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 “kS{kf.kd o’kZ 2021&22 ds nkSjku fo|ky; esa fofHkUu xfrfof/k;ksa ds lqpk: vkSj çHkkoh :i ls vey esa ykus ds fy, fuEufyf[kr lfefr;ksa 

dk xBu fd;k x;k gSA leLr lkFkh lnL;kssa ls vuqjks/k gS fd os viuk iwjk lg;ksx çnku djsaA 

çR;sd lfefr ds uacj 01 ij j[kk x;k lnL; lfefr dk la;kstd gksxkA leLr la;kstdksa ls fuosnu gS fd os vius lfefr lnL;ksa ds lkFk ppkZ 

ds ckn pkyw o’kZ ds fy, dk;Z ;kstuk rS;kj dj mldh ,d fjiksVZ v/kksgLrk{kjh dks çLrqr djsaA lfefr;k fu;fer varjky ij cSBdsa djsaxh vkSj 

vius dk;ZØe dh çxfr dh leh{k djsaxhA la;kstd viuh] dk;kZUo;u vkSj xfrfof/k;ksa dk ikyu djus dk ,d fjdkWMZ cuk,aA fo|ky; esa vkids 

;ksxnku vkSj lg;ksx dk vkxzg gSA 

 lfefr;ksa esa dqN cnyko fd, x, g SaA ;g lwph uohure gS vkSj ;fn Hkfo’; esa fuEu lfefr lnL;ksa esa dksÃ cnyko gks] rks vxys cnykoksa 

rd bldk ikyu fd;k tk,xkA lHkh f”k{kd viuh lfefr;ksa vkSj vU; lnL;ksa dk fooj.k viuh f”k{kd Mk;jh esa uksV dj ysaA 
 

(Academics)  

Jherh laxhrk ;kno] çkpk;Z  

To plan and implement the whole academic 

program for the year, prepare and 

implement special program for the 

academically backward and split up 

syllabus is strictly followed by all the 

subject teachers and home work is assigned 

and correction work is done regularly and 

properly. Subject committees meeting are 

held at regular intervals. Encourage new 

methodologies and innovative ideas are 

religiously followed and completed any 

other duties assigned by the Principal. 

Jherh vferk flag] mi&çkpk;Z  

Jh ljkst dqekj oekZ] eq[;k/;kid  

Jherh eatqyk nhf{kr] LukrdksÙkj f”kf{kdk ¼jlk;u foKku½  

Jh /khjsUnz flag  

Jherh vfer vxzoky] LukrdksÙkj f”k{kd ¼xf.kr½  

Jherh lfjrk {k=h  

(Admission)  

Jh iou dqekj LukrdksÙkj f”kf{kd  I/C  

Issue and register application forms, 

conduct admission test. 

Admission guidelines to be followed to do 

admission during the session and complete 

any other duties assigned by the Principal. 

 

Jh vfer dqekj ik.Ms; LukrdksÙkj f”k{kd ¼daI;wVj foKku½  

Jherh fp=k esgjks=k] f”kf{kdk  

Jherh iwue ] çkFkfed f”kf{kdk  

Jherh Lusg yrk  

(Internal Examination) 

Jherh eatqyk nhf{kr] LukrdksÙkj f”kf{kdk ¼jlk;u foKku½ I/C  

To plan the unit test examination schedule 

well in advance, intimate the subjects about 

the date, setting of the question papers well 

in time. Awarding moderation in case of 

deserving students and to declare the result. 

Making necessary arrangement for the 

smooth conduct of examination. 

To make available the support material and 

the circulars of CBSE and KVS form time 

to time to all teachers. To monitor the 

implementation of internal assessment by 

the Principal. 

Jh vfer vxzoky] LukrdksÙkj f”k{kd ¼xf.kr½  

Jherh eatq’kk xqIrk] LukrdksÙkj f”kf{kdk ¼foKku½  

Jh fj;klr vyh] çf”kf{kr Lukrd ¼dyk½  

Jherh ek#fr xqIrk] çf”kf{kr Lukrd f”kf{kdk ¼dk;kZuqHko½  

Jherh çfrHkk JhokLro] çkFkfed f”kf{kdk  

Jherh lfork fla?kkfu;k] çkFkfed f”kf{kdk  
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 विषय (Subject Committee Convener) 

Jherh eatqyk nhf{kr] LukrdksÙkj f”kf{kdk ¼jlk;u foKku½ foKku 

To hold meeting every month to discuss 

about teaching methodology and various 

other issues related to subject and 

complete any other duties assigned by the 

Principal.  

Jherh lfjrk {ks=h] LukrdksÙkj f”kf{kdk ¼vaxzsth½ vaxzsth 

Jherh vfer vxzoky] LukrdksÙkj f”k{kd ¼xf.kr½ xf.kr 

Jh /khjsUnz flag ¼vFkZ”kkL=½ 
Lkekftd 

foKku 

“kqJh “kksHkk nhf{kr ¼fganh½ fgUnh 

(Minutes of Staff Meeting) 

Jherh lfjrk {ks=h] LukrdksÙkj f”kf{kdk ¼vaxzsth½ I/C  

Prepare agenda and write the minutes of 

meeting and complete any other duties 

assigned by the Principal. 

Jherh dqeqn prqosZnh] çf”kf{kr Lukrd f”kf{kdk ¼vaxzsth½  

lqJh “kksHkk nhf{kr] çf”kf{kr Lukrd f”kf{kdk ¼fganh½  

(Co-Curricular Activities/Morning Assembly) 

Jherh yksfjuk vk;kZ] LukrdksÙkj f”kf{kdk ¼tho foKku½ I/C  

1- To Plan and co-ordinate co-curricular 

programs and to communicate the staff 

and students the details and conduct of 

each program and complete any other 

duties assigned by the Principal. 

 

2- To make necessary arrangement for 

the smooth conduct of assembly 

programs as per the time schedule. To 

make useful/important announcements 

and complete any other duties 

assigned by the Principal. 

Jherh dqeqn prqosZnh] çf”kf{kr Lukrd f”kf{kdk ¼vaxzsth½  

Jherh fp=k esgjks=k] f”kf{kdk ¼laLd`r½  

Jherh ek#fr xqIrk] çf”kf{kr Lukrd f”kf{kdk ¼dk;kZuqHko½  

Jherh laxhrk JhokLro] çkFkfed f”kf{kdk  

Jhjke ukFk iky ] lc LVkWQ  

leLr d{kk v/;kid ,oa lg v/;kid  

xf.kr ç;ksx”kkyk (Mathematics Lab) / (Mathematics Olympiad) 

Jh vfer vxzoky] LukrdksÙkj f”k{kd ¼xf.kr½  Prepare Lab as per KVS norms, and 

complete any other duties assigned by the 

Principal. Jh vfer ik.Ms; çf”kf{kr Lukrd f”k{kd ¼xf.kr½  
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@jk’Vªh Science Olympiad / Jawahar / NCSC/NTSC 

Jh iou dqekj LukrdksÙkj f”k{kd ¼HkkSfrdh½ I/C  

Prepare maximum students for 

participation and complete any other duties 

assigned by the Principal. 

 

Jherh eatqyk nhf{kr] LukrdksÙkj f”kf{kdk ¼jlk;u foKku½  

Jherh yksfjuk vk;kZ] LukrdksÙkj f”kf{kdk  ¼tho foKku½  

Jherh eatq’kk xqIrk] LukrdksÙkj f”kf{kdk ¼foKku½  

Jherh laxhrk JhokLro] çkFkfed f”kf{kdk  

 (Cyber Olympiad)

Jh vfer dqekj ik.Ms; LukrdksÙkj f”k{kd ¼daI;wVj foKku½ I/C  Prepare maximum students for 

participation and complete any other duties 

assigned by the Principal. Jh vfer ik.Ms; çf”kf{kr Lukrd f”k{kd ¼xf.kr½  

(English Olympiad)

Jherh lfjrk {ks=h ] LukrdksÙkj f”kf{kdk ¼vaxzsth½ I/C  

Prepare maximum students for 

participation and complete any other duties 

assigned by the Principal. 

Jherh dqeqn prqosZnh] çf”kf{kr Lukrd f”kf{kdk ¼vaxzsth½  

lqJh Losrk lDlsuk] çf”kf{kr Lukrd f”kf{kdk ¼vaxzsth½  

Jherh Lusgyrk ;kno] çkFkfed f”kf{kdk  

(Green Olympiad)

Jherh yksfjuk vk;kZ] LukrdksÙkj f”kf{kdk ¼tho foKku½ I/C  Prepare maximum students for 

participation and complete any other duties 

assigned by the Principal. Jherh eatq’kk xqIrk] LukrdksÙkj f”kf{kdk ¼foKku½  

(Guidance & Counseling / PTA Meeting)

Jh ljkst dqekj oekZ] eq[;k/;kid I/C  

To give guidance and counseling to 

students, arrange for guest lectures and 

complete any other duties assigned the 

Principal. 

Jherh eatqyk nhf{kr] LukrdksÙkj f”kf{kdk ¼jlk;u foKku½  

Jherh yksfjuk vk;kZ] LukrdksÙkj f”kf{kdk ¼tho foKku½  

Jh egsanz dqekj] iqLrdky;k/;{k  

ijke”kZ nkrk  

(Discipline)

Jh eqds”k pUnz f=ikBh] çf”kf{kr Lukrd f”k{kd ¼”kkjhfjd ,oa 

LokLFk f”k{kd½  I/C 
 

To deal effectively with all cases of 

indiscipline, late coming etc. to maintain 

discipline undesirable cases to Principal / 

VP / Class teachers and complete any other 

assigned by the Principal. 

Jh iou dqekj LukrdksÙkj f”kf{kdk ¼HkkSfrdh½  

lqJh “kksHkk nhf{kr] çf”kf{kr Lukrd f”kf{kdk ¼fgUnh½  

Jh vfer ik.Ms; çf”kf{kr Lukrd f”k{kd ¼xf.kr½  

Jh deys”k dqekj] çf”kf{kr Lukrd f”k{kd ¼lkekftd foKku½  

lqJh Losrk lDlsuk] çf”kf{kr Lukrd f”kf{kdk ¼vaxzsth½  

Jherh iwue ] çkFkfed f”kf{kdk  

Jherh çfrHkk JhokLro] çkFkfed f”kf{kdk  

leLr d{kk v/;kid ,oa lg v/;kid  
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(Time-Table : Secondary Classes)

Jherh eerk “kekZ LukrdksÙkj f”kf{kdk ¼okf.kT;½ I/C  Prepare the timetable for the Vidyalaya as per KVS 

norms. Ensure proper implementation and smooth 
running the classes. Arrange substitution work for 

teachers on leave and effective implementation of the 
same. Complete any other duties assigned by the 

Principal. 

Jherh eatq’kk xqIrk] çf”kf{kr Lukrd f”kf{kdk ¼foKku½  

Jh vfer dqekj ik.Ms; çf”kf{kr Lukrd f”k{kd ¼xf.kr½  

(Time-Table : Primary Classes)

Jherh laxhrk JhokLro   

Prepare the timetable for the Vidyalaya as per KVS 

norms. Ensure proper implementation and smooth 
running the classes. Arrange substitution work for 

teachers on leave and effective implementation of the 

same. Complete any other duties assigned by the 
Principal. 

(Shaala Darpan Project)

Jh vfer dqekj ik.Ms; LukrdksÙkj f”k{kd ¼daI;wVj foKku½ 

I/C 
 

To update and maintain the school 

automation system of KV ShaalaDarpan 

Project and ensure the correctness of 

entries of student, employee, Library, 

Financial data and timely updation of 

changes when and where required. 

 

Jh ljkst dqekj oekZ] eq[;k/;kid  

Jherh eerk “kekZ LukrdksÙkj f”kf{kdk ¼okf.kT;½  

Jherh Losrk lDlsuk] çf”kf{kr Lukrd f”kf{kdk ¼vaxzsth½  

daI;wVj baLVªDVj  

leLr d{kk v/;kid ,oa lg v/;kid  

“ (Verification of Minority / Quarterly Fee)

Jh vfer dqekj ik.Ms; LukrdksÙkj f”k{kd ¼daI;wVj foKku½ I/C  
Verify the collection of fee including fresh 

admissions, maintaining the register, reporting the 

defaulters if any to the class teachers. Cross checking 
the total collection with the entries in the class 

attendance register. To maintain the records of fees 

exemption (RTE and SGC) and complete any other 
duties assigned by the Principal. 

leLr d{kk v/;kid  

(Teaching Aids and Audio Visuals)

Jh /khjsUnz flag I/C  

To collect the list of teaching aids from 

various subject committee convener to 

make consolidated list purchase them as 

per purchase procedures and complete any 

other duties assigned by the Principal. 

Jherh ek#rh xqIrk] çf”kf{kr Lukrd f”kf{kdk ¼dk;kZuqHko½  

laxhr v/;kid  

Jh jke ukFk iky] lc LVkQ  
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(Computer Lab)

Jh vfer dqekj ik.Ms; LukrdksÙkj f”k{kd ¼lax.kd½ I/C  Arrange the computer lab and interactive boards in 

proper manner so that effective uses of available 
recourses can be done and complete any other duties 

assigned by the Principal. Jherh laxhrk JhokLro] çkFkfed f”k{kd ¼twŒ½  

daI;wVj baLVªDVj   

(School Magazine)

Jherh lfjrk {ks=h ] LukrdksÙkj f”kf{kdk ¼vaxzsth½ I/C  

School magazine- collects the original 

articles, motivate students to do creative 

writing and publish the magazine on time 

and complete any other duties assigned by 

the Principal. 

Jherh “kksHkk nhf{kr] çf”kf{kr Lukrd f”kf{kdk ¼fgUnh½  

Jherh dqeqn prqosZnh] çf”kf{kr Lukrd f”kf{kdk ¼vaxzsth½  

Jherh fp=k esgjks=k] çf”kf{kr Lukrd f”kf{kdk ¼laLd`r½  

Jherh iwue ] çkFkfed f”kf{kdk  

Jherh vk”kk flag ] çkFkfed f”kf{kdk  

(Gardening, School Beatification and Aquarium Maintenance)

Jherh yksfjuk vk;kZ] LukrdksÙkj f”kf{kdk ¼tho foKku½  To maintain and beautify the garden and school 

campus and complete any other duties assigned 

by the Principal. Jh fj;klr vyh] çf”kf{kr Lukrd f”k{kd ¼dyk½  

(National Adolescence Education Prgramme – N.A.E.P.)

Jherh yksfjuk vk;kZ] LukrdksÙkj f”kf{kdk ¼tho foKku½  

To educate students on N.A.E.P. as per 

instruction received from KVS and 

complete any other duties assigned by the 

Principal. 

lqJh “kksHkk nhf{kr] çf”kf{kr Lukrd f”kf{kdk ¼fgUnh½  

Jherh dqeqn prqosZnh] çf”kf{kr Lukrd f”kf{kdk ¼vaxzsth½  

Jherh fp=k esgjks=k] çf”kf{kr Lukrd f”kf{kdk ¼laLd`r½  

Jh vfer dqekj ik.Ms; çf”kf{kr Lukrd f”k{kd ¼xf.kr½  

Jherh Losrk lDlsuk] çf”kf{kr Lukrd f”kf{kdk ¼vaxzsth½  

Jherh vk”kk flag ] çkFkfed f”kf{kdk  

(Staff Room)

Jherh lfjrk {ks=h ] LukrdksÙkj f”kf{kdk ¼vaxzsth½   To ensure that furniture is made available to staff to 

see the staff room is clean and locked everyday by 

Group “D” employees. To ensure the no furniture is 
taken out from the staff room. Arrange for better 

facilities and complete any other duties assigned by 

the Principal. 

lqJh “kksHkk nhf{kr] çf”kf{kr Lukrd f”kf{kdk ¼fgUnh½  

Jherh dqeqn prqosZnh] çf”kf{kr Lukrd f”kf{kdk ¼vaxzsth½  

(Maintenance of Staff Quarters)

Jherh ek#rh xqIrk] çf”kf{kr Lukrd f”kf{kdk ¼dk;kZuqHko½  
Staff Quarter should be maintained and in 

case of any need of maintenance should be 

reported to the authority and complete any 

other duties assigned by the Principal. 

Jh fj;klr vyh] çf”kf{kr Lukrd f”k{kd ¼dyk½  

Jh jke I;kjs] lc LVkQ  
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(Furniture)

Jh deys”k dqekj] çf”kf{kr Lukrd f”k{kd ¼lk- fo’k;½ I/C  

To maintain the stock of all furniture in the Vidyalaya. 

Prepare condemnation report for broken furniture. 

Prepare a room wise inventory of furniture and fix 
responsibility to maintain the same, take measures to 

prevent breakage of furniture. Arrange for repair of 

broken furniture if any. Plan, Purchase as per 
availability of fund and complete any other duties 

assigned by the Principal. 

Jh fj;klr vyh] çf”kf{kr Lukrd f”k{kd ¼dyk½  

Jherh ek#rh xqIrk] çf”kf{kr Lukrd f”kf{kdk ¼dk;kZuqHko½  

Jherh lfork fla/kkuh] çkFkfed f”kf{kdk  

Jh jke I;kjs] lc LVkQ  

leLr d{kk v/;kid  

(First Aid and Medical Check Up) 

Jherh yksfjuk vk;kZ] LukrdksÙkj f”kf{kdk ¼tho foKku½  

To purchase necessary first aid material 

and make them available to students when 

needed and to provide the necessary help to 

those who require and complete any other 

duties assigned by the Principal. 

vk'kk flag ] çkFkfed f”kf{kdk  

MkWDVj  

LVkQ ulZ  

(Complain / Suggestion Box) (Online)

Jherh eatqyk nhf{kr] LukrdksÙkj f”kf{kdk ¼jlk;u foKku½ I/C  
To go through the complain of the students 

every week take up follow action and keep 

the complains confidential and complete 

any other duties assigned by the Principal. 

Jh vfer dqekj ik.Ms; LukrdksÙkj f”k{kd ¼daI;wVj foKku½  

Jherh vk'kk flag ] çkFkfed f”kf{kdk  

(Library)

Jh egsanz dqekj] iqLrdky;k/;{k I/C  

Books should be purchased as & when 

required from all fields in both language 

and maximum number of books should be 

given to enhance their knowledge to the 

students and complete any other duties 

assigned by the Principal. 

Jherh eatqyk nhf{kr] LukrdksÙkj f”kf{kdk ¼jlk;u foKku½  

Jherh lfjrk {ks=h ] LukrdksÙkj f”kf{kdk ¼vaxzsth½  

Jh vfer vxzoky] LukrdksÙkj f”k{kd ¼xf.kr½  

lqJh “kksHkk nhf{kr] çf”kf{kr Lukrd f”kf{kdk ¼fgUnh½  

Jherh çfrHkk JhokLro] çkFkfed f”kf{kdk  

Jherh iwue ] çkFkfed f”kf{kdk  

?kksf’kr (Purchase / Condemnation / Depreciation)

Jherh eatqyk nhf{kr] LukrdksÙkj f”kf{kdk ¼jlk;u foKku½ I/C  

To deal with condemnation & depreciation of 

broken & over used article and maintain the 

record. To ensure Purchase of necessary articles 

if required and complete any other duties 

assigned by the Principal. 

Jherh ek#rh xqIrk] çf”kf{kr Lukrd f”kf{kdk ¼dk;kZuqHko½  

Jh egsanz dqekj] iqLrdky;k/;{k  

Jherh lfork fla/kkuh] çkFkfed f”kf{kdk  
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राजभाषा (Rajbhasha Committee)

ih-th-Vh- fgUnh  

To observe that Hindi is considered as the 

national & official language of India is having 

its full growth and respect in all manner in the 

Vidyalaya and complete any other duties 

assigned by the Principal. 

lqJh “kksHkk nhf{kr I/C  

Jherh fp=k egjks=k  

Jherh iwue  

Jherh dfork “kekZ    

Jherh xfjek JhokLro   

(Alumni Club)

Jherh lfjrk {ks=h ] LukrdksÙkj f”kf{kdk ¼vaxzsth½ I/C  
To prevent the Vidyalaya with a Unique opportunity 

of this club for which necessary arrangement should 

be made and complete any other duties assigned by 
the Principal. 

Jh vfer vxzoky] LukrdksÙkj f”kf{kdk ¼xf.kr½  

Jherh yksfjuk vk;kZ] LukrdksÙkj f”kf{kdk ¼tho foKku½  

(Photography)

Jh fj;klr vyh] çf”kf{kr Lukrd f”k{kd ¼dyk½ I/C  

To arrange Photography of various 

activities in the Vidyalaya and maintain the 

gallery. 

Jh Lusgyrk ;kno] çkFkfed f”kf{kdk  

vk;q’k feJk] daI;wVj baLVªDVj  

(Vidyalaya Swachhata Samiti and Sanitation)

(Secondary Classes)

Jherh eatqyk nhf{kr] LukrdksÙkj f”kf{kdk ¼jlk;u foKku½  

To ensure that all the items 

related to sanitation & 

cleanliness must be made 

available to the Students and it 

should be observed that 

helping hands of the Vidyalaya 

are working in this direction 

and complete any other duties 

assigned by the Principal. 

lqJh “kksHkk nhf{kr] çf”kf{kr Lukrd f”kf{kdk ¼fgUnh½ I/C  

Jherh dqeqn prqosZnh] çf”kf{kr Lukrd f”kf{kdk ¼vaxzsth½  

Jherh fp=k esgjks=k çf”kf{kr Lukrd f”kf{kdk ¼laLd`r½  

Jh deys”k dqekj] çf”kf{kr Lukrd f”k{kd ¼lk- fo’k;½  

Jh egsanz dqekj] çf”kf{kr Lukrd f”k{kd iqLrdky;k/;{k  

Jherh ek#rh xqIrk] çf”kf{kr Lukrd f”kf{kdk ¼dk;kZuqHko½  

Jh fj;klr vyh] çf”kf{kr Lukrd f”k{kd ¼dyk½  

Jh eqds”k pUnz f=ikBh] çf”kf{kr Lukrd f”k{kd  

Jh jke I;kjs] lc LVkQ  

Jh jke ukFk iky] lc LVkQ  
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(Vidyalaya Swachhata Samiti and Sanitation)

(Primary Classes)

Jherh laxhrk JhokLro] çkFkfed f”kf{kdk ¼twŒ½ I/C  

To ensure that all the items 

related to sanitation & 

cleanliness must be made 

available to the Students and it 

should be observed that 

helping hands of the Vidyalaya 

are working in this direction 

and complete any other duties 

assigned by the Principal 

Jherh lfork fla/kkuh] çkFkfed f”kf{kdk  

Jherh Lusgyrk ;kno] çkFkfed f”kf{kdk  

Jherh iwue ] çkFkfed f”kf{kdk  

Jherh çfrHkk JhokLro] çkFkfed f”kf{kdk  

Jherh vk”kk flag ] çkFkfed f”kf{kdk  

Jh eqds”k dqekj f=ikBh  

;ksx v/;kid 

 

[ksydwn çf”k{kd 

(Excursion Committee)

Jh ljkst dqekj oekZ] eq[;k/;kid I/C  

To make necessary arrangement for 

excursion (tour) for all the students with 

the special purpose of educating children  

and complete any other duties assigned by 

the Principal. 

Jherh eerk “kekZ LukrdksÙkj f”kf{kdk ¼okf.kT;½  

Jh eqds”k pUnz f=ikBh] çf”kf{kr Lukrd f”k{kd  

Jherh vk”kk flag ] çf”kf{kr Lukrd f”kf{kdk  

(Sexual Harassment Committee)

Jherh eatqyk nhf{kr I/C  

It must be checked that girls students are 

given due attention on any kind of 

problems faced by them needful action to 

be taken accordingly proper guidance & 

counseling should be done time to time and 

complete any other duties assigned by the 

Principal. 

Jherh yksfjuk vk;kZ] LukrdksÙkj f”kf{kdk ¼tho foKku½  

Jherh dqeqn prqosZnh] çf”kf{kr Lukrd f”kf{kdk ¼vaxzsth½  

Jherh laxhrk JhokLro  

  

(Standard Operating Procedure – S.O.P.)

Jherh Mh- ds- dkS”ky LukrdksÙkj f”kf{kdk ¼Hkwxksy½ I/C  
To make students aware about disaster 

management. Safety rules to be taught and 

mock drill to be conducted. And prepare 

evacuation plan for the Students & the 

Staffs and complete any other duties 

assigned by the Principal. 

Jh deys”k dqekj] çf”kf{kr Lukrd f”k{kd ¼lk- fo’k;½  

Jherh Lusgyrk ;kno] çkFkfed f”k{kd  

(Drinking Water)

Jherh ek#rh xqIrk] çf”kf{kr Lukrd f”kf{kdk ¼dk;kZuqHko½ I/C  

To ensure that clean drinking water is made 

available to the Students all the time and 

complete any other duties assigned by the 

Principal. 

Jh egsanz dqekj] iqLrdky;k/;{k  

Jh jke ukFk iky] lc LVkQ  

Jh jke I;kjs] lc LVkQ  
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(Maintenance & Repair) 

Jherh ek#rh xqIrk] çf”kf{kr Lukrd f”kf{kdk ¼dk;kZuqHko½ I/C

Jh egsanz dqekj] çf”kf{kr Lukrd f”k{kd 

Jh eqds”k pUnz f=ikBh] çf”kf{kr Lukrd f”k{kd 

Jh ljkst dqekj oekZ] eq[;k/;kid 

(Music & Culture)

Jherh dqeqn prqosZnh] çf”kf{kr Lukrd f”kf{kdk ¼vaxzsth½ I/C  

To ensure sufficient practice before 

commencement of any program 

Instrument should be made available to 

the students to learn various skills and 

complete any other duties assigned by 

the Principal. 

Jherh laxhr f”kf{kdk  

Jherh fp=k esgjks=k  

Jherh laxhrk JhokLro] çkFkfed f”kf{kdk  

Jherh iwue  

Jh jke I;kjs] lc LVkQ  

(Games)

Jh eqds”k pUnz f=ikBh] çf”kf{kr Lukrd f”k{kd ¼”kkjhfjd ,oa 

LokLFk f”k{kd½ I/C 
 

All spots Equipment should be made 

available to the students. Sufficient drill & 

Practice to be done before any event with 

maximum number of Students Participation 

and complete any other duties assigned by 

the Principal. 

[ksydwn çf”k{kd   

leLr d{kk v/;kid ,oa lg d{k v/;kid  

(Scout Guide & Cub Bulbul)

Jh egsanz dqekj] çf”kf{kr Lukrd f”k{kd ¼iqLrdky;k/;{k½ I/C  
To plan and implement scouting/guiding 

activities in the Vidyalaya. To train the 

color party for special occasions. To get the 

National Flag ready for the National 

Festivals and complete any other duties 

assigned by the Principal. 

Jh ljkst dqekj oekZ] eq[;k/;kid 

 
 

jk’Vª /ot (National Flag) 

Jh eqds”k pUnz f=ikBh] çf”kf{kr Lukrd f”k{kd ¼”kkjhfjd ,oa 

LokLFk f”k{kd½ I/C 
 

Raising of the National Flag in the evening 

(daily) and hoisting on national occasion. 

It is the responsibility of all the teaching/non-

teaching and office staff to take the task as of 

utmost importance and complete any other 

duties assigned by the Principal. 

Jh /khjsUnz dqekj ] LukrdksÙkj f”k{kd] ¼vFkZ”kkL=½  

jkeI;kjs  

Jh jke ukFk iky] lc LVkQ  

(Canteen Arrangement and Cleanliness)

Jh eqds”k pUnz f=ikBh] çf”kf{kr Lukrd f”k{kd ¼”kkjhfjd ,oa 

LokLFk f”k{kd½ I/C 
 To ensure that all the eatables provided by 

Canteen Staff are of quality & standard 

Dustbin culture must be observed and 

complete any other duties assigned by the 

Principal. 

Jh vfer dqekj ik.Ms; ¼xf.kr½  

Jherh çfrHkk JhokLro] çkFkfed f”kf{kdk  
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(Nature Club)

Jherh yksfjuk vk;kZ] LukrdksÙkj f”kf{kdk ¼tho foKku½ I/C   To frame the club and office bearers 

 To promote environment awareness 

amongst the students. 

 To conduct various activities for sustainable 

education and complete any other duties 

assigned by the Principal. 

Jherh eatq’kk xqIrk] çf”kf{kr Lukrd f”kf{kdk ¼foKku½  

lHkh foKku ,oa Ã- oh- ,l- f”k{kd  

 (Social Science exhibition / Youth Parliament /Integrity Club/ Heritage Club)

Jherh Mh- ds- dkS”ky] LukrdksÙkj f”k{kd ¼Hkwxksy½ I/C  
 To frame the club age group 11-16 years 

 To select young champion of Ethics (YCE) 
 Help them becoming value messengers or value 

catalyst. 

 To spread the living values through various 
activities of the club and complete any other 

duties assigned by the Principal. 

 To frame the club and office bearers 

 Conduct various activities to promote cultural, 

natural and digital heritage. 

 To spread awareness regarding the attempt to 
understand our contemporary traditions and 

complete any other duties assigned by the 

Principal. 
 To ensure participation in school / Regional / 

National level as per KVS expectation. 

Jh deys”k dqekj çf”kf{kr Lukrd f”kf{kdk ¼lkekftd 

foKku½ 
 

Jh /khjsUnz dqekj ] LukrdksÙkj f”k{kd] ¼vFkZ”kkL=½  

(Health Club and Wellness)

Jherh yksfjuk vk;kZ] LukrdksÙkj f”kf{kdk ¼tho foKku½ I/C  
 To frame the club and office bearers 

 To conduct activities to promote 

Physics, Emotional, and Social Health. 

 Sensitizing students towards personal 

health and hygiene complete any other 

duties assigned by the Principal. 

Jh eqds”k pUnz f=ikBh] çf”kf{kr Lukrd f”k{kd ¼”kkjhfjd ,oa 

LokLFk f”k{kd½ 
 

lHkh [ksydwn dksp  

ulZ  

(Literacy Club)

Jherh lfjrk {ks=h] LukrdksÙkj f”kf{kdk ¼vaxzsth½ I/C   To frame the club and office bearers 

 Conduct activities to promote reading, and 

writing habits. 

 To enhance students’ vocabulary. 

 To develop communication skills and 

complete any other duties assigned by the 

Principal. 

 

lqJh “kksHkk nhf{kr] çf”kf{kr Lukrd f”kf{kdk ¼fgUnh½  

Jherh fp=k esgjks=k  

Jh egsUnz dqekj ] iqLrdky;k/;{k  

(M.O.D. Committee)

Jherh vferk flag ] mi&çkpk;Z  

To allot duties to the members and 

complete any other duties assigned by the 

Principal. 

Jh ljkst dqekj oekZ] eq[;k/;kid  

  

(C.M.P. Committee)

Jherh vk”kk flag] çkFkfed f”kf{kdk I/C  
To follow up the Saturday agenda, Purchase in 

TLM and distribution of material to all the 

primary teachers and complete any other duties 

assigned by the Principal. Jherh lfork fla/kkuh] çkFkfed f”kf{kdk  
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(Staff and Guest Refreshment)

Jherh dqeqn prqosZnh] çf”f{kr Lukrd f”kf{kdk ¼vaxzsth½ I/C  

Proper planning and organization of any 

meeting to be made and necessary 

assignments to be done and complete any 

other duties assigned by the Principal. 

Jh vfer dqekj ik.Ms; ¼xf.kr½  

Jherh ek#rh xqIrk] çf”kf{kr Lukrd f”kf{kdk ¼dk;kZuqHko½  

Jherh iwue ] çkFkfed f”kf{kdk  

Jh jke I;kjs] lc LVkQ  

(Transport Committee & Student dispersal Committee) 

Jh eqds”k pUnz f=ikBh] çf”kf{kr Lukrd f”k{kd ¼”kkjhfjd ,oa 

LokLFk f”k{kd½ I/C 
 

To Follow KVS SOP in concerned 

committee and ensure safe dispersal of all 

students. 

Jh egsanz dqekj] çf”kf{kr Lukrd f”k{kd ¼iqLrdky;k/;{k½  

Jh fj;klr vyh] çf”kf{kr Lukrd f”k{kd ¼dyk½  

leLr d{kk v/;kid ,oa lg d{k v/;kid  

(Pay bill & Income Tax)

Jh /khjsUnz dqekj ] LukrdksÙkj f”k{kd] ¼vFkZ”kkL=½  I/C  

Prepare and to check the pay bill and 

income tax deduction as per guidelines 

issued by KVS incorporating the GPR 

Jherh eerk “kekZ LukrdksÙkj f”k{kd] ¼okf.kT;½  

Jh vfer dqekj ik.Ms; LukrdksÙkj f”k{kd ¼daI;wVj foKku½  

Jherh dfork “kekZ] ofj’B lfpoky; lgk;d  

Covid Help Desk 

Jh /khjsUnz flag  I/C   

Jh eqds”k pUnz f=ikBh   

Jherh eatq’kk xqIrk   

Jherh ek:fr xqIrk   

Jh deys”k dqekj   

Jh vfer ikaMs ¼xf.kr½   

lqJh iwue   

Jherh Lusgyrk   

Online Class Support 

Jh vfer dqekj ik.Ms; LukrdksÙkj f”k{kd ¼daI;wVj foKku½ I/C   

Jh iou dqekj LukrdksÙkj f”kf{kdk ¼HkkSfrdh½   

 

 mijksDr lHkh lfefr;k¡ d{kk&1 ls d{kk&5 rd dh lHkh “kSf{kd ,oa ikB~; lgxkeh xfrfof/k;ka dsUnzh; fo|ky; laxBu dh 

v|ru fn”kk funsZ”kksa ds vuq:i eq[;k/;kid dh ns[kjs[k esa laiUu djasxhA 

 d{kk&6 ls d{kk&12 rd lHkh “kSf{kd ,oa ikB~; lgxkeh dh xfrfof/k;ka dsaUnzh; fo|ky; laxBu dh v|ru fn”kk funsZ”kksa ds 

vuq:i mi&çkpk;Z dh ns[kjs[k esa lEiUUk djsaxhA 

 

Jh ljkst dqekj oekZ] eq[;k/;kid        Jherh vferk flag] mi&çpk;Z 

Jherh laxhrk ;kno 

çkpk;Z 


