.of Aclass room teaching observed-

13.  No. of Model Teaching imparted-

14.  :No. of workshops conghucted on preparation of innovative

15.  No.of Tc;acher's' covered in the-workshop on TLM

|

. preparation-

16.  No. of training programme of SMC members participated ~ __
17. No. of SMC membexs cc;&ered- —_—
18. - No. of girls / boys hostel academic support provided to- —
19.  No. of Special Training Centres inspected- _
20.  No. of schools covered by providing special academic

support 9 SC, ST & RM children- | -
21. . How many SC, ST & RM children cov;:red by imparting- - -

remedial teaching? | -
22.  -How meamy children tovered ander Child Prackifing

System?
23. No. of out of sc}{ool children enrolled in schools - I

b




24,
25.

/-
T e e
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v R -
i

No. of CWSN identified duririg school inspection- —
{ ) 3
What steps taken for improving attendance of children- i
ii.
i

etc

Overall comments of Reviewing Authority:

I agree fully/partially with the comments of the Reporting Authority.

| differ with the statement given at Serial No(s).......secvcees

I grade his / her performance as satisfactory/good/very good/excellent/outstanding:

. Bigriatire
Reviewing Authority
(District Project Coordinator)




10.
11

| 12.
13.
14.
15.
16.
17.

18.
19.

N o ox W

~ S5A Rajya Mission, Tripura
Education (School) Department
Govt. of Tripura

ASSESSMENT OF PERFORMANCE OF BLOCK/URBAN RESOURCE PERSONS

Self Appraisal Statement

Name of BRP/URP -

Name of District-

Name of Block/Municipal Corporation-
Name of BRC/URC School- |
Period of perfonﬁance répo_rt -

No. of working days during the period -

No of days enjoyed leave-

No. of days performed duty in BRC/URC-

No. of days performed duty in field-

Total working days rendered services (8+9)-

Whether field visits were conducted according to monthly

tour programme?-
Whether Work Diary was maintained according to duties

. performed?-

No. of Teachers’ Trainihg programme conducted in

BRC/URC- -
No. of Teachers covered under the training programmes in
BRC/URC-

No. of Teachers’ Training programme participated in

CRC-
No. of Teachers’ covered in training programmes in CRC-

No. of Schools inspected-
No. of class room teaching dbserved-

No. of Model Teaching immpgarted-

b

Sri / Smt

From to

Spl Leave- CL- ML-  Extra Ordinary
Leave- Quarantine Leave-
Patermty/Maternity Leave-

Total-

No.___ ( .%)

No. ( %)

No. ( %)

Yes /No

Yes /No

Contd P/2




20.
21

23.
24.

26.
27.
28.
29,
30.

31

32,
33.

35.
36.

37.

38,

No. of ;)n spot Achievement Test conducted-

‘No. of child;ren assessed in such achievement test-

No. of remedial teaching imparted to improve learning
skill of weak learners-

No. of weak learners covered in the rem:dial teachings-
No. of workshops conducted on preparation of innovative
TLMs-

No. of Teachers covered in the workshop on TLM
preparation- - ' '

No. of innovative TLMs prepared/developed-

Classes for which TLM prepared/devolved-

Subjects for which innovative TLMs prepared/developed-
No. of training programme of SMC members participated -
No. of SMC members covered-

No. ot KGBV and other hostels covered by providing
academic support-

No. of girls / boys hostel academic support provided to-
No. of Special Training Centres inspected indicating

frequency, if any-

What sort of support services provided to the Special ¢ To children-

Training Centres?-

No. of children of Special Training Centres covered-
No. of schools covered by providing special academnic
support to SC, ST & RM children-

How mény SC, ST & RM children covered by imparting
remedial teaching?.

No. of schools covered for verification of U-DISE data*

‘"_\

e To Special Trainers-

¢« To Warden-

« To Teachers of adjacent school-

——

Contd P/3
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39.  No. of schools covered by compiling / consolidating and

analysing U-DISE data-
40. How many children covered under Child Tracking

Systeri
41, No. of House Hold covered for verification of House Hold

Survey data-' | —
42" No. of children covered in verification of House Hold

Survey data- -
€. No. of out of school children enzolled in schools during

Vidyalaya Cholo Abhiyan programme- -
44 No.of workshops participated at State, District, Block

level- o -
45.  No.of CWSN identified during school inspection- J—
6.  Steps taken for education of CWSN in school- i. Suting Amangement-

ii. Barrier free environment
(inﬁde class room)-

i, Barrier free envirorunent
(outside class room)-

iv. Coumselhng of Parents-

v.. Counselling of Teachers

v1 Counselling of Sfudmts-

47.  What steps taken for improving attendance of children- i

etc

Contd....P/4
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48.  Major challenges/issues of education observed- , i

49.  Suggestions to overcome problems-

80.  Other duties performed, if any- i

£z

etc.
Signature

Block / Urban Resource Person

Overall comments of BRM. > Coordinator:

| agree fully/paniaily with the self Appraisal Statement of
BRP/URP. ‘

| differ with the statement given at Serial NOZS)...cv...

| grade his / her performance as satisfactory/good/very
good/excellent/outstanding:

Counter Signature

BRC /URC:Coordinator
- {Reporting Anthority)
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11.
12.
13
14
15.
16.
17.
18.

19.
20.
21.

Office of the State Project Dir

ector,

SSA Rajya Mission, Tripura
Education (School) Department

.- Gowvt. of Tripura

Assessment of performance of Cluster Resource Person by Reviewing Authority

(District Project Coordinator)

Name of CRP -
Name of District-
Name of Block/Municipal Corporation-

. Name of BRC/ URC School -

Name of CRC School-

Period of performance report -

No. of working days during the period -

No of days enjoyed leave-

No. of days performed duty in field-

Total working days rendered services-

No. of Teachers' Training programme conducted in CRC -
No. of Teachers covered in the Training Programma,-

No. of Schools inspected-

"No. of class room teaching observed-

No. of Model Teaching imparted- |

‘No.ofon spot Achievement Test conducted -

No. of children assessed in such Achievement Test -

No. of remedial teaching imparted to improve learning skill
of weak learners -

No. of weak learners covered in the remedial teaching -

No. of training programme of SMC members participated -
No. of SMC members covered in the training programme -
No. of out of school children e_nlrolled in schools -

No. of CWSN identified during school inspection-

L -

. Sri/Smt

No.
No.

days
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24. - What steps taken for improving attendance of children? i
| ii.
fii.
etc.
Overall comments of Reviewing Authority:
| agree fully/partiaily with the comments of the Reporting and Supervising Authority.

| differ with the statement(s) of Supervising Authority given at Serial NoO(s)......cco.c.c....

I grade his / her performance as satisfactory/good/very good/excelient/outstanding:

Sighature

Reviewing Authority

PRI, LUy i, 1
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10.
1L

13.

14.
15.

16.
| 17.
18.
19.
20.
21.

SSA Rajya Missian, Tripura
Education (School) Department
Govt. of Fripura'

ASSESSMENT OF‘PERFORMANCE OF CLUSTER RESOURCE PERSONS

Self Appraisal Statement

7

Name of CRP -

Name of District-

Name of Block/Municipal Corporation-
Name of BRC/URC School-

Name of CRC School-

Period of performance report -

No. of warking days during the period -

No of days enjoyed leave-

-No. of days performed duty in CRC-

No. of days performed duty in field- .
Total working days rendered servias*‘(‘)ﬂ&}-' e

Whether field visits weze conducted according to

' approved monthly tour programme?-

Whether Work Diary was maintained according to duties
performed?- .

No. of Teachers’ Traini;xg programme conducted in CRC-
No. of Teachers covéred under the training progranmunes in
CRG

No. of Schools inspected-

No. of class room teaching observed-
No. of Model Teaching imparted-
No. of on spot AchievemnenttTest corittueted-

No. of childyen assessed in such achievement fpst-

No. of remedial teaching imparted to improve leaming
skill of weak learners-

b

Sri/ Smt

From -to

Spl. Leave- CL- ML-  Extmo Ordinary
Leave- Quarantine Leave-
Paternity/Matemnity Leave-

Total-

No. ( %)

No. { %)

No. ( %)
Yes /No

Yes /No




24.

26.

27.
28.
29.

31

36.

No. of weak learners covered in the remedial teéchings—
No. of workshops conducted on pfeparation of innovative

TLMs-

. No. of Teachers’ covered in the workshop on TLM

preparation- N
No. of innovative TLMs prepared/developed-

No. of training programmes organised for SMC members

participated - ' _
No. of SMC members covered in the trammg programme-
No. of schools ¢overed for collection of 0-DISE data-
No. of House Hold covered for verification of House Hold
Survey data- |

No. of children covered in verification of House Hold
Survey data-

No. of out of school children enrolled in schools during
Vidyalaya Cholo Abhiyan programume- '
No. of training/workshops participated at District and
Block levei- ,

No of meetings attended at BRC/URC -

No. of CWSN identified-during school inspection -

"What steps taken for improving attendarice of children -

Major challengesf/issues of education observed-




37,

38

Suggestions to overcome problems-

Other duties performed, if any-

Recommendatien of the supervising authority.

1. He/She is /Not/competent for the post of CRP.
2. He/Sheis/Not /dedicated to assigned duty.

" efc.

Signature

Cluster Resource Person

-

Overall comments of CRC Coordinator: .

1. 1| agree fully/partially with the self Appraisal Statement of

CRP.

2. | differ with the statement given at Serial Nof§.)-........

. Punctuality in attendance-Normal/Good/Very Good

4. Seriousness/Sincerity  in  discharging  duties-
poor/average/satisfactory/good/very -

800G

.1 grade his / her performance as

poor/satisfactory/good/very good/excellent/outstanding:

Signature

CRC Coordinator
(Reporting Authority)

3. Level of performance is - poor/average/satisfactory/

Good / Very Good.

Counter Signature
BRC/URC Coordinator

(Supervising authority)

(i




CHAPTER - VII }

Mid-Day-Meal Programme

The state Govt. of Tripura launched Mid-Day-Meal Scheme in the state w.e.f 1* March,
1980 for children reading in classes I-V in Govt. and Govt. aided schools. Under the scheme , the
school going children of primary stage were provided dried food like biscuit, chira, muri and
locally available seasonal fruits for 200 days in a year. Subsequently, Govt. of India introduced
Mid-Day-Meal programme under the scheme entitled “National Programme of Nutritional
support to primary Education”(NP-NSPE) w.e.f. 15" August 1995 in the whole, country as a
centrally sponsored scheme. As per guideline of the scheme, each child from classes I-V having
attendance in schools up to 80% was supplied 3 kg of rice per month. Government of India
provided rice free of cost and Rs.50.00 per quintal as subsidy for transportation of foodgrains.

Thereafter, in pursuance to the direction of the Hon’ble Supreme Court of India, the State
Government began providing cooked meal (khichudi) to the eligible primary (I to V) school
children on all school day since 1% April 2003 under Mid-Day-Meal and from the year 2008 to
all the children of classes VI to VIII (Upper primary level). Presently, Government of India is
providing central assistance to the state Government @ Rs.2.80 per child per school day in the
Primary and Rs.4.19 in the Upper Primary stage. Against the central assistance, the State
contribution is Rs. 0.50 per child per school day both for the Primary and the Upper Primary
stages.

Mid-Day-Meal is implemented in 4482 Primary schools and 2084 Upper Primary
schools. As per MDM-MIS Data, total of 3,34,298 children in the Primary stage and 1,88,253 in
the Upper Primary stage have opted for the Mid-Day meal in schools. Mid-day-Meal is also
extended to all EGS & AIE centers established under SSA Scheme and also in the
Madrassa/Mugqtab institutions.

The prime objective of this scheme is to enhance enrollment, retertion and attendance

and simultaneously improving nutritional levels among children.

Management Structure

The present Management structure of Mid-Day Meal is totally under the Directorate of
School Education Department. The Branch Officer, MDM Section, Directorate of School
Education is the Drawal & Disbursing Officer of the scheme at the State level and controls all
financial transaction regarding MDM . The Branch Officer, MDM assist the Principal Secretary
and the Director, School Education Department to oversee the .implementation of MDM.
However, at the District and the Block level, the implementation of the scheme is supervised and
monitored by the District Education Officers and the Inspector of Schools who are commonly
implementing all schemes of the Department.

Norms under MDM

Foodgrains norms :

Primary Level : 100 gm rice per child per day.

Upper Primary Level : 150 gm rice per child per day.

Cooking cost norms :

Primnaiy Level : Rs. 3.73 per chiid per day (CSS: Rs.3.23 + State Contribution: Rs.0.50)
Upper Primary Level : Rs. 5.38 per child per day (CSS: Rs.4.84 + State Contribution: Rs.0.54)

=X




Fixed Weekly Menu for MDM :

The weekly menu has been decided in consultation with the Dietician of the State Govt. and
the menu presently sewed to the chlldren is as follows:

Monday : Khichudi

Tuesday *: Rice and Egg curry

Wednesday : Rice & Veg. curry

Thursday - : Rice-and Egg curry”

Friday : Rice & Veg. Curry

Saturday : Payesh (Sweet Dish)/Khichudi/ Rice & Veg. curry
(to be decided by the school authority)

In the pfesent weekly menu there are provision to provide two full eggs in a week, green
vegetable twice in a week and dal' once in a week ( in mode of khichudi) which will fulfil the
. nutritional gap of school going children. '

The state govt. has introduced the fixed uniform menu through out the state considering the
following points:

(i) All children will be benefited nutritionally through out the state equally.

(ii) Though there are many communities in Tripura, but the food habits of all most all
communities are same. ' ' '

(ii1) There will be no way to misuse the cooking'cost at the school level.

(iv) Sudden inspection regarding Quality & Quantity of MDM can be done as per speclﬁc
fixed menu.

(v) Menu is prepared on the basis of the food ingredients avallable through out the state. '

(vi) As the day item of the menu is different the student’s w11]mgnes., to take MDM and

also to go to school will be increased.

Food Value Norms:

The prescribed food value as per present weekly menu for per child per day is as follows:

» Calorie value - 514 Kcl per day
> Protein value - 22 gms per day
> Calcium |, - 56 mg per day -

Norms for engagement of cook-cum-helpers:

The cook-cum-helpers under MDM Programme are being engaged following the norms
based on no. of children as described bellow:

No. of Children No. of cook-cum-helper

1to 50 1 cook-cum-helper

More than 50 to 100 2 cook-cum-helpers.

101 and above 1 additional cook-cum-helper for every
addition of 100 children

Norms for Kitchen Devices:

Every schools where MDMS are implemented are eligible for getting Rs.5000/- to
procure new kitchen devices and after 5-years again Rs. 5000/- for replacement of old kitchen

devices.



Norms for Kitchen-cum-Store:

All Govt., Govt. Aided school units where Mid-Day-Meal programme is implemented are
eligible for getting fund for construction of Kitchen-cum-Store under MDMS. The size of the
Kitchen-cum-Store depends on the no. of enrolled children in the school unit. There are approved
construction designs for specific size of kitchen-cum-store. Size and corresponding construction
cost of kitchen-cum-store is described bellow:

Enrollment Plinth Area Construction Cost
Ito 50 P-I(16.00 sq.mt) Rs.1,38,000/-
51t0 100 P-11 (20.00 sq.mt) Rs.2,03,182/-
101 to 200 P-TIT (24.00 sq.mt) Rs.2,56,500/-
2001 & above P-IV (28.00 sq.mt) Rs.2,76,200/-

Guidelines for Implementation

Foodgrains flow:
Foodgrains under MDMS are being allocated on quarterly basis. Foodgrains flow consists
of three stages as described bellow:

Stage Nodal Ottice Responsibility
I State level Nodal Office Compilation of quarterly requirement of
Directorate of School Education, | foodgrains in the State.
MDM Section Allocates the required foodgrains to the block
wise feeder godown.
I District Level Nodal Office Compilation of quarterly requirement of
District Education Office foodgrains in the district.
District Nodal Officer : District | Monitoring of foodgrains flow in the District.
: Education Officer
I~ | Block Level Nodal Office: Compilation of quarterly requirement of
Education Inspectorate. foodgrains in the Block.
Block Nodal Officer: Inspector | Re-allocation of foodgrains to school units and
of Schools also to ensure that required quantity of foodgains
have reached to the school units in time.
Monitoring of proper utilization of foodgrains.

Fund Flow:
Funds under MDMS are being allocated on quarterly basis. Funds flow consists of three
stages as described bellow:

Stage Nodal Oftice Responsibility

I State level Nodal Office Compilation of quarterly requirement of -funds
Directorate of School Education, | under MDMS in the State.
MDM Section Allocates the required funds like cooking cost,

honorarium to cook-cum-helpers etc.. to the block
level nodal offices through e-transfer system.

nm District Level Nodal Office Monitoring for proper utilization of funds under

District Education Office MDMS at the block level oftices as well as in the
District Nodal Officer : District | school units.
Education Officer

I Block Level Nodal Office: Re-allocation of funds like cooking cost,
Education Inspectorate. honorarium to cook-cum-helpers, MME, etc.. to
Block Nodal Ofiicer: Inspecior | schooi umts and aiso to ensure the proper
of Schools utilization of funds at school level.
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Engagement of Cook-cum-helpers:

The Block level nodal officers i.e the Inspector of Schools is responsible for engaging
cook-cum-helpers in schools following the norms of engagement of cook-cum-helpers in
consultation with School Management Committee (SMC) and HM/AHM/ Teacher In-charge.

Construction of Kitchen-cum-stores:
The concerned school authority is responsible for construction work of kitchen-cum-store
under supervision.of SMC and the Block level nodal officer i.e the Inspector of Schools.

Procurement / Replacement of Kitchen Devices:

The concerned school authority is responsible for procurement of new Kitchen Devices
or replace of kitchen devices under supervision of SMC and the Block level nodal officer i.e the
Inspector of Schools.

School Health Programme :

Health Checkup of students, regular distribution of IFA Tablets & De-Worming tablets
are being done under this component in convergence with NRHM. The block level nodal officers
i.e Inspector of schools are responsible to ensure the proper implementation of School Health
Programme in all school units under their respective jurisdiction.

School Inspection :

Regular school mspectlon is necessary for proper implementation of the programme. All
officers of school Education Department has been provided a fixed monthly target for school
inspection. Officer wise fixed monthly target of school inspection is given bellow. All officers
were requested by the authority to submit their inspection report on fortnightly basis to the MDM
Section, Directorate of School Education for next course of action.

I\Slc').. Designation of the Officer ln:.z:;z: n
1 Director, School Education 06
2. | SPD/ASPD, SSA Rajya Mission ‘ 08
3 Director, SCERT 08
4 Addl. Director/loint Director/Dy. Director/SRO/A.0/0.5.D and other officer 08
" | posted to the Directorate of School Education, SCERT and SSA Rajya Mission
5. | District Education Officer 10
6. | District Inspector of Schools ' . 10
7. { Inspector of Schools 14
8. | Dy. Inspector of Schools 20

The Inspection Format is enclosed herewith at Annexure — A.

Duties & Responsibilities of Inspector of Schools in brief

1. The concerned Inspector of Schools will ensure the placement of fund against Cooking
Cost, Honorarium of cook-cum-helpers, MME etc.. to the concerned School timely.

2. The concemned Inspector of Schools will ensure the regular allotment of foodgrains and
one month buffer stock of foodgrains in all school units under his jurisdiction.

3. The concerned Inspector of Schools will ensure the availability of cooking devices and
utensils in all school units under his jurisdiction.

4. The concerned Inspector of Schools will ensure the availability of kitchen shed in all
school units under his jurisdiction.

5. At least two time detail inspections in a year in each school by the inspecting officers
under control concerned Inspector of Schools should be ensured.

6. Timely submission of reports, returns, expenditure statement & requisition for foodgrains
and fund etc.. should be ensured.

7. All schools should be covered by organizing Health Checkup Camp

8. The concerned Inspector of Schools will help the school authority in all emergency
situations.
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CHAPTER - VIl

Sarva Shiksha Abhiyan (SSA) and
its various interventions

Sarva Shiksha Abhiyan is the biggest ever flagship programme being implemented in the entire
country with the objective of Universalizing Elementary Education (UEE) by bringing all children in
the age group of 6-14 years under the ambit of primary schooling, expanding schooling facility to
all inaccessible un-served habitations, creating new school infrastructure and renovating /
improving infrastructure of existing schools. Ultimately, this time bound programme aims at
achieving the goal by providing education of satisfactory quality to the children for improving their
human capabilities adequately, so that they may stand on their own and lead a successful life of
prestige in the practical world of hazards. In conformity with other States and Union Territories of
the country the programme was launched in the State in 2001-02.

During the course of its implementation in our state, SSA has gone a long way in bringing about a
sea change in the educational profile of the state by way of enrolling out-of-school children and
retaining them in the schooling system, effecting a sharp, tangible decline in drop-out rates,
increase in transition rate, bridging gender and social gaps, providing training for teachers to
deliver education more effectively, involving community people in the education system, and so on.

Besides, a large number of assets have been created to facilitate the progress of education.
Building of new educational infrastructure and renovation of the existing infrastructure, recruitment
of capable human resource and enhancing their capabilities are to name only a few among many.

The goals of SSA are as follows:

Enrolment of all children (6-14 years) in School.

Retention of all children till completion of elementary education.

Bridging of gender and social category gaps in enrolment, retention and learning.

Ensuring that there is significant enhancement in the learning achievement levels of
children at the primary and upper primary stages.

0Ooo0Oo

Important functional areas and Interventions of SSA are as follows:
. Enrolment of Out of School Children

Under Sarva Shiksha Abhiyan, a lot of activities are undertaken throughout the State so that no
child is left outside the schooling system. These activities start with conducting a large- scale
household survey to identify the children, who are still outside the umbrella of education, taking
30" June as the base date. After the said identification process, a list of all such children (by
name, habitation etc) is prepared for the entire state. Then the list is shared with the SSA
functionaries at various levels. After this, massive efforts are taken up to meet the challenge of
bringing these out of school children under the canopy of education. In order to materialize this,
a large-scale enroliment drive programme - “Vidyalaya Chalo Abhiyan” is organised
throughout the state. In this entire process, SSA functionaries, Teachers, community people,
PR! members, parents and guardians, educational administrators and public representatives
take active part. Due to the successful implementation of these initiatives, the number of
identified Out-of-School Children (OoSC), i.e., 93971 in the year 2001-02 has come down to
957 as identified through House-Hold-Survey conducted in 2014. Subsequently, during the
special enrolment drive programme Vidaiaya Cholo Abhiyan 2015, a total of 775 out-of-school
children could be enrclled in schiocl. The remaininyg 182 chilaren are profoundly disabled who
are not able to attend regular school. There is a proposal to bring the school to the home of
these children under the innovative intervention — Home Based Education.




Year Identified OoSC | Enrolled 00SC | O0SC uncovered
2001 ~ 02 93971 31784 62187
2013 -14 1376 1143 63
2014 - 15 957 775 182

Il. Special Training

The State Implementing Societ\y of SSA Rajya Mission started implementation of Special Training
intervention in the year 2011-12. SSA provides Special Training for Out-of-School Children who have been
admitted to age-appropriate classes of regular schools to ensure that they are integrated into the school
system. Such support is provided in the form of Residential or Non-Residential courses, as needed. During
such training, the performances of the OoSC are continuously evaluated and are mainstreamed as and
when their learning gap is bridged.

Year Target Achievement Mainstreaming
2012 ~-13 5035 4496 356
2013 - 14 4914 4359 875
2014 - 15 4642 3968 662

. Distribution of Free Textbooks

In.SSA Programme, provision of free Textbooks to students is a potential input for encouraging
students towards stream of learning. Since inception of the programme in the state, SSA Rajya
Mission," Tripura, has been providing free textbooks to the eligible students reading at the
elementary level, that is, all girl children and boys belonging to SC & ST communities. With a view
to making the holistic critical process of timely printing and distribution of textbooks among the
students, a strong convergence has been built with Tripura Board of Secondary Education (TBSE)
and SCERT. All-out support has been provided to these institutions for accelerating and facilitating
the entire process. While printing the mountainous number of textbooks every year, all the official
formalities are observed and foliowed strictly. This year, all eligible children (424736) have been
handed over the required textbooks on the day of declaration of results of the

annual exams.

IV, Training of untrained Teachers

As per RTE Act, 2009, training of all untrained teachers is mandatory. The State has a total of
23615 un-trained Teachers. Out of them, initiative has been taken to train up 11884 Teachers
through Indira Gandhi National Open University (IGNOU). In the first phase, i.e., during 2014-15,
fund amounting to Rs. 180 lakhs has been placed to IGNOU for providing training to 3000
teachers in Aug 2014. IGNOU has started the process. 3000 more Teachers are targeted to be
provided training in 2015 - 16 through IGNOU. To cover the balance number of teachers, various
recognized universities are also being consulted.

V. Enrolment of CWSN

Vision of Inclusive Education programme is to provide education to Children with Special Needs (CWSN) in
inclusive set up of education with all othér children. The mission of the Inclusive Education is to remove
social and psychological isolation from the mind of the CWSN. In RTE Act (Amendment) 2012, education of
CWSN in Inclusive setup with other children has been given top most priority and importance. The
coverage of CWSN during the past few years is given in the following table:




identified in Enrolled in Identified in Enrolled in
2013 2014 2014 2015
4487 3924 3875 3477

Further, 563 CWSN have been provided Home-Based Education in the year 2014-15. In the year 2015-16,

the target for coverage under this intervention is 398.

VL Kasturba Gandhi Balika Vidyalaya:

The Government of India has launched a scheme called Kasturba Gandhi Balika Vidyalaya
(KGBV) in August 2004 to provide educational facilities for the dropout and never enrolled
girl children between the age group 10-14 years belonging to SC/ST/OBC and Minority
communities and families below the poverty line in educationally backward blocks. The
objective of KGBV is to ensure access and quality education to the girls of disadvantaged
groups of society by setting up residential schools with boarding facilities at elementary
level and merged with SSA programme from XI™ five-year plan i.e. 1st April, 2007. This
very important programme is formulated for promoting status of girls’ education at the
upper primary stage for the girls belonging predominantly to SC, ST, OBC and Minority
communities in the educationally backwards blocks. The scheme is subsequently enlarged
and extended further to cover the Educationally Backward Blocks that have rural female
literacy below 30%. In this scheme, there is provision for residential facility and other
academic support to be provided to the girl students enrolied mainly from the dropped-out
section in the areas concerned.

In Tripura, the KGBV scheme was introduced in the year 2005-06 primarily in 2 EB blocks
in Dhalai district having domination of Tribal population. Subsequentiy, the scheme was
implemented in 9 educationally backwards blocks located in North, Dhalai and South
Tripura (now Gomati) districts. At the very beginning, the scheme was started with 20 ST
girl children (mostly dropped out). Later on, the intake capacity of all the KGBV residential
schools was increased from 20 to 50. Subsequently, the capacity of each KGBV has been
enhancedto 100 from 50 in January, 2009. The newly inaugurated KGBVs in Dasda and
Ambassa siocks under North Tripura and Dhalai District respectively are running with 50
students in each. The main objective of this innovative scheme is to ensure elementary
educational facility to the backward and dropped-out girl children put in difficult
circumstarces in the society and prevent their further dropping out of schooling system. At
the same time, the scheme ultimately envisages to impart quality education to these
helpless backward children so that they can stand on their own and lead a prestigious life
in the society. |




District and block wise list of KGBV hostels:

| SL| Present
District No. Block Year : Name of school Students
1 | Dumburnagar 2005-06 Durbajoy Choudhury Para ngh 100
Dhalai | 2 |Chawmanu | 2005-06 | Hezacharra High 100
3 | Ambassa 2010-11 | Ganganagar High 50
North 4 | Damcherra 2006-07 | Paiza Govt. SB 100
Tripura | 5 | Dagda 2011-12 | Barcherra SB 50
6 | AmpiNagar | 2006-07 | Haripur High 100.
South’ * ‘ " 100
Tripura | 7 | Karbook 2006-07 | Patichari High - ‘
(now | 8 |Rupaichari | 2006-07 | Hezachari High 100
Gomati) 160
9 |Kila 2006-07 | Laxmanpara High

Facilities Provided and available in KGBV hostels: -

o Complete residential facilities.

e  Provision of Stipend.

o . Life Skill development works like weaving, sewmg, bamboo & cane crafts etc.

« Educational Exposure Tour both inside and outside State.

o Pre- Admission Bridge courses for recovery of learning gap for dropped out students.

¢  Provision of Library books for all students. :

» Yoga Training for all students.

o  Computer facility.

o Provision of complete school uniform (including shoes and winter garments) for all
students. A :

o  Common school uniform and identity cards for all girls.

o  Facility of electricity.

» Organizing of sports and cultural programmes in participation of all students on the
occasions of National Days.

« Solar photovoltaic power facility in Laxmanpara SB School Hostel.

» Facility of Group Insurance scheme for all students.




ViL. Strengthening of BRCs and CRCs

In order to carry out various activities relating to quality education dimension and other SSA functions, 41
Block / Urban Resource Centres and 332 Cluster Resource Centres have been established. All the Block
and Cluster-level resource persons have been provided with 1 (one)-day orientation for enhancing their
capacity in carrying out the activities successfully. A concise and comprehensive guidebook containing their
roles and responsibilities has been formulated and supplied to all resource persons. Initiatives have also
been taken to fill up all vacant posts of Block and Cluster-level resource persons for manning the Resource

Centres.

VIill. Construction of Toilets

A massive and comprehensive plan has been developed to construct separate toilets for boys and girls as
per UDISE 2013 - 14 data. Apart from fund available under SSA, Central Public Sector Undertakings like
ONGC, NBCC, AAl, REC, UBI, SBI, TGB, JCI, NEEPCO have been coming forward for this purpose.
Detailed position is depicted below:

. Compl In Not

Activity | Target | eted | progress | started Remarks
Girls'  Toilet 259 3 248 1 Will be completed by April 2015 through DM
construction & Collectors.
Boys' Toilet SSA | ONGC |NBCC| AAIl REC
construction | 77 | I e T e [0 [ 4 3

. . SSA |ONGC| UBI | SBI | TGB | JCI
Renovation of 7 69 3 2 3 1
g\::fsur_\rci.t:lc;r::l 264 0 0 264 Remaining 179 to be covered by Swachh

Bharat Kosh and MGNREGA.

, SSA [ONGC| UBI | SBI | NEEPCO
Renovation of % 2 4 5 13
g\és?,n%ﬁ :t?sl 263 " 6 246 Remaining 215 to be covered by Swachh

y Bharat Kosh and MGNREGA.
IX, Introduction of CCE

Following the dictum of the RTE Act, 2009, Comprehensive and Continuous Evaluation (CCE) system has
been introduced from 2015. For this purpose, Framework and Teachers’ Diary have been developed by

SCERT, the Academic Authority of the State, declared as per RTE Act, 2009. To enhance the capabilities
of Elementary-level Teachers on CCE, SSA is providing fund for organizing training programmes at Block

levels.
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X. LINDICS

NCERT's Learning Indicators (LINDICS) have been adapted by SSA and, is under review of SCERT.

Xl. Research studies

With a view to assess and evaluate, impact and implication of implementation of different interventions of
the scheme there is a provision to conduct research / evaluation studies and achievement test at different
levels. The status of Research Studies undertaken during the year 2014-15 is depicted below:

¢ “Study on attendance of students and teachers” — completed, report placed and is under
consideration,
o “Achievement test on Science and Math at upper primary level” — completed, report
bemg prepared
» “Study on enhancing reading, writing and arithmetical skllls of eaﬂy grade students”
' - assessment test already completed.

Xll. Publicity works

A number of publicity works have been undertaken during 2014-15 to generate awareness among various
stakeholders of SSA. Some of the important initiatives are highlighted below: '

1. A booklet titled “Instructions to the Headmasters and Headmistresses on 6vera||
improvement of school functioning” has been prepared and distributed to all Head Teachers
and public representatives. :

2. An appeal of the Hon'ble Education Minister, Govemment of Tripura, to motivate all
Teachers towards working for enhancement of quality of education has been preparedina
colourful folder and distributed among all teachers of the State.

3. Leaflets on (i) rights of children as per RTE Act, 2009, and (ii) Roles and responsibilities of
the members of the Schoo! Management Committee have been printed in mass quantity
and distributed among common people.

4, A documentary film of 30 minutes’ duration on Achievement of SSA has been produced
both in Bengali and English. The film is being shown during various Training Programmes
etc.

5. The website of SSA Tripura (www.ssatripura.com) is being re-designed and revamped.

6. Of late, initiative has been taken to come up with a comprehensive Handbook for Inspectors and
Deputy Inspectors and Resource Persons (SSA) for their academic and administrative supervision.
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District Level Education Committee (DLEC)

In SSA Programme, various interventions are implemented based on District Elementary Education
Plan (DEEP) which is formulated by consolidating the Block Elementary Education Plans (BEEPs).
Block Elementary Education Plan is formulated by accommodating the Village Education Plans which
are framed by consolidating the Village and Habitation level educational needs of the children in the
age group of 6-14 years. The flagship programme of SSA aims at universalizing Elementary Education
by providing easy access to education, bringing all target group children under the ambit of education,
retaining them in schooling system till completion of elementary education and ultimately by ensuring
imparting of education to the children of satisfactory quality in equitable manner.

In monitoring and supervision mechanism of implementation of SSA programme there is provision
for constitution of monitoring committee at State, District, Block, Village and School level.

At the District level there is District Level Education Committee (DLEC) which is constituted in all
districts with the following compositions:-

1.  District Magistrate & Collector ' - Chairman

2. Chairpersons of all Panchayat Samitis - Members
3. Chairmen of all Block Advisory Committees {TTAADC) - Members
4. Chairperson of Municipal Council - Member
5.  Chairperson of Nagar Panchayat - Member
6. Chairperson of District Education Standing Committee - Member
7.  Chairperson of Zonal Development Committee, TTAADC - Member
8. Executive Engineer, PWD(DWS) - Member
9. Zonal Development Officer, TTAADC - Member
10. All Block Development Officers - Members

11. District Panchayat Officer - Member

12, Principal, DIET - Member

13. One Headteacher of H.S. School - Member

14, One Headteacher of High School - Member

15. One Headteacher of S.B. School - Member

16. One Headteacher of Primary School - Member

17. One Educationist - Member

18. One reported NGO . - Member

19. All Inspectors of Schools (State) - Members

'20. All Inspectors of Schools (TTAADC) - Mempbers
21, Member Secretary, DDRC - Member
22, District Project Coordinator, SSA (District Education Officer) Member
© Secretary

Functions of DLEC:

> The Committee examines Annual District Elementary Education Plan & Budget and
accords approval with proposal / suggestions, if any.

» The Committee holds quarterly meeting to review extent of progress of different
interventions at the district level.

» The Committee implements decisions and policy adopted by the General Body of SSA.

» The Committee submits reports to the State Office of SSA along with proposals and
suggestions to expedite progress and overcome hurdles standing in the way.

g 109


mailto:spossatripura@gmail.com

Sﬁ%%l}&a}'pa fMliggion, Tripura O1d Secretariat Complex, Akhaura Road
Bepartment of School Education Agartala, Tripura (W)

, (0381) 232-3976, 231-9108
Government of Tripura Fax: (0381) 2315791

E-mail:
spossatripura@gmail.com

Block Level Education Committee (BLEC)

Sarva Shiksha Abhiyan, the biggest ever Educational Flagship programme of the independent
India, aims at universalizing elementary education for the children in the age group of 6-14 years. The
programme is implemented based on Annual Work Plan & Budget formulated through micro planning
process.

Initially, Village Education Plan is formulated by consolidating the education requirement and
needs of the children at the habitations and village level. Village Education Plans are the constituents
of Block Education Plan. Thereafter, District Elementary Education Plan (DEEP) is prepared by
consolidating the Block Education Plans. Ultimately, State Annual Work Plan & Budget is formulated
by consolidating the District Education Plans.

In order to closely monitor, review and supervise implementation of different interventions of SSA
programme there is a monitoring system at all levels right from State to school levels.

At the Block level fhere is Block Level Education Committee (BLEC) which is constituted in all
blocks with the following composition:-

1 Chairman of Panchayet Samiti - Chairman
2. | Chairman of Block Advisory Committee(TTAADC) .- Co-Chairman
-] 3. | Block Development Officer ' - Vice- Chairman
4. '| Chairman of . Block Education Standing Committee, | Member
Panchayet Samiti
S. | Chairman of Sub Zonal Committee (TTAADC) - Member
6. | CDPO, Social Welfare and Social Education Deptt. - Member
7. | Headmaster of H.S. School(Selected) - Member
8. | Headmaster of High School (Selected) - Member
9. | Headmaster of Senior Basic School (Selected) - Member
10. | Headmaster of Junior Basic School (Selected) - Member
11. | Chairperson, Village Education Committee {Selected) - Member
12. | Chairperson, School Management Committee {Selected) - Member
13. | Teacher Representative (Selected) - Member
14. | PRI member (Selected) - Member
15. | Sub-Divisional Officer, PWD - Member
16. | Project Officer, RD Deptt. - Member
17. | Representative of NGO - Member
18. | Inspector of Schools, TTAADC ) Joint Block Project
. Co-ordinator
19. | Inspector of Schools, (State Govt.) ) Block Project Co-
i ordinator{Convenor)

Functions of Block Level Education Committee:

» The Committee examines Annual Village Education Plans and accords approval with
proposal / suggestions, if any.

» The Committee holds quarterly meeting to review extent of progress of different
interventions at the block level.

» The Committee implements decisions and policy adopted by the District Level Education
Committee.

» The Committee submits reports to the District Project Office along with proposals and
suggestions to expedite progress and overcome hurdles standing in the way.
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CHAPTER - IX

Rashtriya Madhyamik Shiksha Abhiyan (RMSA)
and its interventions

INTRODUCTION:

Secondary Education is a crucial stage in the educational hierarchy as it prepares
the students for higher education and also for the world of work. Classes IX and X
constitute the secondary stage, whereas classes Xl and Xll are designated as the higher
secondary stage. The normal age group of the children in secondary classes is 14-16
whereas it is 16-18 for higher secondary classes. The rigor of the secondary and higher
secondary stage, enables Indian students to compete successfully for education and for
jobs globally. Therefore, it is absolutely essential to strengthen this stage by providing
greater access and also by improving quality in a significant way.

The demand for Secondary Education has recently increased due to successful
implementation of SSA in Tripura. After universalisation of access to and consequential
improvement of quality education at elementary stage, completion and transition rates
are enormously improved.

Secondary Education is the link between Elementary Education and Higher
Education and the RMSA aims at bridging the wide gaps between Elementary
Education and Higher Education.

STATUS OF SECONDARY EDUCATION IN THE STATE:

The present status of secondary education in Tripura as on 30.09.2014 is depicted
bhere under:-

1. No. of High Schools (IX - X) 588

2.  No. of Higher Secondary Schools (XI - XII) 396

3.  Enrolment at Secondary Level (IX - X) 146974

4.  Enrolment at Higher Secondary Level (XI - XII) 56360

5. Teachers for secondary (Govt. + Aided) 4493

6.  Pupil Teacher Ratio (PTR) at Secondary Level 33:1
GOALS & OBJECTIVES:

In order to meet the challenge of Universalisation of Secondary Education (USE),
there is a need for a paradigm shift in the conceptual design of secondary education.
The guiding principles in this regard are; Universal Access, Equality and Social Justice,
Relevance and Development and Curricular and Structural Aspects. Universalisation of
Secondary Education gives opportunity, to move towards equity. The concept of
‘common school' will be encouraged. If these values are to be established in the
system, all types of schools, including unaided private schools will also contribute
towards Universalisation of Secondary Education (USE) by ensuring adequate
enrolments tor the children from under privileged society and the children Below Poverty
Line (BPL) families.




‘The above goal translates into the following main objectives;

i) toensure that all secondary schools have physical facilities, staffs and supplles
at least according to the prescribed standards through financial support in case
of Government/ Local Body and Government aided schools, and appropriate -
regulatory mechanism in the case of other schools;

i) to improve access to secondary schooling to all young people’s according to
norms — through proximate location (say, Secondary Schools within 3 kms, .and
Higher Secondary Schools within 4 kms)/ efficient and safe transport
_arrangements/ residential facilities, depending on local circumstances including
open schooling. However in hilly ‘and difficult areas, these norms can bé
relaxed. Preferably residential schools may be set up in such areas;

iii) to ensure that no child is deprived of secondary education of satisfactory quality
due to gender, socio-economic, disability and other barriers; and .

" iv) to improve quality of secondary educatlon resultlng in enhanced |nte|Iectual

) social and cultural learning.

v): To ensure that all students pursuing secondary education receive education ‘of
good quality.

vi) Achievement of the above objectives would also, inter-alia, sngnlfy substantial
progress in the direction of the Comimon School System.

APPROACH AND STRATEGY FOR SECONDARY STAGE:

In the context of Universalisation of Secondary Education (USE), large-scale
inputs in terms of additional schools, additional classrooms, teachers and other facilities
need to be provided to meet the challenge of numbers, credibility and quality. It inter-
alia requires assessment/ provision of educational needs, physical infrastructure,
human resource, academic inputs and effective monitoring of implementation of the
programmes. The scheme will initially cover upto class X. Subsequently, the higher
secondary stage will also be taken up. The strategy for universalizing access to
secondary education and improving its quality are as under:

1. ACCESS:

One of the guiding principles in regard to Universalisation of Secondary
Education (USE) is Universal Access. Development of access and mfrastructure facility
is envisaged to be carried out in the following ways:

Upgradlng Upper Primary Schools to Secondary schools,
Enhancing intake capacity of the existing school by strengthening exnstmg
secondary schools, through additional class rooms, laboratories, libraries, art
and crafts room, toilet blocks, drinking water and repair of existing secondary
school buildings.

e Making the school building accessible to. CWSN by providing facilities like
ramp, barrier free toilets, and block resource room with equipments etc.

e Providing ICT enabled schools and strengthening of schools by providing
computers along with hardware and software through the ICT@School

~ scheme. '

¢ Residential quarters for Teachers in remote areas.




e Providing Girls’ Hostels specifically through up-gradation of KGBVs, under

Girls’ Hostel scheme.
- Opening of residential Schools in remote and sparsely populated areas.

e Providing infrastructure for vocational education as tools, equipments and
furniture.

o Residential facilities/ Hostels for urban deprived children and children without
adult protection.

* Establishing Model Schools in Educationally Backward Blocks (EBBs) with all the required

infrastructure at par with Kendriya Vidyalaya (KV) norms under the Model School scheme.

The above mentioned facilities are supplemented by other softer strategies, foi
ensuring universal enrolment/ retention of students in the schools. Some of those are as
follows: :

(a) Creation of database through U-DISE (Unified District Education System foi
Education). :

(b) School Mapping Exercise through Distance Matrix method to identify anc
locate the habitations or localities which are not having facility to access
secondary education. '

(c) Household survey to identify drop-out students in convergence with SSA.

(d) Different scholarships/stipends/incentives are being provided to the students
by the State Gowt.

(e) CWSN are also being facilitated through providing escort and transpor
allowances, boarding and lodging allowances, reader 13{'3%'123“3' aids anc
appliances etc through IEDSS (Inclusive Education for Uisdvie at Secondary
Stage) scheme, which is one of the subsumed scheme under Integratec

RMSA.
1. QUALITY:

Within the limits of the scope and provision, the following facilities are being provided
for improvement of quality in secondary stage:

< Provision of Staff: .
o Engagement of 5 Post Graduate Teachers per school, which were up-
graded by RMSA.
o Engagement of 2 non-teaching staff per school, which were up-graded by
RMSA

% Provision of training:

¢ In-service training for existing secondary teachers.
Induction training to newly engaged teachers under RMSA.
Orientation training to Head Teachers.
Training for Master Resource Persons.
School Leadership Development training for HMs.

< Provision of Sbhool Grant:

Rs.50,000/- per govt. High/ HS school to meet (i) petty repairs & maintenance, (ii) petty
and contingent expenditure like Organizing meetings, Conveyance, stationeries, (iii)
procurement of laboratory consumabiles, (iv) water, electricity and telephone
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< Provision of Minor Repair Grant:
e Rs.25,000/- per govt. High/ HS school for minor repair.

% Provision of ICT infrastructure through ICT@School scheme
¢ ICT hardware for school .
" e Recurring grant in connection with salaries of ICT faculties and other
recurring expenses.

¢ Other quality interventions:

Excursion trip for students within the state

Special teaching for learning enhancement of students
Provision of science kits

Provision of maths kits

Provision of sports goods

Book fair at District level

1. EQUITY

% Provision for CWSN (Children with Special Needs) through IEDSS Scheme:
e Rs.3000/- per CWSN for student oriented activities including assistance
and equipments.
¢ Environment Building programme at block level

* Provision of Girls’ Hostel:
e Construction 100 bedded girls’ hostels in Educationally Backward Blocks
through expansion of KGBV hostels.

< Provision of Girls’ toilet
% Empowering girls with Self-Defence technique
2. COMMUNITY MOBILIZATION:

< Awareness programme on effective implementation of RMSA objectives and their
roles & responsibilities for the PRIs/Community leaders /SMC members/
Guardians etc.

MANAGEMENT STRUCTURE FOR IMPLEMENTATION OF THE SCHEME:

Echoing the spirt of the RMSA framework, School Management and
Development Committees (SMDCs) were constituted in every secondary school. But,
with a view to encourage convergence and to avoid functioning of multiple agencies
with similar objectives at the school level, it has been recommended that in case of
composite schools only a SMC (School Management Committee) may be constituted.
The SMC may also perform the functions of SMDC (School Management &
Development Committee).




To assist the SMDCs the following sub-committees were also constituted in all
the secondary schools of the State as per the framework of RMSA:-

(i) The School Building Committee: - which is responsible for planning,
estimation, management, monitoring, supervision, reporting, and
maintenance of accounts relating to construction, renovation, repairing and
maintenance and other related civil works. :

(ii) The Academic Committee: - which is responsible for all academic activities
including planning, management, monitoring, supervision, reporting, and
collection of data for UDISE. It is also responsible for ensuring quality
improvements, equity, reducing barriers- like socio economic, gender and
disability, teachers and student’'s attendance, recommending teachers for
training, guidance and counseling, student's achievements, co-curricular and
extracurricular activities and overall academic and personality development of
students and teachers.
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Operative portion of Financial Management and Accounting
* Procedure of RMSA - Functions of the concerned officials and
maintenance of books of accounts:

1. Cashier:-

A Cashier of RMSA shall be responsible for maintaining of Cash books, Bill
register, Ledger book (component wise) Cheque receivihg register, Cheque issuing
register, Advance register, Register for professional Tax, TDS, VAT etc¢. Maintenance
of accounts of RMSA State Office, Bank Pass books, Cheque books etc. -

2. Accounts Officer /Accountant:-

An Accounts officer of RMSA shall be responsible for supervision of the
functions of the Cashier of RMSA and shall prepare — Bank reconciliation statement,
Receipt and expenditure statement, Submission of UC, Audit o6f Accounts both
internal & external,- Financial Management and Procurement, Matters relating to
release of fund of Central Share and State Share of RMSA, Payment of bills of RMSA
State office and shall act as head of the monitoring team.

3. Drawing and Disbursing Officer (DDO):-

The overall supervision in regard to maintenance of books of accounts and
all other related activities shall rest with the DDO. The DDO shall be accountable to
the concerned appropriate authorities for any lapses/loopholes.

4. List of books of accounts and registers to be maintained compulsorily:-
The following books of accounts and registers shall be maintained by the
RMSA State Office as well as district RMSA offices and school authorities.

a. Cash books :-
i. Cash book of RMSA
ii. Cash book of Girl’s Hostel
iii. Cash book of Model School

b. Advance Register :-
i. Temporary Advance Register regarding TA/DA, festival advance etc.
(Staff).
ii. Advance Register (others)

Stock Register

Register of works

A separate register showing receipt and expenditure in Sub-Plan (ST) SCP
Receipt Register

Despatch Register

File register

Ledger book

Cheque receive register

R 0 0
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k. Cheque issue register

1. Pay-in-slip

m: Bank pass book and bank statements
n. Bills register |

o. Asset Register:-
i. Capital goods including fixed assets

ii. Non-consumable articles

ili. Consumable articles
Fixed asset register
Monthly accounts of receipts and payments
Temporary advance register (personnel)
Registers for professional tax.

® o9

5. Advances:-

i. All funds released to the district and school level are initially classified as
advances and the same indicated as such in the books of accounts. These
advances shall be adjusted based on the expenditure statements / utilization
certificates received in the State RMSA Office of having been spent the funds.
Similar procedures shall be followed for funds released at district and schools
level.

ii. The advances released to schools level for undertaking certain activities such as
civil works which remain unspent at the end of the year shal: be carried over to
next year as spillover activities based on the approval of PAB.

6. Advance Register:-

i All advances are to be entered in the advance register to be maintained as
per specimen given in Annexure-I.

ii. The adjustment of the advances is also to be entered promptly in this register. It
should be ensured that no personal advance is outstanding for more than one
month. In case, adjustment claims for personal advances are not submitted in
time, penal action including charging of interest should be taken. All other
advances should be adjusted on receipt of utilization certificate segregating
expenditure by activity and minute details.

7. Monitoring of advances:- '
The RMSA State Office shall strictly monitor the progress of adjustment of
advances and take remedial measures required for the speedy adjustment of the
advances within the time limit prescribed above.
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8.

Cash Book:-
i) When cash / cheque / DD is paid into the bank the counterfoils of the pay- .
in- slip should be verified with the cash book by the SPO/ASPO / DPO / SMC /

SMDC / designated officer as the case may be.

i)  Overwriting should be avoided and corrections, if any, should be attested by
the SPO/ASPO / DPO / SMC / SMDC / designated officer as the case may be.

iii) Crossed account payee cheque alone should be issued to third parties.
iv)  No bearer cheques shall be issued.

v)  If no transactions have taken place in a day(s) the entry “No transaction” has
to be noted in the cash book on that day(s) and balances carried over to next day
and attested by the SPO/ ASPO/ DPO/SMDC or designated officer as the case may
be.

vi)  When payments are made through cheque(s), the number of the cheque
should invariably be noted in the cash book for cross checking,

Verification of cash balance:-
i. The DDO of an office should verify cash books at least once in a month and
tally with the cash book balance meticulously. The contents of the cash chest /
cash box should also be verified, if at all cash lying. However, no hand cash shall
be kept in the ofﬁce or with the cashier. :

The result of verification should be recordéd‘in cash book each time as
under:

Signature
(Designation of the officer)

ii. In case physical verification of cash balance of the chest does not tally with
the cash book, the fact should be recorded in the cash book and a report to this
effect is to be submitted to the next higher authority for action in case the error is
not corrected at once.

iii. The excess or shortage should be rectified by making the necessary receipt
or payment entry “cash found excess” as miscellaneous revenue or “cash found
short” should be recovered immediately.




10. Correction of errors:-
i If the error is discovered before the close of the day’s accounts, necessary

11.

correction should be made in the original entry before the accounts of the day are

closed.

iii.  If the error is discovered after the close of the day’s accounts but before 31st
March, the correction should take the form of a fresh entry in the cashbook.

Journal:-

Journal is one of the important account books. Its use is restricted to only
recording adjustment entries other than cash transactions. Vouchers shall support
each adjustment entry passed through a journal. Brief narration of each entry shall
be signed by the Head of office. The Accountant will check each entry of the
journals with the vouchers and put dated initials against the entries checked and
verified by the Accounts Officer/ DDO.

12. Ledger:-

i. - The ledger is a register in which all transactions recorded in the cash book
or journal shall be classified under different heads of accounts or objects of
expenditure or any sub-unit thereof.

ii. The ledger should be kept in the prescribed form separate pages are to be
opened for each item of expenditure.

ili. =~ The Ledger accounts shall be arranged and grouped in such a manner that
the desired information is promptly secured.

iv.  Combined ledger accounts can be maintained for various detailed heads.
The contingent register may be maintained in such a manner that it is used as
ledger for recording expenditure under miscellaneous items.

V. Every ledger account is divided into two sides, the left-hand side being the
“debit side” and the right hand side the “credit side”.

~ vi.  All items of debits and credits of the cashbook and journal shall be posted

on the same day in the respective Ledger account.

vii. Daily totals shall invariably be given and progressive totals shown
wherever necessary.

viii.  All the ledger accoumts shall be closed at the end of the month. Totals shall
also be struck in the classified account.

ix.  Monthly totals of various ledger accounts shall then be tallied with the
totals of classified abstract and discrepancy, if any, rectified and reconciled.

X. ~ Monthly account of receipts and payments shall be prepared immediately
after closing of the accounts for the month.




13. Ba;_\k reconciliation:-

i . Monthly bank reconciliation should be carried out on a regular basis.
ii.  Bank Pass book should be sent regularly to the bank for makmg up-to-date
entries of all transactions in a month.
iii.  In case a Bank Pass Book is not issued, monthly bank statement should be
obtained from the bank regularly.
iv. ;. Entries shown in the passbook / bank statement will be tallied monthly
with the entries in the cashbook.
V. Any discrepancy will be rectified and difference explamed in the bank
reconciliation statement in the manner explained below.

14. Banking Arrangement-Opening of a Separate Bank Account:-

Joint signatory savings bank (SB) accounts with public sector scheduled
commercial banks shall be opened under the scheme at the State, District and
School level. Unless otherwise required by the MHRD, only one bank account
should be opened and no multiple accounts are allowed. The accounts shall be
opened in public sector banks. The SB accounts will be a joint signatory account at
all levels. The State Project Director and Finance Controller will be the joint
signatories at the State level, and District Project Officer and District Education
Officer at the district level. The Headmaster or Principal and Chairman of the
SMC/SMDC will be the joint holder of the account at school levl.

15.Miscellaneous guidelines :-
a) At the end of the month district wise abstract should be prepared showing
monthly expenditure in respect of each district (State)

b) A oconsolidated statement also be maintained indicating the progressive
expenditure from month to month in respect of each district (State)

¢) Cash books should be maintained in double column éystem. It has two sides
receipts and payments and the amount column in each side should be sub-divided
into cash and bank (all levels)

d) Each voucher should be assigned a serial no. and ledger folio number which
should be noted against in each entry in the cash book. Each entry in the cash book
should be attested by the designated officer (all levels).

e) Cash book should be closed daily and total cash balance struck and attested by
the designated officer after verification of the total (all levels).




f)  All cash / cheques / DD etc received should be deposited in the bank on the same
day itself. If any cash is retained in hand that should be verified by the designated
officer and recorded in the cash book and excess cash in hand should be deposited
next day itself (all levels).

g) Third party cheques should be given in A/c payee cheques (all levels).

h) A quarterly expenditure statement showing the allotment and expenditure under
- each intervention shall be prepared and submitted to the State Project Coordinator by
the DPO who shall intern prepare and consolidate quarterly expenditure statement

- and submit it to the concerned department of the State Govt. and Govt. of India
(District & State).

i) At the close of each quarter a consolidated account showing the cumulative total
receipts and payments till the end of the period under each head of account with
opening and closing balances shall be prepared and submitted by the SPO to the
concerned department of the State Govt. and the Govt. of India (State).

j). Ledgersand réceipts / invoice should be maintained at all levels of expenditure.

k) Where SMDCs/SMCs are receiving and utilizing fund records shall be maintained
by the school levels as well as district and State levels

1) Vouchers and receipts / invoices shall be available for inspection by the Auditors,
State implementing society, State Govt. and Govt. of India.

m) Consolidated records of receipts and expenditure shall be kept at districts and
state levels.

n) Register of Assets should be maintained in all levels (schools, districts and State)
in the format given in Annexure -II for the assets acquired wholly or substantially
out of approved and allotted project fund and stock register separately for capital
goods, consumable and non-consumable articles and shall be arranged for their
physical verification at least once in a year.

0. Any other books and accounts record which may be consider necessary for the day
to day work of RMSA shall also be maintained with the approval of the SMD (all
levels).

p) It shall be the duty of the accounts and finance wing in RMSA to ensure strict
observance of the above accounting principles.

q) It shall also be necessary to establish the operation of adequate and satisfactory
internal audit function.

r) Any grant or portion thereof given by the Govt. of India or the State Govt. to

RMBSA for a specific purpose shall not be appropriated without the previous sanction

of the granting authority to a purpose of other then that for which it was originally

approved.




s) . All grants released by the GOI to RMSA will be deposited in a Joint 51gnatory
savings bank account in any nationalized pubhc sector bank.

t) The receipt from other sources including ‘the State govt. share of the grant shall
also be deposited in the same joint 51gnatory SB account.

u) Only one SB account should be opened for each major schemes of the School
Education i.e. RMSA, Model School and Girl’s School / Hostels, SPO, DPO and at the
school level, there can be one.SB account for RMSA, Model School in exceptional cases

more than one SB account can be opened at any level only éftgr an authorization of the -

Executive Committee of the State RMSA.

v) In respect of releases by the State RMSA to the districts, joint savings signatory
bank accounts would be opened in any nationalized bank at the district level ‘and
school level.

[}



Annexure -1

Advance Register
Date | To | Particul | Cheque | Amount | Adjustment details | Balance
whom | arsof | No. &
given |advance| date Date of | Amount
adjustm | adjusted
ent/ Vr.
No.
e
g 123




Name and description of the fixed assets

Register of Fixed Assets

Annexure -II

ooooooooooooooooooooooooooooooooooooooo

Date

Particulars
of asset

Particulars of
Supplier/
Contractor

Cost of
the
Asset

Location

of the
Asset

Remarks

Name

and
address

Bill
No.
and

Date

Note:- The items of similar nature but having significant distinctive features (e.g.

study table, office table, computer table etc.) should be accounted for separately in

stock.




Capacity Building Programxhe
on
School Leadership Development

For building leadership capacities of School Heads, Rashtriya Madhyamik
Shiksha Abhiyan in collaboration with National Center for School Leadership (NCSL) -
National University of Education Planning and Administration (NUEPA), New Delhi
conducts School Leadership Development programme for Head teachers of High and
Higher Secondary Schools in the State.

Vision: To develop new generation leaders to transform schools so that every child
learns and every school excels.

Mission: To enhance leadership capability at school level for institution building to
deliver quality education.

Programme Framework:

Approach of NCSL, NUEPA for Leadership Development for the State is
depicted below:

Holistic - development through involvement at all levels

Collaborating with people at grassroots level at every stage viz. programme
development, implementation review and impact study

Ownership of programme by the people

Transaction - With internalization through participation

Ensuring implementation and change through on-site support

Context and application based approach.

Incorporating wide range of new thinking and experiences from field

Enabling and empowering school leaders to transform their schools.

Four Strands of School Leadership Development Programme:




Curriculum Framework for School Leadership Development:

Leading
Partnerships

Building

and Leading
Leading Innovation
Teams Perspective on

School
Leadership

Transforming
Teaching-
Learning

Process

Develéping
Self

Objectives for State Resource Group (SRG) on Leadership Development :

e To contextualize and translate the Handbook on School Leadership

Development.

e To include state specific case studies and material in the handbook for better

ownership and relevance.

o To orient and build the capacity of the State Resource Group towards practice-

based transaction for capacity building of school leaders

e To identify the different potentials of the SRG and form district teams for

capacity building programmes for school leaders.

o To develop an action plan for on-site support and continuous engagement with

the school heads

o Exploratory discussion on developing PLC (Professional Learning Communities)
in each cluster and promoting peer based learning amongst school heads and

teachers.




CHAPTER - X

PROCUREMENT AND SUPPLY OF BI-CYCLES TO THE GIRL
STUDENTS STUDYING AT SECONDARY LEVEL

i) Introduction -

The Scheme - ‘Supply of+Bi-Cycle to the G1rl Students studying in
classes IX-XII in Govt. and Govt. aided Schools' from families having
annual income not exceeding to Rs. 1.25 lakhs’ has been introduced in
the State of Tripura in the year 2013-14 under State Plan Budget. But
from 2014-15 the same is being continued for the-Gifls Students reading
in Class IX having annual income not exceedmg Rs. 1.25 lakhs. Eligible
Girl students of all Govt. and Govt. aided Schools are being covered
under this scheme.

ii) Objective :-

,,,,,

confidence, improving their enrolment in schools and ensurmg thelr
retention in schooling system.

iii) Salient Features:-
a) Organizational Structure:-

Education (School) Department procgfes Bi—cycle Centrally
through Open Tender. Bi-cycles are being supplied by the supplier to the
selected centers for proper distribution.

b) Implementation :-

After supply of bi-cycles, the same are inspected at various
selected centers by the post delivery inspection teams approved by the
Head of the Department. Thereafter, the bi-cycles are distributed
amongst the eligible girl students by the concerned Head of the
institutions.

iv) Strategies :-

Bi-cycles are procured through open Tender. The successful
bidder supplies the bi-cycles to the selected distribution centers for
smooth distribution.

v) Impact :-

Enrolment as well as retention of Girl students at Secondary Level
is getting increased.
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ACHIEVEMENT REPORT - AT A GLANCE

(2013-14 to 2014-15)
Name of Target Target 2013-14 2014-15
Scheme Group fixed for
S years ' . ,
(unit Target Achievement Target Achievement
in nos) Physical Financial Physical Financial Physical | Financial | Physical Financi;al
(Nos.) (Rs.) (Nos.) (Rs.) (Nos.) (Rs.) (Nos.) (Rs.)
1 2 3 4 5 6 7 8 9 10 11 .
2013-14: .
Girl students -
of classes )
Providing IX - XII
Girls’ having
Bi-cycle family First year:
to the income upto | 55540 50,000 Rs.15,000000 55,540 18,05,17,500 } 20,000 | 7,0000000 | 20,000 | Rs’6,78,6000
students 1.25 lakhs Next four
having per Annum years
family @ 20000
income 2014-15
up-to 1.25 | onwards:
lakhs per Girls
Annum. students of
class IX
having
family
income upto
1.25 lakhs

per Annum




CHAPTER - X1

Monitoring of Civil Works construction

1. Introduction

SSA aims to universalize access to elementary education in accordance with the vision
of the RTE Act. The Schedule to the RTE Act lays down the norms and standards for a
school building. A school building has to be an all weather building comprising at least one
classroom for every teacher and an office-cum-store-cum-Head teachers room, barrier free
access, toilets, safe and adequate drinking water facility for all children, arrangements for
securing the school building boundary wall or green fencing, a kitchen for cooking MDM, a
playground, equipment for sports and games, a library, and TLM. SSA will support the cre-
ation of school infrastructure as per the norms and standards specified in the RTE Act, both
through direct programme funding and also in convergence. Central and State Govern-
ments. Some examples of schemes with which convergence is required for school infra-
structure creation and up gradation are MDM scheme, drinking water, sanitation facilities,
compound wall and playground development by Ministry of Rural Development ralsmg plan-
tation in school campus, under social forestry etc.

2. Whole School Development

Developmentof school infrastructure is a comprehensive exercise for developing the
school building along with its indoor and outdoor spaces in ways that contribute to the goals
of universal access, retention, equity and quality in education.

The guiding principles for Whole School Development Plan are:

a. infrastructureplan to follow the education plan

b. Child-centred planning with overall development of child (physical, social, emotional
and cognitive) addressed

C. Responsive towards needs of all children and the diversity they bring in aschool

d. Entire school space (indoor and outdoor) as learning continuum for a child.

e. Developing the entire school space as resource for fun and learning activities using

ideas of Building as Learning Aid (BalLA)
f. A safe and secure environment for all children

g. Clean and hygienic environment for all children in a phase can be reviewed and
mid-course corrections, if needed be made.




3. School infrastructure surveys:

SSA will support all government and IoCaI body schools in meeting the infrastructure
requirements specified in the schedule to the RTE Act.

4. Schpolé .to' have composite buildings:

Each new school to be constructed under SSA will have a composite building, containing all
features specified in the schedule to the RTE Act.  That is, it shall have the requisite
number of rooms, toilets and drinking water facilities, MDM kitchen shed, fence/boundary
wall, playground, sports equipment, TLM and library.

5. School buildings'tb have barrier free access:

Barrier free access implies that the physical design of the school building should be such
that all children, including children with disabilities, should beable to move in all areas of
the school and use all the facilities provided.

6. School buildings to 'ihcorporate child friendly features:'

Schools are built for children. School building designs should, therefore, respond to the needs
of children. Different facilities the school should be built to the scale of the children, such as
drinking water taps and urinals at different heights for children of different age groups/heights.

7.Maximising pedagogic potential of indoor and outdoor school spaces:

Design of both indoor and outdoor spaces of the school can facilitate learning in many
different ways. The concept of 'BalLA’ (Building as a Learning Aid) has been implemented
in several States to unlock the pedagogic potential of built spaces and outdoor spaces in
school premises.

8. School buildings to incorporate safety features for resistance against
hazards:

SSA will ensure that children receive education in a safe and secure environment. All
school buildings under SSA will provide safety features in the structural design of the school
buildings in order to make the school buildings safe.

9. Major repairs:

There are large numbers of schools that cannot be repaired under the available mainte-
nance grant. To facilitate the availability of funds for major repairs, civil works component
of SSA allows major repairs up to 150 crore nationally, per annum under SSA subject to the
conditions laid down in the relevant norms.




A. Different stages of Monitoring & Supervision of CIVIL WORKS
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~ » Provision of CIVIL WORKS aims at -

Improving school infrastructure.

Narrowing deficiency / gap in infrastructure.

Making school infrastructure attractive to children.
Making school building learning aid under BALA concept.
Ensuring school barrier free for CWSN.

Ensuring adequate accommodation to all children.
Providing safe & hygienic environment to all.

* Fund Provision of CIVIL WORKS -

Quantum of fund limited to 33% of project cost excluding maintenance.

Fund provision may be upto 50 % of District plan within 33 % restriction during overall
project period.

Unit cost of work is calculated based on State Schedule of Rates (SOR).

+ Items of Civil Works -
Construction of school building for Primary school.
Construction of addl. Classroom
Construction of toilet
Creation of drinking water facility
Construction of boundary wall
Construction of HM’s room
Construction of Ramp with handrail
Construction of handrail in existing Ramp
Construction of CWSN friendly toilet
Construction of hostel building
Construction of BRC/URC Hall.

ADDITIONAL ITEM OF ACTIVITIES

Civil Works may also include -

Adaptation of existing building.

Retro-fitting of existing building toward hazard resistance.

Re-construction of dilapidated school building.

Major repair of school building constructed before 10 years & within 60 % of the cost of
new construction.

Planning for Civil Works

Assessment of requirement at micro / school level.

Assessment basing on enrolment / other accommodation purpose.

Preparation of village plan consolidating requirement of schools under the village.
Preparation of Block plan consolidating village plans.

Preparation of District plan consolidating Block plan.

Preparatinn of State plar: consolidating District pians
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important Specification for Civil Works
Depth of foundation

Measurement of plinth band, lintel, roof / top
Room size

Size of pillar / column

Thickness of rod

Length of tubular truss

Cement-sand ratio

Thickness of GCI sheet

Thickness of MS grill and sheet

Hardboard for ceiling

Building As Learning Aid (BALA) elements

BALA elements attract the children to joyful / play-way learning.
BALA elements for designing classrooms:
> Letters, geometrical dimensions, numbers etc. on floor.
» Great men's portrait, message, attractive pictures etc. on walls.
> Different maps, planetary orbit etc. on walls
» Drawing of Indoor angle / protector underneath door for giving understanding
about degrees (90/60/ 30). 4

Steps of Construction

. Foundation level:

Trench cutting & brick walling.

. Plinth level:

RCC plinth band casting,.
Window sill level.

. Lintel level:

RCC plinth band casting.

. Roof / Top level

RCC top band casting.
Tubular truss fitting with GCI sheet.

. Finishing level

Net finishing.
Colouring,.
Ceiling
Chalkboard.

Construction Committee for execution-

Secretary, VEC : Chairman
Chairman,SMC : Member
One guardian - : Member
Head teacher : Member

One teacher of School : Implementing Officer
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Monitoring and Supervision

e Technical by Engineers at stages/level

Procurement stage
Plinth level

Lintel level

Top level
Finishing level
Certification

¢ Non technical by -

SMC members
VEC members
Construction Committee

Non technical bodies monitor Civil Works on following parameters:

Finalisation of list of school.

Providing land for new school.

Procurement of materials maintaining quality.
Monitoring of works at different stages.

Observe work is done maintaining drawing and specification.

Ensure quality of construction.
Recommendation for certification.

| RX



Old Seeretariat Complex

Akhaura Road Agartala, Tripura

(0381) 232-3976, Fax: (0381) 31-£

E-mail: spos<afrinura@®email..

OFFICE OF THE STATE PROJECT DIRECTOR
SSA RAJYA MISSION, TRIPURA
SCHOOL EDUCATION DEPARTMENT

GOVERNMENT. OF FRIFGRA -

NO.F.11(6-58)-SE/SSA/2014/5874-83  Dated December 12, 2014

MEMORANDUM

The Ministry of Human Resource Development (MHRD),
Department of School Education and Literacy, Government of India
has set the target to provide sanitation facilities for boys and girls in
all the uncovered schools within May 2015 under Swachh Bharat -
Swachh Vidyalaya Abhiyan. Government of Tripura in the School
Education Department has also taken appropriate steps to full fill
the target within stipulated time by active convergence with central
public sector undertakings.

' It has been observed that in Tripura there are 126 nos. of
privately managed unaided schools are deficient of-giris’ toilets and
100 nos. of boys’ toilets. There are 62 nos. of privately managed
unaided schools deficient of portable drinking water.

Government of Tripura in the School Education Department
has filed an Affidavit before the Hon’ble High Court, Tripura to the
effect that all privately managed unaided school authorities will
provide separate toilets for boys and girls and also portable drinking
water facilities in the school.

All  concerned Headmaster/Headmistress/Principals of
Privately Managed unaided school are, therefore, instructed to start
construction of boys and girls toilets and provide postable drinking
water facilities in their respective school on their own cost and

efforts within May 20185.

Instruction given above should be stricthil}erji to.
{)5 -l 1y

(U.K.Ch
State Project Directoy ___—
To

1) The Headmaster/Headmistress/Principal
School for information and necessary action

Copy to:

1) ** The Principal Secretary, Government of Tripura, School
Education Department for kind information.

2)  All DEOs with request to serve this Memo to all privately
rmanaged uraided sthoots and closely-rewiew/monitor the
construction works at their level and send a fortnightly
progress report to thisoffrce.




Office of the State Project Director,
SSA Rajya Mission, Tripura
Department of School Education

Govt. of Tripura
Old Secretariat Complex
Agartala, West Tripura
Tel: (0381)2323976, 2319108, 2315791, 2315792
Fax: (0381) 231-5791
E-mail: spossatripura@rediffmail.com

No.F.11(6-58)-SE/SSA/2014/ | Fh(, L 2 Dated, 24102/ 2015

To

The District Magistrate & Collector,

West Tripura, Agartala/Sepahijala, Bishramganj/Khowai, Khowai / North
Tripura, Dharmanagar / Unakoti, Kailashahar / South Tripura, Belonia /
Gomati, Udaipur / Dhalai, Jawaharnagar

Subject : Renovation of dysfunctional toilets for girls’ and boys’ in schools
under your jurisdiction.

Sir/Madam,

You might be knowing that there is a commitment of the State Government to
provide separate toilets for boys and girls in all schools. The State Government is
working in the right direction to fulfill the commitment.

Apart this, there is also a target to take up repair/renovation <vorks for making
all dysfunctional toilets functional under Swachh Bharat Swachh Vidyalaya
Abhiyan,

In this regard, 1 would like to mention here that, still there are some
Government and Government aided schools in your district where toilets are
~dysfunctional which are urgently required to be repaired/renovated.

.List of schools still having dysfunctional toilets in your district is annexed
herewith for your ready reference.

With a view to making all dysfunctional toilets functional in the schools I am
directed to request you to put your sincere efforts and direct all concerned
machineries responsible for implementation of the works to dovetail fund from
own sources so that all dysfunctional toilets are made functional immediately.

Enclo: As stated. Yours faithfully,

-2 . , 5
(U.K. Chakma?’ _
Addl. Secretary & State Project Director.

. Copy To:

- 1. The Principal Secretary, School Education Department, Govt. of Tripura, Agartala for
kind informatior:,
2. The District Project Co-ordinators, SSA(District Education Officers),West Tripura,
Agartala/Sepahijala, Bishramganj/Khowai, Khowai/ South, Belonia/..Gomati, Udaipur
North Tripura, Dharmanagar/Unakoti, Kailashahar/Dhalai, Jawaharnagar



mailto:spossatriDura@rcdiffmail.com

CHAPTER-XI11

No. F.16 (115)-SE/STAT/2015

GOVERNMENT OF TRIPURA
. EDUCATION (SCHOOL) DEPARTMENT
{STATISTICS SECTION)

Dated, Agartala, the 3[;& Mmrzl- 2015

NOTIF

ICATION

The Governor of Tripura is pleased to notify the 59 (fifty-nine) Educational Inspectorates under School
Education Department in Tripura State with the Headquarters and jurisdiction as per the details given below -

Nameof | Nameof | Sl. | Name of BlocksMC/ | Head Quarter of Education Area under the Education _1
District Sub- | No. NP/ AMC Inspectorates inspectorate !
Division |
(1) (2) {3) (4) , _(8) (6)
West Sadar 1. | Agartala Municipal Education Inspectorate, Agartala Municipal
Tripura Corporation Sadar-A Corporation
* | 2. | Dukli Dukii Block Dukli R.D. Block
Mohanpur | 3. | Mohanpur Block & Education Inspectorate, Mohanpur M.C & R.D. Block
M.C. Mohanpur
4. | Hejamara _ ] Hezamara Block Hejamara R.D. Block
5. | Lefunga Lefunga Block Lefunga R.D. Block
6. | Bamutia Bamutia Block Bamutia R.D. Block
Jirania 7. | Jirania Block & N.P. | Education inspectorate, . Jirania N.P & R.D. Block
Jirania ' .
8. | Mandai Mandai Block Mandai R.D. Block
8. 1 Old Agartala Block & | Old Agartata Block Ranirbazar N.P & Old
Ranirbazar N.P Agartala R.D. Block
I 10. { Belbari Belbari Block Belbari R.D. Block
Sipahijala | Bishalgarh | 11. | Bishalgarh Biock & Education Inspectorate, Bishalgarh M.C & R.D.
M.C.. Bishalgarh Block
12. | Charilam Charilam" Biock Cha-lam_R.D. Biock
Jampuijaia | 13. { Jampuijala Jampuijaia Block Jampuijaia R.D. Block
Sonamura | 14. | Nalchhar Naichhar Block Nalchar R.D. Block
15. | Kathalia Kathalia Block Kathalia R.D. Block
| 16. | Boxanagar Boxnagar Block Boxanagar R.D. Block
17. | Mohanbhog Block, Education Inspectorate, Melaghar M.C., Sonamura
Melaghar M.C. & Sonamura N.P. & Mohanbhog R.D.
Sonamura N.P. _ Block
Khowal Khowai 18. | Khowai Block & M.C. | Education inspectorate, Khowai M.C & R.D. Block
' Khowal
19. | Tulashikok Tulashikok Block Tulashikok R.D. Block
20. | Padmabil Padmabil Block Padmabil R.D. Block
Teliamura | 21. | Teliamura Block & Education Inspectorate, Teliamura M.C & R.D. Block
M.C. Teliamura
22. | Kalyanpur Kalyanpur Block Kalyanpur R.D. Block
23. | Mungiakami | Mungiakami_Block Mungiakami R.D. Block
Dhalai Kamalpur | 24. | Salema Salema Block Salema R.D. Block
25. | Durga Chowmuhani Education Inspectorate, Kamalpur N.P & Durga
Block & Kamalpur N.P. | Kamalpur Chowmuhani R.D. Block )
1 Ambassa |"26. "Ambassa Blotk & T Ambassa Municipal Council | Ambassa M.C & R.D. Block
M.C.
27. | Ganganagar Ganganagar _Block .Ganganagar_R.D. Block
Longtarai | 28. | Manu Education Inspectorate, Manu R.D. Block
valley Chhailengta
29. | Chawmanu Chhamanu Block Chawmanu R.D. Block
Gandachar | 30. | Dambumagar Gandachara Block Damburnagar R.D. Block
a 31. | Raishyaban Rashyabari Block Raishyabari R.D. Block

Contd,..P/2.

uu«di/




P2

(1) (2) (3) - (4) {5) (6)
Unakoti | Kumarghat | 32. | Kumarghat Block & | Kumarghat N.P. Kumarghat N.P & R.D. Block
N.P.
33. | Pacharthal Pecharthal Block Racharthal R.D. Block .
Kailashahar | 34. | Gournagar Block & | Education Inspectorate, Kailasahar M.C. & Gournagar
Kallasahar M.C. Kailashahar R.D. Block )
35. | Chandipur Chandipur Block Chandipur R.D. Block !
North | Dharmanag | 36. | Kadamtala Kadamtala Block Kadamtala R.D. Block i
Tripura ar 37. | Kalachhara Block & | Education Inspectorate, Dharmanagar M.C. and
Dharmanagar M.C. | Dharmanagar. Kalachhara R.D. Block
38. | Yubarajnagar Yubarajnagar Biock Yubarajnagar R.D. Block
Kanchanpur | 39. | Dasda Dasda Block Dasda R.D. Block
40. | Laljuri Laljuri Block Laljuri R.D. Block
41. | Jampuihill Jumpui hill Block Jampuihill R.D. Block
Panisagar | 42. | Panisagar Panisagar N.P. Panisagar N.P & R.D. Block
43. | Damchhara Damchhara Block Damchhara R.D. Block
Gomati Udipur 44. | Matabari Block & Education Inspectorate, Udaipur M.C & Matabari R.D.
. Udaipur M.C. Udaipur Block
45. | Tepania Tepania Block Tepania R.D. Block
46. | Kakraban Kakraban Block Kakraban R.D. Block
47. 1 Killa Killa Block Kilia R.D. Block
Amarpur | 48, | Amarpur Block & Education Inspectorate, Amarpur N.P & R.D. Block
N.P. Amarpur
49. { Ompi Ompi Block’ | Ompi R.D. Block
Karbook [ 50. | Karbook Karbook Block Karbook R.D. Block
51. | Silachhari Sitachhari Block Silachhari R.D. Block
South | Santirbazar | 52. | Bokafa Biock & Education Ingpectorate, Santirbazar N.P. & Bokafa
Tripura Santirbazar N.P. Santirbazar R.D. Block
53. | Jolaibani Jolaibari Block Jolaibari R.D. Block
Belonia 54. | Hrishyamukh Hrishyamukh Block Hrishyamukh R.D. Block
55. | Rajnagar Rajnagar Block Rajnagar R.D. Block
56. | Bharatchandranagar | Education Ingpectorate, BeloniaM.C. &
Block & BeloniaM.C. | Belonia Bharatchandranagar, R.D. Block
Sabroom 57. | Satchand Block & Education Inspectorate, Sabroom N.P & Satchand,
Sabroom N.P. Sabroom R.D. Block
58. | Poangbari Poangbari Block Poangbari, R.D. Block
59. { Rupaichhari Rupaichhari Block Rupaichhari, R.D. Block

The new Ingpectorates will start functioning immediately. The Inspectos of Schools of the above
mentioned Inspectorates are hereby Instructed to take necessary arrangement for stagting the smaoth function.

Copy to:-

1) Dist. Education Officer, West/ North / South Tri
- ._ionm:-_
2) AllInspectors of Schools (59 nos.)

3) All Sections (in office)
Copy also forwarded for information to:
1) P.S to the Hon'ble Chief Minster, Govt. of Tripura, Agartala
2) P.S fo the Hon'ble Minister, School Education Department, Govt. of Tripura, Agartala

3) P.S to the Principal Secretary (School Education), Gowt. of Tripura, Agartala

(P.K.Chakravarty, IAS)N

oS

Additional Secretary to the
Government of Tripura.

pura/ Sipahijala/Khowai/Dhalai/Unakotiy Gomati District

4) Director, Printing & Stationary Department, Govt. of Tripura, Agartala for information with a request to
include the above Notification to the next issue of Tripura Gazette.




List 23 (Twenty three) Educational Inspectorate managed by TTAADC

Name of | SI. Name of Head Quarter of | Area under the Education
H [}
District | No. Block/MC/NP/AMC Inspectorates Inspectorates
West 1. Jirania Khumiwng Khumiwng
Tripura | 5 Mandai Mandai Mandai
3. Jampuijala Jampuijala Jampuijala
Sepahijala : .
4. Bishramganj Bishramgani Bishramganj
5. Tulasikak Tulasikak Tulasikak
Khowai 6. | Padmabil & Kalyanpur Hwarapkwar Hwarapkwar
7. Mungiakami Mungiakami Mungiakami
8. Killa Rayabari Rayabari
9. Ompl-nagar Ompi-nagar Ompi-nagar
Gomati
10. 2 Chelagangmukh Chelagangmukh
Karbook
11. Karbook Karbook
12. Ratanpur Ratanpur Ratanpur
South 13. Rupaichari Rupaichari Rupaichari
14. Birchandra Manu Birchandra manu Birchandra manu
Unakoti | 15. Machmara Machmara Machmara
16. Damcharra Damcharra Damcharra
North
17. Kanchanpur Kanchanpur Kanchanpur
18. Ambassa Ambassa Ambassa
19. Dumburnagar Gandacherra Gandacherra
20. Khumtaiya Khumtaiya
Dhalai Manu
21. Chailengta Chailengta
22. Chawmanu Chawmanu Chawmanu
23. Ganganagar Ganganagar Ganganagar
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The Right to Education Act, 2009 (Ammendments)
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i 0—EE |
PART IT — Section 1
wifear @ yafim
PUBLISHED BY AUTHORITY

3 7 fewel, TUAR, 9 20, 2012/ WS 30, 1934 (%)
No.32] NEW DELHI, WEDNESDAY, JUNE 20, 2012/ JYAISTHA 30, 1934 (SAKA)

v Wi & o=t e s @ wd § fad 5 o som deea @ W d wm w
Scparate paging is given to this Part in order that it may be filed as & separate compilation.

MINISTRY OF LAWAND JUSTICE
(Legislative Department)
New Delhi, the 20th June, 2012/Jyaistha 30, 1934 (Saka)

The following Act of Parliament received the assent of the President on the
19th June, 2012, and is hereby published for general information:—

THE RIGHT OF CHILDREN TO FREE AND COMPULSORY
EDUCATION (AMENDMENT) ACT, 2012

[No. 30 oF 2012]
(19¢h June, 2012)

AnAct to amend the Right of Children to Free and Compulsory Education
Act, 2009

Bg itenacted by Parlisment in the Sixty-third Year of the Republic of India as follows:—

1. (1) This Act may be called the Right of Children to Free and Compulsory Education Short fite and
(Amendment) Act, 2012, commenceafent,

(2) It shall come into force on such date as the Central Government may, by notification
in the Official Gazette, appoint.

35 of 2009. 2. In the Right of Children to Free and Compulsory Education Act, 2009 (hereinafter Amendment
referred to as the principal Act), in section 1, after sub-section (3), the following sub-sections ©f section 1.
shall be inserted, namely:—

“(4) Subject to the provisions of articles 29 and 30 of the Constitution, the
provisions of this Act shall apply to conferment of rights on children to free and
compulsory education. -

_(5) Nothing contained in this Act shail apply to Madrasas, Vedic Pathsalas and
educational institutions primarily imparting religious instruction.”.
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3. Inthe principal Act, in section 2,—

(a) in clause (d), after the word ”means";. the words “a child with c_ifSability or
shall be inserted;

" (b) after clause (e), the following clause shall be inserted, namely:—
"(e€) "child with disability"” includes,—
(A) achild with “disability” as defined in clause (/) of section 2 of the

Persons with Disabilities (Equal Opportunities, Pmtecuon of Rights and

Full Participation) Act, 1995; \ 1 of 1996,

(B)a child, being a person with disability s defined in clause (7) of
section 2 of the National Trust for Welfare of Persons with Autism, Cerebral
Palsy, Mental Retardation and Multiple Disabilities Act, 1999; 44 of 1999

(C) a child with “severe disability” as defined in clause (0) of section
2 of the National Trust for Welfare of Persons with Autism, Cerebral Palsy,
Mental Retardation and Multiple Disabilities Act, 1999. 44 0f 1999.

4, In section 3 of'the principal Act,—
{a) for sub-section (/), the following sub-section shall be substituted, namely—

(1) Every child of the age of six to fourteen years, including a child referred

. to in clause (d) or clause (¢) of section 2, shall have the right to free and compulsory

education in a neighbourhood school till the completion of his or her elementary
education.

(b) in sub-section (2), the proviso shall be omitted;
(c) after sub-section (2), the following sub-section shall be inserted, namely:—

*(3) A'child with disability referred to in sub-clause () of clause (ee) of
section 2 shall, without prejudice to the provisions of the Persons with
Disabilities (Equal Opportunities, Protection of Rights and Full Participation)
Act, 1995, and a child referred to in sub-clauses (B) and (C) of clause (ee) of 1 of 1996.
section 2, have the same rights to pursue free and compulsory elementary
education which children with disabilities have under the provisions of Chapier V
of the Persons with Disabilities (Equal Opportunities, Protection of Rights and
Full Participation) Act, 1995 :
Provided that a child with “mmultiple disabilities” referred to in clause (h) and a child with
“severe disability” referred to in clavse (o) of section 2 of the National Trust for Welfare of
Persons with Autisrm, Cerebral Palsy, Mm:alRﬁmdaBonmdMulhpleDmb:hthct, 1999 44 of 1999,
may also have the right to opt for home-based education.”.
5. In section 21 of the principal Act, in sub-section (2), the following proviso shall be” ,
inserted, namely:—
“Provided that the School Management Committee constituted under
sub-section (/) in respect of,—
(a) a school established and administered by minority whether based on
religion or language; and
(b) all other aided schools as defined in sub-section (ii) of clause (n) of
section 2,
shail perform advisory function only.”.
6. In section 22 of the principal Act, in sub-section (/), for the words "School
Management Committee, constituted", the words "School Management Committee, except
the Schoo! Management Committee in respect of a school established and administered by
minority, whether based on religion or language and an aided school as defined in
sub-clause (i7) of clause () of section 2, constituted” shall be substituted.
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7. In section 25 of the principal Act, in sub-section (/), for the words “Within six
months”, the words “Within three years” shall be substituted.

8. After section 38 of the principal Act, the following section shall be inserted, samely:—

“39. (1) If any difficulty arises in giving effect to the provisions of this Act, the
Central Goverament may, by order, published in the Official Gazette, make such
provisions not inconsistent with the provisions of this Act, as may appear to it to be
nécessary for removing the difficulty:

Provided that no order shall be made under this section after the expiry of three
years from the commencement of the Right of Children to Free and Compulsory
Education (Amendment) Act, 2012. f

(2) Every order made under this section shall be laid, as soon as may be after it
is made, before each House of Parliament.”.

V. K. BHASIN,
Secretary to the Govt. of India

Amcngdment
of section 25.

{nsertion of
new section
39,

Power of
Central
Government
o remove
difficulties.
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No. 201 Registered No. N E. 930.
Published by Authority
EXTRAGRDINARY ISSUE
Agartala, Monday, July 11, 2011 A.D., Asadha 20, 1933 S.E.
PART-).. Orders and Notifications by the Government of Tripurs,
The High Court, Government Treasury etc.
Government of Tripura
_ Directorste of School Education
No.F.13(3-60¥SE/GL-2010 Dated, Agartala the 11th July, 2011,
e : N .
e } L11s
NOTIFICAT
= S 1 Y

In cxercise of the powers conferred by section 38 of the Right of Chitdren to Free
and Compulsory Education Act, 2009 (35 of 2009), the State Government hereby makces the
following rulex, namely: -

‘e

19
w:muumﬁshnmp -

1.(1) These Rules may be enllcd the Right of Childron to Free and Compulsory Education
Rutes (Tripura) 2011,

(2} They shall come into force from the date notificd by the Government of ‘Iripura in
the Official Gazetto.

Definftions: - e

2(1). In thesc rulcs, unicus the context otherwiso requires: -

-

(s). “Act” menny the Right of Childron to Free and Compulsory Education Act. 2009,
(35 of 2009)

(b). "Anganwndi" menns an Anganwuad! Centre established under the lIntegmated
Child Development® Services Seheme of the Ministry of Women and Child
Devetoapment of the Governmaont of India,

(<} *“Appointed dnate™ mcana the date on which these rulos come into foree, as notitied in
the Ofticial Gazetto. *

{d). “Acadcmic Authority”™ means an inatitution constituted snd vested with the powcr by
the Swvic Gowvt .for preparing curriculum, syllabus and cvaluation smothoda under
section 29 of the Act.

(e). “Chaprer™, “Section™ and “Schedule™ moan Chaptor, Section, and Schedule of the
Act, respectively.

. “DLO™ mcons the " Diatrict Education Officer” of the respective district,

(8). “District Institute of Education and Tralning™ (DIET), “Block Resource Centrc™
(BRRC} and “Cluster Rosource Centre™ (CRC) mean the institutions which impnart
training and academic support to elementary school teachors in the district, block and
cluster level.

(h). “Head Teacher” means [loadmaster, Assiatunt Headmaster or Teacher-in-Charge of
the school by whatever name called.
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() “VS™ means Inspector of Schools of the respective block of the State.

() “Neighbourhood™, subject to the provisions of part IV of these rules, shall mean a
ward for an arca under the Agartala Municipal Council or any Nagar Panchayat, or
any Gram Panchayat or village of TTAADC or part thereof in a rural arca as may be
notified by the State Government from time to time under Section 6 of the Act.

(k). “Pupil Progress Report” means record of the progress of the child based on
- comprchensive and continuous evaluation.

(). “REPA™ means Right to Education Protection Authority.

(m). “School mapping” means planning for location of schools for the purpose of section
6 of the Act to overcome social barriers and geographical distance.

(n). “Walking distance™ means the distance covered by a child from habitation to the
school.

{2). All reference o “forms™ in these Rules shall be construed as references to forms set
out in Appendix I hereto.

(3). All other words and expressions used herein and not defined but defined in the Act,
shall have the same meanings respectively assigned to them in the Act.

PART 1L -SCHOOL MANAGEMENT COMMITTEE

Compuosition and functions of the School Management Committee for the purposes
f n 2l

3.(I) There shall be a School Management Committee (hereinafier referred to as the
committee) in every school other than an unaided school, to be constituted within a period
of six months from the date of notification of rules, which shall be reconstituted every three
years.

(2) The committee shall consist of a minimum of 12 (twelve) members excluding the
member convener and the number of members in the committee shall in no case exceed 24
(twenty four). The composition of the committee shall be as under: -

Seventy five percent of the members of the School Management Committee shall be
from amongst parcnts or guardians of children, As far as practicable, proportionate
representation shall be given to the parents of the students belonging to weaker sections and
disadvantaged groups.

The remaining twenty five percent of the strength of the Committee shall be from
amongst the following persons.
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a). One third members from amongst the eclected members of the Local
Authority, to be decided py the Local Authority;

b). One third members from amongst teachers from the school, 10 be selected by
the teachers of the school;

¢). Remaining one third from amongst students in:the school, 0 be selected by
the parents in the Commitiee. '

(3). To manage its affairs, the School Management Committee shall elect a Chairperson and
Vice- Chairperson from among the parent members. The Headmaster of the school or in his
absence the senior most teacher of the schoo! nominated by the Inspector of Schools, shall
be the ex-officio Member- Convener of theSchool Management Commitiee .The School
Management Committee shall meet at least once in a period of 02 months and the minutes
and decisions of the meeting shall be properly recorded and made available 1o the public.

>

(4). The School Management Committec shall, in addition to the functions specificd in .
clause (a) to (d) of Section 21(2) of the Act, perform the following functions, for which it
may constitute smaller working groups from amongst its Members: |
(a)} Communicate in simple and creative ways to the population in the
neighborhood of the school, the rights of the children as enuncisted in the

Act; and also the duties of the State Government, Local Authority, schools,
parent and guardians;

b). Ensure the implementation of clauses (a) and {(e) of section 24 and section 28;
¢).  Monitor that teachers are not burdened with non-academic duties other than

those specified in section 27;

d). Ensure the enrolment and continued attendance of all the children from the
neighborhood in the school;

e). Monitor the maintenance of the norms and standards prescribed in the
Schedule;

f).  Bring to the notice of the Local Authority any deviation from the rights of the
children, in particular mental and physical harassment of children, denial of
admission, and timely provision of free entitlements as per section 3(2).

g} Identify the needs, prepare a plan, and monitor the implementation of the
provisions of Section 4.

b). Monitor the identification and enrollment of students, and facilities for
leaming by disabled children, and ensure their participation in, and
completion of clementary education, ' :

i) Monitor the implementation of the Mid-Day Meal in the school.

-
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j).  Prepare an annual account of receipts and expenditure of the school.

(5). Any money received by the School Management Committec for the discharge of its
functions under this Act, shall be kept in a separats account, to be made available for audit
every year.

(6). The accounts referred to in clause (j) to sub-Rule (4) of Rule (3) should be signed by
the Chairperson and Convener of the School Management Committee and made available to
the Local Authority within one month of their preparation.

Preparation of School ment Plan for the e tion 22

4.(1) The School Management Committec shall prepare a School Development Plan at
least three months before the end of the financial year in which it is first constituted
under the Act.

(2) The School Development Plan shail be a three year plan comprising three anmual
sub plans

(3) The School Development Plan, shall contain the following details —
a). Estimates of class ~wise enrollment for each year;

b). Requirement, over the three year period, of the aumber of additional teachers,
including Head Teachers, subject teachers and part time teachers, separately
for Classes | to V and classes VI to VI, calculated, with reference to the
norms specified in the Schedule

¢). Physical requirement of edditional infrastructure and equipments over the
three year period, calculated, with reference to the norms and standards
specificd in the Schedule

d). Additional financial requirement over the three years period, year- wise, in
respect of (b) and (c) above, including additional requirement for providing
special training facility specified in section 4, entitlements of children such as
free text books and uniforms, and any other additional financial requirement
for fulfilling the responsibilities of the school under the Act.

(d). The School Development Plan should be signed by the Chairperson and Convener of
the school Management Committee and submitted to the Local Authority before the
end of the financial year in which it is 10 be prepared.
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RT 111 ~ [ CIIILDREN TO FREE AND COMP I.SORY ATIO

S.  The School Management, Commiltec cither itself or with the Local Authority shall
identify children requiring special training and organize such training in the fellowing
manner, namely: -

a). Ensure that every cmld of age of gix to fourteen years arc provided
compulsory  cducation in a “ncighborhood recognized school” till the
completion of elementary education, that includes cducation from class I 10
class VIIL.

b). The special training shall be based on specially designed, age appropriate
leamning material, approved by the Academic Authority specified in section
29 (1). The duration of the special training shall, be for & minimum period of
three months, which may be extended, based on periodical assessment of
learning progress, for & maximum period not exceeding two years.

.. )~ It shall be provided in classes held in the premises of the school, or through

classes organized in safe :jesidemial facilitics,

d). 1t shall be provided by teachers working in the school, or by teachers specially
appointed for the purpose.

<+ €). For special training syllabus curriculum and evaluation method may be
" framed by the academic authority for diffcrent stages likc

(a). for class-I to III, b). Class - IV to V and c). Class- Vi to VIII).

6.  The State Government or the Local Authority, as the case may be, shall from time to

time determine conditions of service, salary and allowances of teachers in Govt. and Govt.
aided schools.
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741) - In performance of the functions specified in sub-section(l) of section 24(I) and in
onder to fulfill the requirements of clause (h) of sub-section(2) of section 29 , the teacher
shall meintain a file containing the pupil cumulative record for every child which will be
the basis for the awarding the completion centificate specified in sub-section (2) of section
30.

(2) In addition to the functions specified in clauses (a) to (¢) of sub-section (T} of section 24,
a teacher may perform the following duties assigned 1o him or her, without interfering with
regular teaching:

a). Perticipation in training programmes,

b) Participation in curviculum formulation, and development of syllabi, tralning
modules and text book development;

8.(1) The School Management Committee constituted under section 21 shall be the first
level of grievance redressal of teachers of schools specified therein,

(2) The State Government shall constitute School Tribunals at the State, District and
Block levels, which would act as the gricvance redressal mechanism for the teachers. Each
tribunal shall consist of 3 members headed by 8 Chairman,

Award of certificate for the purpose of scetion 30 (2)

9. (1) The Certificate of completion of elementary education shall be issued in Form-II at
the school level by the Head of the Institution within one month of completion of
elementary education. '
(2) The Certificate referred to in sub- rule (I) shali-
a). Cenify that the child has completed all courses of study prescribed under
section 29,

_ b). Contain the Pupil Progress Report of the child and also specify achievements of
the child in areas of activities beyond the prescribed course of study.
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PA . ES OF STATE GOVERNMENT TTHORITY
Areas or limits for the purpose of secﬁon 6

10.(1) The arcas or limits of ncighborhood within which a school has to be established by

the State Government shall be as under-
a). In respect of children in classes [-V, a school shall be established within a
walking distance of one km of the nenghborhood

b). In respect of children in classes VI - VIII a school shall be established within
a walking distance of three kms of the neighborhood.
(2). Wherever required, the State Government shall upgrade existing s&tools with classes
1-V to include classes VI-VIIL. In respect of schools, which start from class VI onwards, the
State Government shall endeavor to add classes [-V, wherever requutd. .

(3). In areas with difficult terrain, risk of landslides, floods, lack of roads and in general,
danger for young children in the approach from their homes to the school, the State
Government /Local Authority shall locate the school in such a manner as to avoid such
dangers, by relaxation of the limits specified under sub-rule (I).

(4). For children from small hamlets, as identified by the State Government or Local
Authority, where no school exists within the area or limits of neighborhood specified under
sub-rule (I) above, the State Government or Local Authority shall make adequate
arrangements, and other facilities, for providing clementary education in a school, in
relaxation of the limits specified under sub- Rule (I}

(5). In urban arcas and arcas with high population density, the State may consider
establishment of more than one neighborhood school, having regard to the number of
children in the age group of 6-14 years in such areas in consultation with the Local
Authority. The IS shall notify the neighborhood schools(s) accordingly well in advance of
admission process.

(6). The Local Authority shall identify the neighborhood school(s) where children can be
admitted and make such information public for cach habitation within its jurisdiction.
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{7). In respect of children with disabilities which prevent them from access to the
school, the State Government and Local Authority will endeavor to make appropriate
arvangements for them to attend school and complete elementary education.

10(1) The Local Authority shall maintain a record of all children, in its jurisdiction,
through a houschold survey, from their birth till they attain 14 years or complete the
elementary education.

~ {2). The record, referred to in sub-Rute (1) , shall be updated every year.

(3). The record, referred to in sub-rule () , shall be maintained transparently, in the
public domain, and used for the purpose of clause(e) of section 9

{4). The record, referred to in sub-Rule (T) shall, in respect of every child, include

a). Name, sex, date of birth, (Birth Certificate number), place of birth;

b). Parents / guardians’ names, address, occupation.

¢). Pre-primary schooV Angenwadi Centre that the child antends (up to age §)

d). Elementary school where the child is admitted;

c). Present address of the child:

f). Class In which the child is studying (for children between age 6-14), and if
education is discontinued in the territorial jurisdiction of the Local Authority, the
cause of such discontinuance;

£). Whether the child belongs to the weaker section within the meaning of clause (¢)
of section 2 of the Act;

h). Whether the child belongs to a disadvantaged group within the meaning of clause
(d) of section 2 of the Act;

i). Details of children requiring special facilitics/ residential facillties on account of
habitations in sparsely populated arca.

(5> The Local Authority shall ensure that the names of all children cnrolled in the
schools under its jurisdiction are publicly displayed in each school.

(6). No school shall deny or delay issuing of the transfer certificate when requested by
the parent or guardian of the child. The school shall not demand for payment of any kind
of fee for issuing a transfer certificate, when the child lcaves a school during the progress of
the scademic year.




.
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12.(a}1) The school referrcd to in clauses (iii) and (iv) of clause (n) of section 2 shall
ensure that children admitied in pursuance of clause to section 12 () shall nelther be
segregated from the other children in the classrooms nor shall their classes be held at places
and timings different from the classes held for the other children.

(2) The school referred to in clauses (iii) and (iv) of clause (n) of section 2 shall
ensue that children admitied in pursuance of clause to section 12 (1) shall not be
discriminated from the rest of the children in any manner pertaining to entitlements and
facilities such as text books and learning materials.

(3) The areas or limits' of neighborhood specified in Rule 11(I) shall apply to
admissions made in pursuance of clause (¢) to section 12(I) to ensur: the admission of
minimum 25% from the weaker sections and disadvantaged groups.

(4) Before finalizing the pmoess of admission as such, the school authority shall take
up awareness programme in the locality concerned about the process of admission. The
school authority shall also conduct household survey simuitaneously and the admissions
shall be made in such a manner that there is proportionate rcpmentaiion of the children
belonging to weaker sections and disadvantaged groups as may be the population of the
ncighbarhood.
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12.(bX1). The total annual! recurring expenditure incurred by the State Government,
whether from its own funds, or funds provided by the Central Government or by any other
authority, on elementary education in respect of all schools established, owned or controlled
by it or by the Local Authority, divided by the total number of children enrolled in all such
schools, shall be the per child expenditure incurred by the State Government

2)  The reimbursement shall be made in the following manner:
i) A school envisaged in Section 2(n)iv) of the said Act, entitled to
reimbursement, shall notify &t the start of cach academic year and on
completion of its admission process, the number of students in the
school against whom the school is entitled to claim reimbursement;

ii) The State Government shall notify the amount to be reimbursed and
the basis of fixation of such amount;

iii) The reimbursement shall be done by the District Education Officer
of the concemed district as per monthly statements to be submitted by
Schools as per the amount notified by the State Govemment as
aforesaid.

3) Evéry school receiving such reimbursement shall maintain a separate account
in respect of the amount so received by it. Its accounts shall be open to inspection by such
officers of the State Government as may be authorized.

ocuments as gpe proof he pu  of section 14

13.(1). Wherever a birth certificate under the Births, Deaths and Marriages Registration .

Act, 1886 is not available, any one of the following documents shall be deemed to be proof
of age of the child for the purposes of admission in schools-

a). Hospital / Auxiliary Nurse and Midwife (ANM) Register Record
b). Anganwadi Centre record.
¢). Declaration of the age of the child by the parent or guardian.

(2). While admitting ‘hard-to-reach children’ (like unaccompanied children, children
who have no parents, ctc.) the school at its own expense shall cause a medical examination
of the child by a qualified Govt. doctor and make entry of the date of birth as certified by
the doctor,
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riod for ission for the of se

14.(1).The academic session shall commence from 1* January every year and one
month’s time shall be allowed for taking admission in the school. But if admission is not
completed during the period , the authority may extend thé period of admission up to 6(six)
months ending 30" June to cover non enrolled children, dropouts, hard to reach children
and other out of school children.

(2). Where & child is admitted in a school afier the extended period , he or she shall be
eligible to complete studics with the help of special training , as determined by the head of
the school.

(3). No child shall be denied admission to a school of his or her choice merely because
it is not his or her “neighborhood school™ if there exists vacancies in appropriate class after
admission of children of the locality.

15.(1) Every school, other than 8 school established, owned or controlied by the state
Government or Local Authority, established before the commencemera of this Act shall
make a self declaration within a period of three months of the commencement of the Act,
in Form No. 1 to the concemed District Education Officer regarding its compliance or
otherwise with the norms and standards prescribed in the Schedule and the féllowing
conditions:

a). The school is run by a society registered under the Societies Registration Act,
1860( 21 of 1860) , or a public trust constituted under any law for the time
being in force; -

b). The schoo! is not run for profit to any individual, group or association of
individuals or any other persons,

¢). The school conforms to the values enshrined in the constitution;

d). The school building and its premises shall not be used during school hours and
school working days for other purposes;

e). The school is open to inspection by any officer authorized by the State
Government / Local Authority;

H
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f). The School furnishes such reports and information as may be required by the
Director of School Education / District Education Officer and other
Authorities from time to time and complies with such instructions of the State
Govemment / Local Authority as may be issucd to secure the continued
fulfillment of the condition of recognition or the removal of deficiencies in
working of the school;

(2) Every self declaration received in Form 1 shall be placed by the District Educédtion

Officer in public domain within fiftcen days of its receipt.

{3) The District Education Officer shall conduct on - sitc inspection of such schools
which claimed in Form No. | to fulfill the norms and standards and the conditions
mentioned in sub-Rule (I) within three months of the receipt of the seif declaration.

(4) After the inspection referred to in sub- Rule (3) is camried out, the inspection report
shall be placed by the District Education Officer in public domain and schools found to be
conforming to the norms, standards and the conditions, shall be granted recognition by the
District Education Officer in Form No.2 within a period of 15 days from the date of
inspection,

(S) Schools that do not conform to the norms, standards and conditions mentioned in

sub rule (1) shall be listed by the District Education Officer through a public order to this
effect,

(6) Schools which do not conform to the norms, standards and conditions mentioned
in sub rule (1) after three years from the commencement ofdteAct.shaIIceuewt}mcdon.

(7) Every school, other than a school established , owned or controlied by the State
Government or Local Authority established afier the commencement of this Act shall
conform to the norms and standards and conditions mentioned in sub- Rule (1) in order to
qualify for recognition .

16. (1). Where the District Education Officer on his / her own mwtion, or on any
representation received from any person, has reason to believe, to be recorded in writing,
that a school recognized under rule 15, has violated one or more of the conditions for grant
of recognition or has failed to fulfill the norms and standards prescribed in the schedule ,
he/she shall act in the following manner:

12
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(a) Issuc a potice to the school specifying the violations of the conditions of gm::
of recognition and seek its explanation within one month.

(b)In casc the explanation is not found to be satisfactory or no explanation is
received within the stipulated time period , the District Education Officer may
causc an inspection of the school, tobcocwductedbyaCommmeeofthmclo
five members comprising of educationists .civil society represcntatives, media
. and government representative , which shall make due inquiry and submit its
report, along with its recommendations for continuation of recognition or its
withdrawal , to the District Education Officer .

(¢) The District Education Officer shall forward the Report of the Committee,

along with his/her comments, to the State Commission for Protection of Child

. Rights or Right to Education protection Authority with a copy to the State
Education Department.

(2) The State Commission for Protection of Child Rights or the Right to Education
Protection Authority , as thc casc may be , shall, after secking explanation from the
concemed schoo! and after due examination, preparc and send its recommendations (o the
State Education Department .

_ (3) The State Education Department, shall, on the basis of the recommendations referrod
to in sub —Rule (2) convey its decision 1o the District Education Officer,

(4) The District Education Officer shall, on the basis of the decision of the State
Education’ Department, pass an ofder canceling the mcognmon granted to the school. The
order of de-recognition shall be operative from the immediately succeeding academic year
and shall specify the neighborhood schools to which the children of the de- recognized
school shall be admitted.

V- NO N
Performange of fupstions by the State Commission for Protection of Child Righta/Right
to ¢ tection Authorl P or ‘of section 31

17. {1). Pending constitution of the Tripura State Commission for Protection of Child

Righus, Right to Education Protection Authority (REPA) shall perform the dutics entrusted
to the commission under the Act.

13
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(2). The Right to Education Protection Authority (REPA) shall consist of three
mombers including the Chairperson who should be an eminent educationist with a
background of working in the field of promoting the rights of the children or was a High
Court Judge '

(). The remaining two members shall be eminent persons with integrity, ability and
experience either in the field of elementary education, child health, child psychology or
sociology, child development, child labour of juvenile justice.
~ (4). Out of the three members, at least one shall be a woman.

(5). The salary, allowances and other facilities to be provided to the Chairperson and
the members of the Authority shall be decided by the State Government.

¢6). The REPA shall enjoy all powers of the State Commission under the Commission
for Protection of Child Rights Act 2005 & rules framed there under.

{7 On constitution of the State Commission, all assets, records of REPA shall be
transfeered to the State Commission & the REPA shall be dissolved

Ripnts or Righit to Xdpeation Profectiol Aunthority
18.(1) The Commission or REPA as the case may be shall set up a child help line,
accessible by SMS , telephone and letter ,which would sct as the forum for aggrieved
child/guardian to register complaint regarding violation of rights under the Act, in 8
manner that records her identity but does not disclose it;

(2) All complaints to the help line should be monitored through & transparent *alet and
action’ online mechanism by the State Commission for Protection of Child Rights,
State Advi Section 34

19.(1) The Tripura State Advisory Council shall consist of a Chairperson and fourteen
Members.

(2) The Minister in-charge of elementary education in the State Govt.. shall be the ex-
officio Chairperson of the Council.

(3) Members of the Council, shall be appointed by the State Government
from amongst persons having knowledge and practical experience in the field of elementary
education and child development, as under. ‘

(w) Four members should be from amongst persons belonging to SCs STs
and Minorities.

14
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(b)One member should be from amongst persons having specialized

knowledge and practical experience of education of children wnh apeckal
needs

(c) One member should be from amongst pcrsons hnvmg specuhzed
knowledge in the field of pre- primary education

(d)One member should be from amongst persons having specialized

. knowledge and practical cxperience in the ficld of teacher education.

(c) Secre(ary nn-charge of School Education Department, Govcmmem of
"Tripura

{0 Director of School Education Government of Tripura ~

{g) Dircctor, State Council for Technical Education
(h) SPD, SSA Rajya-Mission

. (1) Two representatives should be from Teachers.
()] One representative of Law Depam'mml

4). The Council shall méet regularly at such time as the Chsirperson thinks fit but three
nonths shall not intervene between its last and the next meeting.

* 8). The meeting of the Council shall be presided over by the Chmrpcmon If for any

. reason the Chairperson is unable to attend the meeting of the council, hc mny nommmc a

member of the Council;to preside over such meeting. Quorum of the mectmg of the Cwm:l
shall be considercd complete if at least 50% of its members arc present. ik

6). The non official members of the Council may be paid such honorarium or sitting
allowances as may be fixed by the State Govemnment.

7). The term of State Advisory Cowil shall be for three yeurs.

. B. Sinha
Principal Secretary
to the Government of Tripura

15
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APPENDIX
FORM 1
SELF-DECLARATION CUM APPLICATION
FOR GRANT OF RECOGNITION OF SCHOOL
Sce sub rule (1) of Rule 15 of the
Right of children to Free and compulsory Education Rules (Tripura), 2011

To
The District Education Officer
(Name of District & State)

Sir,
I forward herewith with a self declasstion regarding compliance with the norms and
standards; presceibed in the Schedule of the Right of Children to Free and Compulsory Education Act, 2009
and an application in the prescribed proforma for the grant of recognition 10 ..iecvieenn. (Name of the
iessssernanaracesse With effiect from the commencement of the school year 20.....

Enclosure :

. Place:

Date :
Yours fuithfully,

Chairmaa of School Management Committee

A. School Detnils.
Name of schoo!

Academic Session

District

Postal Address

Village/City

Tahsl
Pin code

Phone No with STD Code

Fax No. N

E-oil address i any

Nearest Police Sution.

sl=lsheiel=lew s =i~]-

Details land particulars - arca, ownership, classification,

1

B. Genernl information

Year of Foundation

Date of First ing of School

Name of Trust/Society Managing Commitiee

Whether Trust/Soclety/ Managing Commiiee's Togistersd.

gl Dol o o £ 0 e

Period up to which Registration of Trust/Soclety/Managing comminee is valid.

Whether there is a proof on non-proprictary charecter of the Trust / Society /

Managing Commitioe supported by the fist of members with their address on an
affidavit in copy.

2 Name & official address of the Manager / President / Chairman of the School

Name

Designation

Address
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Phone

O) ...
( R )l-'u

Tolal Income & Expenditure during ast 3 years surplus/deficit

.

Year | income Expenditure _S@lus/deﬁch

C. Natnrc and ares of School:

Medmrn of Instnuction

~Type of School { Specify entry &cx&lclms)

S".“!‘"!""‘

if alded, the name of agency and percentage of aid

ifSchool Revognized

#f s0, by which suthority
._* Recognition number.

Docs the school has its own building or is it running in a rented buuldlgg

= e

educational activity of any kind whatsoever?
Tetal ares of the school

Whether the schoo! building or ather structures of the grounds are used during
the day or nigix for commercial or.residential purpase (except for the purpose
of residence of any employee of the school) or for politlea! or non -

Bulhhamoflhe school

rollment Status

No. of s:ug,__m’

Class No. of Section

RM

Pre-primary

bt t o o

1.V

Vi - vill

E. Infrastructuse Detalls & Sanitary Conditions
Room Numbers

Average Size

Classroom

2.

ce  room-cum-store-
Room-Cum-Headmaster
Room

3'

Kitchen-Cum-Store

F. Other I'lcilt&

Whether all facilitiﬁhave barrier frec access

N
'

Telchiu Learning Ma attach fist)

& play cquipments (afach 1s)

aiwaing
Fau -

Facility books in Libeary
* Books (No. of books)
* Periodical’ Newspapers

Type and number of drinking water facility

Sanitary conditions

i) Type fo W.C& Urinals

}i) Number of Urimals/Lavatories for Boys.

fit). Number of Urinals/Lavatories Separately for Girls.

I. Teaching

[G. Particulars of Teachlng Staif

in Primary/Upper Primary oxcmswdy(dmils of each teacher separately)

Teacher name Father /Spouse Name
U] 2)

Date of Birth
{3)

17
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Academic Qualification Professional Qualifications Reaching Experience
4) (5} (6)
Class Assigned Appointment Date Trained or Untreined
a & 9 .
2, Teaching in Both Elementary and Secondary ( details of each teacher separately)
Teacher Name Father /Spouse Name Date of Binth
N @ 3
Academic Qualification Professional Qualifications Teaching Experience
4) (5) (6)
Class Assigned Appointment Date Trained or Untrained
™ ®) ©)
3. Head Teacher :
Teacher Name Father /Spouse Name Date of Birth
M) ) 3)
Academic Qualification Professional Qualification Teacher Experience
(4) _(3) (6 :
"Class /Assigned Appointment Date Trained or Unirained
1) 8 9
H. Curviculum aad Syllabus
(K Details of curriculum & syllabus followed in each class
(up to VIID)
2, Sysiem of Pupil Assessment
3. Whether pupils of the school are required 10 take any Boand
cxam up to class 8?

1. Certified thet the School has also submitted information in the Data Capture Format of District
Information System of Education with this application.

J Cenlﬂod that the School is open 10 inspection by any officer authorized by the eppropriste |

authorily;
K. Cestified that the school undertakes 1o fumish such reports and information as may be required by the
District Education Officer from time to time and complies with such instructions of the appropriate authosity
or the District Education Officer as may be issucd to secure the continusd fulfiliment of the condition of
recognition or the removal of deficiencies in working of the school;

L. Centified that records of the school pertinent to the impiementation of this Act shall be open to inspection
by any officer authorized by the District Education Officer or appropriate authority at any time, and the

school shall fumish all such information a3 msy be

necessary to enable the Central and / or Stawe

Govemnment / Local Body or the Administration to discharge its or his obligations to Parlinment / Legislative
Assembly of the state 7 Panchayat / Municipal Corporation as the case may be.

Place
Date

Yours faithfully,

Chairman of Schoo! Management Committee

School .
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Gram: FormHl Phooe:

E- Mait: _ ) Fax: .
OFFICE OF DISTRICT EDUCATION OFFICER
{Name of District / State)

No. Dated:
Hudmuzrl Prindpnl :
Sab: Recogaition Cﬂﬁﬂale for the School under sub—rule (4) of rule ls of Right of

Chlidren to Free and Compulsary Education Rules (Tripurs), 201¢ for the purpose of Scctioa 18 of
Right of Chiitdren to Fm and Compubory Bduuﬁol Act, 2009,

Dear Sir / Madam, _ _ '
. With reference to your application daked - and subsequent: comspondemcwith
nnschoollkupwﬁminlhismd.lewvcyﬁn for provisional recognition to the
- (name of the school with cdduu)fwdm- w Class
I'oup«iodoﬂlweyauw.e.f : 0 ' T

7 Theabove sanction is subject to fulfilhuent of foRowing conditions:- !

1) mmfmmhhnumwmmmmmhmmimtymwupﬁonwmm
/sffilistion beyond Class VIll. -

2)  The School shall abide by the provisions of Right of Children to Free and Compulsory Education Act,
M(Amxml)mdnmmofmﬂdmbﬁuMOunpukordeuu!hnMa(fﬂpun),zon
{Annexaire 1)

3)  The School shall admit in class 1, to the extent of 25 % of the stresigth of that class, children belonging

wwuhwnuhnuﬂdwmvuphﬁwndghboﬂmdmdm&wmdmdmy
education till kts completion.

clomentary
4)  For the Chikiren referred to in paragraph 3, meadroolshallbeulmhmcdaspcfs”ngn izu)onhe

Act. To receive such reimbursements school shall provide a separate bank account.
s) m&ewrsumldullmoolbumupimmfaandwb}eﬂdtedﬁldwh’sorhetmor
guardians to any screening procedure
6) dethImdenyadmkﬂonmmydlﬂdforlnko!appmotlfsududm-sslonunoud\t
. subsequent to the extended provided prescribed for admission. Onlhcmmdofreligfmmm
race, place of birth or any of them.
7) One representative ofﬁ»SchoolEdmmonDepammlswlhaWbbemmdpdhm
School Management Committee.
8)  The School shall ensure:
)] Nochildadmmdahnﬂbalnldbwklnwchmmexpelledﬁm schoolu\lmeeomﬁmon
of elementary education in a school
1)) No child shall be subject to physical punishment or mental harsssment;
i) Noduldureqmmdlopmmboudmhmhnﬁﬂmemlamofe!emueduwm
iv) Every chitd complcting elementary education slnllbelwm!edaccmﬁaheuluddawn
under Rule9,
v) inclusion of Students with disabllities /7 special neads as per provision, of lbcAcL
vi) mmnmmmhdsﬁmmldnmqmnﬂwhnummueﬁmn(l)crmm
Mmmmm:wmmun»mmmomnmum
possess minimum qualifications shall acquire such mhimtm qu!lﬂwim with in & period
of 5 years.
vil)  The teacher performs its duties specified under section 24 (1) of the Act and
vili)  The wachers shall not engage himseif or heeself for privaie teaching activities.

9 WSMMIﬁnwﬂnsyledwmdmﬂanhumwwmmu
10) mmtmmmwm«mmmm&almmmnmmmmmm
the section {9 of the Act.
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The School shall maimain the standards and norms of the school as specified in section 19 of the Act.
The facilitics reported at the time of Inst inspection are as given under -

Aron of school campas ;-

Total built up area :~

Arcs of play ground :»

No, of cless rooms 1.

Room for Hesdmasier - cume Officg ~cum- Storeroom

Separate toiler for boys and girts :-

Drirking Walor Facitity :«

Kiachen for cooking Mid Day Meal -

Barvier free Access -

Availability of Teaching Learning Materisl 7 Play Sports Equipments / Library
mmwmunmwwmmmuofmmmom in the samo nume of
school.

‘The school bulldings or other structuces or the grounds are not used during the day or night for
commerclsl or residential purposes (except for the purpose of residence of any cmployee of the
schaol) or for political or non- educational sctivity of any kind whatsosver;
The School Is run by & soclety registered under the Socicties Registration Act, 1860 (2)0f 1860),ora
public trust constituted under any law for the time being in forcs ;

The School hmmhmmhwlmmmmupormwmmﬂmym

persona;

The acoounts should be sudited and certified by s Chartered Acoountant and propor sccounts
statements should be prepared as per rules. A copy oach of the Sttements of Accounts should bs semt
10 the DEO every year.

The recognition Code Number sllotted to your school is . This may pleass be
noted and quoted for any correspondence with this offioe .
The School furnishes such reports and Information a3 may be required by the Director of Education /
District Education Officer from time to time and complies with such instrustions of the Stte
Govemnment / Local Authority as may be issucd 10 secure the cominued fulfillment of the condition of
recogniton or the removal of deficlencies In working of the schoal;

Renewal of Registration of Soclety (fany , be ensured .

~ Yours faithfully,

District Education Officer

20
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FORM - 1l v

CERTIFICATE OF ELEMENTARY SCHOO!L. EDUCATION

[Sce Rule 9 of the Right of childres to Free and compuisory Education Rules (Tripura), 2011)

This istocertify that ............. Cereattaneteasratennarnran fresstusecencanaans ..
S/o f D/o Ward of S¢l/Smt. ............

.............. ereerreensssnarerrarasetncintt rasoesnracarsriaccereaasssasn (INAME and
full address of parcnt or Guardian) with date of birth on .............

has becen cvaluated in the school and has completed the clementary
education course on ......eieeieenn. heesreennea cerararrrerseneniciaes (Specify
yecar & month).

The Pupil Progress Report is attached, He/She has proven nbility in

evsmsasreus saeE(rIaIVIRIRN LI OIRUYLINIY

He/She is eligible to continue his/her studies in the next higher ¢lass.

Head of the Institution

Place ¢
Date :

OfTicial Seal;

B. Sinhka
Principal Secretary
to the Government of Tripura

Printed at ﬂerripura Governmet Press, .”.:'ér!ala. 21




CHAPTER - X1V

Roles and Responsibilities of Drawing &
Disbursing Officer

The Role of Head of Office/Drawing and Disbursing Officer:

1. Under Article 53 of the Constitution of India, the executive powers vest with the Presi-
dent. The Council of Ministers headed by the Prime Minister advises the President on the
exercise of these powers. Various Ministries/Departments functioning under the charge of
Ministers are assisted by Heads of Departments. But all these authorities either take deci-
sions or convey Government's decisions to the lower formations. It is only the individual
offices/units functioning throughout the country which ultimately implement these decisions
and orders. Such officers are numerous. Each of the office is headed by a senior officer
declared as Head of Office for that particular office.

2. An office is primarily intended to carry out its main function, whether it is of scientific
nature, or of engineering/educational/ cultural subject, or collection of Government revenue,
etc. The head of office in charge of a particular office is responsible to carry out the main
function as per the directions of the Government. But his responsibility is not limited to this
function alone.

3. There are officers/staff in different categories to assist the Head of Office. The entire
staff is termed as "Establishment". The staff members are to be paid their salaries. They are
to be provided with office accommodation, furniture, stationery and other facilities required
for the performance of their duties. All these involve expenditure. Accounts for drawal of
money form Government and incurring expenditure are to be kept. Supervision of the work
of staff by the Head of Office involves maintenance of discipline. Staff interests on their
seniority, promotion, pay/retirement and other benefits are also to be looked after. All these
jobs are of house-keeping nature. Government have framed various rules and regulations
on different items of such house-keeping jobs. These are not only to regulate and safeguard
Govemment's interests but also to protect the interest of staff on service matters. All these
are to be implemented as per Government directives contained in the rules and regulations
on the subjects.

4. As will be seen from various Rules and orders issued by Government, the primary
responsibility for preparation of Budget Estimates, Control of Expenditure, Maintenance of
accounts, looking after Recruitment and other staff matters, maintenance of discipline and
decorum in the office, purchase of stores, etc., is entrusted to the Head of Office.

5. Under the pm\/isions contained in Central Treasury Rules/ Receipts and Payments
Rules, the Head of Office authorizes a junior officer to carry out his functions of drawal of
money from Government and payments. This officer is called the DRAWING AND DISBURS-




ING OFFICER whose main functions are to look after the regulation of receipt of Govern-
ment money and incurring expenditure and also keeping the accounts of the office on behalf
of the Head of Office. In most of the offices, the DDOs are also authorized to look after the
duties concerning establishment and administration, e.g, maintenance of service records
including attestation of service book entries, purchase of ‘office equipment/ stores, etc.

6. The individual office is at the grass root level in the Government set up and the re-
sponsibility of running such an office efficiently lies with the Head of Office, assisted by the
DDO on financial/accounting matters and in some of the establishment/ administrative func-
tions. If all the Rules and Regulations framed by the Government on regulation of expendi-
ture, maintenance of accounts, staff matters and general administration are followed strictly
In accordance with various provisions contained therein, by the Head of Office/DDO in an
office, that particular officer is considered as efficiently run. When all the offices are run
likewise, the entire Government set up can be taken as efficient and strong at least in so far
as the finance and administration subjects are concerned. The Heads of Offices and the
Drawing and Disbursing Officers thus play a vital role in the efficient functioning of the Gov-
ernment.

The need for complete knowledge of basic provisions of rules:

7. In order to carry out these functions in an effective manner, the Head of Office is given
the required powers, both financial and administrative. Apart from appointing a junior officer
to function as Drawing and Disbursing Officer, the Head of Office authorizes him to exercise
some of his administrative powers. The Head of Office and the DDO should first acquaint
themselves with their powers. There are Rules on financial and service matters which are
followed by numerous orders/administrative instructions. All these are available in different
books, viz., General Financial Rules, Delegation of Financial Powers Rules, Central Trea-
sury Rules (since brought out in the form of Receipts and Payments Rules consequent on
the Departmentalization of Accounting System in Civil Departments), Fundamental and Supple-
mentary Rules, CCS (CCA) Rules, CCS(Leave) Rules, CCS (Pension) Rules, etc. There are
also other Rules framed for service benefits, viz., GPF Rules, TA/LTC Rules, House Building
Advance Rules, etc. it will be practically difficult for Heads of Offices/DDOs (more particularly
when most of them are from a cadre other than Accounts/ Administration) to go through all
these books independently and become conversant with various provisions contained therein.
No doubt, they are assisted by junior staff on these subjects. But it is essential that the Head
of Offices/DDOs become conversant with at least the basic provisions of these rules as they
are expected to take independent decisions on such subjects within their powers.

8. It is with a view to facilitating a quick and easy understanding of these rules essential
for day-to-day transactions and administrative work in an office by the Heads of Office/Draw-
ing and Disbursing Officer, main provisions and procedures to be followed. For dealing with
any specific cases of complicated nature, the relevant original books on the subject may be
referred to.
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Accounts General, Tripura

fam—y
.

Awareness about Voucher Level Computerization of AG
Office. :

Role of DDOs in improving of quality of accounts.
Common deficiencies noticed inVouchers /Challans,
Timely submission of DCC Bills and UCs.

Correct depiction of Classification on Bills.

Non-mentioning of GPF Account Nambers in GPF
Schedules.

Splitting of AC bills by DDOs.
Expenditure without Budget Provision.
Misclassification of Freedom Fighter Pensions.

Non Reconciliation of Receipts and Expenditure with
TOs/STOs by the DDOs,

.

Sthes WwN

SYv®

Relationship with AG.




Structure of Government Accounts

Heads of Accounts:

v'Receipts Head from 0021 to 1606

v'Revenue Expenditure Head from 2011 to 3606
v'Capital Receipts Head- 4000

v'Capital Expenditure Head from 4046 to 5475
v'Public Debt Head from 6001 to 6005

v'Loans and Advances Head from 6075 to 7615
v'Public Account Head from 8001 to 8797

. . . .

> To have effective control over expenditure by the Departments,
Controlling and Disbursing Officers subordinate to them should-

Prepare and present bills for “charged” and “voted”
expenditure separately (Rule 138(v)- CTR).
Enter on each bill the complete accounts classifications from

Major Head down to the Object Head of Accounts (Rule
138(v)-CTR).

¢ Maintain Bill Register in Form TR 28- A.

e *

Maintain control of expenditure against
grant/appropriation and ultimate responsibility of the
authority administering it.

Follow conformity of Budget Heads with rules of
classification.
Mention Plan, Non-Plan and CSS expenditure clearly.

Follow proper guidelines for classifying GIA under Capital
Heads of accounts unless otherwise specified.




Computerization of Accounts

> Youcher Level Computerization:
® The compilation of accounts has been computerized by IA&AD

which has become operational in A.G. (A&E) Tripura from
2002-03. The project is called Voucher Level Computerization.

The inputs for the compilation of accounts are receipt challans,

receipt schedules, p:gment vouchers, compiled accounts and inter-
_government transactions received from other accounting offices

and Reserve Bank of India. Approximately, 55000 to 60000
vouchers/challans are compliled every month.

>  Objectives of VLC:
*  Improvement in quality of accounts.

®  Accurate, timely and rellable information for all levels of
expenditure,

. Timely submission of Monthly Accounts and Annual Accounts.

®  Speedy reconciliation of accounts — etc.
»in Voucher Level Computerization system, the accounting information should be
correct and proper as per accounting structure as

*Budget data is captured prior to compilation.

*Heads of accounts accounts are with reference reference to List of Major and

Minor Heads of Accounts,

*Misclassifled expenditure/receipts are triggered by system.

Structure of Government Accounts

»Classification of transactions in Government Accounts:
As a general rule, classification of transactions in Government
Accounts, should have closer reference to functions, programmes
and activities of the Government and the object of revenue or
expenditure, rather than the department in which the revenue or
expenditure occurs.

»Structure of Government Accounts:
Government Accounts followed 6 tier 15 digit classification from

b




. s . ki
- Check pay bill deduction and deduction shown on Schedules.
* Check Gross payment and Net Payment.
¢ Enclose all Deduction schedules with the bills,
Check Arithmetical accuracy of bills.
. » Enter correct head of accounts on Schedules for deductions made
from the bills,

* Mention correct GPF account number on GPF Schedules and
. Pay bills clearly .
* Mention proper classification for reduction of expenditure.
+ Prepare Pay bills separately group wise e.g. groupA,B.C& D
¢ Mention Loan Account Number on Loan recovery Schedules.
* Prepare separate schedule for recovery of Principal of and
Interest for Loans.

* Prepare bills with reference to sanction letters of expenditure.

Deficiencies noticed in Vouchers/Challans
»Expenditure under unauthorized Head of Accounts:
* It has been noticed that expenditure was incurred
under the Major Head 2252 which is unauthorized sine

it does not exists in the List of Major and Minor Heads
of Accounts.

»Implications:

* Such kind of expenditure attract adverse comments in
Appropriation Accounts. :

* Non reflection of expenditure in Government
Accounts.

¢ Affects preparation of Budget.

¢ Invites Legislative inconvenience to the Government.

® Violates Financial Rules.

® Increase Suspense Balance of the Government.




Deficiencies noticed in Vouchers/Challans

>Expenditure under wrong demand number:
® It has been noticed that budget classification are not followed
by DDOs while preparing the bills - e.g.
v'2225-01-001-33-09-01 Demand No.19 does not exist in

Budget.
v'2225-02-271-33-09-01 Demand No.19 does not exist

" in Budget.
v'2225-02-001-33-09-01 Demand No. 31 does not exist

in Budget.
»Implications;

+ Incorrect reflection of grant wise expenditure in the

Government Accounts. -
¢ Difficulties at the time of reconciliation.

® May lead to incorrect information to the Legislature and

stakeholders.
* May lead misappropriation of Government money.

* Excess in one grant and savings in anothex:

*» Increase Suspense Balance of the Government.

Deficiencies noticed in Youchers/Challans
Expenditure incurred without Budget Provision:

* While compiling the vouchers it has been noticed that

DDOs are  preparing bill and incurring
expenditure without budget provision- e.g.

2552-03-57-86-21 under Demand no 19,20 & 39 does
not exist in the Budget for 2013-14.

Implications:

* Difficulties at the time of reconciliation.

® Incorrect reflection of expenditure in the
Government Accounts.

* Adversely impact decision making/preparation of
future Plan activities

i;y the Government
*Subsequent regularization by the Legislature.
® Affect Budget preparation.




Deficiencies noticed in Voucheré/Chailans

> Classification and accounting of recoveries of
overpayment/unspent:

* Recoveries of overpayment whether made in cash
or by deduction from payment vouchers
shall always be taken as reductibn of
expenditure under the appropriate expenditure
heads concerned irrespective of the year to
which such recoveries relates
(Rule 35 - Government Accounting Rules-1990)

. .Capital receipts for previous capital expenditure

should be credited to capital heads of account
except under a special rule or order of the
Government

(Rule 31 (2)(e)Government Accounting Rules 1990)

Deficiencies noticed in Vouchers/Challans

*Observations:
v Unspent/overdrawan amount of previous years

sare deposited under Revenue Receipts.
6 tier classifications, Grant Number, Plan/Non-

glan — etc. are not mentioned in the challans
epositing money for overpayment/unspent.

v/ Reduction of expenditure has not been taken care
of by the Departments while arriving at total
expenditure.

Implications: -
® Incorrect inflation of revenue.
® No reduction in expenditure

® Incorrect depiction of Revenue and Expenditure in
Annual Accounts

® Difficulties at the time of Reconciliation




Deficiencies noticed on Vouchers/Challans

»Refund of Revenue:

® Refund of Revenue should be paid from the

concerned Revenue heads of accounts
(Rule 401-CTR).

® The bill for Refund of Revenue should be prepared
in Form TR. 41

Observations:

Refund of revenue is paid from the expenditure
heads of account.

Implications:
¢ Inflate Expenditure
® Inflate Revenue Receipts

Deficiencies noticed in Vouchers/Challans

> Incorrect classification of Deductions on Challans:
® GPF Subscription under Major Head 7610 instead of 8009,
® Group Insurance under Major Head 7610 instead of 8011
* Recovery of Medical Advance under Major Head 7610

instead of service head.
* Recovery of Income Tax ‘ under Major Head
0021instead of 8658-112 TDS.
Implications: :
* Deduction of GPF subscription and GI under 7610 results in
missing credits to individual GPF Account and GI

Account and cause inconvenience to the subscribers and
inflates actual recovery of under Major Head 7610,

* Income Tax could not be remitted to CBDT if deducted
under wrong head of accounts and results in discrepancy
between A.G’s figure with DDOs figure.
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Abstract Contingent (AC) Bills
> Abstract Contingent Bills: .
No AC bill is preferred/drawn unless DCC bills- are

submitted for previously drawn AC bills. A certificate is
to be attached to every abstract contingent bill to the

effect that the detailed contingent bills have been
submitted to the controlling officer in respect of

abstract contingent bills drawn more than a
month before the date of that bill. On no account may

and_abstract contingent bill be cashed without this
certificate.

Amount drawn on AC bills should be adjusted within 3
months form the date of drawls.
»Observations:

Splitting of AC Bills.

AC bills are preferred without submission of DCC bills
of previous  AC bills drawn.

AC bills are pending for long time.

In most cases DCC bills are not submitted within the
prescribed time limit.

Abstract Contingent (AC) Bills
v Implications:
*Prolonged non-submission of DCC bills render the
expenditure under AC bills opaque.
*Parking of Government money outside the
Government Accounts.
*May lead to misappropriation.
" sAffect Government investment in 14 days Treasury
Bills by RBI and thereby loss of interest.
>Non mentioning of Bill number and Date on DCC Bill,
DCC bills are submitted by the DDOs without number

which results in non adjustment of AC Bills and increase
the outstanding balances under AC Bills.




Utilization Certificates (UCs)
> Submission of UCs for amount drawn by GIA bills:
¢ Utilization Certificates in respect of Grants provided for
" specific purposes should be obtained by the Departmental
Officers from the Grantee and should be submitted to AG’s

Office within 12 months from the closure of the financial
year (Rule- 212(1) — General Financial Rule).

Observations:

» It has been observed that UCs are not submitted to the
Accountant General within the specified ttime limit afd
lying pending over a period of time.

Implications:

* Non receipt of UCs indicates absence of assurance on

utilization of grants for intended purposes




PROVISIONS RELATING TO AUDIT

1) What is Audit?
The person whose duty is to check the accounts become known as ‘Auditor’.
The word ‘Auditor’ is derived from Latin word ‘Auditor’ means ‘ Hearing’.
2) Constitutional provision .

Before going to discuss about the system/procedure of Internal Audit in a
state, Constitutional background of audit in pre and post independence of
India is enlighten here in brief. Immediately before the commence of the
Constitutional of India, Auditor General of India performed the duties and
exercised powers under Govt. of India (Audit and Accounts) order, 1936.
Consequently with the commencement of the Indian Constitution i.e. the
period in between 26-01-1950 and 14-12-1971, the C & AG of India
performed duty and exercised powers as were available to the Auditor
General of India under the said order as adopted later under the India
(provisional constitution) order 1947, Article 149n of the Constitution and
thereafter through C & AGs (duties, power & condition of service) Act. 1971
defining function, duties and power of the C & AG which was passed in the
parliament in 1971. So, as regards audit in India, C & AG of India appointed
by the President of India under Article 148 of the Constitution, is the
supreme. So far as C & AGs (DPCS) Act. 1971 is concerned, compilation of
accounts is guided under section 10 to 12. Provisions relating to audit are
embodied in sections 13 to 21, 23 and 24 of the Act. Section 22 enables the
Central Govt. to make rules after consultation with C & AG for carrying out
the provision of the Act. In case of a state, these duties have been vested
with the State Accountant General. Now in most of the State of India, there
are two Accountant General, one for Audit and other for Accounts and

Entitlement with effect from 01-03-1984.




3. Audit objectives

Broadly, audit objectives are of the following nature:-

i) Objectives of audit should be unbiased, impartial, free and fair:

ii) Due observance of the laws, rules, procedures to safeguard the
financial interest of the Govt.

iii) Achievement of economy, efficiency and effectiveness in
implementation of mandated activitieé of the Govt.

iv)  Money should be drawn out of the Consolidated Fund of India/State

without deviation from the financial rules.
4. Function of Audit

Audit plays and indispensable part in the financial system and is an one of the
important organ in necessary to ensure the sound functioning of the
parliamentary democracy. It is the main instrument to secure accountability of
the executive to the Legislature. Audit assist the Parliament/Legislature have been

utilized for the purpose intended.
8. Background

8.1 The Accountant General of Tripura is the statutory auditor for the state of
Tripura for conducting statutory audit. The Audit Directorate was set up under
Finance Department, Government of Tripura for carrying out internal audit in
various Government Departments and audit of accounts of Rural Local Bodies and

Urban is State of Tripura. The Directorate of audit have two wings:

Internal Audit Wings : The internal audit wings conducting internal audit in 27
Administrative Departments within the State of Tripura. List of Departments
functioning under Government of Tripura and the list of Departments covered by

the given in Annexure - 1.




Local Fund Audit Wings : Directorate of Local Fund /Audit, Tripura is
conducting audit of local bodies and government managed/aided institutions. It is
functioning under . the administrative control of Finance Department and a

separate Directorate has been formed w.e.f. 2011.

Authority : GO No. 10, File No. 1(7)/AUD-DIR/AUD-DIR/AUD/2004, Dated 29t
October, 2005.. S

6. Organizational Setup/Internal Audit Structure

6.1 The audit personnél of Audit Directorate are working directly under the

control of respective head of the Finance Department.

6.2 The Finance Department exercise certain powers and control on Directorate of
Audit/personnel working under them as per delegation of powers by the Finance

Department.
7. Scopé of Internal Audit

7.1 Th¢ IA teams shall be responsible for test checking the initial account record,
subsidiary registers maintained in the accounting formation of the department as
also the executive offices with a view to ensuring that rules and regulations are
followed correctly and systems and procedures regarding accounting and financial
matters are adequate. The internal inspection shall inter-alia cover checking of all
accounts records including those relating to fund account, loans and advances
and records pertaining to purchases, civil works, physical verification of stores,
equipment, tools and plant. Independent party. Beside the expenditure & revenue

factor, the risk indicators are being applied at the time of conducting the audit.

7.2 No Internal Audit team shall undertake any investigation which is not strictly
within the scope of internal inspection. In no case, speciaI investigation of any
within the scope of internal inspection. In no case, special investigation of any
kind shall be undertaken at the instance of administrative authorities, even
though no extra time is required, without the prior approval of Directorate of




Audit. Similarly, the inspection party shall not undertake any enquiry or
investigation on its own or on a complaint received from the public. All such cases

shall be referred to the Directorate of Audit for instruction.

7.3. When any enquiry or investigation is conducted on the specific instruction of
the Directorate, such enquiry of investigation shall stri;:tly be confined to the
recorded facts only. It shall, however, be appropriate in such cases not to confine
the examination to the particular case only but to scrutinize a few more cases of

that kind to ensure that the irregularity is not of a general nature.

7.4. The results of the enquiry of investigation shall be included in the Internal
Audit Report and the attention of the Head of the Unit shall be invited to the
relevant Para thereof separately. The cases of serious financial irregularities,
where the Head of the Department fails to take appropriate action within the

reasonable time, shall be brought to the notice of Director, Audit.

7.5. Before conclusion of the internal audit of a Department/unit, the Audit

Officer must have an ‘exit’ conference with the Head of the Department.
8. Duties of Internal Audit Team

8.1 Internal Audit team should conduct a general review of all the accounts
records maintained by an office since the last inspection or in cases of new units
since the formation of the office. Apart from the general review it shall also
conduct a detailed check of accounts records of one month in a year as decided by
Inspecting Officer. The percentage of bills/vouchers/cases etc. other than those
pertaining to the accounts records of the selected month to be checked in detail in
internal inspection as part of the general review of the accounts of an office, will
be left to the discretion of the head of the internal inspection party. The duties of
the internal inspection party shall inter-alia include the following.

I) Study the accounting procedures prescribed for the Department with a view to

ensuring that they are correct, adequate and free from defects or lacunae.




II) Watch the implementation of the prescribed procedures & the order issued from

time to time.

III) Scrutinize and check payments and aécounting work of the accounting units.
IV) Investigation of important areas in accounting and other connected records.
V) Periodical review of all accounts records.

V1) Pursuance/ settlement of objections taken in audit report issued by Internal

Audit and other matters relating to Internal Audit.

VII) Examine and report irregularities brought to notice by the Drawing &

Disbursing Officer.
VIII) Scrutinize purchase procedures in the office inspected.

IX) Checking of procedures in regard to disposal of assets to ensure that adequate

procedure exists for scrapping/condemning and the same is followed.

X) Scrutiny of general office management procedures adopted by the Head of
Office locally where there have financial and accounting implications so as to
suggest tightening up of administrative and financial control saving in expenditure

streamlining or of accounting.

XI) During the internal inspection of a Drawing & Disbursing Officer, Internal
Audit team shall verify by referring to the vouchers etc. through which the
advances were drawn that payment entries are made properly in the pay bill
register and that recoveries are being effected regularly from the government
servant concerned and check the correctness of the entries in the monthly
abstracts of recoveries especially entries relating to transfer in and transfer out

casces.




9. Special audit:

9.1 The Secretary (Finance) or any officer so authorized shall give due
consideration to a request for special audit of a programme, project or

organization within the audit jurisdiction provided that every such request:

(i) Is made with the approval of the Head of the Department /Head of the Office of
the concerned Department/office;

(i) Shall state the justification and reason that necessitates a special audit,
including the results of any preliminary inquiry, investigation or study that may

have already been conducted; and
(iti) Specify the period to be covered in the special audit.

9.2 The decision of the Secretary (Finance) or any officer so authorized in regard to
the special audit shall be final.

9.3 Reporting the results or Special Audit : The Director of Audit shall report the
results of the special audit to the Secretary to Government of the Concerned
department and also report these results to the Secretary to Government, Finance

Department.
10. Audits Units
10.1 Category

A list of departments/offices subjected to local audit or Inspection by Internal
Audit shall be maintained in Audit Section at Head Quarter. Auditee units are be
categorized as A, B & C on the basis of volume of transactions and the audit of
which will be taken up as Annual (A) Biennial (B) and Triennial (C) items

respectively.

Units having expenditure A category To be audited annually
more than Rs.1 crore

excluding establishment

Units having expenditure B category To be audited bi-
between Rs.25 lakh to annually
Rs.1 crore




Units having expenditure C category To be audited once in
less than Rs.25 lakh three years subject to
availability of audit

personnel

10.2 Duration of Audit

The time in terms of working days for the three categories of units should
be fixed in the following way.

Category A units 8 to 10 working days
Category B units 6 to 8 working days
Category C units 3 to 6 working days

Audit programme will be drawn up with such number of working days as found

necessary for the period of accounts to be undertaken for audit:
10.3 Composition of Audit Parties -

In consonance with categorization of units Ihspection parties should also to

categorized as category A, B & C in the following way:

Category of party Composition Quantum of supervision
Category ‘A’ party shall 1 Sr.AO/AO 100% supervision
consist of 2 AAO AO/Sr. AO.

_ 2 Auditor _
Cétegqry ‘B’ party shall 2 AAO T50% supervision AO/ Sr.
consist of 1 AO AO

2 Auditor

Category ‘C’ party shall 1 AAO Partial supervision AO/
consist of 2 Auditor Sr. AO - '




10.4 Assistant Audit Officer
Brief job description of Assistant Audit Officer is given below:

(A)As a Sectioﬁ-in-Charge of Audit Section at Headquarters, Assistant
Audit Officer shall perform the following tasks:
i) To supervise and facilitate the work of Dealing Assistants (Auditor).
1) To develop a detailed audit plan based on apf)roved audit programme

including interaction with Head of Office/Officer/In-charge of audit.

Audit Interaction at planning stage means interaction with senior most
officers of the Department to understand their requirement/direction/focus

etc.

ilij To make periodical supervision of audit works at audit unit and
review vouchers/records audited by the Auditors and submit a report
to his/her Higher Authority immediately indicating the irregularities,
mis-appropriation or defalcation of cash or any lapses noticed in the
auditee.

iv) To examine the Half-margin memos issued by the audit parties and
replies furnished by the auditee.

V) To provide support to the auditor to draw the conclusions on the
observations raised, basing on the compliance received.

vifj To ensure completion of work on time. Extra time or handhold
support if required will be intimated to the Higher Authority
immediately.

viij To discuss with the concerned Head of the auditee regarding the
irregularities, defects, omissions, misappropriation etc. detected
during course of audit and try to settle the paras as far possible

before completion of audit.
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viiij To review and finalize the draft audit reports prepared by Auditors
after completion of audit. Scrutiny the draft audit_reports and ensure
adequacy and reliability of data/information in the report submitted
by the Auditors and suggest for improvement, if any.

ix) To give suggestions in the draft audit report for improvement in the
system of Audittee, if required.

X) To submit the draft audit report to the Higher Authority for approval
within 7-days from the date of receipt of draft audit report.

xi)  To coordinate with higher authority for approval of the audit reports.

xii) To take follow up action on the compliances furnished by the auditee

in respect of audit reports.

B) As a Head of Audit Party (Team Leader), Assistant Audit Officer shall
perform the following tasks;

xiiijj To inform the auditee office well in advance preferably before 15 days
to keep requisite records ready for the audit.

xiv) To collect information from Administrative Department before
commencement of audit about the functioning of the Auditee and
accustom him/herself with specific Acts & Rules/Guidelines/Scheme
operating details and Government instructions governing the activities
of the office/establishment.

xv) To introduce the team to the Head of the auditee on the first day of
commencement of audit and appraise him/her the purpose, time
schedule, and records to be provided by the auditee for smooth
progress and completion of the audit within the time schedule.

xvi) To perform risk assessment, internal controls review etc. at field
offices as per guidelines. Based on assessment results, prepare a
detailed audit plan for the particular office such as:

1. Areas of audit focus,
2. Sampling methods/techniques to be followed, if applicable

3. Emphasis to be given for detail checking on risk based areas.




xvii)

xviii)

Xix)

xxi)

xxii)

xXXiii)

XXiv)

Xxv)

xxvi)

To develop a systematic work plan in consultation with the team
mate(s) keeping in view the time allotted, volume of the work at hand
and distribute the work according to the work plan

To conduct a general review of all accounts and records maintained
by the auditee.

To make a requisition for production of records to be verified.

To record the position of opening balance and closing balance of the
Cash book with details of break up and analysis of closing balance for
the period covered under audit.

To bring to the notice of the higher authority if any extra time or extra
hand or both are required for the audit.

To review functioning and performance of different scheme
implemented by the Department.

To review funds released out of the budgetary provision and utilized
for the purpose for which it was sanctioned.

To visit Banks, Treasuries or other offices if required, to examine or to
refer to any material or documents in connection with audit.

To take assistance of technical persons if required for verification of
any work site under orders of the Government.

To conduct test check of stock of selected samples if necessary, and

record the findings in the corresponding stock register.

xxvii) To review the position of pending audit reports and paras and

expedite the compliance.

xxviii) To scrutinize vouchers and relevant records with reference to existing

XXix)

laws and different circulars and instruction of Government issued
from time to time.

To report to the Department promptly on irregularities of important
nature like loss of money or stores by means of embezzlement, theft,

mis-appropriation etc. detected in course of audit.




xxx) To report on progréss of work weekly to the Internal Audit Officer cum
Under Secretary/Audit Officer in the prescribed format.

xxxi) To collect relevant documents and information from the auditee for
drafting of audit reports before corppletion of audit.

xxxii) To discuss with the Head of the audittee before closure of the audit'
about the objections pointed out by auait.

xxxiii) To draft the audit report with assistance of the Auditor and submit
the same to the next higher -authority within 5-days of the date of
completion of audit.

xxxiv) To give views on the quality of accounts maintained by the office and
suggest for improvement, if any.

xxxv) To specify the names of the official/officials .respo'nsible for financial
irregularities leading to misappropriation or loss of Government
money.

xxxvi) To perform any other duties assigned by the Higher Authorities.

13.5 Auditor
Brief job description of the Auditor is given below:

xxxvii) To visit to the auditee to carry out internal audit in accordance
with the approved audit programme.

xxxviii) To issue requisition to the head of office/Drawing & Disbursing
Officer for production of relevant accounting records, registers, files
and other documents required to be checked in course of audit.

xxxix) To conduct physical verification of the cash book and cash balance on
the date of commencement of audit. Findings of the physical
verification shall be reported in Internal Audit Report.

xl) To obtain a general view of all accounts, records maintained by the
auditee to prepare detailed plan of audit.

xlij To evaluate the effectiveness of internal control system followed in the

auditee.




xlii)

To review the compliance with the existing financial rules, regulations,
procedures etc. and executive instructions/orders issued by the

competent authorities.

xliii) To conduct a detailed check of accounts of records of the period as

xliv)

xlv)

xlvi)

given in the approved audit programme.

To conduct a detailed check of selected samples.

To verify whether the Cash Book is written in the prescribed form and
maintained.

To verify the correctness of opening balance, totaling of receipt and
expenditure shown in the cash book and closing balance for the

period of audit.

xlvii) To examine the receipts and disbursements with reference to relevant

supporting documents and registers.

xlviii) To identify the areas of wastage of resources, cases of general misuse

xlix)

])
1i)

L)

lii)

liv)

of funds or properties and misappropriations of financial resources, if
any.

To verify the reconciliation statements pertaining to bank and
advances.

To verify the status of submission of Detail Contingency (DC) bills.

To verify whether parking funds in banks etc. beyond authorized
period, if any

To conduct review of the procurement procedures of goods and
services adopted by the auditee.

To conduct performance review of specific scheme objectives and
outcomes, if any applicable for the auditee. (for this purpose he/she
shall refer to the performance audit guidelines prescribed by the
Finance Department).

To conduct review of the utilization certificates position on different
schemes and report the outstanding position as per the prescribed

format.




lv)
lvi)

Ivii)

Iviii)

lix)

Lx)

Ixi)

To maintain to register for indicating progress of audit done on daily

basis.

To conduct review of the status of past audit reports, AG audit
objections and other audit findings and its compiiances.

To conduct review of the budgetary compliances such as timely
release of grants/allotments, expenditure as per allotments, re-
appropriation if any whether as per rules or not.

To issue Half Margin Memos in duplicate to the Auditee for the
objections raised during audit (original copy to be handed over to the
Auditee by keeping the duplicate copy with the Auditor) and review its
compliances.

To prepare draft audit reports in the prescribed format enclosing
relevant documents.

To submit the draft audit report to the Asst. Audit Officer or Audit
Officer within 5-days of the date of completion of the audit.

To perform any other duties assigned by the Higher Authorities.

- 14, Structure of Draft Internal Audit Report.

The Draft Internal Audit Report s which contain the result of local
audit should be drawn up on the following parts:

14.1 . Part -1

i) Introductory.

ii) Incumbency of Head of Office, Drawing & Disbursing Officer etc.

ilifj Fund Received and expenditure statement for three years
preceding the date of audit as prescribed in form number 2.
iv)Schedule of persistent irregularities /highlights.

v)Outstanding objections from previous Internal Audit Reports in brief

. and review thereof.




142 Part ~-1I

This part should be sub-divided into the Section ‘A’ and B’ as shown under:

Section A: Consisting of major and important irregularities, i.e. irregularities
involving recoveries, questions of principle or losses, etc., which are likely to

reported to Government.

Section B: Consisting of irregularities which though not major but are to be

brought to the notice of higher authorities and pursued by the Director.
14.3 Part III: Test Audit Note

This part of the audit and inspection note will contain minor and procedural
irregularities which could not be settled on the spot. The procedural irregularities
in respect of which the head of office has held out assurances about following
carrect procedure in future should be noted in TAN. The irregularities on the
following points unless involving substantial amounts/major irregularities will

invariably be included in the Text Audit Notes :

vi)  Reconciliation with the Treasury.

vi)  Physical verification of stores.

viii) Points relating to log books (unless recovery of more than Rs.500 in
involved).

ix)  Points relating to service books (unless recovery of more than Rs.500
involved).

X) Leave account.

xi)  General deficiencies in cash book.

xij) Points relating to non-maintenance/ improper maintenance of
stationery register : trunk call register: stamp register and store
register.

xii) Non-production of records/registers of routine nature.

- xiv) Wanting APRs (APRs are now required to be retained in Departmental

offices).

xv) Non-deposit of security/surety by the officials handing cash/stores.

xvi) Any other point which in the opinion of the Inspecting Cfficer merit

mention in the Test Audit Note.

-Eld




The Test Audit Note should be prepared in duplicate and first copy iésued or the
spot to the Head of the Ofﬁce/‘Drawmg & Disbursing Officer under signatue of
Assistant Audit, Ofﬁcer or the Rev1ew1ng Ofﬁcer .1f supervision prov1ded for. The
acknowledgement of the Head of Office/Drawing & Dlsbursmg Officer may be the
carbon copy which should be attached with the. draft Audit and Internal Audit
Report. In the Draft Internal -Audit, Report under Part - III a mere mentlon to the
effect that a Test Audlt Note * containing minor irrégularities have been handed
over to the Head of Office separately for necessary compliance theréto. Test Andit
Note does not require a reply in detail but the compliance of the objec:ioas
detailed in the Test Audit Note should be seen at the time of next audit whle
conducting review of the old objections. In case no Test Audit Notes are issued dy
the Local Audit Party, the fact should be mentioned in Part-III of the Audit and
Internal Audit Report. Objection failing under TAN need not be registered in’ tae
Objection Book. (Proforma of TAN given in form no . 3).

15. Submission of Draft Internal Audit Reports.

15.1 Draft Audit Notes w1th the endorsement of acceptance of facts stated therein
or comments of the Departmental Officers Voncerned and where possible draft
paras should invariably be dispatched to Head Office within one week of the

completion of an audit.

Note 1: Whenever the submission of the draft internal audit report report counts

from the last day of audit.

Note 2. Wherever the submission of the Draft Internal Audit Report is delayed by
a Assistant Audit Officer by more than 7 days a reminder shall be issued from thz
Head Office on Thursdays and Mondays under the signature of the Assistant
Audit Officer. If it is delayed by a further period of 3 days another reminder wil
issue under the signature of the Deputy Director. Assistant Audit Officer shouli
attach all those reminders with the draft audit note with his explanation for the
orders of the Deputy Director when Auditors dealing with the audit note is

responsible for the compliance of these orders.

15.2 All DIAR should be accompanied by a forwarding memo in form of Title Sheet
which should be properly filled in. Any serious matter of outstanding importance
which should go into the Report Section should be intentioned specifically thereir.

15.3 ‘A statement in the proforma given below indicating duties allotted and work
done by each member of the field party bearing dated signature of the auditer

concerned should be appended with each audit and inspection note.
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15.4 In case no objection memos are issued during an audit the fact should be

clearly noted on the forwarding memo.
16. Time Schedule of Dealing with Draft IAR.

16.1 In the headquarters Govt. & Local Fund Audit section, the Internal Audit
Reports should be given priority and must invariably be submitted to the Deputy

Director concerned within seven days of its receipt. After scrutiny and editing at
headquarters, the draft Internal Audit Report as finally approved by the Secretary

(Finance) shall be got typed in requisite number of copies and shall be issued
under signature of Senior Audit Officer to the offices/departments inspected
within one month .(30 days) of the date of completion of their audit. The period of
one month for issue of Internal Audit Report from the date of completion of the

audit has to be computed as under:

For the receipts of the
draft report from the
audit party (the draft
report is expected to be

5 working days discussed  with the
officer-in-charge before
24 working days, say one | the closing day of
month inspection).

. For the section to submit

5 working days the report
. For the Gazetted Officers

4 working days

to pass the report.

For the Final Generation

10 working days & Final Copy by section.

16.2 The Head of the Office concerned is expected to furnish replies to the Internal
Audit Report through his Controlling Officer/Head of Department within 3 weeks
of the receipt of Internal Audit Report. In any case, the period of receipt of the first
‘reply should be within 4 weeks from the date of issue of Internal Audit Report
‘Unusual delays should be brought to the notice of the next higher authority. To
expedite replies to the outstanding internal audit reports, the following procedure

:should be observed for issuing reminders.

i) Ordinary reminder should be issued, if reply is not received within 4 weeks of
the issue of the Internal Audit Report.

ili) Second reminder should be issued, if reply is not received within six weeks of

tthe issue of Internal Audit Report.
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iii} Demo Official (DOj reminder should be issued to the Head of the Office, if reply
is not received within two months of the issue of the Internal Audit Report. Such
reminders will be issued over the signature of the Deputy Director.

iv)Second D.O. reminder over the signature of Director should be issted two and a
half months after the issue of the Internal Audit Report, if replies are still not
received. '

v)D.O. letters should be issued to the next hxgher authority if replies are not
received within three months. It should be followed by another reminder after two
more weeks. The D.O. will be issued under the signature of the Director.

vi)D.O. letter should be issued over the signature of the Director to the higher
authority, if replies are not received even within six months of the issue of the
Internal Audit Reports.

On receipt of satisfactory replies, Headquarters Section will settle the concerned
objection. The remarks dropped vide letter No............... dated should be recorded
against the relevant Para of the Internal Audit Report in case satisfactory reply in
respect thereof is received and approved by the Audit Officer/Sr. Audit Officer.

A copy of detailed objections raised up to 31#t March of previous year (financial
and remaining unsettied on 30% September should be furnished to the
Department Concerned by the 15t December.

17. Settlement of outstanding paras

17.1 While dealing with outstanding objections or paragraphs of previous reports,
the Inspecting Officer should give a brief gist of each para in the previous
inspecting reports the latest position including the reasons as to why it is
outstanding and his recommendations as a result of the discussion which he had
with the departmental officers. This review should be in the proforma enclosed
and the review report should be put upto the Finance
Department/Director/Deputy Director for orders on the recommendation of the
Inspecting Officer as to whether the para -may be treated as settled or should be
pursued and if so, in what respect.

18. Sum instances of common nature of irregularities noticed during the local
internal audit and consequently incorporated in the Draft Internal Audit Reports
for action taken by the authority (Statement — X).

Prepared by:-

“g&:«' o\M-QI
Sr. Abgit Officer Wy

Directorate of Audit.




Statement-X

Statement showing the common observation/irregularities found in the
Local Audit in the various government Offices / Panchayat Raj Institution
[/ Urban Local Bodies and Authorities

The following are the various categories of audit objections raised at the time of local audit
and incorporated in the Draft Inspection Report as period covered by audit and submitted to
the Director of Audit for finalisation and approval for issue to the auditee units.

Faulty planning leading to idle investment.

Irregular drawal of fund through FVC.

Extra liability due to deviation from approval payment.
Non-utilization of central assistance/ ACA.
Un-authorised deviation of fund.

Un-fruitful expenditure.

Avoidable time and cost overrun.

Idle and avoidable expenditure.

Un-due financial benefit to contractor.

10.  Un-satisfactory progress of project.

11.  Short realisation / Non deduction of VAT/IT.

12.  Loss due to excess consumption of fuel/etc.

13.  Loss of revenue due to non-deduction/non-deposit.
14.  Non-utilization of Edusat Network for Education purpose.
15.  Blocking of Public fund on idle store.

16.  Suspected / Misappropriation.

17.  Advance lying outstanding.

18.  Revenue recovered at the instance of Audit.

19.  Non-maintenance of Records/Register.

20.  Release and use of TFC grants.

21.  Non-maintenance of database on the finance as prescribed by the C&AG.
22.  Diversion of grants.

Unspent balance of development fund.

24.  Blockage of construction fund.

25.  Non-submission of Utilization Certificate.

26.  Non-submission of advance.

27.  Wasteful expenditure.

28.  Irregular payment of wages.

29.  Rush of expenditure.

30.  Pending in submission of DCC bills against AC bills.
31.  Locking up of fund received under CA.

32.  ACHhbill drawn.

33.  Extra expenditure and excess expenditure.

34.  Extra avoidable expenditure.

35.  Sarva Shikha Abhijan.

36.  Idle/unfruitful expenditure.

37.  Infructuous expenditure.

WO D W~




38.
39.

41.
42.
43.

45.

47.
48.
49.
50.
S1.
52.

53.
54.
55.

56.
57.
58.
59.

61.
62.
63.

65.
66.
67.
68.
69.
70.
71.
72.

73.
74.
75.
76.

Loss due to failure to finalize the tender.

Irregular drawal of fund.

Misutilization of Cash.

Amount not recovered from defaultmg contractor.

Expenditure on idle staff.

Engagement of excess staff.

Blocking up of funds in long standing un adjusted advance.

Payment of idle pay and allowances. -

Non-recovery of due from contractor.

Excess payment made for hiring charge.

Non-deposition of VAT into Govt. A/C.

Irregular payment of Medical reimbursement bill.

Retention of fund drawn by FVC bills.

Un-spent fund.

Work executed without estimate, administrative approval and technical sanctioned
and calling of Tender.

Short/non-deduction of P. Tax and LT. etc.

Un accounted Govt. revenue.

Non maintenance of TR-5 for receipts of any fund/ dues/fees/sales proceed/ excess
amount/ undisbursed/ unadjusted amount/Misc. Receipt,

Blocked of fund.

Non-maintenance of records and register.

Non preparation of BRS by DDO.

Outstanding Utilization Certificate.

Irregular payment of LTC/TA/MR.

Violation of Govt. instruction - DFPRT/ GFR/CRT etc.

HRA paid without obtaining House Rent declaration certificate.
Observation on Library Books and undisbursed Stipend.

Payment of excess mileage allowance.

Drawal of fund by FVC but not utilized and lying in cash for years together.
Non conduction of Physical Verification.

Outstanding Civil advances.

Un adjusted LTC advance.

Non-deduction of Licence fees/Rent/Water charge.

Un accounted Govt. revenue. :
Revenue collected neither entered into cash book nor into Govt. A/C.
Payment of mobilization advance without incorporation the interest clause in the
terms and conditions.

Procurement of Computer peripherals without tender or followed the DGSD rate.
Advance lying unadjusted.

Mid-day meal programme and observation.

Mis-utilization of SSA fund.
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