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                                                             KENDRIYA    VIDYALAYA    NO. 2   SAGAR (M.P)                
 Allotment   of duties (Formation of Committees) for the session 2018-19
	S.No
	   Department/ Committee
	   In-charge 
	Members
	Key   responsibilities

	1.
	Admission


	Sh. S.L.Namdeo, PGT (Maths)
	Smt. Archaha Patel

Sh. Chitra Singh,TGT(Maths)
Sh. S.K. Hazari,PRT
Computer Instructor

Sh. H.S Patel

Sh, S. K. Tiwari
	· Admissions  as  per KV S guidelines

· Notification of vacancy, registration , 

· Online Short listed process.

· Admission test for Class IX 
· All class teachers for documents verification

	2.
	Examination


	Smt. Archana Patel, PGT(CS)

	Sh. S.K. Tiwari, TGT(Eng.)

Sh.P. Kureel, TGT (AE)
Sh.S.K.Hazari, PRT

Smt. Ritu Singh, PRT

Sh. Suresh Kumar Sihote
	· Conducting  exams  , result analysis, 

· Moderation

	3.
	Local Purchase Committee (LPC)
	Shri. G.D. Rai, PGT (Biology)
	Sh. L.P. Ladiya,TGT (WE)

Sh. Shekh Nawab Khan, PRT
Smt. Deepti Shrivastava PRT

Sh. Vinod Sonker TGT (P&E)
Concerned  Department Holder 
	· Market Servey

· Quotation Opening

· Comparative Statement

	4.
	Furniture


	Sh. G.D. Rai, PGT (Bio)
	Smt. R.D. Choudhary, TGT (Skt)

Sh. S.K. Tiwari,TGT(Eng)
Smt. Ritu Singh, PRT
Sh. Ram Singh Thakur, SS
	· Account of furniture , inventories , 

· Proposing purchase as per requirement given by teachers /Staff. 

· Repairing  condemnation and auction as and when required ,

	5
	School Building & Quarters maintenance & Repair
	Sh.L.P. Ladiya, TGT(WE) /                     
	Sh. L.N.Shukla, PGT (Hindi)
Sh. R.P. Choudhary,Librarian
Sh.S.K.Hazari, PRT

Smt. Anita Sen
	· All types of maintenance & repair works

	6
	CMP Implementation
	Sh. S.K. Hazari, PRT
Sh. Deepesh Dixit,PRT (Music)
	All PRTs
	· Development of teaching learning resourses,

· Actual utilization of TLM resources/work sheets in classroom, 

· conduct of film shows, sports/games activities ,Bal Mela

	7
	Record of Students & Vidyalaya Achievements / Alumni 
	Dr.(Smt.) Nidhi Thakur, PGT (Eng)

	All   subjects  teacher

&

Department Holders
	· Ensure child centric teaching ,use of AV aids 

· Record of innovation, experimentations and the results thereof. 

· Suggesting measures for  academic excellence  ,

· action taken for improvement of  result and P.I.

	8
	Discipline


	Sh. V. Sonkar, PET


	Sh. S. L. Namdeo, PGT(Maths)

Sh. A.K. Ram,PGT(Phy)
Ms. Archana Patel,PGT(CS)
Sh. Prashant Kureel, TGT(AE)
Smt. Ritu Singh, PRT

All Class teachers
	· Put check on late comers (record to be maintained ,issue of notices and propose suitable  actions)

· Arrival & departure of students in morning assembly , 

· Cleanliness of student’s uniform , discipline during lunch.

	9
	Time Table


	Sh.A.K. Ram, PGT (Phy)
	Mrs. Chitra  Singh

Sh. S.K. Hazari, PRT
Sh. Shekh Nawab Khan, PRT

Mrs. Anita Sen
Sh. Suresh Kumar
	· Framing Time table as per KVS norms  

· Arrangement to be made  before first period, 

· Monitoring School Bell timings 

· Making special time table as and when required.

	10
	RTI Drafting & document support
	Dr.(Smt.)Nidhi Thakur,PGT (Eng)
	Sh.R.K.Soni, 

Sh.Param Lal
	· To go through the request Discuss with the Principal& Prepare reply-documents.

	11
	Scouts and Guides


	Sh. S.K. Hazari (Scout)
Smt. Chitra Singh (Guide)
	Mrs. R.D. Singh,TGT(Skt)

Smt. Deepti Shrivastava PRT

Smt. Ritu Singh, PRT

Sh. S.N.Khan
Sh. R P Choudhary, Lib
 (All  teachers trained for BS&G)
	· All activity conducting of BS&G 
· All information regarding BS&G

	12
	Games and Sports


	Sh. V. Sonkar, PET


	Sh. L.N. Shukla
Sh. S K Tiwari 

Smt. Deepti Shrivastava
Sh. P. Kureel (AE)
	· Ensure adequate sports facility,

· maintenance of  playground ,

· Conducting house wise sports matches, Sports meet.

	13
	Teaching  Aids 
	Smt. Archana Patel,PGT (CS)

	Sh……………….., TGT (S.St)         

Sh. R.P. Choudhary,Librarian
Mr. S.K. Hazari, PRT
Sh.S.K.Hazari, PRT


	· Procuring and issuing teaching aids,  

· Creating a data bank of ppt/multimedia ppt duly arranged for use of teachers.

· Ensure participation of students and teachers in think quest.

· Logbook for use of internet.

	14
	School  Website CAL/  Think quest
	Ms. Archana Patel,PGT(CS)


	Comp. Instructor &

 All class teachers for their respective classes.

Sh. Param Lal Bathri


	· Regular updation of site as per KVS format ,

· All important events, information, study material, innovations to be updated timely. 

· Twice in a day checking of email /download section from RO and KVS (HQ).

· Sending ICT- email on last day of month

	15
	PTM
	Ms. Archana Patel,PGT(CS)

	Mrs. Nidhi Thakur

Sh.G.D.Rai

Smt. Deepti Shrivastava, PRT
& All subject teachers
	· Calling PTM in consultation with examination deptt,

· keeping  record of  attendance of parents ,Recording suggestions of parents ,

· issue of notice  for absentees through class teachers, 

· Arranging home visits especially for weak students.

	16
	Adosance Education Program (AEP)
	Sh.G.D. Rai, PGT
Smt. Bharti Gujre,PGT
	Smt. Nidhi Thakur,PGT(Eng)
Sh. A.K. Ram,PGT(Phy)
	· Organizing  AEP programs ,

· Review of AEP suggestion box.

	17
	Arrangement of Process of Interview etc.


	Sh. L.N. Shukla,PGT (Hindi)
	Sh. A.K. Ram, PGT (Phy)
Mrs. Archana Patel/ Computer Inst.
Mrs. Citra Singh 

Smt. Deepti Shrivastava,PRT

Sh.R.K.Soni,UDC

Sh.H.S.Patel,

Sh.Param Lal
	· Issue of advertisement ,arranging Interviews ,

· Making panel as per KVS norms,

· Keeping record of attendance, verifying salary as per Timetable, attendance and rates as per KVS norms.

	18
	Split Up, Study material  
	Smt. A. Patel, PGT (CS)
	Smt.Bharti Gujre

Sh. S. K. Tiwari,TGT(Eng)

Mr. Param Lal , SS
	· Procuring and distribution of split up, study material as per instructions of R.O. 

· Publication of School Magazine.

· Procurement and Distribution of School Diary and ensure its proper use.

	19
	Medical Checkup First Aid


	Sh. V. Sonkar,PET 

Sh. G.D. Rai ,PGT


	Sh. Prashant Kureel, TGT(AE)
Sh. Deepesh Dixit, PRT (Music)

     Staff Nurse
All Class Teachers 
	· Arranging medical checkup ,

· providing first aid 

· Checking   for Obesity , checking of  tiffin of children  suffering from anemia , obesity etc.

	20
	Nature Club/ECO

& Educational Excursion/          
	Sh. G.D.Rai, PGT(Bio)


	Sh. R.P. Choudhary, Lib
Sh. Shekh Nawab Khan, PRT

	· Ensure participation of at least 5% of total students in adventure activities.

· Arranging Education tours as per KVS norms.

· Sites to be proposed by subject committee convener.

	21
	Hindi Rajbhasha
Vidyalaya Patrika
	  Sh.L.N. Shukla  PGT    

     (Hindi)
Dr.(Smt.)Nidhi Thakur, PGT (Eng)
	Smt. R.D. Choudhary,TGT (Skt)
Smt. Sandhya Jaiswal,TGT(Hin)
 
	· Dispatch of hindi timahi report ,

· Hindi pakhwada celebration 

· Assisting office for correspondence in Hindi.

	22
	Screening Committee for Out Sourcing 

 Private  Services Watch & ward, Cleaning & Gardening
	Sh. A.K. Ram, PGT (Phy)
	Sh.R.P. Choudhary, Librarian
Sh. L.P. Ladiya, TGT(WE)
Sh.R.K.Soni
Sh. Suresh Kumar, SS
                                  
	· Privatization and agreement of services on tender basis.

· Monitoring functioning as per terms and conditions in agreement.

	23
	Library Committee

Reading /Quiz Club
	Sh. R.P. Choudhary, Lib

	Sh. L.N. Shukla

Mrs. Nidhi Thakur

Mrs. R.D. Singh,TGT(Skt)

Sh. S K Hazari
	· Arranging quiz competitions , 

	24
	Career   & Guidance
	Mrs Nidhi Thakur ,PGT(Eng)
	Mrs. Sandhya Jaiswal,TGT (Hin)
Smt. Deepti Shrivastava, PRT

       Educational Counsellor

	

	25
	Science & Maths Activities – Exhibition/ Congress/ green Olympiad
	Smt. Bharti Gujre,PGT(Chem)
Sh.G.D.Rai,PGT (Bio)

Sh. A K Ram PGT (Phy)

Smt. Archana Patel,PGT (CS)
	Smt. Chitra Singh  and Concerned PRTs
	

	26
	CCA & Morning Assembly/ Social Science Exhibition/ Cultural Activities 
	Co-ordinator

Mr. L.N. Shukla,PGT(Hindi)

Mrs.Nidhi Thakur,PGT (Eng)

Mr.S.K. Tiwari,PGT (Eng)

Sh.S K HazariPRT

Smt.Ritu Singh,PRT

Mrs. R.D. Singh,TGT(Skt)
	All House Masters and Teachers
	· Quality of morinig assembly items- News, special item (screening to be done)

· Playing of Musical Instruments, CCA activities as per KVS norms.

· Annual Function, cultural programm on any occasion

· Maintenance of house & Notice boards.

	27
	Staff Quarter Allotment
	Sh..L.N. Shukla,PGT (Hindi))
	Sh. A.K. Ram,PGT (Phy)
Sh. Vinod Sonkar,TGT(P&HE)
Smt. Sandhya Jaiswal, TGT(Hin)
	· Allotment of Govt. Accommodation as per KVS norms.

	28
	State Govt. Related Work & Scholarship
	Sh. Prashant Kureel, TGT(AE)
	Sh. A.K. Ram,PGT(Phy)

Sh. S.K. Hazari, PRT

Sh. H.S.Patel

& All Class Teachers
	· SSMID, AADHAR CARD, CASTE CERTIFICATE & SCHOLAR SHIP

	29.
	Partnership with Govt. School 
	Smt. Bharti Gujre, PGT (Chem)
	Sh. R.P. Choudhary, Lib

Sh. S.K. Hazari, PRT

Smt. Anita Sen, SS
	· All the activities regarding mutually sharing with govt. school.

	30
	Atal Tinkering related task
	Smt. Bharti Gujre, PGT (Chem)
	Sh.G.D.Rai, PGT(Bio)

Sh.A.K. Ram,PGT (Phy)

Sh. L.P. Ladiya, TGT(WE)
	· 


· All the in-charges will perform their duties under intimation to principal.

· All the in-charges   will maintain a record (register) of work done.
· All the in-charges should distribute the duties within the members of concerned department.
· The Cash memo/bills of any department to be certified by in charge concerned and members only. 
                                                                                                                                                                                       (Ramnath Mohker)

                                                                                                                                                                      Principal 
//PARAM//

