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s IMPORTANT INSTRUCTIONS FOR ALL IN-CHARGES & MEMBERS

1. All In-Charges must check their assigned department/commitice and ensure compliance with
responsibilities.

2. Key roles/duties are mentioned, but circulars/guidelines/orders ;sued by KVS/CBSE/NCERT /State
Govt/Central Govt must also be referred to and followed accordingly.

3. All committees must complete tasks as per KVS Activity Calendar & kVS Norms and submit a fortnightly
report with feedback to the undersigned. ;

4. Immediate action must be taken on any circular/notification, guidelines/orders received from
KVS/CBSE/NCERT/State Govt/Central Govt, :

5. Maintain a proper record of all activities. Photos & videos must be sh.red for social media and print media
publication.

6. Ensure that all records are available for Panel/Surprise Inspections or whenever required by the
undersigned or KVS/CBSE/NCERT.

7. In case of any difficulty in completing tasks, inform the undersigned imn cdiately.

8. Work in a team spirit and contribute to strengthening academic and co-curricular activities of the Vidyalaya.

All In-Charges & Members must ensure strict compliance with these point:.
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KENDRIYA VIDYALAYA GUNUPUR
Committees for the session 2025-26

The following committees are constituted for the academic session 2025-26 which comes in to force with immediate effect. The committee will
prepare plan as per the guideline of KVS and carry out the instruction of KVS HQ, KVS RO BBSR and other circulars as circulated time to time by
the Vidyalaya for the development of students and the utilistion of resources of the departments / labs.

Date: 20/03/2025

Committee Members Signature
Mr. Arka Datta ,TGT (Math) 1. To prepare annual academic plan and annual pedagogical w (
' plan. 2. To prepare Vidayalaya Plan for session 2025-26. 3. To 4

Ms. Laxmi Kumari  TGT (Hindi) meet once in a month to monitor the level/status of academics / A
Curriculum ' and to submit the report to the u/s. 4. Take necessary feedback W sl
planning & |Mr. Chandan Kumar PaniTGT (English) & suggestions from stakeholder and inform the u/s Al "
Advisory acccordingly. 5. Enusre timely distribution of curriculum & spilt
Committee  |Mr. Benumadhab Patel, PRT up in different classes and to take follow up of the same. 6. To

_|Mr. Kuldeep,PRT

take necessary & prompt step/action for any circular/order,
received from/issued by KVS/CBSE/NCERT and timely
submission of the necessary information (if any).

o

Kusd),

Admission &
withdrawal

Mr. Benumadhab Patel, PRT I/C

Mr. Kuldeep, PRT

Ms. Ankita Kumari, PRT

Mr. Anurodh Kumar, PRT (Music)

1. To ensure timely completion of admission process as per the latest
KVS Guidelines. 2. To ensure timely entry of newly admitted /KV
Transfer student on UBI portal & admission register. 3. To ensure timely
uploading of TC on Vidyalaya Website. 4. To take necessary & prompt
step/action for any circular/order received from/issued by
KVS/CBSE/NCERT and timely submission of the necessary information
(if any).

Gy

Kalds )

S OAY

Time Table

Mr. Chandan Kumar Pani, TGT(English) 1/C

Mr. Arindam Mondal, TGT (PHE)

Mr. Kuldeep, PRT I[/C Primary

Ms Ankita Kumari, PRT

1. To prepare the time table as per the lates circular/guidelines.
2. To make the necessary arragements before commencement
of 1st period on day to day basis. 3. To modify/update the time
table as per the need/instruction of

KVS/CBSE/NCERT /Principal. 4. To ensure that
classes/arrangements are going on as per the prepared time
table. 5. To prepare time table for remedial classes (when
required). 6. To verify attendance (for salary) of Contractual
Staff. 7. To take necessary & prompt step/action for any
circular/order received from/issued by KVS/CBSE/NCERT and
timely submission of the necessary information (if any).

o
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Ms, Laxmi Kumari, TGT (Hindi)

KVG COMMITTEES 2025-26

the activities under CCA/durtng Mornlng assembly as per the
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Computer Instructor, (Contractual)

CCA/ instruction/orders of KVS/CBSE/NCERT /Principal. 3. To make
i : necessary announcements during morning assembly. 4. To plan \
Momlglg Mr. Chandan Kumar Pani, TGT (English) & conduct various housewise/individual competition and to .
e i 1 i ensure timely constitution of Student’s Counsil. 5. To ensure 5}7 :
Mrs. Aishwarya Agnihotri, PRT distribution of badges/sashes. 6. To take necesssary & prompt g’ﬂ A
steps for related circulars/orders received from
TGT Sanskrit (Contractual) KVS/CBSE/NCERT.
Mr. Anurudh Kumar, PRT (Music) 1/C _ . ; \ﬂ(wmﬂw W~
EQUIP st e ety Vil s, || '
Mr. Benumadhab Patel, PRT ) \aq\)%
Mr. Arka Datta ,TGT (Math) 1/C 1. Prepare Vidyalaya Plan as per the latest format issued by the KVS by [akl /[
] : 5th April 2025. 2. Present the Prepared Vidyalaya Plan on the day of
Vidyalaya Mr. Chandan Kumar Pani, TGT (English) Annual Academic Panel Insepction. 3. Prepare & submit the Pedagogical v
Plan (on /before 31-March-2025) as per the guidelines of
Plan & +OA—
o ccal Mr. Arindam Mondal, TGT (PHE) CBSE/NCERT/KVS. 4. Ensure the implementation of Pedagogical plan in
Pedagogica the Vidyalaya. 5. Time to time update the Vidyalaya Plan & Pedagogical
Plan Mr. Benumadhab Patel, PRT Plan as per the latest development. 6. To take necessary followup for W
any related crcular/notification/order/guidelines issued by
Mr. Anurodh Kumar, PRT (Music) CBSE/NCERT/KVS etc. MMW
Ms. Laxmi Kumari, TGT(Hindi) 1/C s -
Mr. Arind L T * G
Internal i e s el i To ensure proper compliances of POSH Act in the vidyalaya and to act o
Complain v ’ accordingly (for any received complain). To take necesssary & prompt W
Committee Mrs. Priya Singh,PRT steps for related circulars /orders received from KVS/CBSE/NCERT and
(1CC) Ms Ankita Kumari.PRT to submit the information asked by CBSE/KVS/NCERT etc (if any). 2
Person from NGO
) : lish Maintenance of all stock under Computer Dept. Procurement & _
Mr. Chandan Kumar Pani, TGT (English) L repairement of all stock (as per requirement). 3. Timely Checking of L__
Computer safety, security related to PCs/Computer Lab etc.4. Proper utilisation of
Department |Mr. Paresh Kumar Sahu, PRT computer Dept & related devices/equipments. 5. To take necesssary &
p
& IT Club prompt steps for related circulars/orders received from

KVS/CBSE/NCERT to submit the information asked by
KVS/CBSE/NCERT etc (if any).

FCT

KVG_COMMITTEES 2025-26
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Verification
of Purchased
Items

{GeM /Non-Ge
M)

Mr. Chandan Kumar Pani, TGT(English) I/C

Mr. Mahendra Bharti, (LIB)

Mr. Benumadhab Patel, PRT

Ms. Ankita Kumari,PRT

1. To verify the quality and quantity of the purchased items/service and
to make proper installation/distribution/relocation. 2. To certify the
bill accordingly.

|POCSO ACT &
PROTECTION

Mrs. Priya Singh, PRT I/C

Mr. Mahendra Bharti, Librarian

1. To ensure proper compliances of POCSO Act. 2. To spread
awareness about POCSO Act among all stockholders. 3. To
ensure safety and security of the students. 4. To meet once in a

OF month to discuss the status. 5. In case of any complain to
STUDENTS Mrs. Aishwarya Agnihotri, PRT i:cf:rm the u/s and to take necessary steps as per the POCSO gﬂd}x‘-\ .
Mr. Arindam Mondal, TGT (P&HE) 1/C 1. To ensure sufficient availability of the furniture in all classes -f@,
and rooms/dept. 2. To assess the need, take the requisition and g
Furniture Mr. Mahendra Bharti, (LIB) to procure the required furniture as per KVS Guidelines. To ﬁﬁ/
ensure timely repairment of furniture. To submit the record s ol
Mr. Anurudh Kumar ,PRT (Music) when asked by CBSE/KVS/Principal. \ﬂﬂm‘p i
Mr. Mahendra Bharti, (LIB) I/C 1. To maintain the vidyalaya_safe & secure for all stakeholders. @L
2. To ensure proper precautions, safety measures related to
Mr. Arindam Mondal, TGT (P&HE) safety & security of the students (as per the KVS/CB_SE/NCERT +’®’
norms). 3. To aware students about safety and security. 4. To
Safety & conduct related activities as per the KVS
Security Mr. Paresh Kumar Sahu, PRT norms/orders/circulars. 5. To form a safety & security team ﬂ_/ o
. ¢ and to work promptly (whenever required). 6. To take
Mes. Priya Singh PRE necesssary & prompt steps for related circulars/orders w
All Class Teach received from KVS/CBSE/NCERT to submit the information [~ U ™
i asked by KVS/CBSE/NCERT etc (if any).
Mr. Arindam Mondal, TGT (P&HE) 1/C 1. To spread aware about disaster management among all stakeholders. ‘
i 2. To conduct activities/mock drills as per the instructions of
Disaster Mrs. Priya Singh,PRT KVS/CBSE. 3. To keep record of all activities (including A
management photos /videos /reports etc) 4. To submit record/information to KVS RO

Mr. Benumadhab Patel, PRT

Mr. Anurodh Kumar ,PRT (Music)

BBSR/CBSE/NCERT etc (when requried). To take necessary & prompt
action/step for any related circular/order received form
KVS/CBSE/NCERT /Principal.

Mrs. Aishwarya Agnihotri, PRT I/C

1 To speare awareness among all stockholders. 2. To make




Anti Bullying

Mr. Arindam Mondal, TGT (P&HE}

Mr. Bendumadhab Patel, PRT

Mrs. Laxmi Kumari, TGT(Hindi)

KVG_COMMITTEES 2025-26

display of necessary information as per the
instructions/guidelines of KVS/CBSE/NCERT. 3. To take
necessary step for any recevied complain as per the KVS/CBSE
guidelines. 4. To submit the information/data (when asked by
CBSE/KVS).

Psge 4

Ars

Mr. Arindam Mondal, TGT (P&HE) I/C

Mr. Kuldeep, PRT

To take all necessary steps and to ensure maintenance of discipline in
the vidyalaya. To timely review the status of descipline, conduct special
PTMs for indiscipline cases/late comers. 3. To maintain temely & safely
arrival /dispersal of the students. 4. Daily checking of students for

Discipline uniform/timely reporting and to take necessary steps accordingly. 5. To
Ms. Ankita Kumari,PRT spread awareness among all stalkholder about importance of discipline ‘g/
in their life. 6. To take necesssary & prompt steps for related
AR eIk Teackers circulars /orders received from KVS/CBSE/NCERT to submit the
S AEatneLd information asked by KVS/CBSE/NCERT etc (if any).
. . gt |l 1. Implementation of recommendation of Rajbhasha Act. 2. Sending _
Mrs. Laxmi Kumari, TGT(Hindi) 1/C Qtrly reports. 3. Submission of related data. 4. Conduct Monthly \W /
Rajbhasha meeting. 5. Submission of Rajbhasha reports on official Website. 6.
Mrs. Priya Singh, PRT Maintainance of recox"d & time tu_time analysis o-f implementations. 7. i}
Followup of related circulars, office orders, emails etc. q;.Llfg'
/ =
Mr. Mahendra Bhart, (LIB) I/C M
M. Arindam Mondal, TGT (P&HE) 1. Monitoring of cleanliness & hygine inside the Vidyalaya
Cleanliness/ . ; Campus & in its surrounding. 2. Spread Awareness about
Swachhata vk Friya ISR, PRT cleanliness & Hygine. 3. Monitoring of Cleanliness of Boys
: Mr. Anurodh Kumar, PRT (Music) Toilet, Girls Toilet, Staff toilet.
All Class Teachers
Mr. Mahendra Bharti, I/C 1. To organise Science/Maths/Technology/EVS @)/
exhibition/Melas in the vidyalaya. 2. To take necessary and =
STEM/ Mr. Arka Datta ,TGT (Math) prompt follow up for any related M}, 7
Science/Mat , instruction/order/notification/Guidelines received from
hs exhibition |Mr. Paresh Kumar Sahu, PRT KVS/CBSE/NCERT /Principal. 3. To ensure timely completion of @) :
activites under MANAK INSPIRE Award/YUVIKA/RSBVP/VVM
Mrs. Priya Singh, PRT etc. 4. Regular Monitoring of activities under STEM. ‘,,\.\AW"
Vidyalaya Mrs. Aishwarya Agnihotri, PRT w I/ L~ Cgﬁéﬂ/

1. To develop the Vidyalaya Patrika, Magazine, Newsletter with

KVG_COMMITTEES 2025-26
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Patrika/Mag
zine/e-Newsl
etter

Mr. Paresh Kumar Sahu, PRT

Mr. Anurodh Kumar ,PRT (Music)

sufficient space for related activities and as per the KVS Guidelines and
to ensure its submission of the same to KVS RO BBSR accordingly. 2.
Presentation of the same during Annual Academic Panel Inspection.

Mr. Benumadhab Patel, PRT I/C

Mr. Paresh Kumar Sahu, PRT

1. To ensure implementation of NEP-2020/FLN/NIPUN in primary
section as per the Guidelines of KVS/CBSE/NCERT etc. 2. Time to time
assess the implementation status and inform the u/s. 3. To conduct
FLN/NIPUN meetings & trainings as per the KVS norms. 4. Celebration

Fducation & Skill Education as ner the NEP-2020. 3. Canduction of

FLN/ NIFUN Mrs. Priva Singh of Grand Parent's Day. 5 To take necessary & prompt action for any
s il circular/order/noification received from KVS/CBSE/NCERT. 6. To keep QW
All PRT: record of all activities conducted under FLN/NIPUN and to preparea |~ VY
PRTs separate activity album for FLN/NIPUN.
Mrs. Aishwarya Agnihotri, PRT 1/C » W )
RESOURCE/ 1. To develop Resource room/activity room as per KVS norms. 2. To
ensure maximum utilisation of resources available in resource Ay _
b Mr. Kuldeep, PRT room/activity room. 3. To prepare a time table for timely visit of W L
ROOM Ms. Ankita Kumari, PRT Activity Room by Primary students. ‘??/
Official Mr. Arka Datta ,TGT (Math) 1/C /W A
Corresponde Timely submission of reply/response/record to the matter related to o
nce & Mr. Benumadhab Patel, PRT the office/Admin. 2. To submit the information asked in RTI (if any) as \D.\rz/
Liaisoning & per RTI Act/KVS norms. )
RTI Mr. Paresh Kumar Sahu, PRT @
|Student’s . " : '
Diary/ Mrs. Aishwarya Agnihotri, PRT 1/C Development & Procurement of Student's Diary, Monitor's Diary, &}’5")
Teaglers Teacher's Diary. 2. Maintain a record of distribution. 3. Submission of
Diary Mr. Paresh Kumar Sahu, PRT filled Diary's in office. @L_‘
3 calendar. 2. To maintain a record of all activities conducted under BSG.
Mr. Arindam Mondal, TGT (P&HE) 1/C Celebration of all KVS lagship programme (BSG Foundation Day, world | 08—
Thinking Day, World AIDS Day, Human Rights Day, National Youth Day, ' 5
The Bharat |Ms.Laxmi Kumari, TGT(Hindi) National Girl Day, Armed Forces Flag Day, Birth Annivesary of Netaji W
Scouts & Subhas Chandra Bose, National Road Safety Week etc). To organise BSG
Guides Mr. Benumadhab Patel, PRT 1/C for Pry Sec activities on special occasions like Republic Day, Independance Day, \0“1’7/
Annual Panel Inspection Day etc.
Ms. Ankita Kumari, PRT . %/
Pre Vocational | M¥- Arindam Mondal, TGT (P&HE) 1/C 1. Orgainse Pre-Vocational Edu & Skill Edu in the Vidyalaya. 2. To S
Education and conduct activities as per KVS/CBSE/NCERT guidelines/circulars. 3. To
Skill Mrs. Priya Singh, PRT enusre proper implementation of guidelines related to Pre-vocational '\ M

&




Developement

Mr. Anurodh Kumar, PRT (Music)

KVG_CCOMMITTEES 2025-26
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bagless days as per KVS/CBSE norms.

Page 6
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Monitoring of
use of
PRASHAST

Mr. Paresh Kumar Sahu, PRT 1/C

Mr. Mahendra Bharti, (LIB)

1. To monitor use of PRASHAST app & Psychometric Test as per
the KVS/CBSE/NCERT cirulars/orders. 2. To monitor
conduction of ORF assessment through TARA app and timely

¥

app, TARA submission of the record. 3. To ensure proper followup of all
app and TGT Science (Contractual) related circulars/notifications/orders/guidelines issued by
Psychometric KVS/CBSE/NCERT etc. 4. To keep record of all
Tests Special Educator/Counsellor (Contractual) assessments/activities conducted.
Mrs Ankita I/C 4
. 3 3 1. To collect photos of activities conducted in the vidyalaya. 2.
Phot h TGT Social Science (Contractual) To select best 2-3 photos to share on social media/website and
otography TGT Science (Contractual) upload it in proper folder (drive). 3. To provide link of saved
photos/videos of Activities (when required). Lo
Computer Instructor, (Contractual) ZP’
/
Mr. Chandan Kumar Pani, TGT (English) 1/C (,_/f&:_/
- : T 1. To keep a record of progress/acheivements of alumini a
Alppae Mrs, Eaxml Ry, TGT(Hind) students. 2. To organise Alumini meets. 3. To submit the details W i
Mr. Kuldeep, PRT W
Mrs. Laxmi Kumari, TGT (Hindi)  1/C W
1. To maintain Medical Room Facility 2. To provide medical
First Aid & Mr. Chandan Kumar Pani, TGT (English) assistance to the students (whenever required). 3. To escort 22 )
Medical unit student to the nearest Hostpital incase of any medical
1cal Uit ' Mms. Ankita Kumari, PRT emergency. 4. To arrange medical checkup of students as per <g/
KVS norms.
Nurse (contractual)
Mr. Arka Datta ,TGT (Math) I/C M ,

: : "Provide space to take up Innovative Practices. To open )
Creative and . Kuldeep, P p P P K‘M
- M Rulgesp: PRE Innovative Idea box (on fortnightly basis) and take the
Club/ School |Mrs. Aishwarya Agnihotri, PRT necessary steps. To conduct meetings of SIC on Monthly basis gﬁxp\ y
e ot A i and to make necessary planning as per the the KVS/AICET

Council (SIC)

Mr. Anurodh Kumar, PRT (Music)

guidelines/circulars/Calendar for SIC and submit monthly
report to the u/s.

KVG_COMMITTEES 2025-26
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Computer Instructor, (Contractual)

Mr. Mahendra Bharti, Librarian

1/C

Mr. Arindam Mondal, TGT (P&HE)

Excurtion & 1. To organise Excurtion tour for students as per KVS
Tour Mr. Kuldeep, PRT guidelines.
Mrs. Priya Singh, PRT
Mr. Arindam Mondal, TGT (P&HE) 1/C
Mrs. Priya Singh,PRT To conduct activities under Swasth Bharat, Swasth Bachche as ﬁ” ]
. g per KVS Guidelines and to maintain the record of the same I 1
Mr. Anurodh Kumar ,PRT (Music) ‘ oAb Lo
All Class Teachers
Mr. Arindam Mondal, TGT (P&HE) 1/C 1. To develop skills related to sports & Games in students. | *,@f_
j 2. To organise interhouse/inter class Games. 3. To ensure
Games & Participation of students in Annual Sports Day, W
Sports W Knldeep, PRI Cluster /Regional/National/SGF1/Olympics levels v
: Sports/Games. 4. To plan & conduct activities as per KVS \A,\Md!!«‘l
Mr. Anurodh Kumar ,PRT (Music) guidelines. : .
S I/c 1. To maintain the building safe. 2. Time to time conduct safety audit of W
Repair the building. 3. To access need of petty construction/repair and to
& Mr. Mahendra Bharti, (LIB) complete it accordingly. 4. To submit the data related to M&R to KVS RO
Maintenance BBSR. 5 To take followup of instruction/order of KVS/CBSE/Principal
1/C.
Mr. Paresh Kumar Sahu, PRT /
i!ashtriya a4 ;
L . Mr. Mahendra Bharti, Librarian I/C
PRS) & ; .
l[\l al:i?n ai Mr. Chandan Kumar Pani, TGT (English)
Achievement

Survey (NAS)

Mr. Benumadhab Patel, PRT




Scholarships
/Awards

Mr. Mahendra Bharti, Librarian 1/C

O ——

Mr. Arindam Mondal, TGT (PHE)

1. To register the Vidyalaya on National Scholarship Portal, to update
the same as per the guidelines of KVS/CBSE/NCERT etc. 2. To conduct
PRERANA and other related Programs and to maintain a record. 3. To
take necessary & prompt action for any circular/notification/order
issued by KVS/NCERT/CBSE/Any other Govt Dept.

T

All the concerned committee/Dept 1/C will complete the work as per

Teaching Mr. Benumadhab Patel, PRT 1/C the schedule mentioned in KVS activity calender & as per KVS Norms W
aids/CMP/Ja and submit the report with inputs and feedback to the u/s on fortnightly
basis for further necessary work. They also have to take prompt &
adui Pitara  |Mg Ankita Kumari, PRT necessary action for any notification/order/guidelines received from ,g/
KVS/CBSE/NCERT etc.

Suggestion  |Mrs. Laxmi Kumari, TGT(Hindi) 1/C \ﬂ@vy
Box/ - 1. To open the complain & Suggestion Box as per KVS/CBSE
Complain Mr. Mahendra Bharti, Librarian Guidelines and to keep a record of the same. 2. To take &5%/
Box/Grievanc necessary steps for the received complain/suggestions. -
e Cell Mrs. Priya Singh,PRT q pIAN

Mr. Anurodh Kumar, PRT (Music) I/C Wﬂf’% N
Ek Bharat _ 2 7
Shresth Mr. Chandan Kumar Pani, TGT(English) 1. To conduct activities under EBSB as per the Guidelines of KVS and to [;’L—'
Bharat ! o keep its record safe. 2. To submit the record (when required).

Ms. Ankita Kumari, PRT
(EBEB) ‘&/

TGT Social Science (Contractual) :
, Mr. Paresh Kumar Sahu, PRT I/C 1. To ensure proper & timely cleaning of water tanks /storage. 2. To @0/
Water & ensure timely completion of water testing and to take necessary steps
. e Mr. Chandan Kumar Pani, TGT(English) accordingly. 3. To maintain the safety related to electricity. 4. To [ Z ’

ectricity procure/repair the electrical appliances as per the need. 5. To spread o } L

Mr. Anurodh Kumar, PRT (Music) awarenesss about water & Electric Energy conservation. W\/\d;

Mr. Mahendra Bharti, (LIB) I/C
CiTnpis 1. To develop the cam n beautification Scale. 2. Proper
Beautificatio |Ms. Ankita Kumari, PRT e 4 pusa : s - 4 el

: utilisation of banners, photographs, notice board, plants etc for "7
n Gardening/ h fheautification. Impl ion of BALA =
Green School |Computer Instructor, (Contractual) the purpose of beautification. Implementation o %
s ' concept. 3. To timely submit the requistion for the same. ”

Programme

TGT Sanskrit (Contractual)

KVG_COMMITTEES 2025-26
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Mrs. Priya Singh,PRT I[/C

1. To follow all instructions/guidelines/order of KV/CBSE

AEP & Nature ; regarding AEP & Nature Club. 2. To aware all stakeholder about
Club v B AEP and to sensitize them about rules and regulation. 3. To
TGT Science (Contractual) take sessions & to keep record as per KVS Guidelines.
ACP and Ms. Laxmi Kumari, TGT(Hindi) I/C 1. To follow all instructions/guidelines/order of KV/CBSE
I Club regarding AEP & Nature Club. 2. To take sessions & to keep
ntegrity Club), .. Aishwarya Agnihotri, PRT record as per KVS Guidelines.
Mrs. Aishwarya Agnihotri, PRT 1/C
Art & Craft 1. To conduct bagless days classes on art & crafts. 2. To arrange special
Ms. Laxmi Kumari, TGT(Hindi) sessions on arts & crafts. To aware all stakeholder about "BEST from
Club - —— WASTE" using waste in making art & crafts.
Mr. Anurodh Kumar, PRT (Music)
Mr. Bendumadhab Patel, PRT overall I/C
. . . . . 11. To keep the website updated by upload information/images/video of
;e?s;t:l Mr. Chandan Kumar Pani, TGT (English) (For English version) It ettt condueted T the Sidalayi, 2. s ot ll Dacessars
SEnane ; ; il L A orders/guidelines /notice etc as per the guidelines of
e Mrs. Laxmi Kumari, TGT (Hindi) (For Hindi version) KVS/CBSE/NCERT /Principal.
Computer Instructor, (Contractual)
Mr. Paresh Kumar Sahu, PRT 1/C 1. Proper repairing & maintenance of CCTV. 2. Procurement of CCTV &
CCTV accessories as per the requirement. 3. Keeping of recording safe for
Maintainanc |Mr. Chandan Kumar Pani, TGT (English) future references. 4. Ensure compliances of CBSE/KVS
e guidelines /orders /instructions for CCTVs/Video recording in the
Computer Instructor, (Contractual) vidyalaya.
o ! F 1. Timely updation of information of students /Vidyalaya/Staff
UDISE + & Mrs Priya Singh, PRT I/C for UDISE+ members /other stakeholder on UDISE+ & PIMS as per the guidelines of
'PIM S CBSE/NCERT /KVS/Principal. 2. Ensure that al! particular of t.he
Ms Ankita Kumari, PRT 1/C for PIMS portal smdepts/staff must be correct as per the official record. 3. Timely
updation of latest enrollment postion/TCs etc.
Career Mr. Arka Datta ,TGT (Math) I/C
Guidance i 1. To organise Guidance & Counselling sessions for the students. 2. To
& Mr. Mahendra Bhart, (LIB) keep a record of all the session conducted.
Counselling

Mrs. Priya Singh,PRT
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Mr. Arka Datta, TGT (Math)

e 1. To enusre timely updation of all details of the students & enroliment |
UBI FEE & Mr. Benumadhab Patel, PRT I/C position on UBI portal. 2. Timely submission of UBI fees & reminding \@“\W
UBI PORTAL Mlitlass Toachers CTs about the same. 3. Timely verification of the students as per KVS
norms.
Mr. Chandan Kumar Pani, TGT(English) 1/C % :
Staff welfare e " oo b
and Staff Ms. Laxmi Kumari, TGT(Hindi) 1. To maintain a safe & comfortable staff room for all staff memebers. 2. W__,..-
R To collect suggestions /feedback/grievances from staff members and to -
M‘;‘:l';‘gemem Mrs. Aishwarya Agnihotri, PRT discuss the same with u/s. &rﬂw
Mr. Kuldeep, PRT ](onQs-\/J/’
. : 1. To make the necessary communication, whenever required with N«
Mr. Chandan Kumar Pani, TGT (EnghSh) l/C Chairman/Nominee Chairman/Members of VMC. W
2. To fix the VMC meeting after prior permission of Chairman/Nominee
Mr. Kuld PRT Chairman, VMC KV Gunupur and to send invitation for all members. W
VMC related I. Ruideep, 3. To ensure conduction of VMC meetings as per KVS norms and to ‘
A ——— prepare minutes of meetings, presentation for meeting,
: : 4. To ensure timely approval for all major events (related to meeting/
Mrs. Priya Singh, PRT Panel interview/budget/Annual Function etc) as per KVS norms. QW
5. Time to time update the Members about the activities that are being
conducted in the vidyalaya, result of the Vidyalaya
Computer Instructor, (Contractual) (acad Hevuosts/BSE fArty i )
academics /spo special Acheivement etc). A\
Online/offilin | Mr. Mahendra Bharti, (LIB) I/C 1. To keep a record of teacher's training. 2. To maintain the WL
e Training of attendace & report of in-house trainings. 3. To ensure
Teachers & |Ms. Ankita Kymari, PRT distribution of certificates of In-house trainings. 4. To ensure
u A
- |Recording of uploading of documents on KVS Samagam Portal by the staff Y J T
CPD Mr. Anurodh Kumar. PRT (Music) members. /fh Wiy
e
: To aware parents, alumini & other stakeholders about the M’;U A b
Vidyanjali Mr. Anurodh Kumar, PRT (Music) iC Vidyanjali Scheme. 2. To access the needs/requirements of the NAJL,\
: . vidyalaya that can be compensated by articles received through .
Mr. Chandan Kumar Pani, TGT (English) the Vidyanjali and to encourage the parents about the same. =
Mr. Saurabh Jain, Principal I/C
Mr. Mahendra Bhart, (LIB) @LL
To ensure proper utilisation of Vidyalaya Library. 2. To timely assess
: : the requirement of the library and to take necessary steps. 3. To follow '/‘Z ~
Library Mr. Chandan Kumar Pani, TGT (English) all circulars, notices issued by the CBSE/KVS/NCERT related to the

Library. 4. To celebrate all flageship programme of KVS (e.g.
PUSTKOPHAAR, Reading Week etc) related to Library. 4. To ensure
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Ms. Ankita Kumari, PRT I/C for Primary Section

Students representative from class-VI To X

proper digitalisation of Library.

Office Work

Mr. Benumadhab Patel, PRT [/C

Mr. Anurodh Kumar, PRT (Music)

Mr. Gaurav Kundu, SSA (KV Bhanjnagar) on Deputation

Ms Ankita Kumari, PRT

1. Verification of bills of articles /service procured and to make the
payment (only after proper stock entry) as per KVS norms. 2. To audit
the TA/DA, LTC, Medical etc Bills of staff memebrs (By: Mr Gaurav
Kundu, SSA) and to make the necessary payment. 3. Complete the bill by
following process of postpayment (Mr BMP/SSA). 4. To maintain the
service books (By SSA). 5. To maintain Laser Book (SF & VVN) 6. to
communicate with bank as per the need (to take checkbook in advance,
to take statement. 7. Annual A/C & SF/VVN Budget preparation (by SSA)
8. Verification of submitted bill & preparation of check for payment for
SF/VVN A/C (Mr Benumadhab Patel). 9. Maintenance of Stock Register
(Ms Ankita Kumari). 10. GeM/Non-GeM Purchasing Register (Mr
Anurodh Kumar). 11. Maintenance of Bill submission register (TA/DA,
LTC, Medical, other personal bills of staff members) = (by Ms. Ankita
Kumari). 12. Maintenance of Advance Payment/recovery register
(SF/VVN) = (by Mr. Anurodh Kumar). 13. Vacancy postion/Enrollment
details data submission = By DEO (Monitored by Mr. Benumadhab
Patel. 14. Leave register = maintained by DEO (monitored by Mr
Benumadhab Patel). 15. Preparation of salary (Mr: Benumadhab), Salary
Verification (Arka) Uploaded by (Mr. Kuldeep). 16. Verification of
attendance/no of days & salary for contractual Teachers.

¥

Mr. Paresh Kumar Sahu, PRT 1/C

Calculate the income tax for each employee and to verify the
salary accordingly (with TDS deduction). To issue the notice
and to collect the related documents from staff members as per
the KVS norms. To quarterly submit the TDS deduction of the
employees & vendors to the office/CA. To verify the prepared
form 16A and to issue the same to the staff members.

Mr. Arka Datta, TGT (Mathematics)

1. Updation of enteries in online Tally Portal. 2. Maintain Cash Book.
Ensure Submission of Tally work Completion Certificate by 5th of every
month. 3. To handle petty cash and to maintain petty cash register
accordingly.

Mr. Benumadhab will act as overall I/C for office & may distribute the any other duties as per the need.

VIDYALAYA
LEVEL

Mr. Saurabh Jain, Principal I/C

Mr.
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Mrs. Priya Singh, PRT

Mr. Anurodh Kumar, PRT (Music)

purpose of local purchasing (if required) and to follow the KVS
guidelines in such a procurement.

ACCOUNT n =4
COMMITTEE
; 2 1. To maintain the Notice Boards, Incubation board & to update
NOTICE Ms. Ankdta Kumari, PRT e them as per the KVS/Rajbhasha norms and as per the ’%/
BOARD & requirements of the Vidyalaya. 2. To ensure proper utilisation ' }17
CLASS Mr. Anurodh Kumar, PRT (music) of all notice board/banners/flexes/sign boards etc. 3. To W W
DECORATION ensure fixing of Learning outcomes/Signboards/Class room 5
COMMITTEE Concered Department I/C & Class Teachers. e ?tc' il NEP‘ZOZ.Q/ K‘.’S/ CRRAK/NCERE
guidelines/circulars/notifications. -
Mr. Chandan K Pani, TGT (English) 1/C for English & Overall I/{1- To be in contact of news reporters (print/electronic media) and to )
Re;l:ortlng & {Engiist) 1/ & / send the news of activities conducted in the Vidyalaya. 2. To keep the
Publication : record (cuttings /print/video) safe in record. 3. To submit the same to
in newspaper Mr. Paresh Kumar Sahu, PRT 1/C for Odia * | the committee maintaining the activity album of the vidyalaya. 4. To
& media ) ) ) . ot ensure publication & reporting of news /activity /advertisement as per s
Mrs. Priya Singh, PRT §/C for Hindi the instruction of KVS/CBSE/NCERT or higher authority. r/»;gg""‘ﬂy
Mrs. Aishwarya Agnihotri overall I/C & 1/C for 'X' handle 1. To upload the news /articles /images /report of activities conducted in WW\
ed the Vidyalaya on social media. 2. To keep the record (link) safe in
Social Media : : google sheet. 3. To submit the print of the screenshot to the committee
Updating Mrs. Priya Singh, PRT (1/C for Youtube) maintaining the activity album of the vidyalaya. 4. To ensure uploading QW
] . : of news /activity /advertisement/circular/order etc as per the - Q
Ms Ankita Kumari, PRT (I/C for Facebook) instruction of KVS/CBSE/NCERT or higher authority. %
Mrs. Priya Singh 1/C Q W
1. To conduct activites under Eco Club as per the =0
Eco Club Ms. Ankita Kumari,PRT guidelines /circular/order of KVS/CBSE/NCERT /higher authority. 2. To ’ﬁ
keep its record and submit the same whenever required.
TGT Science (contractual)
Mr. Paresh Kumar Sahu, PRT 1/C @D*’
/ - 3 . - - /
; ] 1. To collect the requistion from various Dept and to keep it in record
) Mr. Chandan Kumar Pani, TGT (English) (with date & numbering). 2. To procure the article/service through GeM b,‘_
Purchaging/ (only after obtaining financial approval as per KVS norms). 3. To ensure
|LPC (GeM & |Mr. Mahendra Bharti, (LIB) compliances of KVS circulars/guidelines in procurement of the @%
Non-GeM) articles/service (GeM/non-GeM). 4. To register the seller for the <
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Mrs Laxmi Kumari, TGT (Hindi)

1/C

\\\'

o >
Purchased  |Mr. Chandan Kumar Pani, TGT [EW < Aﬁz’__
Articles/servi A I’ To verify the procured articles/se & to certify (if article
ce Mr. Arindam Mondal, T &HE) O y(t is found correct as per the requisition & bills) the bills *‘@/
Verification A <y accordingly.
Committee |Mr Benum/adha’b/l’atel, PRT YL/ \%\%
Ms, Afikita Kumari, PRT
: 1. T8 ensure timely review of maintainence of stock registers Nﬂ/t,\)wyn dh
Maintainance Mr. Anurodh Kumar, PRT (Music) 1/C by the concerned stock I/C. 2. To ensure timely completion of [
of Asset L . stock verification and stock condemnation process (as per KVS é@)
Register & M. Mahonsin Ehed, Liggsoian norms). 3. To maintain the vidyalaya asset register as per KVS gz
Stock Register norms. 4. To take followup of all related
C te L, {C
omputer nsuucior, {Contracil) circulars/guidelines/order of KVS/CBSE. %
Maintainance of . . /0 ¥ )\
staffattendance |Mr. Anurodh Kumar, PRT (Music) I/C 1. To collect the record the su_bmltted leave applications and -
er & CL, number them accordingly. 2. To timely update the S. No. of the W~
regist /
Compensatory leave application submitted in attendance register and to
]Leaves record in | Data Entry Operator (Outsourcing) maintain Leave register accordinlgy.
eave register.
Mr. Paresh Kumar Sahu, PRT 1/C 1. To ensure timely & correctl)( printh?g o_f sm_dent's ID @!
ID CARDS & cards /badges /sashes etc and timely distribution of the same. 2. To
AAR . ensure creation of APAAR ID for all students as per KVS/CBSE/NCERT A
gEATl:)l;l Mr. Arindam Mondal, TGT (P&HE) norms. 3. To ensure students must wear the distributed ID *@—
: . cards /badges. To collect the fine (as per KVS norms) for the broken/lost
Mrs. Priya Singh, PRT badge & for re-printing of student's ID (if any). QNW
Maintainanc ; 1. To verify that hed in the submitted bill th
PRT . To verify that papers are attached in the submi ills as per the
e of Bill Mis ADKIELES Ak checklist or not, only completed bills should be collected. 2. To write
submission - ! ! total no of pages (excluding main bill) attached with the bill in bill '}) '
register Mrs Aishwarya Agnihotri, PRT register and to maintain the bill submission register accordingly. c@"ﬂ M
; i i To Prepare the TC as per the details given in admission registor/SR A ¢
Preparation Mrs. Aishwarya Agnihotri ol g
of TC To Check the prepared TC, to issue the TC & to maintain TC register

Mr. Benumadhab Patel

accordingly. To update the issued TC on UBI portal & website.
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Maintainanc
e of

Ms Ankita Kumari

1. To make the necessary entries (as per DOB cetificate or
received TC) for admission cases. 2. To make the necessary
corrections (only after receiving application dully permitted by

TGT Sanskrit (Contractual)

concered I/C or can be composed by this committee. 3. Update
the file regularly and submit/show the ppt during monthly
staff meeting.

ﬁdmlssmn the Principal) in admission register. 3. To keep the admission /ﬁr/
eglster register safe in office. 4. To provide the same for verification of
Electoral Mr. Chandan Kumar Pani, TGT (English) I/C 1. To aware all stakeholder about Electoral Process. 2. To conduct M
Literacy necessary activities as per the CBSE/KVS/Election Commission
Clubs TGT Social Science (Contractual) guidelines /circulars /orders. 3. To keep its record safe.
4
KV NEW Mr. Chandan Kumar Pani, TGT (English) I/C 1. To timely visit & observe the construction work of the KV ﬁb
. Gunupur School Building. 2. To be in contact with Electric Dept,
ggll\lllsl:'::]l?CTlo Mr. Arindam Mondal,, TGT (FLHE) Water Dept. Municipality, CPWD etc and to make the necessary *‘@-’
N WORK Ms. Ankita Kumari, PRT communication (whenever required). 3. To timely visit the site
OBSER ) ! and to ensure timely submission of Monthly Progress Report to /%/
RATION he KVS RO BBSR
Mr. Paresh Kumar Sahu, PRT o ' _@P/
Mr. Arka Datta, TGT (Mathematics), I/C Monitor use of ICT, Intractive Panel. Maintainance of intractive Panel, W
Projectors. 2. Implementation of Time table for ICT. 3. To maintain a - .
USE OF ICT |Mrs. Aishwarya Agnihotri, PRT register/record of use of ICT by the staff members. 4. To aware the W
stakeholder about use of ICT & to arrange training session for the staff
Mrs. Priya Singh, PRT members about the different software/website related to ICT Q 5
PQM*A i
PARIKSHA PE |Mr. Mahendra Bharti, Librarian 1/C %
CHARCHA To ensure timely completion of PPC and related events. =
(PPC) Ms. Ankita Kumari, PRT B —
TARUNOTSAVA Mr. Chandan Kumar Pani, TGT (English) To conduct activities under TARUNOTSAVA programme and to keep its P_
Mr. Anurodh Kumar, PRT (Music) record and to submit the same, as per KVS norms/guidelines /order. M/L}
. _ 1. Create a file/ppt having short summery/report of activities '
Ms Ankita Kumari, PRT I/C that are being conducted in the vidyalaya (Photos with ’%/
ACTIVITY mentioning name of the event/date/topic etc, also the -
ALBUM/ Computer Instructor, (Contractual newspaper cuttings of the news published related to KV
& Ko ik S :(Contractual) Gunupur). 2. Report/write up may be collected from the
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Mrs. Priya Singh, PRT I/C

1. To maintain the online transfer portal for the vidyalaya & to
Transfer take prompt & necessary action to complete thé process within
portal Mr. Paresh Kumar Sahu, PRT stipulated time frame. 2. To take followup of

Mr. Miheniva Bliaré. Librarian instructions/guidelines/orders of KVS/Principal.

Teacher's on . To assign & time to time update the Teacher's Arrival /Dispersal Gate
Duty Mr. Arindam Mondal, TGT (PHE) Duty & Snacks Break/Lunch Break Duty

. ) T 1. To acess the requirements of other fixed and ensure timely
Other Fixed Mr. Kuldeep, PRT. 1/C procurement and maintenance of the articles.

2. To tak follow- f related
iy Mr. Arindam Mondal, TGT (PHE) o take necessary follow-up of rela

instructions/guidelines /circulars of KVS.

All the concerned committee/Dept I/C will complete the work as per the schedule mentioned in KVS activity calender & as per KVS Norms and submit the fepof't with
inputs and feedback to the u/s on fortnightly basis for further necessary work. The I/C & committee members have to take a prompt and necessary action for any
circular/notification/guidelines/order received from KVS/CBSE/NCERT/Any Department under state Govt/Govt of India. fy

1/Cs will keep a record of all activities that are being conducted. Images and videos of these activities should be shared to upload on social media and to publish in print
media. I/Cs will submit all record of the concerned department on the time of Panel/Surprise inspection or whenever asked by the u/s or KVS.
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