GOVYERNMENT OF MAHARASHTRA
EDUCATION DEPARTMENT

Mararashira Employees of Private
Schools’ (Conditions of Service)
Rules, 1981

NIE-PA DC

WU

0694

3k,

I.Lﬁ

RINTED IN INDIA BY THE MANAGER, GOVT. PHOTOZINCO PRESS PUNE AND
PUBLISHED BY TiIE DIRECTOR, GOVERNMENT PRINTING AND STATIONERY
Y AHARASHTRA STATE, BOMBAY-4

fPrice- Rs. 2-00)



NIEPA DC

i



& g oo woerns Unst,
Tooaomd b 2 of Educational
Flonmg and Aminisiiction

VB SoiAw L s DT 113110006
LOC. 1o D, 69 z”) —
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MAHARASHTRA EMPLOYEES OF PRIVATE SCHOOLS (CONDITIONS OF SERVICE)
REGULATION AcT, 1977.

No. STR. 1081/2/SE-3 Cell.—In exercise of the powers conferred by sub-
sections (/) and (2) of section 16 of the Maharashtra Employees of Private
Schools (Conditions of Service) Regulation Act, 1977 (Mah. III of 1978),
and of all other powers enabling it in that behalf, the Government of Maha-
rashtra hereby makes the following rules, the same having been previously
published as required by sub-section (3) of the said section 16, namely:—

1. Short title.—These rules may be called the Maharashtra Employees of
Private Schools (Conditions of Service) Rules, 1981.
2. Definitions.—(1) In these rules, unless the context otherwise raquires,—

(a) ““ Act ” means the Maharashtra Employees of Private Schools (Condi-
tions of Service) Regulation Act, 1977 (Mah. III of 1978) ;
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(b) ““ aided school " means a school which receives grant-in-aid either
from Governmsnt or a local authority; but does not include a Primary
School recognised by the Municipal Corporation of Greater Bombay ;

(c) “ Chief Executive Officer ” means the Secretary, Trustee, Corres-
pondent or a person by whatever name called who is empowered to execute
the decisions taken by the Management ; ,

(d) “ Directorate ** means the Directorate of Education or, as the case
may be, the Directorate of Technical Education, Maharashtra State ;

(e) * Education Officer "'—

(i) in relation to a private secondary or higher secondary schoo!l or
Junior College of Education in Greater Bombay, means an Educational
Inspector,

(i) in relation to a private primary schoo! in the areas of any Municipal
Corporation or Municipal Courcil, means the Education Officer or the
Administrative Officer of a Municipal Corporation or a Municipal School
Board, as the case may be, and

(iii) in relation to any private school in areas elsewhere in the Statc
"of ' Mahar shtra,”méans an Edacation Officerin’a Zilla Parishad ; -

(f) “ Government " means the Government of Maharashtra :
(g) “ Girls School ”’ means a school in which only girls are admitted ;
(h) * Schedule *’ means a Schedule appended to these rules :

(i) * School Committee "’ means a Committee constituted in accordance
with the provisions of Schedule “ A

(j) “trainad graduate " means a person possessing the qualifications
mentioned in sub-clauses (i) to (vi) of clause (1) of item-11 in Schedule *“ B ”’;

(k) “trained teacher ” means a teacher who has secured a professional
certificate, a diploma or a degree recognised by the Department which
qualifies him for a teaching post in a school :

{!) “ night school " means a secondary or higher secondary school which
admits pupils who have completed eleven years of age and above, and which
teaches the secondary or higher secondary school course for half the daily
working hours of a day school to pupils who arc unable by their daily
avocations to attend day schools.

(2) Words and expressions used but not defined in these rules shall have
the meaning respectively assigned to them in the Act.

3. Qualifications and appointment of Head .—(1) A person to be appointed
as the Head —

(a) (i) of a primary school having an enrolment of students above 200 oy
having Standards I to VII shall be the seniormost trained teacher who has
put in not less than five years’ service; and

(ii) of any other primary school shall be the seniormost teacher in the
school ;
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(b) of a secondary school including night school or 2 Junior College of
Education shall be a graduate possessing Bachelot's degree in teaching or
education of a statutory University or any other qualification recognised by
Government 2s equivalent thereto and possessing not less than five years’
total full-time teaching experience after graduation in a secondary school
ora Junior College of Education out of which at least two years’ experience
shall be after acquiring Bachelor’s degree in teaching or education :

Provided that, in the case of a person to be appointed as the Head of a night
secondary school —

(/) he shall not be the one who is holding the post of the Head or Assistant
Head of a day school, and

(ii) the experience laid down in clause (4) of sub-rule (1) may be as a
part-time teacher.

(2) In the case of appointment to the post of Head of a secondary school

" including night school or a Junior College of Educztion if there is no person with

the teaching experience mentioned in clause () of sub-rule (1) zvailable on the
staff of the school or if the qualified persons, though avedable and eligible,
relinquish their claims for the post of Head and if a Managenient desires to
appoint a person, from the teaching staff of the school who does not possess the
requisite teaching experience mentioned in clause (b) of sub-rule (1), it shall
apply to the Deputy Director for relaxing the requirement. The Deputy
Director may, after recording reasons in writing, grant ot refuse su.ch relaxation.
In such cases, the appointment shall not be made without obtaining the previous
approval of the Deputy Director.

. Nore.—In the case of a graduate teacher already in service in a secondary school or Junior

Tollege of Education for more than fifteen years on the Ist June 1963, the Deputy Director
shall relax the requisite qualifications for appointment of such teacher as a Head.

(3) The Man~gement of a schoo! incliding a night school shzll fill up the
post of the Head by appointing the seniormost member of the teaching staff
(in accordance with the gridelines l2id down in Schedule “F’* from 2mongst
those employed in 2 school (if it is the only school run by the Management)
or schools [if there are more than one school (excluding night school) conducted
by it] who fulfils the conditions laid down in sub-rule (1) and who has a
satisfactory record of service.

Explanation.—For the purpose of this rule, the claim of the senior-most
qualified teacher having satisfactory record of service. far the post of the Head,
may be disregarded only if he, of his own free will, gives 2 statement in writing
to the Education Officer that he has voluntarily relinquished his cleim to the
post. This shall not'debar him from being considered for su:bsequent vacancies
as and when they occur. Such 2 teacher shall record his statement in his own
handwriting before the Education Officer and the latter shall endorse it as having
been recorded in his presence. Such statement once duly made before the
Education Officer shall not be allowed to be withdrawn.



(4) In the case of a girls’ secondary school or Junior. College of Education
for Women, the seniormost lady teacher fulfitling the conditions laid down in
clause (b) of sub-rule (1) and having statisfactory record of service, shall be
appointéd as the Head of that school irrespective of her seniority vis-a-vis the
male teachers.

(5) (a) If a suitable teacher possessing qualifications laid down in the
foregoing provisions of this rule is not available to fill in the post of a Head
of a school, the Management shall, with the prior permission of the Education
Officer in case of primary schools, or of the Deputy Director in the case of
other schools, advertise the post and select and appoint a person possessing
the requisite qualifications and experience.

(b) The application for permission to advertise the post shall be made at
least two months in advance, The period of two months may be relaxed by
the Bducation Officer or the Deputy Director, as the case may be, in the case
of new schools or in emergency cases wherein the vacancy could not have
been anticipated. The advertisement shall be given “after the permission of
the Deputy Director or the Education Officer is received. Management shall
ensure that the advertisement appears in at léast one daily newspaper having
wide circulation in the region wherein the primary school or secondary school
or Junior College of Education is located.

6) “The Education Officer or the Deputy Director shall direct the Manage-
ment to cancel the appointments made without following the procedure laid
down in this rule.

Explanation.—For the purposes of this rule therecord of service shall be
doemed to be satisfactory if there is iothing adverse in the annual confidential
reports of the teacher concerned during the previous five years. Adverse
remarks not duly communicated in writing to the teacher conocerned, shall
be disregarded for this purpose.

4. Responsibilities of a Head.—Subject to the superintendence and control
of the Management, the Head as an administrative and academic head of the
school shall be responsible for—

(2) improvement of academic standard of the school ;

(b) performing assigned teaching work;

(c) assisting in planning and conduct of academic programmes such es
orientation courses, seminars, in-servioe and’other training programmes
organised by agencies such as National Council of Educational Research
and Training, the State Institute of Education and other State level
institutions;

(d) admissions of -students and maintenance of discipline in the
School;

(e) maintenance of accounts;

(/) management of the school library, laborataries, hostel for students
exclusively from the school of which he is the Head ;



(g) correspondence relating to the administration of the schooi;

(h) organisation and supervision of the curricular and co-curricular
activities and maintenance of school record :

(i) observance of the provisions of rules. regulations, the secondary schools
code and other orders issued by Gevernment and instructions pertaining
to the administration of the school issued by the Management from time to
time ;

(j) supervision and conduct of the examinations including the examinations
conducted by the Government, the Maharashtra State Board of Secondary
and Higher Secondary Educationand the Directorate and the work of internal
assessment and such other work pertaining to the examinations as assigned ;

(k) assessing work of assistant teacners and other staff and maintenince
of service books of the employees of the school:

() Any other work relating to the organization and administration of the
school as may be assigned to him by the Management or the Department
from time to time. :

S. Qualifications and Appointment of Assistant Head and Supervisor.—
(1) Management of secondary school with more than twenty classes shall
appoint an Assistant Head to assist the Head in his organizational, admini-
strative and supervisory dutics.

(2) Subject to the provisions of sub-rule (5), the provisions of rule 3 relating
to qualifications and appointment of Head shall muratis mutandis apply to
the post of an Assistant Head and Supervisor.

(3) Management of secondary school with more than ten classes shall

appoint one or more Supervisors in accordance with the provisions of sub-
rule (4).

(4) The number of posts of Supervisors in a school shall be regulated in
the following manner, namely :—

(i) schools having 10 or less than 10 classes. No Supervisor.
(#) schools having more than 10 classes but One post of Superviso!.
not exceeding 30 classes.

(éii) schools having more than 30 classes but Twe posts of Supetvisors.
not exceeding 40 classes. .

(iv) schools having more than 40 clasces. Three posts of Supervisors.

(5) The posts of supervisors shall be filled in only trom amongst the permanent
staff strictly on the basis of seniority-cum-merit, Seniority shall be determined
on the basis of guidelines given in Schedule ¢ F .M érit shall be determined in
accordance with the record of service within the meaning of that expression
in the explanation below sub-rule (6) of rule 3.
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6. Qualifications of ‘teachers.—The minimum qualifications for the posts
of teachers and the non-teaching staff in the primary schools, secondary schools.
Junior Colleges aad Junior Colleges of Education shall be as specified in
Schedule “ B ™ :

Provided that, the Education Officer may allow Managements to appoint
untrained Science graduate teachers for teaching Mathematics and Science
subjects or untrainced Arts or Commerce graduates for teaching other subjects
in secondary schools in exceptionmal circumstances, such as non-availability
of trained graduates. Such appointments shall, however, be allowed on an year-
to year basis, on tho clear undesstanding that they shall have to obtain training
qualification at their own cost and further subject to the condition that their
services shall be liable for termination as soon as trained graduate teachers
become available.

7. Scales of Pay and Allowances.—(i) The scales of pay for full-time as well
as part-time Heads; Assistant- Heads, -Supervisors, Teachers- and the non-
teaching staff in the primary schools, secondary schools including night schools,
Junior Colleges and Junior Colleges of Education, shall be as specified in
Schedule «“ C ™.

(ii) The allowances such as dearness allowance, compensatory local allowance
and house rent allowance admissible from tinfe to time at the place of duty to
the full-time employee of a school shall be payable at the rates and according
to such rules as are sanctioned by Government specifically to the employees
of private schools.

(iii) The rates of dearness allowance applicablc to part-time teaching and
non-teaching staff in schools including night schools shall be such as may from
time to time be determined by the Government by general or special order.

8. Determining the pay-scale admissible to the Head and admissibility of
posts of Assistant Head, Supervisors etc.—(1) Admissibility of—

(a) the scale of pay to the post of Head in any school, and

(b) the post cof Assistant Head, and the number of posts of Supervisors
and other teaching and non-teaching staff,

shall be determined on the basis of the strength of students on the roll or the
number of divisions of the school, as the case may be, as on the 1st August of a
year.

(2) After the appointments to the teaching and non-teaching posts are made,
the names and particulars of qualifications and experience of the persons so
appointed shall be forwarded within a fortnight from the date of each such
appointment to tke Education Officer and in the case of Junior College of
Education to the Deputy Director.
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9. Appointment of staff.—(1) The teaching staff of the school shall be
adequate having regard to the number of classes in the school and the curri-
celum including alternative courses provided and the optional-subjects taught
therein.

(2) Appointments of teaching st~.ff (other than the Head 2and Assistant Head)
and those of non-teaching staffin a school shall be made by the School Coram-
ittee :

Provided that, 2ppointments in leave vacancies of 2 short duration not ex-
ceeding three months, may be made by the Head, if so authorised by the School
Committee.

(3) Unless otherwise provided in these rules for every appointment to be
mede in a school, for 2 teaching or 2 non-teaching post, the candidates eligible
for appointment 2nd desirous of applying for such post shzll meke an appli-
cation in writing giving full details regarding name, address, date of birth,
educationa] and professional qualifications, experience, etc. attaching true
copies of the original certificates. It shall not be necessary for candidates
other than those belonging to the various sections of backward communities
for whom posts are resérved under sub-rule (7) to state their castes in their
applications.

(4) The age-limit for appointment to any post in a school shall be as follows,
namely —

(¢) for 2n appointment to be made to any post in a primary school, a
candidate shall not be less than 18 years of age and more than 25 years of
2ge, and in the case of candidate belonging to the Backward Classes he shall
not be more than 30 years of age: '

Provided that, upper age-limit may be relaxed in case of women, ex-
servicemen 2nd. persons having previous experience with the previous per-
mission of the Deputy Director.

(b) for an appointment to be made to any post in any school other than
primary school, » candidate shall not be below the age of 18 years.

(5) A letter of appointment order in the Form in Schedule “D™ shall be
issued to a candidate appointed to the post. A receipt in token of having
received the appointment order shall be obtained from the candidate appointed.

(6) Every employee shall within three months of his appointment, undergo
medical examination by a registered medical practitioner named, if any, by the
Management or otherwise by any registered medical practitioner. The ex-
penses of medical examination shall be borne by the Management. The
appointment shall be conditional pending certificate that he is free from any
communicable disease and that he is physically fit to be so appointed.



(7) The Management shall reserve 34 per cent of the total number of posts
of the teaching as well as non-teaching staff for the members of the Scheduled
Castes, Scheduled Castes converts to Buddhism, Scheduled Tribes, Denotified
Tribes, Nomadic Tribes and Other Backward Classes as follows, namely :—

(a) Scheduled Castes and Scheduled Castes converts to 13 percent
Buddhism.

(b) Scheduled Tribes including those living outside the 7 percent
specified areas.

(c) Denotified Tribes and Nomadic Tribes. 4 per cent
(d) Other Backward Classes. 10 per cent

(8) For the purpose of filling up the vacancies reserved under sub-rule (7)
- the Management shall advertise the vacancies in at least one newspaper having
wide circulation in the region and also notify the vacancies to the Employment
Exchange of the District and to the District Social Welfare Officer requisition-
ing the names of qualified personnel, if any, registered with them. If it is not
‘possible to fill'in the reserved post’frém amongst candidates; if any, who have
applied in response to the advertisement or whose names are recommended by
the Employment Exchange or the District Social Welfare Officer or if no such
names are recommended by the Employment Exchange or the District Social
Welfare Officer within a period of one month the Management may proceed
to fill up the reserved post in accordance with the provisions of sub-rule (9).

(9) (a) Incaseit is not possible to fill in the teaching post for which a vacancy
is reserved for a person belonging to a particular category of Backward Classes,
the post may be filled in by selecting a candidate from the other remaining
categories in the order specified in sub-rule (7) and if no person from any of
the categories is available, the post may be filed in temporarily on an year-
to-year basis by a candidate not belonging to the Backward Classes.

(b) In the case of a non-teaching post, if a person from the particular cate-
gory of Backward Classes is not available, the Management shall make efforts
with regular intervals to fill up the post within the period of five years and the
post shall not be filled up during that period by appointing any other person
who does not belong to the resepctive category of Backward Class.

(10) (@) The Management shall reserve 24 per cent of the total number of
posts (or vacancies) of Heads and Assistant Heads for the members of Scheduled
Castes, Scheduled Castes converts to Buddhism, Scheduled Tribes, Denotified
Tribes and Nomadic Tribes as follows, namely : —

(/) Scheduled Castes and Scheduled Castes converts to 13 per cent
Buddhism.

(i) Scheduled Tribes including those living outside the 7 per cent
specified areas.

(iii) Denotified Tribes and Nomadic Tribes. 4 per cent
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(b) In case it is not possible to fill in the post of a Head or Assistant Head
for which a vacancy is reserved for a person belonging to the Castes and Tribes
specified in clause (a), the post may be filled in by promoting a candidate from
the other remaining categories in the order specified in clause (g), so however
that the percentage of filling up such vacancies does not exceed the limit faid
down for each such category. If candidates belonging to any of thesz cate-
gories are not available, then the vacancy or vacancies—

(i) of the Head may be filled in by promoting any other teacher on the
basis of semiority-eum-merit after obtaining previous approval of the Edu-
cation Officer;

(ii) of the Assistant Head shall be kept unfilled for a period of three y:ars
unless such vacancy or vacancies could be filled in by prometion of any
tea chgrs belonging to such Castes or Tribes becoming available during that
period.

(11) The provisions of sub-rules (7}, (8) and (10} shall not apply to a School
having 10 or less than 10 posts (inclusive of both teaching and non-teacting)
on its establishment.

«. 10. Categories of Employees.—(1) Employess shall be permanent or
non-permanent. Non-permanent employees may be either temporary or on
probation.

(2) A temporary employee is one who is appointed to a temporary vacancy
for a fixed period.

11. Service Book.—~(1) A service book and leave account inth: Form in
Schedule * E*’ shall be opened in duplicate for each employee in the school
within three months from the date of his appointment and the service and leave
record of the employee shall be maintained therein. The duplicate copy shall be
supplied to the employee concerned and brought up-to-date from time to time.

(2) The entries in the service book especially those relating to the date of
birth, madical examination, educational and professional qualifications, etc.,
shall be verified by the Head of the school personally from the origimal record
such as Birth Registration Certificate, School Leaving Certificate, Secondary
School Certificate, Medical Examination Certificate, Degree, Diploma, Certifi-
cates etc. A remark, that “the entries are made inaccordance with the original
certificates  shall be made in the respective columns and signed and dated by
the Head after verification.

12.  Seniority List.—(1) Every Managem2nt shall prepare and maintain
seniority list of the teaching staff including Head Master and Assistant Head
Master and non-teaching staff in.the School in accordanc: with the guidelines
laid down in Schedule ““ F . The szniority list so prepared shall be circulated
amongst the members of the staff concerned and their signatures for having
received a copy of the list shall be obtained. Any subsequent change made in the
seniority list from time to time shall also be brought to the notice of the members
gf the staﬂ;i concerned and their signatures for having noted the change shali

e obtained.
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(2) Objections, if any, to the seniority list or to the changes therein shall be
duly taken into consideration by the Management.

(3) Disputes, if any, in the matter of interse seniority shall be referred to the
Education Officer for his decision.

13.  Vacation and Vacation Pay.—(1) Subjec: to the provisions of this rule,
all the employees on the teaching staff including Head Masters, Laboratory
Assistants and Laboratory Attendants in a school shall be entitled to vacations
as follows, namely :—

(i) a short vacation which may either commence in the month of October
or November every year generally to cover Diwali Festival ;

(i) a Summer vacation which may ordinarily commence in the month of
May every year.

The dates of commencement and the periods of vacations shall be notified by the
Educational lnspector or as the case may be the Educatlon Of’ﬁcer in lela
- Parishad. . . .

(2) Non-permanent employee shall be entitled to the salary for the period
of vacation if he had served for a major part of respective term and the tempo-
rary vacancy such as vacancy on account of leave, deputation or post created
for a specific period, in which he was originally appointed comntinues to exist
beyond the penod of vacation and that the employee continues to be in service
after the vacation.

(3) Ifthe Man~gement termin-tes the services of = non-permanent employee
soon before the commencement of Summer vacation, such non-permanent
employee sh-ll 2lso be entitled, in addition to vacation salary, to pay and
allowances for the g»p between the date of termination of his service and the
date of commencement of the vacation if the Education Officer is satisfied that
the termination of his service was on the grovnd other than the possibility of
reduction in establishment.

(4) If = permanent employee after due notice, resigns his post in the school
onthe last working day of the term, he shall be entitled to the vacation salary.

(5) If a permanent employee after due notice, resigns his post in the schoot
in the middle of the term and if the school is required to appoint a substitute
who would otherwise be entttled to vacation salary under sub-rule (2), the
perm2nent employee who has resigned shzll not be entitled to the vacation
salary for the same period.

(6) Untrained teachers ~ppointed inthe Secondary Schools or Junior Colleges
of Edu.cation during the period from the 16th July 1969 to 6th February 1974
(both days inclusive) and allowed to get trained at their own cost (by sanctioning
leave for the entire period of training) shall be entitled to the vacation salary
during the vacation immediately falling after their resuming duties on completion
of training.
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14. Assessment of emplovees work.—(1) At the beginning of each term, the
teacher shall prepare the plan of his academic programme and at the end of the
academic year, prepare a report of the work done by him and submit it to the
Head.

(2) Each employee on the teaching and non-teaching staff of 2 school shall
submit the report of self-assessment in the respective Form in Schedule “ G
within one month after the end of a year.

VS, Writing of confidential reports etc.—1) The conﬁdentna] reports shall
be written annually in the respective Form in Schedule ** G . Thereporting
authorities in respect of the employees and the Head shall be the Head and the
Chief Executive Officer, respectively. Confidential reports shall be written in
respect of the employee or the Head who had worked for six months or more
during an academic year commencing from June. If the Head or a teacher is the
Secretary of the Management the confidential report in his respect shall be
written by the President of the Management.

(2) The confidential reports so wrilton in respect of the employees and the
Head shall be reviewed bythe Chicf Executive Officer and the President of the
Management, respectively. The confidential report of the Head or a teacher
written by the President-shall be reviewed by the Managing Committee.

(3) The respective reporting authority shall arrange to communicate con
fidentially in writing adverse remarks, if any, to the concerned employee or the
Head, as the case may be, before the end of August. every year.

(4) Representation, if any, from an employee against the adverse remarks
communicated to him in accordance witt sub-rule (3) above shall te decided
by the School Committee. Similar representation, if 2ny, from the Hezd shall
be decided by the Managing Commiltee.

(5) Failure to write and main‘ain confidential reports and to communicate
adverse remarks to the employees within the period prescribed in sub-rule(3)
shall have the effect that the work of the employee concerned was sat 1sfactory
dirirg the period vnder report.

A6) Performance of an employee appointed on probation shall be objectively
assessed by the Head during the period of his probation and a record of such
asscssment shall be maintained.

16. Leave.—(1) Leave shall not be claimed as a matter of right. Discretion
to grant, refuse or cancel leave (other than casual leave) is reserved-—(/)in the
case of the teaching and non-teaching staff (other than the Head), with the
School Commiitee and (if) in the case of the Head, with the Management.

(2) An application for leave other than casual leave or extension of leave or
to proceed on leave after vacation shall ordinarily be made in good time before
the date from which the leave or its extension is sought. Even in exceptional
cases where it is not possible to apply beforehand because of circumstances
beyond the control of the employee, the application shall be made within
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7 days fren the date of absence. A non-permanent employee shall be desmed
to have abandoned his service if he fails to apply for leave within seven days
from the date of absence.

(3) In the case of a permanent employee who, without sufficient cause,
fails to apply for leave within 7 days from the date of absence, it shall be'treated
as breach of discipline and he shall be liable for suitable disciplinary action
after due inquiry. permanent employee who is absent from duty ({vith or
without leave contintiously for a period of three years or more, shall be deemed
10 have voluntarily abandoned his service9

(4) Casual leave may be granted tc the teaching and non-teaching staff
other than the Head, by the Head, and to the Head by the Chief Executive
Officer or by the Management if the Head himself is the Chief Executive Officer
for a period not exceeding 15 days in an academic year subject to the condition
that ordinarily not more than seven days, casualleave can be enjoyed at a time
which may be extended upto 10 days, only in exceptional circumstances.

. (5) Not nore than two holidays can be enjoyed in conjunction with any spell
of casual’leave whether by prefixing or by suffixing or by both and ‘the total
period of casual leave and holidays enjoyed continuously at one time shall not

exceed 7 days save ynly in exceptional circumstances when it may be extended
upto 10 days. ’

(6) The number of holidays in excess of two holidays prefixed or suffixed or
both, to the casual leave shall be treated as casualleave. Sundaysand holidays

interposed between two periods of casual leave shall be treated as part of
casual leave.

(7) Casual leave cannot ordinarily be prefixed or suffixed to vacation except
with the previous permission of the Head.

(8) It is permissible to enjoy talf day’s casual leave if ihe period of absence
is half or less than half of a working day.

(9) Absence on a Saturday, if it is half working day or on any other day
which is observed by the school as a half working day, shall be treated as
a full day and not as a half day’s casual leave,

(10) The following kinds of special casual leave which shall not be debited
to the casual leave admissible to an employee shall be granted, namely :—
(a) Special Casual Leave under the Family Planning Scheme :—
Occasion Special Casual Leave Admissible
(i) Vasectomy or as the case may be, Not exceeding six- working days.
tubectomy operation.

(ii) Female Employees vndergoing non-Not exceeding 14 days.
puerperal sterilisation.

Note 1.—The special casual leave on the above two eccasions may be combined with ordinary
casu al leave or regular Jeave provided the application is supported by a medical certificate.

Note 2. The special casual leave in item (if) shall also be granted to female employess
who have three or more living children and who undergo sterilisation.
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(iii) Female employees undergoing I. U. For the day subject to production
C. D. insertion. of a medical certificate,

(iv) Employee whose wife undergoes a Not exceeding seven days, subject
Gynaec. Sterilisation (non-puerperal to production of a medical
tubectomy). certificate. .

Note 1.—The special casual leave may be combined with ordinary casual leave or regular
leave provided the application is supported by a medical certificate by the doctor who actually
performs the operation to the effect that the presence of the employee is essential to look after
his wife during the period of leave.

Note 2.—Special casual Jeave not exceeding four days shall be granted to the employee
whose wife undergoes tubectomy operation immediately after the delivery subject to produc-
tion of a medical certificate from the doctor who actually performs the operation.

(b) Special Casual Leave on other occasions mentioned below:—

Occasion Special Casual Leave admissible
({) Anti-rabic treatment. Upto 3 weeks.
(i) Participation in national or inter- Upto 30days, subject to the provisions
national sports. of Notes 2 and 4.
(iii) Mountaineering. Upto 30 days, subject to the provisions
of Notes 3 and 4.
(iv} Free Blood Donation. One day (either on the same day or

on the very next day of donation of
blood but not on any other subse-
quent day).

Note 1.—If a substitute is appointed in place of an employee granted leave under item (i),
such substitute shall be entitled to salary and allowances admissible to him.

Note 2—Grant of Special Casual Leave for participation in national or international
sports shall be—
(1) For participation in sporting events of national or international importance.
(2) When the employee is selected for such participation—

(@) in respect of international sporting &vents by National Sports Federation or
Association recognised by the All India Council or Board and approved by Ministry
of Education of Goverrment of India, or

@#1) in respect of naticnal importance when the sporting event in which participation
takes place is held on an Inter-State, Inter-Zonal or Inter-Circle basis and the employee
takes part in the event in a team as a duly nominated representative on behalf of the
State, Zone or Circle and when he participates in his personal capacity.

(3) When an employee is selected or sponsored for attending, coaching a Training Camp
or All-India Coaching or Training Schemes or his services are utilised as Umpire for such
sporting events.

Note 3—Special casual leave for Mountaineering shall be admissible when the expedition
is approved by the Indian Mountaineering Foundation.

Note 4.—If an employee participates in national or international sporting event and also
in mountaineering the total special casual leave shall not exceed 30 days.
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(11) Half pay leave to the extent af 20 days for private reasons or on medical
<certificate may be granted for each completed year of service. No leave may be
granted under this rule unless the 2uthority competent to sanction the leave
<ertifies that the employee shall return to duty on its expiry.

(12) (a) Commuted leave not exceeding half the period of half pay leave
due may be granted on medical certificate given by a registered medical practi-
ioner, stating as clearly as possible, the nature and probable duration of the

liness, on the following conditions, n2mely :—

(i) When commuted leave is granted, twice the amount of such leave
shall be debited against the ha'f pay leave due.

(ii) No commuted leave shall be granted under this rule, unless the authority
competent to sanction leave has reason to believe that the employee will
return to duty on its expiry.

{b) The adthority competent to sanction leave may, at its discretion, securc
a4 second medical opinion by requesting the Superintendent in Government
- Medical Hospitals in Bombay, or Civil Surgean -or- District - Medical Officer,

or Medical Officer of Zilla Parishads, Municipal Councils or Municipal Cos-
porations to have the applicant”mediczlly examined. If the authority decides
to do so, it shall arrange for the the second medical examination to be made
on the earliest possible date after the date on which the first medical opinion
was given. It shall forward the origin:l medical certificate produced by the
applicant to the Medical Officer by whom he is to be re-examined.

(¢) The re-examin=tion, if necessary, shall be arranged by the Management
at its own cost, if any, and any, expenditure on this account shall not be held
admissitle for grant.

(d) Half pay leave upto a miximum of 180 days shall be allowed to be
commuted during the entire service where such leave is utilised for an approved
course of study which is certified to be in the public interest by the authority
sanctioning leaveon the conditions mentioned insub-clavses (i)and (ii)of

clause(a).

(13) Extraordinary leave may be granted to an employee in special circum-
stances when nae.ather leave is by rule ad missible or when other leave is ad missi-
ble but the employee applies in writing for the grant of extraordinary leave.
Except in the case of a perm2nent employee, the duration of extraordinary leave
shall not exceed three months on any one occasion. In the case of a permanent
employee, the duration of the extragrdinary leave shall not exceed three years
onany one occasion. Theauthority competent to sanction leave may commute
retrospectively the period of absence without leave, into extraordinary leave,

(14) Subject to the provisions of sub-rule (16) maternity leave shall be granted
to a female employee who has put in more than one year's service. It
may be granted for a period not exceeding ninety days fromthe date of its
commencement.
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(15) Maternity leave under sub-rule (14) shall bs granted on half pay to
an 2mployee. who has put in more than one year’s but less than two years'
service before the date of commencement of such leave. Inthe case of employee
who has put in two years’ service or more on the date of commencement of
such leave, she shall be granted maternity leave with full pay. In'case of
a femzle employee with less than one year's service she shall be gronted extra-
ordinary leave for a similar period.

(16) Maternity leave shall not be debited to the leave account. Leave of
any other kind may be granted in continuation of maternity leave, if the request
for granting it is supported by a medical certificate.

(17) Maternity leave shall not be granted to a female employee having three
or more living children.

Note.—Leave under this rule shall be admissible in cases of miscarriage or abortion o
termination of pregnancy under the Medical Termination of Pregnancy Act, 1971 (34 of
1971) subject to the following conditions, namely:—

(1) The leave shall not exceed six weeks; and

(2) The application for the leave shall be supported by a medical certificate.

(18) The earned leave ad missible to a permanent employee entitled to vaca-
tions in respect of any year in which he is prevented from availing himself of
the full vacations, or 2 part thereof, shall be in such proportion of 30 days a year
as the number ofdays of vacation not availzad of bear to the full vacation,
provided thet the employee shall ceaseto earn such leave when the earnad
jeave due is accumu'ated to 180 days.

Hllustration.—An employee who is prevented from avai'ing himself of the
‘full vacation of 63 days in a year, shall be entitled to earned leave for 30 days.
Similarly the employee who is prevented from availing himself of 21 days out
of the total vacation shall be eatitled to earned leave for 10 days, and so on.

(19) The Management or Head shall obtain previous permission of the
Education Officer for preventing the Head or, as the case may be, the teacher
from availing himself of the vacation or a part thereof.

{20) An employee who is not entitled to vacations shall earn leave at the
rate of one eleventh of the period spent on duty. The employee shall cease
to earn such leave when the earned leave is accumulated to 180 days.

(21) Anemployee including an employee to whom provisions of sub-rule (18)
apply shall be entitled to the benefit of encashment of surrendercd leave on the
following conditions, namely ;=

(i) Such surrendered leave shall not be availed of in conjunction with
vaca tion.

(ii) The employee who takes earned leave for a period not less than thirty
days, shall be allowed to surrender the balance of the earned leave (or any
portion thereof) to his credit or. the date of commencement of leave, at his
o ption subject to the maximum of thirty days and he shall be granted leave
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salary, Dearness allowance and Compensatory Local allowance as admrssrble
under the rules for the period of the leave surrendered.

(iii) The authority competent to sanction earned leave shall be competent
to accept surrender of earned leave. Application for surrender of earned
leave shall be made along with the application for grant of leave.

(iv) The number of days of earned leave surrendered shall be reckoned
as surrendered on the date of commencement of actuval leave taken and
deducted from the leave account of the employee on that date.

(») The total of the earned leave actually availed of and the eamed leave
surrendered shall not exceed the maximum leave admissible to the employee
at any one time.

(vi) The leave salary and allowances admissible for the leave surrendered
shall be at the rate of leave salary and allowances admissible at the commence-
ment of earned leave. For this purpose, a month shall be reckoned as
30 days, irrespective of the month in which the leave is availed of.

(vii) The amount of leave salary and allowances for the surrendered leave
. may.be paid in advance but not earlier than six da?'s beforethe commencement

of leave. The authority competent to sanction leave shall insert a clause in
the sanctioning order itself to the effect that in case the leave is required to
be cancelled by the competent authority before the date from which the
employee was to proceed on leave, the amount of leave salary and allowances
for the surrendered leave shall be refunded forthwith by the employee in
one instalment or adjusted in full in the first monthly pay or leave salary
bill of the employee. No deductions on account of Provident Fund
subscriptions, house rent, re-payment of any advances and repayment of any
dues to Co-operative Socxet:es, etc. shall be made from the leave salary for
the pericd of surrendered leave.

(viii) An employee who is permitted to surrender his leave shali not
ordinarily be permitted to rejoin duty before the expiry of the thirty days
leave sanctioned to him.

(ix), In case of compulsory recall to duty, an employee shall be allowed to
enjoy the balance of his earned leave before expiry of the period of six months
from the date on which he proceeded on earned leave or before he again
proceeds on earned leave with the benefit of surrender of earned leave, which-
ever is earlier. The avthority competent to sanction leave shall grant leave
to such employee during the aforesaid period if he applies for it. If the
employee concerned by himself does not ask for being ailowed to enjoy the
same, the balance of the earned leave shall lapse and the said period shall
be debited to his leave account as if he had enjoyed it.

(x) In order to guard against omlsswn to post a debit in the leave account
in respect of the leave surrendered, in case of such employees, the details of
surrendered leave shall be noted in their service books and in their leave
accounts when the leave salary is drawn. A certificate to the effect that the
necessary entries have been made in the service book and in the leave account
shall be furnished by the school in the bill in which the leave salary for the
surrendered leave is drawn.
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(vi) The manimum earncd leave that can be surrendered shall be imited
10- 30 days in a financial year, on the date of commencement of earned leave
for a period of not less than 30 days.

(xii) The benefit of surrender of earned leave shall not be allowed more
than once in any financial year. ‘

(xiii) On return from leave, the employee shall serve the school for
a period not less than the period of earned leave surrendered.

(22) Any kind of leave except casual leave may be granted in combination
with or in continuation of any other kind of leave.

(23) Non-permanent employee shall not be entitled to ary leave with pay
other than casual and maternity leave. A non-permanent employee wE:n
appointed substantively te a permanent post shall be entitled to leave which
would have been admissible if his previous continuous duty was as a permanent
employee. Half pay leave at the rate of 20 days for each completed year shall
be granted to a non-permancnt employee provided the authority competent
to sanction leave has reason to believe that the employee concerned shalf
return to duty on its expiry. ‘

{24) An employee on full pay lesve shall be entitled to leave salary equal to
the pay drawn immediately before proceeding on leave. '

(25) An employee on hall psy lexve shall be entitled to leave salary at the
rate equal to half the amount specified in sub-rule (24) above. In addition he
shall draw proportic nate amotint of Dearness allowance based on the amount

il lez.ve salary plus Compensatory Local allowance and House Rent allowance
Tat full rates, if admissible.

126) An employee on commuted leave shzll be entitled to leave salary equal
to twice the amount of pay admissible under sub-rule (25).

-#27) An employee suffering from T. B.. Cencer or Leprosy shall be entitled
to such special leave and allowances as 2re ad missible to Government Servants
{ for this purpose.

(28) An employee on extraordinary leave shall not be entitled to any leave
salary.

(29) An employee retiring on superannuation shall be eligible to receive
payment of cash equivalent to leave salary in respect of the period of earned
leave at his credit at the time of retirement limited to 2 maximum of 180 days
of earned leave. He shall also be entitled to pension and pension equivalent of
Death-cum-Retirement Gratuity in addition to the cash payment of leave
salary, subject to the following conditions namely : —

(a) The payment of cash equivalent of leave salary shall be limited to
a maximum of 180 days earned leave.

2
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- (b) the cash equivalen: of leave salary thus admissible shall become p.ayable
on retirement and shall be p2id in one lump-sum as a one-time settlement.

(¢) the cash payment shall be equal to leave salary as admissible for earned
leave and Dearness allowance admissible on that leave salary at the rates

in force on the date of retirement. No Compensatory Local allowance and
House Rent allowance shall be payable.

(4) the authority competent to grant leave shall suo motu issue orders
granting cash equwalent of earned leave at the credit of the employee on
the date of retirement. :

(30) An employee may also avail of, as leave preparatory to retirement.
a part of earned leave to his credit. In that case, he shall be allowgd payment
of cash equlvalont of leave salary for the balance of the earned leave th#t
remains to his credit on the daté of retirement in accordance with these rules

(31) An employee on l&ave, with full or hzIf or without pay, shall not accept
any foll-time service with or witho.t pay, or, remuneration during the perjod of
leave. Anemployee mey nccept pari-time employmen: after ¢ blaining specific

permission from the Hezd of the School, the Schoo! Commitiee 01 the Manage-
ment, as the c2se may be.

(32) An cmployee on leave shall not be allowed to return to duty before
expiry of the leave except with the permission of the sanctioning authorities.

(33) Under exceptional circumstances of administrative necessity, the
authority competent to sanction leave may call back to duty an employee who
is on leave, explaining the nature of the emergency, and it shall be imcumbent
on the employee to return to duty. If, however, the employee cannot return

to duty as directed, he shall satisfy the said authority about the bonafide
circumstances of his inability.

(34) The date of increment of an employee on extraordinary leave shall be
postponed by the period of such leave. The teachers who are elected on the -
Legislative Assembly or elected or nominated on the Legislative Council shall,
however, be entitled to count their extraordinary leave during their tenure as
the members of Legislature for the purposes of increment.

I7. Superannuction and  re-employment—(I) An employee, other than
Class IV employee, shall retire from service on the date on which he attains the
age of 58 years and under no circumstances he shall be granted an extension in

service beyond that age. The age of superannuation of a lower grade employee
shall be 60 years :

Provided that, a teacher or a Head of a recognised private secondary school
in the Vidarbha Rogion of the State who was permanent in service on the 31st _
December 1965, irrespective whether he continues to setve in the same school ”
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or has joined some other school in the Vidarbha Region, shall retire on the
date on which he attains the age of 60 years,

Note.—If the date of superannuation of an employes happens to fall in the middle of the
month, he shall be continued in service till the last day of the month in which the date of his
superannuation falls.

(2) A teacher or Head who attains the age of superannuation in the middle
of either of the two academic terms and if the Management desires to grant
him re-employment beyond the age of 58 years, may be granted such re-employ-
ment till the end of the particular term only, subject to the condition that he
is physically'and mentally fit for continuance in service.

(3) On re-employment of a person in the manner specified in sub-rule (2)
his pay shall not exceed the las: pay (including special pay or additional pay,
if any) drawn by him at the time of his retirement minus pension (including
pension equivalent of death-cum-retirement gratuity or gratuity in lieu of
pension). Such pay plus pension (including pension equivalent of death-cum-
retirement gratuity or gratuity it lieu of pension) shall not, however, exceed
the maximum of the time scale of the post in which he is re-employed. Once
the pay is fixed as mentioned above, the incumbent shall be entitled to receive
the benefits of annual increment even though the pension (including pension
equivalent of death-cum-retirement gratuity or gratuity in liew of pension)
plus pay so fixed exceeds the last pay drawn by him at the time of retirement
but the total amount of pay fixed on re-employment plus pension (including
vension equivalent of death-cum-retirement gratuity 'or gratuity it lieu of
pension) shall not exceed the maximum of the.time scale of the post in

‘which he is re-employed.

- (4) Pension shall be drawn as a separate entity and shall not be held in
abeyance in any case,

(5) The pay on re-employment of an employee who is governed by the
Contributory Provident Fund scheme shall not exceed the last pay (including
special pay or additional pay, if any) drawn by him at the time of retirement
minustpension equivalent of the Management’s and Government’s contribu-

-tion t& the Contributory Provident Fund including interest thereon. The
‘pay so fixed shall not, however, exceed the maximum of the time scale in
which he is re-employed. Thec incumbent shall get the benefit of increment
so, however, that the pay plus pension equivalent of the Management's and
Governmert's contribution including interest thereon shall not exceed the
maximum of the time scale in which the person is r¢-employed.

(6) An employee who is neither eligible to the pensionary benefits nor to
the Contributory Provident Fund benefits may be re-employed under
sub-rule (2) on a starting salary of the scale of payv to which he is entitled or
on a higher start but not exceeding the pay (including special pay or additional
pay, if any) drawn at the time of retirement with the prior approval of the
]E)c_iuoation Officer or, in the case of Junior College of Education, the Deputy

Irector.
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18. Discharge Certificate.—(1) The Head shall issue a Discharge Certificate
in the form in Schedule “ H’’to an employee (other than the Head himself)
who leaves service after due notice or to an employee whose services are termi-
nated..In the case of the Head, such a discharge Certificate shall be issued by
the Chief Executive Officer, and if the Head himself is the Chief Executive
Officer, by the President. The Head, Chief Executive Officer or President shall
issue 2 Discharge Certificate at least within a week frem the date of relief of the
employce or, as the case may be, the Head concerned. If the Discharge Certi-
ficate is refused, reasons for such refusal chall ba communicated in writing to
the employee or the Head within one week from the date of relief. In case of
refusal to issue the Discharge Certificate by the Head, the Chicf Executive
Officer or the President, the employee or the Head, may appealto the Education
Officer or in the case of Junior College of Education to the Deputy Director
of Education. The Educaticn Officer or the Deputy Director of Education ma;,
after considering the reasons recorded by the Head, the Chief Executive Officer
or the President, direct the Head, the Chief Executive Officer or the President
to issue the Discharge Certificate and on receipt of such direction the Head.
the Chief Executive Officer or the President shall issue the Discharge Certificate.

{2) No employee with previous service in a school shall be employed in other
school unless he produces a Discharge Certificate or gives in writing that he is
unable to produce a Discharge Certificate despite a written request to the previous
Manageément. Unless the second Management finds out from the .previous
Management the reasons for the same and unless it is convinced of the bona-fides
of the employee regarding satisfactory work and good conduct, the second
Management shall not continue the employee in service. In case heis continued

" in service, the Management of the new school shall report to the Edvcation
Officer or in the case of the Junior College of Education, to the Deputy Director
about the refusal by the previous Management to issue the Discharge Certificate
and obtain from him a certificate regarding the last pay drawn by the employee
for the purpose of drawing his pay :

Provided that, where an employee from a day school desires to join a
Night School, such Discharge Certificate shali not be necessary. The Head
of the Day school shall communicate his consent stating that there is no
obg'lection to the said employee taking up such part-time employment in
addition.

19. Pension.—An employee of an aided secondary schcol and aided Junior
Collage of Education working on full time basis and retiri1 g on or after the
1st April 1966 and an employee of an aided primary school working on full
time basis and retiring on or after the 1st April 1979 but who have opted for
pension and the employee appointed on or after the above mentioned respective
dates shall be eligible for pension at the rates and in accordance with the rules
as arcl:s sanctioned by Government specifically to the employees of private -
schools. , \
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20. Provident Fund.—(1) Bvery employee (not being an employee who has
opted for pansion) of an aided or unaided school working on a full time basis
or every employea employed on part-time basis in more thanone school run
by the same Management and doing full-time load of work in these schools,
shall sabscribe to the Contributory Provident Fund under the Contributory
Provident Fund Rules (Bombay) as in force from time to time,

(2) Every employee of an aided private secondary school working on a full
time basis who was appointed before the Ist April 1966 and who had exercised
in writing his option for a Contributory Provident Fand scheme shall subseribe
to that Fund as per rules made by Government ar.d are in force in this behalf.

21. Work load.—(1) A full-time teacher shall be presemt on the school
premises during the working hours of the school upto 30 hours a week exclusive
of daily recesses according to the requirement of the school,

(2) A full-time teacher in a Secondary School or Junior College o1 Juuior
College of Bducation who is teaching in classes with an average enrolment of
30 or less number of pupils shall do actual teaching work for 19 hours per week.
A teacher who is teaching in classes with an average enrolment from 31 to 50
-pupils shall do actual teaching work for 18 hours per week. A teacher who is
teaching in classes with an average enrolment of more than 50 pupils shall do

actual teaching work for 17 hours per week.

Note 1.—All work provided in the time table should be spread over within the respective
hours of work specified in this sub-rule.

L. Note 2.—A teacher shall, as far as possible, bs given full load of 17 to 19 hours of teaching
work according to the enrolment of the classes in the tims table of the Secondary School
or Junior College or Junior College of Education, but in case full load cannot bz given for
genuine reasons, it shall not affect adversely the paymant of salary to such teachar.

Note 3.—In the case of schools having shift system, full work-load as spz:ified insub-rule (2)
above shall be allotted to an employez in one shift as far as possible. :

Note 4.—In the case of Night School teachers, they shall have half the work-load specified
for the full-time teachers.

. (3) For Schools_having more than 20 classes, the Head, the Assistant Head

and the Supervisor shall do teaching work for at least 4, 8 and 10 hours per
week., respectively. For schools having 20 or less classes the Head and the
Supervisor shall do teaching work for at least 6 and 12 hours per week,

respectively.

(4) The hours of working and attendance of non-teaching staff of the school
shall be#38% hours per week (inclusive of lunch recess) in the case of clerical
staff, Librarians and Labaratory Assistants etc., and 50 hours per week (inclus-
ive of lunch recess) in the case of lower grade staff such as peons, hamals etc.

Nore.—The hours of working and attendance of non-teaching staff in each cadre of Night
‘S?hqol sh:ll ?: half of those specificd for non-teaching staff in resoective cadre of emolovess
of day schoois.
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22. Duties and Code of Conduct.—(1) The duties of Hezd, Assistant Head,
Supervisor, tcachers and non-teaching staff (clerks) shall be as specified in
Schedule “I . ‘ .

(2)]Al] teachers and employees shall observe the following Code of Conduct
namely :— ,

(a) Anemployee shall treat all students without discrimination on politica
ground or for reasons of race, religion, caste, language or sex or 2ny other
reason of ‘arbitrary or pertonal nature and shall refrain from instigating
students against other students or other employees or schoo! administqiion.

(b) A teacher shall not misuse the facilities of the school while exercising
freedom of academic thought or expression.

(¢) An employee shall not make vse of the resources and facilities of the
institution or Management for his personal use or for commercial, politigal
or religious purposes. ‘ - ‘ ’;f

(d) A teacher shall be impartial in assessment of students and shall not
deliberately overmark or wndermark or victimise students on any ground.

" (¢) A tedcher $hall not condict of be einployed in'any privaté coaching

classes or give private tuitions on commercial basis, except as otherwise

provided in rule 23. i

(f) An employee shall commu nicate change in address, if any, during
vacation or leave period to the Head, Chief Executive Officer or President,
as the case may be.

(2) Full-time tenching staff shall not accept pert-time employment on
payment or for any consideration in enother edv.cational, cultural cr literary
institution without obt~ining prior written permission from the authorities.
of the school in which he is employed on full-time basis. Such work shal!,
however, be limited to two hours per day including private tuitions
In respect of a full-time non-teaching employee - desirous of working
in Night School, he shall be so 2llowed for the entire working period of

. the Night School.

(h) The behaviour ot 2n employee with male snd female students and

employees shall be modest.

(i) An employee shall—

(i) strictly abide by ~ny law relating to intoxicating drinks or drugs in

force in any area in which he may happen to be for the time being;

(i) not consume 2ny intoxicating drink or be under the influence of
any intoxicating drink or drug, during the course of his duty; and shzll also
take due care that the performance of his duties at any time is not affected
in any way by the infivence of any su.chdrink ordrug ;

(iii) refrain from consuming any intoxicating drink or drug in 2 public
place ; '

(iv) not appear in a public plece in a state of intoxication ;

(v) not use any intoxicating drink or drug in excess, so that he is unable .
to control his behavicur.

v
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Explanation.—For the purpose of this rule. ** Public Place™ means any place
or premises (including conveyance) to which the public have or are permitted to
have access, whether on payment or otherwise.

(3) Failure to conform to any of the rules of Code of Conduct mentioned in
sub-rule (2) shall be treated as an act of negligence or mis-conduct or both.

23, Private Tuition—(1) Full-time Teaching Stafi—

(a) A Head shall not undertake private tuitions or any part-time job with
remunération excepting the following items of work, namely :—

(i) Working as a guide for post-graduate research (with the approval of
the University).

(/i) Working as a part-time Lecturer in a college or in post-graduate
Department of Universities.

(iii) Any other educational work of a smeall nature which does not
interfere with his regular work and which shall be undertaken only with
prior written permission of the Management.

(b) A teacher shall not do private tuition for more than two hours a day
or teach more than five pupils during the whole period of tuition in the day.
The expression ** five pupils '* mezns the same five pupils and not batches of
pupils. Day school teachers workingin Night Schools may work for full
duration of the Night Schools instead of two hours as mentioned in this
rule provided they do not undertake private tuitions.

(¢) A tecacher shall not associate himself directly or indirectly with any
coaching classes to prepare pupils for the internal or oxternal examination of
secondary schools or any other examining body. When the number of pupils
taking private tuition from a teacher for internal or external examination
exceeds five, it shall be deemed to be a coaching class.

{d) The time spent by 2 teacher for conducting classes in curricular or
co-curricular activities with remuneration with prior permission of the
Management shall be set off against the limit of two hours of private tuitions
as permissible,

(2} Part-time Teaching Staff—(a) The total number of hours spent by 2 part-
time teacher' in teaching in one or more schools as also the number of hours
spent by him in tuitions shall not exceed the total number of hours spent in
teaching in a school by a full-time teacher pfus the number of hours permitted
for undertaking private tuition by a full-time teacher.

(b) A part-time teacher shall intimate the Head before undertaking any
tuition.

24, Submission of repres:ntations.—(1) Ropresentation from an employee
in connection with his employment or his school to the Management or to the
Department shall be addressed through the Head. He may, if he so desires,
however address an advance copy of his representation to the authorities.
The receipt of the representation shall be acknowledged by the Head.
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(2) Representation by the Head of a School to the Department shall
be routed through the Management.

(3) The Head or the Management. as the case may be, shall take final deci-
sion on the representation addressed by an employee to him or it within a fort-
nigit from the receipt thereof. If the representation has been addressed 1o
the Departmental authorities, the Head or Management, as the case may be.
shall forward the same to the Departmental authorities to whom it is addressed.
within 15 days from the date of receipt thereof with his or its remarks under
intimation to the employee concerned, failing which the authority to whom
the representation is addressed shall directly take action on the advance copy
of the representation. - ‘

25. Obtaining Higher or Additional Qualifications.»-(1) An employee other
than the Head shall obtain previous permission of the Head and the Head shali
obtzin previous permisgion«of the Management in case he intends to obtain
higher or addition=l qualifications by joining courses for which regular atten-
dance is necessary. In other casese shallintimate the Head or the Management.
The Head or ‘Management may grant such permission ‘provided the normal
work of the Scho.! does not suffer. The employee so permitted cannot claim
as a matter of right any kind of leave for the preperation of examination for
obtaining such qualification, He shzall however, be eligible to get leave due
and admissible to him for the purpose of appearing for the examination.
including the period required for journey. if any, for that purpose.

(2) The provisions of sub-rule (1) shall not 2pply in the case of professionul
courses, such as B. Ed. or D. Ed. which are pre-requisites of 2 teacher appointcd
by granting relaxation of qu=lifications prescribed in Schedule ** B, and alse
in cases of any similar courses organised by the Department, if the employee
intimates' immediately after applying, to the Head or the Management thot
he intends to join the course.

26. Retrenchment on account of abolition of posts.—(l) The services of
a permanent employee may be terminated by the Management after giving
him 3 months’ notice or 3 months’ pay (together with zllowances) in lieu of
notice, on the following grounds namely:—

() Reduction of establishment owing to reduction in the number of
Classes ¢r Divisions. : ‘

(i) Fall in the n'mber of pupils resulting in reductian of establisnment.

(iii) Change in the curriculum affecting the nmber of cerinir cntegory
of teachers.

(iv) Closure of 2 ccurse of studies or of the school itself.

(v) Any other bonafide reason of similar nature.

(2) Termination of services under sub-rule (1) above shzll be subiect to
the following conditions, namely :—

(i) The principle of seniority shall ordinarily be observed.
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(/i) Prior approval of the Education Olicer. or in the case of the Junioi
Co'lege of Education the Deputy Directcir shall be obtained by the Manage-
ment in each and every case of retrencment incleding cases in which the
principle of seniority is proposed 1o be departed from and # senior member
of the staff is proposed. to be retrenched whea a junior member should have
been retrenched.

(iii} The employees whose services ae: proposed to be terminated shal
be absarbed by the Education Oflicer arr oy the case may be. the Deput:
Director, in other Scheols.  Tillthe employees dre sa absorbed the Mannige-
ment shall no: be permitted to close dawn the Classes or Divisions or to
effect retrenchment on accorn' of vmy other reason mentioned ‘in sub-
rule (1) zbove.

(3) If posts retrenched are revived or addlitional posts [or the same subjects
are created, the Management shall, by ¢ letter registered post ecknowledgment
due addressed to the employee who is retrenched 2nd absoibed in other School.
give him the first opportunity of re-joining services in the school. For this
purpose the employee shall communicite to the Management h's address and
availability for the job every year befure April by a letter sent by registered
post acknowledgement due.

(4) The reirenched person who m=2y hiwe been absorbed in other School
shall have an option either to get repatriated to his original Schocl or teo
coniinue in the School in which he has been absorbed.

(5) If the employee opts to continve in the School in whicn- he has been
absc rbed or if no written reply is ieceived fricmi the employee within 2 fortnight
from the date ¢f recsipt of the letter addmessed fo him by the Management
regarding the offer for re-appointment or repatristion to the School or on
refusa] by him to receive the letter containiing such an offer. the Management
shall be free to fill the post or posts by appminiing some other qualified person
Qr persons.

(6) In the event of the employee opling: to get repitrizted to the originzl
Scheol he shall be restored to his origimal position in piy. seniority etc.

27.  Principles of Termination of Sewvice iin the event of relrenclzmem.~—Wh‘ile
terininating the services of employees umdesr the preceding rule, the fotlowing
principles shall also be observed : namely:— - :

(@) In the case of reduction in the mumber of classes at the High School
stage, i.e., Standards VIII to X, the servictes of the junior-most teacher in the
category of trained graduates shall be terminated.

(b) In the case of reduction in the mumber of classes at the Middle School
stage, i.e., Standards V to Vllsthe serwicées of the junior-most teacher in tha
category of trained undergraduates shall Ibe terminated.

(¢) If there are some teachers who emtered the service as (/) untrained
Matric/S.S.C. or (ii) Matric/S.S.C., $.T.C. or its equivalent and changed
their catcgory on improving quakificatiiors as (/) untrained graduate or
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(/i) trained graduate, respectively and if the sitvation demands that thei
services are required to be terminated under rule 26. they shall be giver option
either to go back to the original category of (i) untrained Matric/S.S.C
or (if) trained Matric/S.S.C., etc. On their doing so, the services of the
juniormost teacher in that category shall be terminated.

(d) In case the Management runs more than one school and in case the
retrenchment is to be effected under rule 26 in any one of the school:
run by it orin case any one of its schools is required to be closed either due
to withdrawal of ‘recognition or due tc the dedision of the Management
to close it. while effecting retrenchment, the principle of common seniority
of employees working in all the schools conducted by it shall be observed
along with the above principles.,

(e) When any retrenchment is to be effected, members of Backward Clas:es
alreacy in service shall not be retrenched though liable to retrenchment
acoording to their sémiority, if their strength in the school does rot exceed

* the percentage of reservation prescribed in sub-rule (7) of rule 9. In their
place; an equal number of other -non-Backward Class members of the stall
shall be retrenched subject, however, td the condition that, .as between the
permanent and temporary employees, the temporary employee shall te
retrenched irrespective of the fact that he belongs to the Backward Class.

. 28. Removal or Termination of Service.—(1) The services of a temyporary
employee other than on probaticn may be terminated by the Management at
any time without assigning any reason after giving one calendar month's
notice or by paying one month’s salary (pay and allowances, if any) in lieu of
notice. .

In the case of an employce entitled to vacation, the notice shall not be given
during the vacation or so as to cover any part of the vacation or within one
month after vacation.

(2) Subject to the provisions of sub-rule (3), the services of o permanent
employee may be terminated by the Management on giving compensation equa)
to six months’ emoluments (pay and allowances) in case he has put in less
than 10 years' service, and 12 months’ emoluments (pay and allowances) if he
has put in service of 10 years or more, in the following circumstances, namely:—

Immodest or immoral behaviour with a female or male student or employee
- or such other action involving moral turpitude into which, if an open
enquiry is held undesirable social consequences may follow,

{3) No order of termination of service shall beissued to an employee under
sub-rule (2) unless a notice stating the grounds on which his services are
proposed to be terminated is given to him by the Management allowing him
to show cause, if any, within a reasonable time and the cause shown, if any,
is considered. If, after considering the cavse shown, if any,an order of termi-
nation of services of an employee is passed, the Management may not assign
any reason in the order to be issued to the employee.
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(4) If a permanent employee in a secondary school or Junior College of
Education who is appointed prior to the Ist April 1966, or a permanent
employee in a primary school who is appointed prior to the Ist April 1979.
and who has opted to retain the Contributory Provident Fund scheme, is
to be relieved from service in the school for being found medically unfit as
certified by the Civil Surgeou or the Superintendent of a Government Hospital,
as the case may be, he shall be given gratuity at therate of half a month’s salary
(pay and allowances) for every completed year of service but not less than
3 months’ salary (pay and allowances), whichever is higher :

Provided that, an employce receiving gratuity under this sub-rule shall not
be held cligible to receive in additicn, compensation as provided under sub-
rule (2) above, ,

(5) An employee shall be liable to be punished on one or more of the
following grounds, namely :—
(a) misconduct;
(b) moral turpitude;
(c) wilful and persistent negligence of duty;
(d) incompetence.

For the purpose of this rule—
(a) “*Misconduct” shall include the following acts, namely:-—
(i) breach of the terms and conditioms of service laid down by or under .

these rules;(an
(i) violation of the code of conduct;
(b) “Moral turpitude” includes the acits mentioned in sub-rule (2);
(c) “Wilful negligence of duty” shall include the following acts, namely : —
(i) dereliction in, or failure to dischamrge, any of the duties prescribed by
or under these rules;
(ii) persistent absence from duty without previous permission; and
(ii) any other act of similar natwre :
(d) “Incompetence” includes the folllowing acts, namely:—

(i) failure to keep up academic jprogress and up to date knowledge
in spite of repeated instructions in that Ibehalf and provision of facilities;
(if) failure to complete the teaching of the syllabus determined for the
year within the fixed periods for reasions not beyond his control; and
(iii) any other act of similar nature.. 4

29. Penalties.— Without prejudice to the provisions of these rules. any
employee guilty of misconduct, moral twrpiitude, wilfvl and persistent neglect
of duty and incompetence, as specified in. ruile 28, shall be liable for 2ny of the
following penalties, namely : — :

(1) warning. reprimand or censure.
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(2) withholding of an increment for a period not exceeding one year,

(3} recovery Irom pay or from such other amount as may be due to him.
of the whole or part of any pecuniary loss caused to the InStitution by
negligence or breach of orders.

(4) reduction in rgnk.

(5) termination of service:

Provided that, an employee af & private school aggrieved with the decision
of imposing a minor penalty as specified in ctause (1) of rule 31 may prefer
an appeal to the Deputy Director of the region concerned within 45 days from
the date of receipt of the order of punishment,

30.  Imposition of penalty of withholding of incremeni.— When an increment
. of an employee is withheld, the avthorjty, imposing the punishment shall
specifically mention in its order— ‘

(a) the period for which it is withheld, and

(h) whether the period for which the increment is withheld shall be exclu-
sive of the leave (except casual leave) taken during the period.

31. Classification of penalties.—The pen-lties shall be clissified into minor
and major penalties as under:—

(1) minor penalties—
(i) reprimand.
(ii) warning,
(iii) censure,
(iv) withholding of an increment for a period not exceeding one year,

(v) recovery from pay or such other amount as may be due to him of
the whole or part of any pecuniary loss caused to the Institution
by negligence or breach of orders.

(2) major penalties—
(i) reduction in rank,
(ii) termination of service.

32. Procedure for imposing minor penaities.—The minor penalties may be
imposed for lapses on the part of the employees such as delay in disposal
of assignments, negligence of duty, insubordination, disobedience of orders
of superiors an1 other misconduct or misbehaviour of similar nature. Before
finally imposing any punishment as contemplated in this rule, the employee
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concerned shill be given in writing 2n opporitunity to explain within two weeks
why he should not, for good 2nd sufficient re2sons, be punished for the lapses
or omission on his part. The nature 2nd quant.m of punishment. if 2ny
to be imposed on him shall be decided after considering the explanation. i!
any, given by the employee.

33. Procedure for inflicting major penaltics.—(1) 11 an employee is alleged
to be guilty of misconduct or misbzhaviour of a serious nature and if there i
reasol. to believe that in the event of the guilt being proved against him. he
is likely to be reduced in rank or removed frcm service, the Management
shall first decide whether to hold an inquiry and also to place the employec
urder suspension and if it decides to suspemd the employee, it shall authorise
the Chief Executive Officer to do s¢ after obtainming the permission of the
Education Officer or, in the case of the Junior College of Education and
Technical High Schools, of the Deputy Diirector. Suspension shall not be
ordered unless there is a prima facic case fior his removal or there is reasor
to believe that his continuance in active serviice is likely to cause embarassmen:
or to hamper the investigation of the case. 1f the Management decides to
suspend the employee, such employee shall. subject to the provisions of
sub-rule (5) stand suspended with effect from the date of such crder.

(2) If the employee tenders resignation while under suspension and during
the pendency of the inquiry such resignatiom shall not be accepted.

(3) An employee under suspension shall not accept any private employment.

(4) The employee under suspension shall mot leave the headquarters during
the period of suspension witHout the prior- approval of the Chief Executive
Officer. If such employee is the Head and! also the Chief Executive Officer,
he shall obtain the necessary prior approwal of the President.

(5) An employee against whom proceediings have been taken on criminal
charge or who is detained under any law for the time being in force providing
for preventive detention shall be considered @s under suspension for any period
during which he is under such detention or lhe is detained in police or judicial
custody for a period exceeding forty-eight thours or is undérgoing imprison-
ment, and he shall not be allowed tc draw  any pay and allowances for such
period until the termination of the procecidings taken against him or until
he is relieved from detention and is in a posiition to rejoin duty after producing
documentary proof of his release (otherwise; than on bail) or acquittal, as the
case may be, An adjustment of his pay andi allowances for such periods shall
be made according to the circumstamces off the case, the full amount being
given only in the event of the employee beinjg acquitted of charge or detention
being held by the Court to be unjustified., '
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(6) After the result of the criminal prosecution, a copy of the judgement
shall be obiained by the Management and if the judgement is one of convictian
for the charges and if an inqguiry is also initiated by the Management against
the employee onthe basis of the same charges, it shall not be necessary to
proceed with the inquiry on the same charges and the Management shall take
action to terminate the services of the employee. The Management shall
not. however. pass any order till the period upto which the employee is entitled
to prefer an appeal or revision application to the higher Court against the
conviction by the lower Court is over. If the appeal or revision application
is preferred, the Management shall not take any action till the convictioff is
finally confirmed by the higher Court. When the judgement in the crimial

“case. appeal or revision application is one of acquittal, the Management shall
"consider in the light of the judgement whether it is necessary to institute or
procesd with the inquiry. It the Management agrees that the acquittal ‘is
justified, it may drop the inquiry by certifying that it agrees with. the findings
of the Court. 1f the Management does not agree with the findings, it may
proceed with the inquiry and inflict proper punishment.

34. Payment of subsistence allowance.—(l) (a) A subsistence allowance

ar an dmount equal to the leave salary which the employee would have drawn

. if he had been on leave on half pay and in addition, Dearness allowance based
on such leave salary shall be payable to the employee under suspension.

(h) Where the period of suspensicn exceeds 4 months, the authority which
made or is deemed to have made the order of suspension shall be competent
to vary the amount of schsistence allowance for any period subsequent to tre
period of the first 4 months as follows, namely :— ; :

(/) The amount of subsistence allowance may be increased by a suitable
amount not exceeding 50 per cent of the subsistence allowance admissible
durinig the period of first 4 months, if in the opinion of the said authority,
the period of suspension has been prolonged for reasons, to be recorded
in writing, not directly attributable to the employee.

(ii) The amount of subsistence allowance may be reduced by a suitable
amount, not exceeding 50 per cent of the subsistence allowance admissible
during the period of the first 4 months, if in the opinion of the said authority
the period of suspension has been prolonged due to reasons, to be recorded
in writing, directly attributable to the employee.

(iii) The rate of Dearness allowance shall be based on the incrzased or
on the Decreased amount of subsistence allowance, as the case may be,
admissible under sub-clavses (i) and (ii).

(2) Other compensatory allowances, if any, of which the employee was in
receipt on the date of suspension shall also be payable to the employee under
suspension to such extent and subject to such conditions as the authority
suspending the employee may direct :
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Provided that the employee shzll not be entitled to the compensatory
sllowances unless the said authority is satisfied that the employee continues
10 meet the expenditure for which such :llowances are granted :

Provided further that. when 2n employee is convicted by a competent court
and sentenced to imprisonmen:, the subsistence nllowance shall be reduced
10 4 nominal amount of rupee one per month with effect from the date of
such conviction and he shall contintie (o draw the same till the date of his
removal or reinsiatement by the competent avthority :

Provided also that, if an employee 15 acquitted by the appellate couri and
no further appeal or a revision epplication to @ higher court is preferred
and pending, he shail draw the svbsistence alfowance at the normal rat; from
the date of acquittal by the appeltate cowre tii! the termination of the inquiry.
it any, initiated under these rules : :

Provided also that, in cases [:liing under sib-rules (1) and (2) above, where
the management refuses to pav or fuils to start and continue p2yment of
spubsistance ¢liowance and otkar compensatory aliowances, if any., to an
employee under suspension, paymen: of the same shall be made by the Educa-
tion Officer or Deputy Director, as the case imay be, who shall deduct an equal
amount from the non-salary grant that may be due and pavabie or may
becomz due and payable o the school.

(3) In case an employee under suspensiom aitains the age of superannuation
while under suspension he shall be deemed to have been retirted on attaining
the age of superannuation and any departmemtal or Judicial proceedings pending
against him shall be continued even after his iretirement. A provisional pension
not exceeding the maximum pension whicth would have been admissible on
the basis of qualifying service upio the dlate of retirement of ithe employee or
if he was under suspension on the date of rettirement upto the date immediately
preceding the date on which he was placed under suspension shall be paid to
him. But no amount of Death-cum-Retivement Gratuity shall be paid till
his case is finally decided. Where an employee is acquitted of the charges and
he is not proceeded against by the Managerment under sub-rule (6) of rule 33
his case shall be regulated by sub-rule (5) if his suspension is held to have been
wholly unjustified, and by sub-rule (6) ifit is [held t o have been wholly justified.

(4) When an employee whe has been susjpended is reinstated, the authority
competent to order the reinstatement shalll consider and make a specific order —

(a) regarding the pay and allowances tio be paid tc the employee for the
period of his absence from duty, and

(b) regarding the said period being tireaited as a period spent on duty.
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(5) Where the authority mentioned in sub-rule (4) is of the opinion that the
cmployee has been fully exonerated or. in the case of suspension. that it way
wholly unjustitied. the emplovee-shall be given the full pay. allowances and
pension to which hz would have been entitled had he not been dismissed.
removed or suspended. as the case may be. The Management shall bear
¢vpenditure on pay and allowances of substitute. if any. appointed in place ol
the employee under suspension and such expenditure \hd" not hoid admissible
for Government g:ant.

ot
(6) In other cuses. the employee shall be given such proportion ol‘ pay aﬁd
Alowances and pensicn as the Management may decide

Provided that. where te amounl of prowslondl pension sanctioned to dm
vmployee durmg the peritd of suspension is more than the amount of pension:
finally held admissib? . the difference oi" such amount shall not be recovered
or adjusted from the mount of pension payable 10 him :

Prowded Iurlh(r lhal lhe pdvmenl ol |Ilow4nces under sub-rules (S)or (6)

shall -be subject to all oth>r conditions under which such allowances are ad mi-
wble

Provided also that in a case falling under sub- rule (5). the period of absence
from duty shall be treated as a period spent on duty, after the Management
specifically directs that it shall be so treated (for specified purposes).

35, Conditions of suspension.—(1) In cases where the Management desires
lo suspend an employee, he shall be suspended only with the prior approval
of the appropriate authority mentioned in rule 33.

(2) The period of suspension shall not exceed four months except with the
prior permission of such appropriate authority,

(3) In cases where the employee is suspended with prior approval, he shall
be paid subsistence aliowance under the scheme of payment through Co-
operative Banks for a period of four months oniy and thereafter. the payment
shall be made by the Management concerned.

(4) In case where the employee is suspended by the Management without
obtaining prior approval of the appropriate authority as aforesaid, the pay-
ment of subsistence allowance even during the first four months of suspension
- and for further period thereafter till the completion of inquiry shall be made

by the Management itself.

(5) The subsistence allowance shall not be withheld except in cases of breach
of provisions of sub-rules (3) or (4) of rule 33.
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36. Inquiry Committee.—(1) If an employee is allegdly found to be guilty
of misconduct or misbehaviour of a serious nature, and the Management decides
to hold an inquiry, it shall do so through a properly constituted Inquiry Commi-
ttee. Such a committee shall conduct an inquiry only in such cases where
major penalties are to be inflicted. The Chief Executive Officer authorised by
the Management in this behalf (and in the case of an inquiry against the Head
who is also the Chief Executive Officer, the President of the Management)
shall communicate to the employee or the Head concerned by registered pos.
acknowledgement due the allegations and demand from him a written expla-
pation within seven days from the date of receipt of the statement of allegations

(2) If the Chief Executive Officer or the President, as the case may be, finds
that the explanation submitted by the employee or the Head is not satisfactory,
he shall place it before the Management within fifteen days from the date of
receipt of the explanation. The Management shall in turn decide within
fifteen days whether an inquiry be conducted against the employee and if it
decides to conduct the inquiry, the Management shall authorise the President
of the Management and the Chairman of the School Committee to nominate
two members on the Inquiry Committee one each from the Management and
from the School Committee respectively and the President, and the Chairman
shall communicate the names of persons so nominated to the Chief Executive
Officer within fifteen days from the date of the decision of the Management.
The third member of the Inquiry Committee shall be a person nominated by the
employee concerned from amongst the members of the Management or from
amongst the employees of any private school. Where an inquiry is proposed
to be held against the Head referred to in sub-rule (1) the Inquiry Committee
shall consist of three members of whom one member shall be the President of
the Management and two other members shall be nominated each one by the
:School Committee and the Head.

(3) The Chief Executive Officer shall communicate the names of members
nominated under sub-rule (2) by the Management and the School Committee
by registered post acknowledgement due to the employee or the Head referred
to in sub-rule (1), as the case may be, and direct him to nominate a person on
his behalf on the proposed Inquiry Committee. In the .case of an inquiry
against the Head referred to in sub-rule (1), the President of the Management
shall communicate the name of the member nominated by the School Committee
and shall direct the Head to nominate a person on his behalf on the proposed
Inquiry Committee. The employee or the Head, as the case may be, shall
forward the name of the penson to be nominated by him alongwith the written
consent of the person so nominated to the Chief Executive Officer or to the
President, as the case may be, within fifteen days of the receipt of the communi-
cation to that effect )

(4) If the employee or the Head, as the case may be, communicates the name
of the person nominated by him the Inquiry Committee bf three members shall
be deemed to have been constituted on the date of receipt of such communi-
cation by the Chief Executive Officer or the President, as the case may be. If

3
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the employee or such Head fails to communicate the name of his nominee within
the stipulated period, the Inquiry Committee shall be deemed to have been
oconstituted on expiry of the stipulated period consisting of only two members
as, provided in sub-rule (2).

(5) The Convener of the Inquiry Committee—

(/) Inthe case of an employec shall be the member nominated by the Schoo!
Committee, and

if) In the case of the Head referred to m sub-rule (1) shali be the President
the Management,

and such Convener shall initiateaction pertaining to the conduct of the Inquiry
Committee and shall maintain all the relevant record of the inquiry.

(6) The meetings of the Inquiry Committee shall be held in the School
premises during normal school hours or immediately thereafter, if the employee
agrees and even during vacation.

37.  Procedure of inquiry.—(1) The Management shall preparc a chargesheet
containing specific charges and shall hand oyer the same together withthe state-
ment of allegations £nd the explanation of the employee or the Head, as the
case may be, to the Convener of the Inquiry Committee and also forward
copies thereof to the employee or the Head concerned by registered post
acknowledgement due, within 7 days from the date on which the Inquiry
Committee is deemed to have been constituted.

() (¢) Within 10 days of the receipt of the copies of chargesheet and the
statement of allegations by the employee or the Head, as the case may be,—

(1) If the employee cr the Head, as the cas ¢ may be, desires to tender any
written explanation to the chargesheet, he shall submit the same to the Conve-
per of the Inquiry Committee in person or send it to him by the registered
post acknowledgement due.

(#i) If the Management aud the employee or the Head, as the case may b,
desire to examine any witnesses they shall communicate in writing to the
Convener of the Inquiry Committee the names of witnesses whom they
propose to so examine, and

b‘}iii) If the Management desires to tender any documents by way of evidence
ore the Inquiry Committee, it shall supply true copies of all such docu-
ments to the employee or the Head, as the case may be. If the document
relied upon by the Management is a register or record of the school it shall
permit the employee or the Head, as the case may be, to take out relevant
extracts from such register or reoord. The employee or the Head, as the
case may be, shall supply to the Management true capies of all the documents
to be produced by him in evidence.

(b) Within 3 days after the expiry of the period of 10 days specified in clause
(a), the Inquiry Committee shall meet to procsed with the inquiry and give
10 days notice by registered post acknowledgement due to the Management
and the employee or the Head, as the case may be, to appear for producing
evidence, examining witnesses etc., if any. '
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(¢) The Inquiry Committee shall see that every reasonable opportunity is
extended to the employee for defending his case.

(d) (/) The Management shall have the right to lead evidence and the right
to cross-examine the witnesses examined on behalf of the employee.

(ii) The employee shall have the right to be heard in person and lead evidence.
He shall also have the right to cross-examine the witnesses examined on behalf
of the Management.

(iii) Sufficient opportunities shall be given to examipe all witnesses notified
by both the parties.

(e) All the proceedings of the Inquiry Committee shall be recorded and the
same together with the statement of witnesses shall be endorsed by both the
parties in token of authenticity thereof. The refusal to endorse the same by
either of the parties shall be recorded by the Convener.

(f) The inquiry shall ordinarily be completed within a period 120 days from
the date of first meeting of the Inquiry Committee, or from the date of suspension
of the employee, whichever is earlier, unless the Inquiry Committee has, in the
special circumstances of the case under inquiry, extended the period of comple-
tion of the inquiry with the prior apprcval of the Deputy Director. In case
the inquiry is not completed withis the period of 120 days or within the extended
period, if any, the employee shall cease 10 be under suspension and shall be
desmed to have rejoined duties, without prejudice to continuance of the inquiry.

(3) The Management and the employee or the Head, as the case may be,
shall be responsible to see that their nominees and the witnesses, if any, are
present during the inquiry. However, it the Inquiry Committee is convinced
about the absence of either of the parties to-the disputes or any of the members
of the Inquiry Committee on any valid ground, the Inquiry Committee shall
adjourn that particular meeting of the Committee. The meeting so adjourned
shall be conducted even in the absence of person concerned if he fails to remain
preseut for the said adjourned meeting.

(4) The Convener of the Inquiry Committee shall forward to the employee or
the Head, as the case may be, a summary of the proceedings and copies of
statements of witnesses, if any, by registered post acknowledgement due within
four days of completion of the above steps and allow him a time of seven days
to offer his further explanation, if any,

(5) The employee cr the Head, as the case may be, shall submit his further
explanation to the Convener of the Inquiry Committee within a period of
seven days from the date of receipt of the summary of proceedings etc., either
personally or by registered post acknowledgement due.

(6) On receipt of such further explanation or if no explanation is offered
within the aforesaid time, the Inquiry Committee shall complete the inquiry
and communicate its findings on the charges against the employee and its
decision on the basis of these findings to the Management for specificaction to be
taken against the employee or the Head, as the case may be, within ten days
after the date fixed for reccipt of further explanation. It shall also forward
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a copy of the same by registered post acknowledgement due to the employee or
the Head, as the case may be. A copy of the findings and decision shall also
be endorsed to the Education Officer or the Deputy Director, asthe case may be,
by registered post acknowledgement due. Thereafter, the decision of the
Inquiry Committee shall be implemented by the Management which shall
issue necessary orders within seven days from the date of receipt of decision of
the Inquiry Committee, by registered post acknowledgement due. The Manage-
ment she.l1also endorse a copy of its order to the Education Officer or the Deputy

Director, as the case may be,

38. Power to terminate services, etc.—The Management shall not delegate
to any subordinate authority other than the Chief Executive Officer, power to
execute the decision of the Inquiry Committee in respect of reduction in
rank or termination of services. '

39. Procedure of filing Appeals.—(1) Every memorandum of appeal
under sub-section (Z) of section 9 of the Act shall be duly signed by the appetlant
.and shall be submitted to the Presiding Officer of the School Tribunal in tripli-
cate personally or by registered post acknowledgement die. =~ ° -

(2) Every appellant shall submit his appeal separately and no joint appeal

1 be entertained :

Provided thzt, the Tribunal may entertzin a joint appeal by two or more
employees if the appeal arises out of the same inquiry and the grounds raised
in the appezl are the same.

(3) Every memorandum of appeal shall contain all material statements
and arguments relied upon by the appellent and shall be 2ccompanied by
a copy of the order appealed against and copies of 2ll the dccuments referred

-to in the appeal.

(4) Every memorandum of appeal shall be accompanied by 2 crossed
Indian Postal Order or Demand Draft of rupees fifty, payable to the * Presiding
Officer of the School Tribunal.... ”, The fee may also be remitted in cash in
the office of the Tribunzl or by postal Money Order.

(5) Every memorandum of appeal may be submitted in Marathi or in

English language.

40. Resignation.—(1) A permanent employee may leave service after giving
three calender months’ notice and a non-pcrmanent employee may leave
service after giving one calender month’s notice. The Management may,
however, allow 2n employee to leave service earlier on payment of pay (exchu-
ding allowances) for three months, or as the case may be, one month in lieu
of notice by the employee. The amou nt in lieu of notice shall be restricted to
the pay for the period by which the notice period falls short.

(2) It any Mzanagement allows an employee to leave service earlier either
without due notice or without mzaking payment of pey in lieu of notice as
specified in sub-rule (1), a proportionate 2mount of pay in lieu of notice
shall be deducted from the grant due to the school concerned.
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(3) An employee entitled to vacation shall mot give notice of resignation
during the vacation or so.as to cover any part of the vacation. The notice of
resignation shall not be given within a month after the beginning of the first
term of the year.

SCHEDULE ‘A"’
[See rule 2 (1) ()]

School Committee

1. (a) Every school shall have a School Committee which will be
responsible to Government for the management of the School. There shall te
different School Committees for (i) Priman}! School, (i) Secondary School
including Higher Secondary class, if any, (/i) Junior College section attached to
Senior College and (iv) Junior College of Education.

(b) A Society or Trust conducting a large number of schools shall have
a Co-ordination Committee for all the schools conducted by the Society or
Trust or for 3 group of schools of Society or Trust in addition to the School
Commiittee of each such school.

2., The School Committee shall counsist of—

(a) Four representatives of the Management consisting of the President
of the governing body or his nominee and three members nominated by the
ﬁvcming body. The President of the governing body or his nominee shail

the Chairman of the Committee;

(b) One member from amongst the permanent teachers from the same
school only in order of seniority by annual rotation;

(c) The Head of the School, who shall be ex-officio Secretary of the School
Comnnittee, shall be responsible to keep a record of the proceedings of the
Committee’s meeting :

Provided that, in the case of a school run by a Trust which is registered as
Fublic trust the four representatives referred to in clause (a)shall consist of four
ounder members, if there are such members available. If there is one or
more but less than four such founder members the three or other requisite
number of members shall be nominated by the founder members so as to make
the total number of members four on the School Committee for such school.

3. Functions of the School Committee shall be as follows, namely :—

~ {a) management and regulation of the finance of school, keeping of
accounts and making investments of the funds of the school;

() preparation of budget estimates;
(¢) appointment of employees (other than the Head of the school);
(d) institution of new teaching courses;

{e) confirmation, promotion’of and minor punishment to the employees
o'her than Head subject to the provisions of the Act and these rulss;
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(f) grant of leave other than casual leave, to the st ¥ other than the Head
of the school whose leave will be granted by the Management ;

(g) reporting to the Management on matters relating to the school.

4. The Co-ordination Committee shall consist of—

(a) the President (or his representative from amongst members of the
Management);

(b) the Head of each school conducted by the same Management or of

each school in the group of schools in a locality for which the Co-ordination
Committee is formed, and;

(c) a member of the School Committee of each school or group of schools,
representing the Management.

5. The Co-ordination Committee wi!l imr general co-ordinate the activities
of the Scbool Committees of the schools under the same Management or
a group of schools in the Same loczlity.

6. The term of the School Committee or Co-ordmatlon Commmee shall
be co-terminus with that of the Management. . .

7. No individual member of the School Commlttee or Co-ordnnatlon
Committee excepting the Head of the school shall directly or indirectly interfere
with the internal administration of the school, the discipline of the school and
the duties of the teachers,

SCHEDULE ‘B’
{See rules 2(1)X;j) and 6]

I. Qualifications for Primary Teachers

Appointment to the posts of Primary school teachers (other than special
teachers—Drawing teachers) shzll be made by nomination from amongst candi-
dates who have passed S.S.C. examination or Matriculation examination
or Lokshala examination or any other examination recognised as such by
Government and the Primary Teachers Certificate examination or Diploma
in Education examinaticn, or a Diploma in Education (pre-primary of two
years’ duration).

Note.—A person holding a Diploma in Education (pre-primary of two years® duration)
shall be qualified to teach standards 1 to IV only notwithstanding anything contained in the
foregoing provisions—

(a) Candidates who were recruited before tne coming into force of these rules in accord-
ance with the recruitment rules then in force and who were thereafter discharged for want
of vacancies shall be eligible for reappointment.

(b) Other things being equal, pieference may belgiven to

(i) candidates who have passed the S.S.C, or other equnvalent examibation with
English, Mathemaiics and Science or any two of them: and

(ii) eligible women candidates obtaining [the qualifications mentioned a$ #em (i)
through condensed courses.
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2. Appointment to the post of Special Teacher (Drawing Teacher) in
Primary Schools shell be made by nomination from amongst candidates who
have pessed S.S.C. examinstion and possess Art Teachers Diplome or Drawing
Teachers Certificete or Drawing Masters Certificate.

3. Primary School teachers whose date of first appointment as such teschers
in the service of a Zilla Parishad or Municipal School Board or Municipal
Corporation or Municipal Council or recognised fprivate primary school is
15th October 1966 or any prior date are exempted from acquiring S.5.C. and
training qualification.

4. Primary School teachers recruited prior to the 30th June 1972 and who
are possessing academic and training qu.alifications according to the rules in
force at the time of their appointment are exempted from the S.S.C. and D.Ed.
qualifications. Those who were recruited after the 30th June 1972 and who
do not possess the S.5.C. and training qualifications should acquire the same

before June 1985. Feilure to acquire these qualifications before June 1985
shall make them liable for termination of their services.

5. The Primary School teachers with 8.S.C. plus S.T.C. or T.D. or D.T.
(one year) or Diploma in Education (one year) qualification who have been
appointed in-service on or before the 30th September 1970 in primary schools

shall be regarded as trained and held eligible for the scale of pay for trained
S.S.C. teachers.

Ii. Qualifications for trained Teachers in Secondary Schools and Junior
Colleges of Education

(1) For Graduate Teachers: :

(i) A Bachelor's degree in Teaching or Education of any statutory University
or & qualification Recognised by Government as equivalent thereto;

(/) A Tecching Diploma of amy statutory University if a person holding
it is appointed for the first time before the 1st October 1970;

(it) A Secondary Teachers Certificate of the Education Department of this
?;s;t; if the person holding it is appointed for the first time before 1st Qctober

(iv) A Diploma in Education of the Graduates Basic Training Centres;

(v) A Diploma in Physical Education or & qualification recognised by Govern-
ment as equivalent thereto; or Biforcal Higher Diploma in Physical Education
of the Government of Maharashtra (as Physical Education with one of the
method subjects) or B, P. Ed. (Marathwada University) or B. P. Ed. (Shivaji
University) or B.Ed. (Physical Education) (Poona University) or B.Ed. (Physical
Education) (Bombay University) or Diploms in Physical Education, Culture
and Recreation awarded by Hanuman Vyayam Prasarak Mandal, Amravati;
or

(vi) Any other degree, diploma or certificote which-Government or the Inter-
University Board may sanction as equivalent to any of the above qualifications.
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(2) For Undergraduate Teachers:

() A Diploma in Education of Nagpur and Bombay Universities which is
awarded two years after Secondary School Certificate Examination;

(i) A Secondary Teachers’ Certificate of the Education Department or the
Teachers’ Diplome of any .other statutory University if the person holding it
is appointed for the first time before the 1st QOctober 1970;

(ii}) A Certificate in Physica' Education recognised by Government if the
person holding it is appointed for the first time before the 1st June 197t

(iv) A Diploma in Education (Primary) awarded by Government; or

(v) Any other equivalent diploma or certificate approved by Government or
Inter-University Board.

(3) For Drawing Tcachers:

A Drpwing Teacher’s cr a Drawing Master's Certificate or an Ar. Master’s
- Certificate. or. Art Teacher’s Diploma or Ari Master’s Diploma.

(4) For Crafts Teackers:

A Certificate of having completed the speciel cousse in Crafc run by the
Directorate cf Technical Education o1 any otner equivelent course approved by
Government with a minimum duration of six months.

(5) For Language Tcachers (Arabic, Hindi, Persian, Sanskrit etc.):

For Graduate Teochers any degree, diploma or certificate which Government
or the Inter-University Board may sanction as equivalent to the professionail
quelification as referred to under Item (1).

Note.—Persons in scrvic: on the 1st June 1963 with qualifications which have been approved
by Government for the posts held by them shall continue to be considered as persons having
approved qualifications.

III. Qualifications for Teachers in Junior Colleges

(1) Full-time Teachers :

(a) Master’s Degree of a s:atutory University in second class in the respective
subjects plus B.Ed., or a Diploma or Certificate in Teaching, approved by
the Department.

(b) Subject to the provisions of sub-clause (¢) the qualifications of the teachers
who are in service on the appointed date or appointed after the appointed date
with the approval of the Deputy Director, shall be as follows, namely :—

(i) A master’s degree of a statutory University at least in secm‘d class in
Science with Physics, Chemistry or Mathematics, or a Master’s degree
of a statutory University at least in second classin Arts with Mathematics
or a master’s degree of a statutory University at least in second class i~
Commerce, or any higher qualification :
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(i) A bachelor’s degree of a statutory University at least in second ‘class
in Commerce and who is also a Charterted Accountant (such teachers are
already having the professionai qualification of Chartered Accountant and
hence they shall not be required to acquire the professional qualification of
a bachelor’s degree in Education or Diploma or Certificatein' teaching
approved by the Department) ;

(ifi) A bachelor's degree of a statutory University at least in second class
with a bachelor’s degree in Technology :

(ivy A master’s degrez of a statutory University in Arts in first class}

(v) A master’s degree of a s*atutory University at least in second class in
any respective subject ;

(vi) A bachelor’s degree of a statutory Universily at least in second or
pass class with a bachelor's degree of a statutory University in Education
and having experience of teaching standards VIII 1o X or XI for a period not
less than seven years and appointed during the year 1975-76: or

(vii) Any other qialification recognised as equivalent by Government
or the Inter-University Board.

(¢) The teachers possessing the qualifications referred to in sub-clause (i),
(iii), (iv) and (v) shall be required to acquire the professional qualification
of a bachelor’s degree of a statutory University in Education or Diploma or
Certificate in teaching approved by the Department on or before the 13th day
of March 1985 failing which they shall not be entitiled to increments in the
scale of Rs. 500—930 accruing after the date aforesaid,

(d) If persons possessing the qualifications referred to in clauses (g)and (b)
are not available. the Director may relax the qualifications on the basis of the
merits of each case and the person in whose favour such relaxation is allowed
shall be appointed purely on temporary basis,

(2) Part-time Teachers :

It may be necessary to engage part-time teachers in certain coptional sub-
jects such as Book-Keeping and Accountancy. Biology, Geology etc. The
qualifications prescribed for full-time teachers tor the Junior College classes
will also be applicable to them. Tne Director may relax the qualifications
in suitable cases as. mentiSned in clause (1).

(3) Teachers for Technical subjects :

Teaza2:s teaching technical sabjzcts or teaching optional technical subjects
s hallhave the following qualifications, namely :—

(i) Diplom1 in E1gin23ring with thres y2ars® tzaching experience or thrse
years' professional experience ; or

(#) teachers having Dagree in Enginesring or Tezhnology.
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{4) Teachers teaching Art subjects :

For teaching optional Art subjects, persons possessing the following quali-
fications shall be considered eliigible —
(@) (i) A Diploma in Drawing and Painting or Sculptuic ard Modelli
or Applied Art in at least second class awarded by the Directorate of Art o
Government or a Degree in Fine Art or Commercial Art of a statutory
University in at least sec- ~d class or an equivalent qualifczticn recognised
by the Directorate of Art of Government ; and

() AM. (Art Maste: . Certificate or A. M. Diploma or Diploma in Ast
Education in at least second class, awarded by the Director of Art; or

(b) Candidates who possess Art Master with A. M. Certificate and who
have worked as Art Teachers in secondary schools for a period of at least
ten years. ‘

Note.—~The candidates who have not undeigone the revised Diploma course referred to in
sub-clause (/) of clause (a) or who possess only the Art Master’s Certificate shall te keld
to teech Junior Cc classes provided they have, uncesgone or . undergo .the
‘Course in the' F tion Course or any orientation prograrme in Art Education

by the Directorate of Art.

(5) Hindi teachers *
A person who possesses academic and training quabficutionin Hindi which

is reoogmsed as equivalent to the qualifications mentioned in clause (1) shall
be held eligible for appointment as Hindi teacher.

(6) Teachers for Defence Studies

A on who possesses any of the following qualifications shall be held
eligible for appointment as a teacher in Defence Studies, namely .—

(a) a graduate or post-graduate with Defence Studies asone of the subjects

(b) a graduate in any faculty and & Commissioned Officer’ havint
experience of not less than three years in the N. C. C. Senior Division ot
having experience of not less than five years in N, C. C. Junior Division ; or

(c) a graduatein any faculty possessing the tachelor’: degiec in Educatio
with 7 years, teaching experience in seconceary schocl and at least ‘C *
Certificate of the N, C. C. Division,

(7) Physical Education teachers :

(a) A person who possesses a D. P. Ed. or B. Ed. (Physical Ecucation) with
seven years' Post-Training experience if he possesses backelor’s cegree in Arts,
Science or Commerce at least in second class or with ten years’ experience if he
possesses any of such degrees in pass class.

(b) A person who possesses certificate in Physical Educaticn (C. P. Ed.) and
whese aprointment is approved by the Director by relaxing cualifications
mentioned in sub-clause (a).
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IV. Qualifications for non-teaching posts in Schools

(1) Junior Clerk .. A person who has passed at least the Matri-
culation or the Secondary School
Certificate Examination or any other
qualification declared by Government
as equivalent thereto.

(2) Senior Clerk .. By promotion from amongst persons
holding the posts of Junior Clerk on the
basis of seniority-cum-merit.

(3) Head Clerk .. By promotion from amongst persons
holding the posts of Senior Clerk on the
basis of seniority-cum-merit.

(4) Superintendent .. By promotion from =amongst persons
holding the posts of Head Clerk on the
basis of seniority-cum-merit.

(The above posts are shown in descending order and the higher posts are
promotional posts available in Secondary Schools and Juninr Colleges of
Education on the basis of enrolment of the Schocls concerned.)

Note.—For the purpose of filling in the promotional posts from among the staff strictly
on the basis of the seniority-cum-merit, the seniority shall be determined on the basis of
guidelines mentioned in Schedule « F **and merit shall be determined in accordance with
the record of service within the meaning of that expression in the Explanation below sub-
rule (6) rule 3.

(5) Librarian .. A person who has passed at least the
Matriculation or the Secondary School
Certificate Examination and possesses
a certificate in Library Training awarded
by the Directorate of Libraries.

(6) Laboratory Assistant .. A person who has passed the Matriculation
or Secondary Schoo! Certificate Exami-
nation with Physics and Chemistry or
Gemera| Science subijects,

(7) Laboratory Attendant (for A person who hasstudied upto Pre-S.S.C.
the scale of pay of Rs. 250-435)  class with Physics and Chemistry or
General Science su bjects.

(8) Laboratory Attendant and A person who is literate.
other lower grade employees
such as Naik, Peon, Watch-
man, Chowkidar, Sweeper,
Callwoman, Kamathi etc,



SCHEDULE*‘C"’
[See rule 7(1))
Pay-scales
PART I ‘
Scales of Pay of Primary School Head Masters and Teachers
Serial Qualification Pay-scale
No.
1 2 3

Rs

I Head Master in Primary Schools 335—]5—500—20—580—Extn.
having an enrolment of students  —20—680,
ab%vlel 200 or having standards I
to ;

2 (a) Untrained teachers who have)
passed the Primary School Certi-
ficate examination or othér exdmi- |’
nation recognised as equivalent
thereto by Government ;

(b) Untrained veachers in Marath-
vada Region possessing qualifica-
tions Jower than Munshi or
Matriculation qualification ; 250728

(¢) Teachers who have fasaed either 5—10—385—Extn.

the Primary School Certificate | —10—435.
Examination or Secondary School
Certificate Examination or any
other Examination recognised as
equivalen: thereto by Government
and who are treated as experienced
teachers, in accordance with the
orders issued by Government in
that behzalf.

3 (a) Untrained teachers who have)
passed the Secondary School Certi-
ficate Examinatioa or other exami-
nation recognised as equivalent
theretc by Government ;

(b) Untrained Teachers in Marath-
wada Region possessing Munshi 260—10—390—15—420—Extn.
or Matriculation qualifications ; <} —15—495,

(c) Teachers who have passed the
Primary School Certificate Exami-
nation or an examination recognised
as equivalent thereto by Govern- ]




Serial Category Pay-scale

1 2 3

Rs.
ment and also the Primary School?
Teachers Examination (two years '
course) ;

(d) Teachets who have passed the
Primary School Certificate Exa-
mination or an examination
recognised as equivalent thereto
by Government and who have
secured Training Certificate prior
to 1958 according to the old or
new course ;

(e) Teachers who have passed the
Primary School Certificate Exa-
mination or ‘other examination (‘260—10—390—15—420—
recognised as equivalent thereto by [ " Eyin —]5—495
Government and who are treated ! )
as deemed trained teachers in |
accordance with the orders issued
by Government in that behalf ;

(f) Teachers who have passed the
Primary School Certificate Exa-
mination or other examination
recognised as equivalent thereto by
Government and who are treated
as trained teachers in accordance
with the orders issued by Govern-
ment in that behalf ; J

4 (a) Teachers who have passed the?
Secoadary School Certificate Exa-
mination or other examination
recognised as equivalent thereto by
Government and also the Junior
Primary Teachers Certificate Exa- » 290.—10—~390—15—465—
mination after 1958 ; Extn.—15—540

(5) Teachers who have passed the
Secondary School Certificate Exa- i
mination or other examination

recognised as equivalent thereto !

by gtl:lvernmeut and the old one!I

year’s training course ;




Category

Pay-scale

(c) Teachers who have passed the"
Secondary School Certificate Exa-
mingtion or other examination
recognised as equivalent thereto by
Government and the two years’
training course, if any ;

(d) Teachers who have passed the
Secondary School Certificate Exa-
mination or other examination
recognised as equivalent thereto
by Government and who are treated
as trained teachers ir. accordance
with the ordersissued by Govern-
ment in that behalf ;

(e) Teachers who have passed the
Secondary  School  Certificate
Examination or other examination
recoghised as equivalent thereto
by Government and who are treated |
as deemed trained teachers in
accordance with the orders issued
by Government in that behalf ;

(f) Teachers who have passed the
Secondary  School Certificate
Examination or other examination
recognised as equivalent thereto
by Government and who are treated
as trained teachers by the former
Governments of Madhya Pradesh
and Hyderabad prior to the 1st
November 1956 ;

(g) Teachers who have passed the
Secondary  School  Certificate
Examination or other examination
recognised as equivalent thereto
by Government and who have
passed the Senior Primary Teachers
Certificate Examination or Diploma
in Education (Primary) or Diploma
in Education (Pre-Primary) Exami-
nation, which are courses each of

290—10—390—15-—465—
r  Extn.—15—540.

two years’ duration.



Seria Category Pay Scale
No.
1 2 3
Rs.
$ (a) Untrained Hindi teachers who 250—7—285—10—385%—

have passed the Primary School
Certificate examination or have
acquired ?aliﬁoations in Hindi
recognised by Government ;

(b) Untrained Hindi teachers who
have passed the Secondary School
Certificate Examination or acquired
the qualifications in Hindi recognis-
od by Government ;

(c) Trained Hindi teachers who have
passed Primary School Certificate
Examination or who have acquired
the qualification in Hindi recognised

Extn.—10—435.

> 260—10—390—1 5—420—
Extn,.—15—495.

by Government ; J

(d) Trained Hindi teachers who have
passed the Secondary School Certi-
fication Examination or other
examination recognised as equiva-
lent thereto by Government, or
who have acquired qualifications in
Hindi recognised by Government ¢

(e) Al other special teachers,
i.e. teachers teaching Drawing,
Music, Sewing etc.

290-—10—390—15—465—
Extn.—15—549,

250—7—285—10—385—
Extn.—10—435,

The scales of peyof Head-Masters in Secondary Schools, teachers in
Secondary Schools and academicteaching staff in Technical, Multipurpose and
Vocational High Schools.
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Part [

Head-Masters
Sr. No. Category Pay-scales

1 2 o 3
Rs.
1 Head of Secondary School . (El;n:lolment of students 500 and
ow) @
600—30—750—40—950.
(Enrolment of students above
500) :
750~40—1150.
2 Assistant Head of Secondary School, -600—30-—750—4C—950.

3 Supervisor . .. No separate scale of pay has
been prescribed. The incum-
bent will draw pay in the
- scale of pay as an- Assistant
Teacher plus an allowance of
Rs. 40 per month.

ParT III

Secondary School Teachers and academic teaching staff in Technical.
Muliipurpose and Vocational High Schools.

Sr. No. Category Pay-scales
1 2 U
R..
1 Untrained Matric/S.S.C. .. 260—]10—390—1]5—420—Ex1n.
—| 5—195.

2 Matric/S.S.C. and one year course  290—10—390—15—465—Extn.
thereafter such as ST.C,T.D.  —15—340. plus special pay
(one year);D.Ed. (one year);Dip. of Rs. 8 per month to only
T. (one year) etc. those who teach standard VIII

or any higher standards for
at least 1/3rd of the prescribed
number of periods of work-load.

3 Matric/S.S.C. and Diploma in Edu- 290-—10—390—135—465— Extn.
cation of Government or H.S.C. —15—540, plus special pay
or First Year of College and  of Rs. 8 per month to only
Diploma in Education (Nagpur those who teach standard
University) or T.D. (Bombay VIII or any higher standards
University). for at least 1/3rd of the

prescribed number of periods._
of work-load.
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Serial Category Pay-scale
No.
1 2 3
Rs.
4 Untrained Graduates 335~~15-—500—20—580—Extn.
—20—680.
5 Graduates with S.T.C./T.D. (one¢ 365~—15—500-—20—660—Extn.
vear){Dip.T. (one year) =30—760, _
6 Graduates with Diploma in Educa- 365-—15—500—20—660—Extn.
tion of Government or D.P.Ed, —20—760.
(Nagpur University) or T.D.
(Bombay University) obtained
after HS.C. or first year of
College
7 Graduates with Dip. T, (2 years) .. 365—-15—7-6530—20—660-Extn.
8 Graduates with B.T./B.Ed. 365-5-&_5_—_’-65.90—20—660-—Extn.
9 Agricultural Graduates with B.T./ 365— 1 5—500—20—660—Extn.
B.Ed. —20—760, with higher start-
ing pay of Rs. 410 tothose who
teach the subject ‘Agriculture’
in Multipurpose Schools. -
10 Teachers possessing post-graduate 365—I]5—500—20—660—Extn.

degree at least in Second Class
with B. T./B.Ed.

20—760, with a higher starting
pay of Rs. 410 :10 thos; who
possess postgraduate degree
at least in Second Class in
the subject taught in the
school.

Teachers in Marathwadla
11 Munshi passed/Matric/other equival- 7| 260—10—390—15—420—Extn.

ent qualifications passed, un- '&15—495.
trained teachers
12 Intermediate untrained J
13 Intermediate trained .. 290—10—390—15-—465—Extn.

15—540.

Note 1.—The scales of pay mentioned at serial numbers 5 and 6 above shall be admissible
to the graduate teachers who were holding the quallifications specificd thercin and who were
appointed in service for the first time on or before the 1st October 1920 and are in service
astrained graduate teachers.

Note 2.— The teachers with qualifications specified at serial numbers 5, 6 and 7 and who
were appointed on or before the Ist October 1970 shalll only be éligible for the scales of pay
mentioped therein if they obtain a Bachelor’s diegrec after that date and are aggoln!er as
u;ai graduate teachers for standards V to VII oin or after the 17th April 1979 and pot
O ww*“ .

4
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PART IV
Special Teachers in Secondary Schools and Junior Colleges of Education
Serlal Category Pay-scale
N 2 3

Rs,
(@) Drawing Teachers—

1 Drawing Teacher’s Certificate or 290—10—390—15—465—Extn.
Drawing Master’s Certificate or 15—540,
Art Teacher’s Diploma.

2 G. D. Art or Bachelor of Fine Art  365—15-— 500—20—660—Extn.

or Art Master's Certificate, 20—760.
3 G. D. Art or Bachelor of Fine Art, 365—]5—500—20—660—Extn.
-+ plus Art Master’s Diploma.. . . .20—760—(with a hi

r .
starting pay of Rs. 395 for those
possessing  Art  Master’s

Diploma).
(b) Drawing Teachers in Marathwada only—
1 Junior Drawing Teacher . 29{);—-1;05390-—15—-465—Extn.
2 Senior Drawing Teacher . 290—1-510—390-—1 5—465—Extn.
3 Special Drawing Teacher .« 365—15—500—20—660—Extn.
20—760,

(¢) Physical Training Instructors—
I Non-Matric or non-S.S.C. P. T. 260—10—390-—]5-420—Extn.

Instructor. 15495, .
2 Matric or S.S.C. with short-term 290—10—390—]5—465—Extn.
course in Physical Education. 15—540,

3 Matric or S.S.C. with one year’s 290—10—390—15—465—Extn.
Certificate Course in Physical 15—540,
Education.

4 Physical Training  Instructor 365—I]5—500—~20-—660—Extn.
(Graduate) or Kandivali Trained 20760,
[B.A. or B.Sc. or B. Com. and
D.P.Ed. or persons possessing
a Bifocal Higher Diploma in
Physical Education of the
Government of Maharashtra
{as Physical Education with one
of the method subjects) or B.P.Ed.
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S:Ll'l Category Pay-scale
1 2 3
Rs.

H W

]

N

(Shivaji University) or B.P.Ed.
(Marathwada University) or
B.Ed. (Physical) (Pune University)
or B.Ed. (Physial) (Bombay
University) or Diploma in
Physical Education, Cuiture and
Recreation awarded by Hanu-

man Vyayam Prasarak Mandal,
Amravati]

(d) Sanskrit Teachers—
Shastri without S.T.C.

Shastri with S.T.C.
Shastri (Graduate) without S.T.C.
Shastri (Graduate) with S.T.C,

(e) Hindi Teachers—

Matric or S.S.C. with Kovid, Pravin,

Visharad or any other examina-
tion recognised by Government
as equivalent to intermediate,

Matric or S.S.C. or Inter with Hindi
Shikshak Sanad including Junior
or Senior Hindi Shikshak Sanad.

B.A. with Hindi without Hindi
Shikshak Sanad.

Graduate with Junior or Senior
Hindi Shikshak Sanad,

(f) Craft Teachers—

Those who have not passed
Standard VIII or above with
Certificate in Craft.

Primary School Certificate Exami-
nation or Primary School Certri-
ficate plus Certificate amd/or
Diploma in Tailoring and/or Em-
briodery Courses approved by tihe
Director of Technical Education.

260—10-—390—15—420—Extn.
15—495.

290—10—390—1 5~465—Extn.
15—540,

335—15—500—20—580—Extn,
20—680.

365-—15—500—20—660—EXxtn.
20-—~760.

260—10—390—15—42u—Extn.
15495,

290—10—390—15—465—Extn,
15540,

335-~5—500—20—580-—Extn.
1—20—680,

365-~15—~500—20—660—Extn.
20—760.

250—7—285—10—385—Extn.
10435,

260—10—390—1 5—420—Extn.
15495,
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Sesial | Category Pay-scale
1 2 3
Rs.
3 Matric or S.8.€. with Craft Certi- 290—10—390—15—465—Extn.—
ficate ,15—-540.

(8) Music Teachers—
} Sangit Visharad without Matric or 290;—1055390_15—465—5xm -

S8.S.C.
2 Sangit Visharad with Matric or 335—15—500—20—580—E xtn.—
. 88C. 20680,

(h) Sbortlland and  Typewriting

Instructors— ’
1 Shorthand ~"and = Typewriting 3351550020580~ Exts.—
Instructor, 20680,
2. Typewriting Instructor oo 290—10—390—15—465—Extn.—
15540,
(V) Field Assistant— .
1 Matric or S.S.C. plus 6 months’ 260—10--+390-—15—420—Extn.—
course in Agricuiture, _ 15—495.
(j) Tabaljis—
1 Sangit Madhyama (Tabla)or a3
certificate from a Government |
recognised Sangit School or
possessing 10 years’ experience
of playing Tabla or Certificate of
proficiency from first class music
expert from the All India Radio
260—10—390—1I5—420—Extn.

2 Sangit Visharad of Gandharva | 15—495.
Mahavidyalaya, Pune or any
other diploma from the Govern-
ment recognised Sangit Schools
recognised as equivalent thereto
by Government.

Note—~The pay-scales of Graduate Teachers shown in Part III shall be adm:ssxblc to
teachers appointed for standards V to VII on the condition that the number of graduate
and under-graduate teachers (other than teachers in music, drawing, craft and physlcal

education) admissible shall be in the ratio of 25:75.
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PART V
The Scales of pay of Princlpals and Teachers in Junior Colleges
of Education
Serial Category Pay-scale
Np 2 3
Rs.
1 Trained Graduate Teachers .. 395-15-.500—20—700—Extn.
—20--800.
2 Graduate and Montessory trained 365-—-15—-5(!)—-20—-660—-&& ’
teachers. —20—T760.
3 Principals .. . .. (1) For Colieges having four
Divisions or less-—600—30—
750—40—950.

(2) For Collegu ha more
than four Dms;oﬁ‘lso_.
40—1150.

Part VI

Scales of pay of Teachers in Junior College (Higher Secondary) Units
attached to Secondary Schools or Colleges -

Sﬁial Category Pay-scale
0. :
1 2 3
Rs.

1 Teachers with post-graduate degree im  500-20-700-25-900.
H Qlass plus B.Ed. or a diploma or
certificate in Teachmg approved by
Government. ,
2 Tomghers in the Secondary Schools 500-20-700-25-900.
having the qualifications of Bache- ’
lor’s degree in the second or pass
olass with B.Ed. and with 7 or 10
years’ experience of teaching &tan-
dards VITI-X/XI appointed to teach
the Junior College Classes attached
to the Secondary Schools during
1975-76 and who have opted for the
scale applicable to the Junior
College Teachers.
3 Teachers with post-graduate degree 500~20-700-25-900,
at least in second class appointed to
teach the Junior College Classes in



S;‘rgal Category Pay-scale
1 2 3

Rs.

the scale of pay applicable to the

Junior College Teachers subject to

the condition that they should ac-

quire the professional qualification

of B.Ed. or a Diploma or Certificate

in teaching approved by Govern-

ment, on or before the 13th day of

March 1985, failing which they shall

not be entitled to future increments

in the scale applicable to Junior

College Teachers.
4 Teachers ‘'with B.Com. at least in 500~20-700-25-900.
. second class and .who are also . . ., . , . , .

Chartered Accountants.

S Teachers with B.Sc. at least in second 500-20-700-25-900.
class and B.Tech. appointed to teach
the Junior College Classes subject
to the condition that they should
acquire professional qualification of
‘B.Ed. or Diploma or Certificate in
teaching approved by Government,
on or before the 13th day of March
1985, failing which they shall not
be entitled to future increments in
the scale applicable to Junior
College Teachers,

6 Teachers in whose favour the Director The pay-scale admissible to a
has relaxed qualifications including  secondary school _teacher
teachers teaching work experience according to the qualifications
subject. mentioned in Parts III and IV

Dlus a special pay of Rs. 50 per
month.

7 Teachers teaching physical education 500-20-700-25-900.
referred to in sub-clause (a) of clause
(7) of item III of Schedule * B’.

Note.—College teachers who have not completed two years of service on the 7th February
1975 and who are determined as surplus to the requirements of the colleges and who are
absorbed in the Junior Colleges for teaching Junior College Classes to te attached to the
colleges shall be held eligible for the above scale of Rs. 500—20—700—25—900 or their old
mmﬂeoﬂts. 300—600 or Rs. 400—800 as the case may be, as per the option

by the- teachers concerned. Such teachers shall be required to obtain a degree of
Bachelor of Education or Diploma or Certificate in teachin:h:?mved by Government, on
or before the 13th day of March 1983, failing which they not be entitled to future
increments in the respective pay-scale.
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Part VII

Scales of pay of Head-Masters in Night Secondlary Schools, pari-time Teachers
and part-time non-teaching stqff in Secondary Sichools including Night Schools
and part-time teaching staff’ in Junior Colleges

(I) Head Masters in Night Schools—

Seria Category Pay-scale
No.
1 2 3
Rs.

1 Head Masters of Night Schools having 300-15-375-20-475
an enrolment of students 500 and below

2 lead Masters of Night Schools having 375-20-575
an enrolment of students above 5i00.

(2) Pari-time teaching stqff —No separate scales of pay have been laid down.
Their pay is regulated as follows, namely :—

Serial . Category Pay
No. 3
Rs.
1 Trained graduate teacher working for 25 per month.
less than 3 clock hours, per week.
2 Untrained graduate teacher working 20 per month.
for less than 3 clock hours, per week.
3 Trained undergraduate teacher woirk- 18 per month.
ing for less than 3 clock hours,
per week
4 Untrained undergraduate teaclher 15 per month.
working for less than 3 clock hours,
per woek

5 All other teachers—

(a) working for more than 3 clock Pay in prpportion to the numbe:
hours, per week, in addition ito of teaching hours - prescribed
working as full-time teachers for a full-time teacher and
elsewhere the pay actually drawn as

a full-time teacher.
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1

(d) Working for more than 3 clock Pay in proportion to the number
‘hours, per weck, purcly as  of teaching hours prescribed
‘ teachers. for a full-time teacher and

the pay they would have

drawn oa the basis of their

qualifications had they been

working as full-time teachers.

(3) Part-time non-teaching stqff.—No separate scales of pay have been laid
dowan. Their pay is regulated as follows, namely :—

{a) 1f the employec is 'for!n'mws-ﬁsm, Pay in proportion 5o the, number
A N ol e b Apam. 22 ;

caiployee in asa full-  of working hours prescribed
time employee in the same school or efse-  for a full-time employec and
where. the ulry actually - drawn as
. a full-time employee.

(b) If the employee is working purely as Pay in proportion to the work-
a part-time employee. ing hours prescribed for the
full-time employee and the

pay that he would have drawn

had he been working as
full-time employee.

“ Parfatzhe,teachbzg staff in Junior Colleges.—No separate scales of pay
have been laid down. Fheir pay is regulated as. nanely ‘—

Part-time teachers with the same qualifica- Rs. 10 per clock hour of actual
tions as prescribed for full-time teachers. teachinlg work including
' tutorials.

Note 1.—Qualified part-time teachers may be appointed when either full-time teachers
are not available or when there may not be adequate work-load to justify appointment of
full-time teacher for teaching a particular subject.

Note 2.—Remuneration payable w'ﬁm teachers during vacation shall be equal to
their average weekly eamings provi they actually do the work of assessment of exercise
books, answer books of periodical, terminal or annual cxaminations in addition to their
teaching work. ,

Note 3.—Qualified part-time teachers from nearby places may be appointed with the
prior approval of the Deputy Director and such teachers shall be held eligible for lump sum
:&nthly payment to cover expenditure on travelling as may be determined by the Deputy

rector.

Note 4.—No part-time teacher shall be employed or no extra payment shall be admissible
to a teacher if he is entrusted an additional class in casual abseno: of a regular teacher.
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Vute S.—Whereafier assigning the full-time work-load ia a particular subject to a teacher
therc remains an extra work-load in that subject and mo pan-timo teacher {s available and
such eaira work-load is assigned to another teacher in the same shift. the teacher to whom
such exira work is assigned shall be paid additional remunaration at the rate of Rs. 10 per
clock hour so. however that such remuneration shuil not exceed 20 per cent, of such teacher's
basic pay during the month.

Part VIII

Scales of pay for non-teaching staff’ in Schools

Serial Category Pay-scales
No.
] 2 3
1 Clerks— Rs.
(#) Junior Clerk- . .. 260—10—390—15—-420—
Extn.—15--495.
(ii) Senior Clerk . . 33;——!5—'—5(1)—20——580—-
: xin.— X
(iii) Head Clerk . .r  395—15—500—20—700—
Extn.—20—800.
(iv) Superintendent .. v 500—20—T700—25—900.

2 Laboratory Assistant—those who 260—10—390—15—420—
have passed Matrio or S.5.C. with Extn.—15—495.
Physics and Chemistry or General
Science subjects.

3 Librarian—

() Matric or S.S.C. with Certificate  29%0—10—390—15—465—
in Library Training awarded by = Extn.—15—540, '
the Directorate of Libraries. &

(if) Graduate with the Diploma or  365—15—500—20—660—
Degroe in Library Science Extn.—20—760.
appointed before 27-12-1979 (in- :
cluding persons who are gradyate
with the Certificate in Library
Training and are appointed on
or before 21-8-1978).



. 58v

.~ Serial Category Pay-scale
‘No.~
4 Lowe- Grade Stqff— Rs.

(i) Laboratory Attendants—

(a) Those who have studied upto ~ 250-—~7—285—10—385—Extn.
: Pre-S.5.C. Class with Physics- -=10—435.

Chemistry or General Science
‘ subjects.
- (b) Others * 200—5-3—230—5—255—5xtn.
(i) Naik 205—5—250—7—285—10—
* (fil) Mali 305—Extn.—10—355.
(iv) Oilman/Machine Attendant

" (v) Peon/Watchman or  Night 200—3—230—5—25$—Extn.
- . Watchman . or . Chowkidar/. . —5-280. . . . .
~ Sweeper/Ca | -Woman/Kamathi/
Attendant/Laboratory Hamal
. or Hamal or any other members
- of lower grade staff.

SCHEDULE ‘D’
[See rule 9 (5)]

Order Of Appointment

g No. date
From .
To

-Shri/Smt.

th reference to your application dated - , I have

Rleasure to inform you that you are hereb inted as
per month in the scale of Rs.

wnth effect from or the date you report for duty. You will

" be entitled to allowances such as compensatory local allowance, house rent
-allowance and dearness allowance as specifically sanctioned by Government
from time to time,

2, *Your appointment is purely temporary for a period of
. *months/years from in the *leave/deputation
vacancy. After expiry of the above penod your services shall stand terminated

o wnthout any notice.
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OR , L

*Your appointment is on probation for a period of two years, _

3. The terms of your employment and conditions cf service shall be as
laid down in the Maharashtra Employees of Private Schcols (Conditions of
Service) Regulation Act, 1977 and the Rules made thereunder. _

4. You shall have to undergo a medical examination by Dr........... }
within three months from the date of joining the post. Your appointment shall
be conditional pending the receipt of physical fitness certificate from the doctor
whose name is mentioned above. Co

5. You are requested to acknowledge receipt of this order of appointment
and communicate the acceptance of the appointment within ~
days from the date of receipt of the same. o ‘

6. If no reply aceepting the appointment is received within the period
mentioned in paragraph $ the order shall be treated as cancelled. .

Yours faithfully,

*Head Master and ‘Secretary of
the School Committee (in the case
of appointment order of teaching
and non-teaching staff of the

school excluding the Head Master;
Assistant Head Master). '

*Chief Executive officer (in the case
of order of appointment of Head
Master/Assistant Head Master).
* Strike off which is not applicable.
t To be named by the Managemeat.

SCHEDULE ‘E’
[See rulle 11]
Form of Service Book
(1) Name
) e o prsons belonging t
Backward Classes)

(3) Residence
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{4) Father's name and residence @~ ............... Ceeeaereseraaas

..............................

(5) Date of Birth by the Christian Eva ....................... AU
as nearly as can be ascertained.
(Corroctness to be verifiad flom Bmh
Registration Certificatefor  School
Leaving Centificare)

(6) Date of medical examination after
appointment and result of such
examination

(7) Exact height by measurement ~ ........ P J
(8) Personal marks for identification .. ......... ... i,

(9) Educational Qaalifications. - + - T SEC A SR
(To be verified from ongma.!
certificates)

(10) Signature of employee (to be dated) ......... e eaeaeaaiaann L

(11) Signature and designation of the
Head Master or Chiel' Executive
Officer or President of the Manage-
ment (to be dated).

Nute.—The entries in the page except entries (10) and (11) shall be renewed or re-attested
at least every five vears.

NOTE

To avoid trouble about Pension, take great care in the following circum-
stances, that the*Service Book clearly answers the following question :—

Ci:wmtm Question
When service commences as—

(1) * officiating °’ .. What s the nature of vacancy ? Is there
full-time vacancy or does any other
employee count the same for pension

in the same appointment.

(2) * on probation ’ .. Is it in a probationer’s appointment
specially allotted, or is it only
‘lc;ti;cmtmg as referred to in item
(

(3) ‘ officiating * in a temporary .. Is the temporary appointment even-

appointment tually made permanent ?



6l

(4) Upon reinstatement after sus- Is the period ordered to count for leave
peasion; if applicable. and pension ?
Each Head Master or the Chief Executive Officer should scrutinize entries
taken in Service Books in his custody aud certify accordingly.

Certificate by the Head Muster or the Chief Executive Officer.
Certified that all the entries on the first page of the Service Book have been
dulyreattestodbymeagdfoundtobecormct‘exoepttha v, .
Dated

Signature. of the Head Master
" or the Chief Executive Officer.

*These words should be scored out when there is no exception.
G.P. Fund Account No.

Whether 1If officiating
substantive state (/) sub- . .
or officiating stantive appoint- Pay in Additional pay
Name of appoint- and whether ment and () substantive for
ment permanent or nature of the appointment officiating
temporary original vacancy
in which be
officiates

1 2 3 4 s
" Rs. P Rs. P.
Other Signature and Date of
emoluments designation  termination of
falling Date of Signature of the Head appointment
under the appointment of emploryee Master or Chiel
tesm * Pay ’ Executive Officer
or other attesting
officer in attestation
of colums 1 to 8
6 7 8 9 10
Rs. P
Reason of Signature of the Signature of the Reference to
termination (such  Head or Chief Head or Chief any
a8 promotion, Executive Nature andl Executive punishment or
transfer, Officer or other duratiom of’ Officer or other censure or
Jismissal, etc.) Attesting leave taken Attesting Officer reward or
Officer praise of the
employee

11 12 13 14 15




F-RM OF LEAYE ACCOUNT
‘Nmofmloyn- . ' ’
.Duhofmtofeonﬁnmmia
Dato of Birth:
Date of compulsory retirement:
Eeroed Loave
" Duty
- Leave Eamed
From ~To Period in days (ia days)
1 2 3 4
_ Eamed Leave
Leave at credit ‘ © Leave taken Balance on
(mdlyl)OullJ& return from leave
From = To No. of days (Cola. 5-8)
o g
s 6 7 - 8 9

’

Half pay leave (on private affairs and on Medical Leave taken against the earning
pay Certificate) on.h‘:ilf pay

Length of Service Credit of leave From To Ng‘ of
ays

From To No. of Leave Leaveat
completed  Earned credit
years (in days) (Cols.
234-13)
10 11 12 13 14 15 16 17
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(including commuted leave,)
" Commuted leave on Medica! certificate on Full pay  Commuted feave
eonv:u ~intol“h|l{ .
' pay leave (twice of .
From To No. of days ~Col.(20) :
18 19 20 o
Total half payleave  Batlance on return SR
taken (Cols. from leave Remarks -
17+21) (Cols, 14—22) ‘ o
22 23 24

No:; 1.~Period of extraoridinary leave taken showld be noted in red ink in column 24 for
remarks, _ e
Note 2.—The entries in columns 10 and 11 shiould indicate anly. the.beginning.and. énd of
completed years of Service at the time the hallf pay leave commences. In cases where
an omployee compietes an year of service while on ihalf pay leave the extra credit should be
shown in columns 10 and 14 by making suitable: adiditional entries and this should be - taken
into account when completing column 23. il

Note 3.—Whenever the rate of earning loave. chzmm, the fraction ln the oarned leave
accumulated at an earlier rate should be roumded oiff to the nearest i.e. fracti
haif should be ignored and that of half o moge shoukid be reckoned s a day. - o8 below
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RECORD OF VERFICATION OF SERVICE—Service verified from pay bills, acquittance
rolls (and similar records specified below) :—

Other record, if any,  Sigoature ax

From To from which the dwtm
service is verified the F or Chief
Executive Officer

SCHEDULE *F’
[See rule 12]

1. Guidelines for fixation of seniority of teachers in the primary schools :—

The seniority of primary school teachers in Primary Schools shall be based
on the date of joining service and continuous officiation.

2. Guidvlines for fixation of seniority of teachers in the secondary schools.
Junior Colleges of Education and Junior College classes attached to secondary
schools and Senior Colleges :—

For the purpose of fixation of seniority of leachers in the secondary schools,
Junior Colleges of Education and Junior College classes attached to Secondary
Schools the teachers should be categorised as follows:—

Category A: Heads of secondary schools having an enrolment of students
above 500and Principals of Junior Colleges of Education having more than four
Divisions on the basis of the dates of their appointments to the respective posts.

Category B: Heads of secondary schools having an enrolment of students
of 500 and below, Principals of Junior Colleges of Education having four or
less Divisions and Assistant Heads of Secondary schools having more than 20
classes on the basis of the dates of their appointments to the respective posts.
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Category C: Holders of—
M.A.:M.Sc./M.Com., B.T./B.Ed., or itss equivalent; or
B.A./B.Sc./B.Com., B.T./B.Ed., or ils eequivalent; or
B.A./B.Sc.;B.Ccm., Dip. T. (old two yezars course); or
B.A./B.Sc./B.Com,, S.T.C./Diwp. Ed./Dip.. T. (one year course) with 10 years
post-S.T.C. etc. service.

Cutegory D:  Holders of—
BABS‘.BCOI\'I S.T.C./Dip. Ed. (ome year course) or its equivalent.

Category E: Holders of— _
$.8.C., S.T.C.;Dip. Ed./Dip. T. (one yeair course) or its equivalent.

Category F: Untrained Graduates or hodlders of equivalent qualification.
Category G: Unirained Matriculates or hholders of equivalent qualification.
Category H: Allteachers other than thosee mentioned in categories A to G.

Note 1.~ For the purpose of categories C, D anid FE teachers with S.T.C.,T.D., Jr. P. T.C.,
Dip. 1., Dip. Ed. (post-S.5.C. one year course) qqualifications appointed on or after 1st
Cctoter 1570 shall be considered as untrained amd tiheirr seniority shall be fixed in the ‘F’ or ‘G’
categor ¥ of untrained tezachers, as the case may be.

Aute 2.—Tke follow.ng traning qualificat.ors whicch ¢an te secured two years after 8.5.C.
Ex:mratcn shall e cons.dered as tra‘nrg guallficzat.on for the purpose of seniority even
after Ist Cctoter 1970:—

(1) D.Ed. (2 years),
(2) T.D. (Bombay University),
| (3) Dip. Ed. (Nagpur University).

Note 2.—1In tke case of teachers whose date of continuols appo.niment in one and the same
category is ccmmon, the teacher who is sertior by :agee will be treated as semior.

Note 4 —The categories mentioned atove representt the ladder of seniority and have been
mentioned in descending order.

Note 5— Where a Managcment runs more than (one school and where Junior College
classes are or are not attachcd 1o any one or :more cof such schools, the seniority Lst for
a particular cadre <hall be a comb.ned seniority listt obf all persons in that cadre working in
all the scheols (excluding night school, if amy), or Junnior College classes attached to schools
of the Management. The total continuous service reendered by the persons in a particular
cadre in any school or Junior College class shalll be tahken into consideration for the purposc
of seniority and for the purpose of promotion.

Note 6.—The seniority of the teaching staff im nigghtt school shall te maintained separately-

Ngte 7— Wheie ore of ite sctools is a Girls™ sclhcobi and where the Management desires to
mantan a upara:ksm'omy Lst of teeckers :m thhat ¢ cchool, the Management shall resolve
zccordirgly «rd forward a ccpy of tke recolution to» the Education Cfcer or, as the casc
may te, tke Depriy Dircctor of Education.  Such a deecision shall not, however, be revocable
at any t'me .n future. Further, where the Mamagemeent decides to do so the candidates to
te zappontcd to the teaching posts shall be givem a «cleaar understanding to the effcct that they
shali not have any cla'm on the promotional posits itn obther schools run by the same Manage-
ment. The services of the memtbers of the teaching: stabfi in such a school shall not be perma-
nently transferztle to any other school and vice: verrsag. The temporary transfer of services
of the members of the teaching staff in such a schooll shaall also be with the prior permission of

t he Education Officer or, as the case may be, the IDeputty Director of Education.

5
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Note 8.—Where a Management runs one or moie secondary schoels and 4 Junior College
of Education, then notwithstanding the fact that trained graduate teachers in Junior Callege
of Education are in a higher scale of pay, a combined seniority list of all tedchers in both the
types of Institutions shall be maintamed in such schools and Junior Coliege of Education
in accordance with the lincs Iaid down in paragraph 2 of this schedule. This seniority
Yist shall form the basis for pur of promotion 10 the posts of Head Masters and Assistant
Head Masters in secondary Is) and Principal(s) of Junioc College of Education.

Note 9.—In the case of permanent teachers having a break or breaks in service (physica)
or otherwise i.c. owing to part-time service interposed between two spans of full-time service
under the same management) after being made permanernit but prior to the ist July 1970 and
who may not have the cadre after the period of break, the Management shall ggndone
the break(s) for period( Mewm:mwsfotmemofmm:nnzm A
retrospectively the period of absence. If the period exceeds three years if the fact

‘grt-ﬁme basis, the t shall also give credit for period(s)
time service to the extent of half the period, for the purpose of seniority only, 4

Note 10.—The seniority of secondary school teachers in Vidarbha Region who were perma-
nent on the 31st Docember 1965:and whose: soniority was detormined as per. the provisions
contained in the Madhya Pradesh Secondary Education Act, 1951 and the rules made there-
under shall not be disturbed. If any teacher among such teachers, improves his qualifica-
.tions and, thereby switches over to higher category, these guidelines of seniority shall apply
so far as the determination ‘of his $eniority irf the higher category is concerned.- - -+ -

3. Guidelines for fixation of seniority of non-teaching staff’ :—

Clerks.—The clerical and supervisory posts in the channel of promotion
comprise Junior Clerk, Senior Clerk, Head Clerk and Superintendent.
Seniority of Junior Clerks in a School or Schools shall be determined on the
basis of the date of appointment of the persons concerned. The post of Senior
Clerk shall be filled in by promotion of seniormost Junior Clerk. The posts
of Head Clerk and Superintendent shall be filled in respectively by promotion
of seniormost Senior Clerk and seniormost Head Clerk, respectively.

Librarian—In the, case where the Management runs only one School a
seniority list of Librarian need not be maintained as the post is an isolated one.
In case where the Management runs more than one School a seniority list of
Librarians shall be maintained on the basis of the date of appointment. The
Librarians shall not be held eligible for promotion to any other post.

Laboratory Assistants.—A seniority list of Laboratory Assistants shall be
maintained on the basis of the date of appointment. The incumbents of the
posts shall not be held eligible for promotion to any other post.

Lower Grade Staff—A common seniority list of Laboratory Attendant,
Naik, Oilman, Machine Attendant, Peon, Watchman, Chowkidar, Sweeper,
Call-Woman, Kamathi, Attendant, Laboratory Hamal, Liftman and such other
lower grade staff, if any, shall be maintained on the basis of the dates of their
appointment. If any of the lower grade staff improves his qualifications as
prescribed either for the post of Laboratory Assistant or Clerk, such employee
should be given preference while filling in the said post according to his place

in seniority.

Note ].—Where a Management runs more than one School the seniority list for a parti-
cular cadre shall be a combined seniority list of all persons in that cadre working in all th=
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Schools of the Maoagement. The total service rendered by the persons in a particular cadre
in any of these Schools shall be taken into consideration for the purpose of seniority. The
various promotions shall be effected on the basis of such common seniority list.

Note 2.—If the date of appointment of two or more persons in the same cadre happens
to be the same the person who is senior by age shall be considered as senior.

Note 3.—For the purpose of promotion the vacancies occurring in all the Schools
by the same Management shall be pooled together, o0's rim

SCHEDULE ‘G’
[See rule 14 (2) and rule 15 (1)]
Form of Confldential Report for teaching staff
PArT I

Self-Assessment Form

Name .- . ..
Post held . [ ¥ (X 2
Length of Service in the present or
similar post.

Give a brief description of your
duties indicating the objectives given
to you during the year.

How would you assess your own
performance during the past year
against the targets set for you.

Can you mention any specific item(s)
of good work done by you.

Signature, name and designation of
the person.

Remarks of the Reporting Officer

Please state whether you agree with
the assessment and if not, the reasons:
therefor.

What according to you are the faults:
and responsibilities of the teacher for
the shortfall, if any,

Please give your general assessment
regarding the teacher’s integrity and
relations with the public,

Siignature, name and designation of
the Reportimg Authority.



Parr 11
Form of confidential report for Head or teacher of a school

For the period from ....... Ceeeetieirre i aeenn N
Name of the teacher in full ........... v tearesansasssonensassennnennens

Length of servicein the institution on Ist June .v............ et

Scaleof pay ...........co0uuen . Payonisthume ............

Next incrementon ............ R RPN

Special pay or allOWaBCES .. ...... oottt ittt ara e

Subjects taught ...............ciiiiiiiiiiiiiines e errrstssasreeraeanes

I have formed the following opinion about the teacher’s ability, work ctc.

Fortheperiodfrom ................ to...... e ereseeariagesaeraaens

(1) Class work.—N. B, assessment in respect of class work shall be made by
using th)e rating scale given below (excellent, very good, good, satisfactory
or poor). ,

(a) Knowledge and preparation of subject.
() Knowledge of—
(i) Medium of instruction.
(i) Hindi.
(iit) English.
(c) Power of exposition, illustration, questioning etc.
(d) Ability and desire to create interest among pupils.
(e) Class control and discipline.
(f) Influence over pupils, parents and colleagues.
(2) General remarks on the class work.

(2) Extra Class activities.—
(a) Interest taken in sports, physical education, scouting etc.
(b) Sincerity, loyalty etc.
(¢) Inclination to co-operate with the colleagues.
(d) Fidelity in carrying out the instructions issued by the Head of the
school.
(e) Integrity and Character.

(f) Special aptitude.
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{(g) Obedience.

(h) Punctuality,

(i) Penalties or Awards, if any.

(j) Fitness to continue in the present post,
(k) Fitness for promotion.

(3) General remarks, if any,

Place:

Date:
Signature of Headm .

Chief Executive O .
President.

PArT I11
" Remarks of the Reviewing Authority

1. Length of Service under Reviewing
Authority.

2. Do you agree with the Reporiing
Authority or do you wish to modify
or add to his assessment ?

Place: Signature, Name and Designation of
Date: the Reviewing Authority.

Form of confidential report for nom-teaching employees

ParT |

Self-Assessmenit form

I. Name
2. Post - .
3. Length of service in the present or
similar post,
4, Give a brief description of your duties
indicating the objectives given 1o
you during the vear,



70

5. How would you assess ycur own‘
performance during the past year
against the target set for you.

6. Can you mention any specific item(s)
of good work done by you.

Signature, Name and Designation

of the persor..
. Remarks of the Reporting Officer
1. Please state whether you agree with
the assessment and if not, the
reasons therefor.
B responeiitics of the employes
and responsi employee
for the short-fall, if any.
3. Please give your gereral assessment
regarding the employee’s integrity
and relations with the public.
Place : Signature, Name and Designation
Date : o of the Reporting Authority.
PArT I
Estimates of General Ability and Character
Name .. .
Period of Report .. .
Post or posts held .. .
1. Performance Factors .. “ee

(1) Industry and application .
(2) Capacity to get work done by

subordinates.
(3) Relations with colleagues and
the public.
2. Intellectual Factors.
(1) General intelligence e
(2) Technical  ability  (where
relevant). '
(3) Special aptitude . .

3. Administrative _ability including
judgment, initiative and drive.

4. Integrity and character.

5. Fitness to continue in the present
post.
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6. Fitness for promotion.
7. General assessment,

Place :

Date : Signature, Name and Designation
of the Reporting Authority.

Part II1

Remarks of the Reviewing Authority
1. Length of Service under Reviewing
Authority.
2. Do you agree with the Reporting
Authority or do you wish to modify
or add to his assessment ?

Place : Signature, Name and Designation
Date : of the Reviewing Authority.

Form of Confidential Report for employec of the lower grade staff
Estimates of General Ability and Character

Name

Period cf Repon

Post or posts held

Physical fitness

General intelligence .
Technical ability (where relev.mt)
Integrity and character
Special aptitude
Obaedience .

Punctuahty
Penalties/Awards, if any
Fitness for promotion ..
General assessment

SeeNsuAwN -

—

Place : Signature, Namc and Designation
Date : . of the Reporting Authority.

Remarks of the Reviewing Authority
1. Lengh of service under Reviewimg
Authority.
2. Do you agree with the Reporting
Authority or do you wish to modifly
or wd to his assessment ?

Place : Signature, Name ard Designation
Date : of the Reviewing Authority.



72

10.

Place:

SCHEDULE ‘H’
[See rule 18(1)]
"Form of Discharge Certificate

Name and address of the school
issuing the certificate.

Full name of the employee
Qualifications—

Degree/Diploma .

Class obtamed in degree/dlploma ..

Year .. .
University -
Whether tcmporary/permanent ..
Service rendered . (inclusive) fiom

Allowances, if any .. (@)

®

Date of next increment .e .o

Whether due notice by either party
was given or not. In the case of termi-
nation it shounld be stated whether
regular enquiry was held into the
charges framed against him.

(@) Whether subscribing to the Con-
tributory/General Provident
Fund, if so, account number,
amount of monthly subscription,
amount of loan and its instal-
ments outstanding, if any.

{b) Postal Saving Bank Account No.

Whether he has returned all school
money and books, etc.

Remarks

Date:

tO

'Pay last drawn . .. inthe scale of Rs.

Signature and Seal of the Head

of the School.

Signature and Seal of the Chief Executive
Officer in the case of Head Master.
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SCHEDULL 17
[See rule 22 (1) ]
Duties of employees

1. Duties of the Head—{l) Duties in relation to Educational maiters.—In
addition to his duties as a teacher in respect of the class or classes 1aught by
him personally, a Head of a school, subject: to such instructions as may from
time to time be issued by the Govefmaaé/sha\\—-

(@) be generally responsible for the efficient and effective education inclu-
ding physical education of all pupils in his school,

(b) attend the school punctually. be present in the school during the
appointed school hours, devote his whole attention to the school work and
shall not do any private work during rhe school hours, «

(c) be responsible to regulate and control the quantum of teachers’ work
and be responsible to ensure quality of education 1 his schaol.

(4) be responsible to provide broad guidelines for planning and evaluation.

(e} be responsible for the arrangements of pupils in his class or classes and -
for their promotions to higher standards according Ao their progress during
the year and the result of the periodical and term end examinations,

(f) prescribe text books, hand books, work books etc. in consultation with
the school Committee.

{2) undergo #nd successfully complete orientation Courses,

(h) be accountuble for persistent low academic performance in the S.S.C.
and H.S.C. examination.

(2) Duties with regard to general admimistrative matters.~The Head shall—

(@) be responsible o the Management for the smooth and efficient function
ing of the School, ’

(#) make all possible efforts to improve attendance in his school by—

({) inducing the parents to require their children to attend the school

regularly; v

(ii) establishing contact with the help of his assistants with parents of
non-attending children, enquiring imte the causes of their absence or
irregular attendance and inducing them t-o cause their children to attend the
school regularly,

(c) grant leaving certificates or extracts from the general register to the
pupil or his parent on application andl om the payment of prescribed fees,
if any, .

t:(d) determine the number of working days and holidays within the {frame-
work of a schedule prescribed by the Ediuciation Officer and prepare the time
table of the school every year,

(e) be responsible for the proper maiintenance of all school registers and
records,

(f) be responsible for the general oirganisation of the schoz! luiiuding
games and sports, for holding periodical examirziiuns and for arranging
co-curricuiar activities,
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(g) inculcate among pupils of his school, habits of cleanliness and neatness
and be responsible for their conduct and discipline,

(k) supervise, control and co-ordinate the work of his assistants, be respon-
sible for their efficiency and discipline and report forthwith to the Chief
Executive officer of the Management, cases, if any, which may come to his
netiee of misconduct or breach of discipline among his assistants,

(i) 'maintain the log-book of the work of his assistants,

() observe at least two lessons per week of the Supervisor or teachers or of
both and to maintain » recordl thereof and periodically inspeet the Yog-
books maintained by the Assistant Head or Supervisor or by both,

(k) promote communal harmony and good will among pupils ia hig school
and ensure that no discrimination of any kind is imposetf:l: any pupil on
the ground of his caste or community.

(1) work as-the Comnductor or Deputy Conductor or Supervisor 2t any
examination’ conducted by Government and the Secondary School Certi-
ficate or Higher Secondary School Certificate examinations on being

ot ‘by the Mahsrashtra State Board. or 2 Divisional Board, of
Seécondary and Higher Secondary Education ; and be r nsible for the
efficiency and discipline as per rules prescribed by the Government and
Boards for respective examinations,

‘(m) work as Exammer or Assistant Examiner or Moderator or Chief
Moderator or Paper Setter or Expert at any examination conducted by
Government and the Secondary School Certificate and Higher Secondary
School Certificate examinations and also do such other work as may be
entrusted by Goverament znd the Maharashtra State Board or a Divisional
Board of Secondary and Higher Secondary Education ; and be responsible
for the efficiency and discipline as per rules prescribed -in that respect by
Government and the Boards, _

(n) grant casual lenve to the emplcyee of his scheol,

{0} be responsible for the legitimate use of his school premises as per the
directive of the Department and render all assistance for the smooth conduct
of various examinations as per need of the Management in general and of
the Department in particular,

(p) arrange to convene meetings of the School Committee and the
Academic Coungcil,

() supply punctually all information as may be called from time to time
by the Department and the State or Divisionzl Board,

(r) be responsible for ensuring that the school property of every description
is properly cared for and for keeping the school premises clean and tidy.
Ani'1 damage done to such property shzll be reported by him to the appropriate
authority, '

(s) be responsible for the maintenance of service books, and periodical
attestation in the service books of the employees in his school.

(¢) assist the Man~gement in the preparation and maintenance of the
seniority list of the employees in his school,

(u) be responsible for the maintenznce of the confidential reports of the
employees and for communicating adverse remarks to the employees,



75

_(v) pay personal attention and be responsible for the timely prepara-
tnoxlnl and submission of pension papers ofthe employees to the concerned
authorities, ’ '

(w) bring to the notice of the Schoo! Committee the adequacy or otherwise
of the school staff as required under the rulesand make efforts to remove
deficiency, if any, as early as possible,

(x) perform such other duties and conform to such instructions relating
to the education as may be required of oF isSued to him bythe State Govern-
ment, Director, Deputy Director or Education Officer, as the case may be,

(») vndergo and successfully complete orientation courses.

(3) Duties with regard to the financial matters—The Head shall be res-
ponsible for—

(a) subject to the instructions issmed by the management, granting
free studentships to the poor and deserving pupils, Y

(b) preparing monthly or quarterly bills as the case may be in respect of
pupils who have been awarded middle school and high school scholarships
and submit them to the Education -Officer, '

"(c) disbursing promptly the middle school and high schocl schola~ship
amount to the concerncd .pupils, ’ ‘

(d) coliecting the fees from the fee paying students every moath and
“crediting the same to the Bank accoumt of the co-operative Bank before
such date as may be prescribed by the Dwepartment,

(e) accepting the examination fees and scrutinising application forms for
the Secondary School Certificate and Hligher Secondary School Certificate
examination, submitting the fees 2nd the application forms on or before the
dates as may be laid down by the Secretary of the Maharashtra State Board
ora Divisional Board of Secondary and Higher Secondary Education and
meintain the accounts of the examimaticn fees and the accounts of the
examination centre and sending repomt of the final account to the Board

witHin the time limit specified,

(f) drawing annual increments of the employees on due dates, if otherwise
not withheld for valid reasons,

(g) preparirg the monthly pay bills of the school and submitting them
duly verified and signed, to the Educatiom Officer before such date as may -
be specified by the Education officer im thiis behalf,

(h) prepar supplementary claims of employees in his school and submit-
ting them duly verified and signed, to tthe Education Officer before such date
as may be specified by the Education Officer in this behalf,

() prompt disbursement of recoveries from - the salaries of the
employees on receipt of invoice or pay bill or supplementary bill from
the Education Officer,



(j) maintaining the cash book of the school, bringing it uptodate daily.
and attesting the same.

(k) maintain the accounts of the term fee, and other non-Goxernment
account and bringing them uptodate regularly,

(l) giving prompt replies to the Audit. notes of the Department as well
as of the Audit Department,

(m) undergoing and successlully completing Orientation Courses.

2. Duties of the Assistant Head.--In ‘addition to his duties as 4 teacher
i respect of the class or classes taught by him personally and subject to such
WOM as may, from time to nme, issued by the Head, the Assistant

{1) assist the Head in the performancc of the Head Muster’s dutles 50
far as'he is incharge of the class or-classes,

(2) maintain the Log Book in respect of teachers in his charge, observe
at jomst one lesson of a Supervisor or Teacher per week and maintaina
gecerd thereof and also peri odically fnspect the Jog book maintaified by the

upervisors.

(3) subject to such instructions of the Head, supervise the work done
by the teachers placed in his charge and be responsible for their conduct,
discnphne and efficient work,

(4) work as a Conductor or Deputy Conductor or Supervisor at any
examination conducted by Government and the Secondary School Certificate
or- Higher Sécondary School Certificate Examination on being ¢ &pomted
by the Maharashtra State Board or a Divisional Board of Secondary and
Higher Secondary Education; and be responsible for the efficiency and
discipline as per rules prescnbed by Government and the Boards for the
respective examinations,

(5) work as Examm.er or Assistant Examiner or Moderator or Chief
Moderator or Paper Setter or Expert at any examination conducted by
Government and the Secondary School Certiiicate or Higner Secondary
School Certificate Examination and also do such other work as may be
entrusted by Government and the Mzhareshtra State Board or a Divisional
Boaid of Secondary and Higher Secomdary Education, and be responsible
fo1 the efficiency and discipline 2s per rules prescribed in this respect by
Government and the Boards,

(6) perform such ether duties and conform to such instructions relating
to the education as may be required of or issued to him by the Head,

{7) be responsible for one of the shifts as per the directions of the Head,
(8) undergo and successfully complete Orientation Courses,

(9) perform such other duties and conform to such instructions relating
to the education and administration of the school as may be requxred of or
issued to him by the Head from time to time.

3. Duties of the Supervisor.—In addition to his duties as a teacher in respect
of the class or classes taught by him personally, and subhct to such instructions
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as may from time to nime be issued by the Head or Assistant Head, the Super-
visor shall-—

{1 assist the Heud or Asistunt Head in the performance of his duties
so far as he is incharge of the class or classes,

() maintain the log book in respect of teachers in his charge,

() ohserve ut least one lesson of a teacher per week and maintsin a
record thereof|

{4) subject g0 such instructions of the Head or Assistant Head supervise
the work dcne by the teachers placed in his change and be responsible-for
their cotduct, discipline: and efficient work,

(5) perform such other duties and conform to such instructions relating
to the education as may be required of or issued to him by the Head or
Assistant Head, i .

(6) undergo and successfully complete Orfentation Courses.

4. Dutics of a teachcr.——Subject to such instructions as may be issued by
the Head or Assistant Head or Supervisor, a teacher shall— ,

1) be primarily responsible for the efficient and effective education of
- the pupils in his charge,

(2) attend the school punctually and be present in the school during the
prescribed school hours and devote his whole atiention to teaching or class
work and on the last day of the month not more than tiree hours may be dévo-
ted tg completing the registers for the month ended anc writing out the regis-
ters for the ensuing month and preparing other monthly registers and
reports as may be required by the Heads,

{3) take roll call and maintain the record of the attendance of the pupils.

{4) make all possible efforts to maintain and improve the attendance in
his school. _

{5) collect fees, if any, from the pupils in his charge and hand cver the
amount of such fee collections to the Head as directed by him, ]

(6) be responsible for keeping accurately and neatly the necessary regis-
ters and other records as required by the Head, :

(7) assist the Head as required by hine in the general organisation of the
school activities holding periodical andl terminal examinations, in arranging
co-curricular activities, . :

(8) be responsible for inculcating im pupils the habits of cleanliness and
neatness and respect for orderly behaviiour and participate in activities
organised for the rurpose,

) promote communal harmony amd good will among his pupils and
see that no discrimination of any kimd iis imposed on any pupils on the
ground of his religion, caste or communiity, :

(10) prepare the annual unit plam, subjject-wise and class-wise in the very
beginning of the academic year preferably within a week of commencing
the academic vear, ‘

(I1) prepare his teaching work andl maintain a very brief record
thereof as indicated below :—

(a) (i) date, (ii) class, (iii) subject, ‘

(b) unit to be taught (portion to be: coivered) during the teaching period,



(c) salient points to be emphasised such as words, phrases, idioms,
concepts, principles, formula, events depending upon the nature of the
subject for study,

(d) teaching atds or demonstration, if any,

eﬁl)‘ nature of home assignment such as written work, recitation, salient
reading,

.(12) make use of the teaehmggummg material available in the School
while presenting the unit especiafly in subjects like Geograph

Science, Mathematics, Art, etc, The Science t: shall demonst ¢
iments and got the nactxcal work dono by e pupils striatly in a
ml with the syliabus

(13) keep with the actual plan of work drawn ard shall record. tﬁ
reasuns for short falls, if any, in the monthly register of the respective
ciagses at the end of every month sid undertake the medsures to make
up the short falls-and deficiencies, if any, in consultation wyth the Head or
Assistant Head or Superivigor concerned,

(14) set a weekly assignment to the pupils, so that each pupd may be
‘able to, compl¥te thirty weekly assigrinients per subject * i e " year
but where a teacher is assigned a part of the subject, such as, only- Hmory,
or Geography from Social Studies or Physics or Chemistry in Physical
Science etc. the number of assignments in that particular part may stand
reduced proportionately, »

(15) ordinarily asses every alternate weekly wmten home assignment of
the pupils critically. If the class contains more than 50 pupils the teacher
may assess 12 assignments, instead of 15 during the entire year,

(16) set and hold objective type tests one in each term and return the
answer sheets duly assessed to the pupils within a fortnight,

(17) set question papers for term and other examinations in the subject
assigned to him as per plan that is prepared by the Head and assess answer
papers judiciously,

(18) work as the Conductor or Deputy Conductor or Supervisor at any
examination conducted by Government and the Secondary School Certi-
ficate or Higher Secondary Certificate Examinations on being appointed
by Government and the Maharashtra State Board or a Divisional Board of
Secondary and Higher Secondary Education ; and be responsible for the
efficiency and discipline as per rules prescribed by Government and the Boards
for the respective examinations,

(19) work as Examiner or Assistant Examiner or Moderator or Ch1ef
Moderator or Paper-Setter or Expert at any examination conducted by
Government and the Secondary School Certificate or Higher Secondary
School Certificate Examination and also do such other work as may be en-
trusted by Government and the Maharashtra State Board or a Divisional
Board of Secondary and Higher Secondary Education; and be responsible
for the efficiency and discipline as per rules prescnbed in this respect by
Government and the Boards,
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(20) undergo and successfully complete Orientation Courses,

(21) perform such other duties and conform to such other instructions
relating to education as may be required of or be issued to him by the Head
or Assistant Head or Supervisor, within the prescribed hours of work and

attendance.
5.- Duties of clerical staff.—(1) Duties pertaining to financial matters,—

(@) to maintain accounts of school transactions,

(b) to maintain accounts of collection of term fees,

(c) to maintain accoumts of Developient Fund,

E:g) to maintain separate accounts of collection and transactions of Higher
cation Wing,

(o) to collect fegs, to take entries in registér, to issue receipts and to
maintain its accounts,

() to deposit amounts in Bank, to withdraw amounts from Bank and
to make necessary payment of bills,

(g) to prepare Budget estimates and to execute them,

(h) to maintain dead-stock register,

(i) to maintain inventory of materials of science laboratory,

(j) to prepare pay bills, supplementary bills and to submit them to: f&e .
ity concerned,
'f""“sttend to work in connection with Income-tax, C. DS CTD 3
trag jon etc.,

(1} to credit amounts collected in conmection with, Professnonal Tax,

{n) to get accounts audited,

{n) to submit statements of accounits to the Department,

{g¢) to make preparation for getting accounts inspected and to get therg
inspected,

{p) to deposit fees in Banks,

(g) to pay subscription of magazimes,

(r) to carry out items of work so far as the senior Auditor is mncerm:a;s!s

(s) to look after matters pertaining, t» non-salary grants,

(t) to make purchases of materials required by the school on recelpt
of instructions to that effect from the superiors,

(1) to do work connected with fixatiom of pay of all members

(2) Duties in regard to teaching staff—

(a) to furnish information regardimg teaching staff to the Departmem,,
(b) to maintain their service books, leave accounts,
() to prepare their pay bills and obtain ttheir signatures counter signatures,;-
(d).to make entries in service book from time to time and obtain thei‘f
sign against the entries,
€) t@‘ aintain accounts of their Proviident Fund ;
p (ﬁ ) to submit their applications for gramt of advance/loan from provndent
un
(g) to prepare their pension papers,
() to draft their a.ppomtment letters,
(i) to prepare their relieving memos,
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{f} to prepare their annual inceome certificates,

(ky 1w make pavment of amounts deducted from their psy on aceount of
Inecome 1ax Professional ux. C.T.D., L.LC., etc..

() to do work connecicd with fixation of their pay,

(m) to maintain files 1 respect of service matters of teachers.

(3) Other duties in regard 1o office.—

(a) to draft correspondence to be made with Government, the S.S.C
Board, the Munugement-and other Bodies,

(£) to maintain inward and outward registers,

tc) to carry out instructions issued by Government and the $.5.C. Bourd
from time to time and bring them (o 1he notice of teaching and non-teaching
Jaff, parents and pupils in the schoo!, wherever necessary,

(d) to prepsre draft letters, pay bifls und statements and to do typing work,

(¢} to furnish requisite information 1o the parents/guardians,

(f) to prepare muster rolly, and to do work in connection with claims
on items ol non-salary grant.

g} to maintain subject-wise select hies, record, wuition fees and school
general registers,

{71} 1o get the forms of letters. statements elc,, required in connection with
schuol work, cyclostyled.

{f) 10 attend 1o the work pertaining to school examinations and examina-
nions vonducted by Govgrament and the $.8.C. Board. examinations in Hindi.
English, Drawing elc.,

A(J) to assist the Head in verification of catalogues,

(A} 1o perform such other official duties as may be assigned to him.

(/) undergo and successfully complete orientation courses and Depart-
mental Examinations organised by the Department.

(4y  Dumivs in regard to students.—(a} General duties:—

(i1 1o prepare schoo! leaving certificates and other certificates and to atrend
to work in connection with true copies,

if) to furnish information relating tc State Transport or Railway con-
cessions and other concessions,

(iii) to check the forms received and certificates received,

{iv) to make correspondence in connection with sports, tompetitions and
other various activities such as dramas etc.,

{r) tc perform such other duties as may be assigned to him,

(b) Duties relating 1o concessions in feesfscholarships to students:—

(i) 1o distribute forms relating to concessions in fees, to collect the said
forms and check them, to submit the forms in a proper proforma and get
the sanction from the Zilla Parishad, wherever necessary. Thereafter to
prepare and submit bills and distribute the amounts of bills under proper
acquittance,

(if) to write to the students whose attendance is less than the minimum
required,
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(#i) to perform duties including correspondence, preparation of bills
and disbursement of amounts etc. in connection with High School and the
Middle School Scholarships (information regarding their attendance to be
communicated to the Department), and in connection with the concessions
admissible to the Backward Class students, Wards ot School Teachers/
employces, holder of War concessions, frexdom fighters, hardicapped
students etc.

(c) Duties relating to Examinations conducted by Government and Secondary
School Certificate Examination:—

(i) to check the formg of the regular studcnts and to fill in the relevant
information,

(#) to send the forms and the fees to Government or to the Maharashtra
Sta‘c Board or a Divisional Board of Stcondary and Higher Secovdary
Education, as the case may be, within the time Jimit,

(iii) to keep the accounts of the examination fecs,

(iv) to prepare the office copy of the application form,

(v) to distribute the mark [ists at the time of declaration of resu'ts,

(vi) to distribute certificates awarded by Government, the S.5.C./H.S.C.
Examination Certificates received from the Divisional Board of Secondary
and Higher Secondary Education,

(vii) to make correspandence about the arrangements in respect of exami-
nations,

(viii) to give information to the students about the examination,

{(ix) to distribute the admission cards,

(x) to distribute the certificates to the successful students,

(xi) to scrutinise the applications received for rechecking of papers and
send them to the Board,

(xii) to make entries of the examination rcsu'ts in the general register,

(xifi) to assist the Head in giving duplicate ccrtificatcs,

(xiv) to assist the Head in furnishing relevant information as and when
callzd for by the Board,

(xv) to fill in thé forms of private students, send them to the Board and
make correspondence in that connection,

(xvi) to make correspondence relating to the National Scholarships,

(xvii) to assist the Head in the conduct of various examinations and be
responsible for efficiency and discipline as per rules prescribed for such
examinations.

Note—In ths case of Schools having more than one cleical posts the sznjormast person
shall assist the Head in supecrvision, control and co-ordination of the work of all non-

teacl‘\‘ing employees, and the duties shall be suitably distributed amongst the clerks by the
Heads,

By order and in the name of the Governor of Maharashtra.

B. K. CHGUGULE,
Secrctary to Government
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