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Education Department (Primary), Zilla Parishad, Thane

In accordance with the provisions of Section 8 of the Maharashtra Government Servants’ Regulation of
Transfers and Prevention of Delay in Discharge of Official Duties Act, 2005, the General Administration

Department, Zilla Parishad, Thane hereby publishes the Citizens’ Charter.

1. Introduction: Departmental Vision and Work Procedures

The Education Department (Primary), Zilla Parishad, Thane is an important administrative department. A total
of 22 general sections are functioning under this department. The department is responsible for the conduct
of meetings of the Education Committee, implementation of various schemes under the Education
Department, preparation of budgets, matters relating to heads of accounts, approval of proposed tour
programmes and daily programmes of Block Education Officers, monthly meeting information, and
establishment-related matters of departmental staff such as Assistant Administrative Officers, Junior
Administrative Officers, Senior Assistants, Junior Assistants, Drivers, Attendants, Primary Teachers, Graduate
Teachers, Headmasters, and Centre Heads, etc.

The department also deals with establishment matters including leave, promotions, pay and allowances,
Sevaarth Salary System, Shalarth Salary System and recoveries, GPF/NPS advances and recoveries, and
granting administrative approval to medical claims, as well as implementation of Government policies, and

other related subjects.

Initiatives Implemented by the Department are as follows:

Maintaining cleanliness of school premises and classrooms under the Swachh Vidyalaya, Swachh
Maharashtra Abhiyan.

1.

2.  Assessing students’ grade-wise basic competencies.

3. Adoption of underperforming schools and underperforming students.
4. Implementing various initiatives to make all schools progressive.

5. Conducting remedial classes for underperforming students.

Encouraging teachers for the creation of ISO-certified schools.

6.

7. Providing guidance to all regarding Fast-Track Progressive Educational Maharashtra and the School
Quality Assessment Programme.

8. Organising Education Council meetings at the centre level by Centre Heads and guiding teachers.

9. Conducting workshops for the creation of constructivist learning materials through resource persons.

10. Implementing Spoken English teacher training programmes.

11. Establishment of DRG, BRG, and CRG caells.



2. Organisational Structure of the Education Department (Primary):

The anourable ChiEff Executive Officer is the head of the Education Department (Primary), while the
Education Officer (Primary) functions as the Head of the Department,

Various schemes such as the Mid-Day Meal Scheme, Sarva Shiksha Abhiyan, etc., are implemented
under this department.

3. Service Delivery Time Schedule:

The service delivery time schedule for the services provided by the Education Department (Primary),
Zilla Parishad, Thane has been presented in Annexure—l, Column No. 4.

However, in accordance with the provisions of Chapter Ill, Section 11 of the Maharashtra
Government Servants’ Regulation of Transfers and Prevention of Delay in Discharge of Official Duties
Act, 2005, the following matters shall be excluded from the time schedule mentioned in Column No.

4.
Matters that are sub judice,

Cases before the Lokayukta or Upa-Lokayukta,

Matters relating to constitutional institutions and commissions,

Judicial matters,

Cases concerning relations between the Central and State Governments,

Matters related to legislation and law-making, and

Major policy matters to be placed before the Council of Ministers, etc.

4. (a) Redressal of Grievances / Complaints:

In case of delay in service delivery or any other grievance, complaints may be lodged with the

concerned officer mentioned in Column No. 5 of Annexure—l.
After receipt of the complaint, it shall be the responsibility of the concerned officer to complete the

necessary action and redress the grievance within 07 days.

If the concerned applicant is not satisfied with the redressal of the grievance, he/she may submit a

complaint to the Honourable Chief Executive Officer, Zllla Parishad, Thane.
Grievances may be submitted in person or through written communication,

4. (b) Suggestions from the General Public:

The Gitizens® Charter shall always remain open for review by the general public, and the valuable
suggestions of honourable citizens shall be considered seriously and Incorporated through periodic

improvements.



The Charter shall always assist citizens who avail of services under the Education Department
(Primary) in asserting and safeguarding their rights.

5. Implementation of the Citizens® Charter:

The Education Department (Primary), Zilla Parishad, Thane is always committed to the effective

implementation of the Citizens® Charter. While implementing Government policies, the department
assures that services under its jurisdiction shall be provided with a sense of duty and promptness.

While delivering these services, it shall be the moral responsibility of every officer and employee of
the department to treat citizens with courtesy and respect.

In accordance with the provisions of Chapter Ill, Section 10(1) of the Maharashtra Government

Servants’ Regulation of Transfers and Prevention of Delay In Discharge of Official Duties Act, 2005,
extremely urgent and urgent files, as well as routine files, shall, as far as possible, be disposed of on
the same day or within 04 days.

Files not involving other departments shall be disposed of within 45 days, and files involving matters
of other departments and requiring their opinions shall be decided upon and appropriate action
taken within 03 months.

5. Implementation of the Citizens® Charter:

The Education Department (Primary), Zilla Parishad, Thane is always committed to the effective

implementation of the Citizens’ Charter. While implementing Government policies, the department
assures that the services under its jurisdiction shall be provided with a sense of duty and

promptness.

While delivering these services, it shall be the moral responsibility of every officer and employee of
the department to treat citizens with courtesy and respect.

In accordance with the provisions of Chapter Ill, Section 10(1) of the Maharashtra Government
Servants’ Regulation of Transfers and Prevention of Delay in Discharge of Official Duties Act, 2005,
extremely urgent and urgent files, as well as all routine files, shall, as far as possible, be disposed of

on the same day or within 04 days.
Files not involving other departments shall be disposed of within 45 days, and files involving matters

of other departments and requiring their opinions shall be decided upon and appropriate action

taken within 03 months.
(\g \ 0
(Balasaheb Rakshe)

Education Officer (Primary)
Zilla Parishad, Thane




Annexure — |

Education Department (Primary), Zilla Parishad, Thane

As per Government of Maharashtra, General Administration Department Circular No.
/NASAD/2009/PR.N0.80/09/18A dated 04/08/2009

Citizens” Charter

Sr.

No.

Details of Service

Name, Designation &
Section of Officer /
Employee Providing the
Service

Prescribed
Time Limit

Name &
Designation of
Superlor Officer for

Complaint

Taking action on applications received under
the Right to Information Act

Information Officer-
cum-Assistant
Administrative Officer
(Education)

30 days

Education Officer
(Primary), ZP Thane

Deciding appeals under the RTI Act, 2005

Concerned Appellate
Authority

45 days

Hon. State
Information
Commissioner

Reviewing Confidential Reports of
Maharashtra Development Service Group-A
officers and submitting them to Government;
reviewing, finalising and maintaining
Confidential Reports of Group-B officers

Senior Assistant,
Establishment-2

Annually

Hon. Divisional
Commissioner

Scrutiny of Confidential Reports and
disciplinary action proposals of Group-A &
Group-B officers and submission to
Government

Senior Assistant,
Establishment-2

45 days

Hon. Divisional
Commissioner

Submission of pension cases of Group-A &
Group-B officers along with No-Dues / No-
Enquiry Certificates to the Accountant
General, Mumbai

Senior Assistant,
Establishment-2

45 days

Hon. Divisional
Commissioner

Preparation of seniority lists of three Class-lll
cadres under the Education Department-

(Primary)

Senior Assistant,
Establishment-3

45 days

Education Officer
(Primary), ZP Thane

Establishment matters of Assistant
Education Officers (Education), Graduate
Teachers and Centre Heads

Senior Assistant,
Establishment-3

45 days

Education Officer
(Primary), ZP Thane




Name, Designation & Name &

Sr. Details of Service Saction of Officer / Prescribed |Deslgnation of

b Employee Providing the [Time Limit |Superior Officer for
Service Complaint

i E_:"'_l"'b”'ﬁhmom matters of Headmasters and |Senior Assistant, g Education Officer
Primary Teachers Establishment-4 AR (Primary), ZP Thane
Serving charge-sheets (Arlicles 1 1o 44) to Soni ) E tion Offi

9 suspended employees against whom Eenlor‘ x:sulslant. 45 days ;Hca an 2p I.(:r
criminal / departmental inquiries are pending RIS (Primary), ane
Recruitment process of Primary Teachers as -

- per Rule 6(2) of Maharashtra Zilla Parishad | Senior Assistant, il Education Officer
Dislrict Services (Recruitment) Rules, 1967 Establishment-4 ays (Primary), ZP Thane
(Direct Recruitment / Promotion)

i Handling establishment, service-related and | Senior Assistant, g Education Officer
administrative matters Establishment-1 Y (Primary), ZP Thane

% Submission of Annual Report under RTI Act, | Senior Assistant, - Education Officer
2005 Administration y (Primary), ZP Thane
Submission of annual updated information

13 |(items 1 to 17) under Sthion 4 of RTI Act Henjor AFRIEIE, 45 days Edugation Offiger

. e " | Administration Y (Primary), ZP Thane
2005 _

Ly Preparation of contingent expenditure bills |Senior Assistant, - Education Officer

“|and submission to Cashier Administration ¥ (Primary), ZP Thane

- Establishment matters of Zilla Parishad Senior Assistant, aileve Education Officer

® |Class-lll and Class-IV employees Establishment-1 y (Primary), ZP Thane
" Preparation of three Class-lIl pay bills in the Senior Assistant, & i Education Officer

® |sevaarth system Establishment-1 (Primary), ZP Thane
| Approval of monthly tour diary of Block Senior Assistant, T - Education Officer

4 Education Officers Establishment-2 (Primary), ZP Thane
| Approval of monthly tour diary of Extension |Senior Assistant, 45 daye Education Officer

i Officers (Education) Establishment-3 (Primary), ZP Thane
i Processing proposals of unauthorised Senior Assistant, i s Education Officer

7 | absence of Class-lll & IV employees Establishment-5 (Primary), ZP Thane
- Inspection programme of Head of Senior Assistant, Keiwsally Education Officer

Department for Panchayat Samitis Administration (Primary), ZP Thane




Sr.

No.

Details of Service

Name, Designation &
Section of Officer /
Employee Providing the
Service

Prescribed
Time Limit

Name &
Designation of
Superior Officer for
Complaint

21

Action on pending audit objections of Local

Junior Assistant,

7 days

Education Officer

22

23

24

25

26

27

28

29

30

31

Fund Audit / Accountant General /
Panchayat Raj Committee

Approval for purchase of new departmental
vehicles

Preparation of budget estimates head-wise

Recovery of housing loan, bank loan and
other deductions

Passing travelling allowance and medical
reimbursement bills

Action on pension sanction proposals of
departmental employees

Organisation of Education Committee
meetings

Service and establishment matters of
Primary Teacher cadre employees

Granting approvals for Non-Creamy Layer
Certificate, language exemption,
computer/typing exam exemption, age
relaxation, passport NOC, vigilance
clearance etc.

Purchase, maintenance and repair of office
stationery and equipment

Registration and distribution of inward mail
to concerned sections

Accounts

Senior Assistant,
Administration

Junior Assistant,
Accounts

Senior Assistént.
Establishment-1

Senior Assistant,
Establishment-1

Junior Assistant,
Pension

Senior Assistant
(Administration)

Senior Assistant,
Establishment-4

Senior Assistant,
Establishment-1

Senior Assistant,
Administration

Junior Assistant, Inward
Section

45 days

45 days

45 days

45 days

45 days

45 days

45 days

45 days

45 days

Daily

(Primary), ZP Thane

Education Officer
(Primary), ZP Thane

Education Officer
(Primary), ZP Thane

Education Officer
(Primary), ZP Thane

Education Officer
(Primary), ZP Thane

Education Officer
(Primary), ZP Thane

Education Officer
(Primary), ZP Thane

Education Officer
(Primary), ZP Thane

Education Officer
(Primary), ZP Thane

Education Officer
(Primary), ZP Thane

Education Officer
(Primary), ZP Thane




. Name, Designation & Name &
N(; Details of Service Section of Officer / Prescribed |Designation of
' Employee Providing the [Time Limit |Superior Officer for
Service Complaint
32 |Action on Lokayukta references Junior Assistant, Inward S5 cye Education Officer
Section (Primary), ZP Thane
Registration and distribution of references
» from Ministers, MLAs, MPs, Government, Junior Assistant, Inward Dail Education Officer
Divisional Commissioner; starred/unstarred | Section s (Primary), ZP Thane
questions and cut motions
34 |Updating of records Junior Assistant, KA Ed'fcatlon Officer
Record Section (Primary), ZP Thane
35 |Updating postage expenditur ist A/B)|Junior Assistant Annuall Echicatian Orljcer
e n r nu
P ap a penditure registers (A/B)|Junior Assistan ally (Primary), ZP Thane
5 Information regarding meetings of Head of | Senior Assistant, Monthly Education Officer
Department and coordination meetings Administration (Primary), ZP Thane
Disposal of establishment matters, Education Officer
37 |complaints and inquiry reports received from | Concerned Section 45 days (Primary), ZP Thane
concerned sections
|

L

\ X
N
(Balasafieb Rakshe)

Education Officer (Primary)
Zilla Parishad, Thane




