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KENDRIYA VIDYALAYA NO.2, KRIBHCO, SURAT (2019-20)

WATER ARRANGEMENT
TO ENSURE REGULAR SUPLY OF SAFE DRINKING WATER

SAFETY OF STUDENTS
TO MONITOR MOVEMENT OF STUDENTS AND THEIR SAFETY

MRS SAVITRI DEVI

MR, N RAM

SECOND FLOOR
OVER ALL INCHARGE-
CLEANLINESS

To supervise cleanliness and maintain the record daily and report

WATER ARRANGEMENT
TO ENSURE REGULAR SUPLY OF SAFE DRINKING WATER

SAFETY OF STUDENTS
TO MONITOR MOVEMENT OF STUDENTS AND THEIR SAFETY

MR. A K SINGH ﬂ/

MR.KSHITI
MRS BHAVIKA

MR DN TRIVEDI (I/C)

CLASS TEACHERS OF
CLASS I

CLASS 111

CLASS V

CLASS VI

CLASS VII

Furniture Committee

®  Preparing inventory (Class wise &department wise)
e To ensure repair and Upkeep of furniture.

e Stock maintenance & Verification.

.

I-MR PARESH BHATT (1/C)
2-MR R.V SINGH CO (1/C)
3-TGT (WE)

MR K.D. GAMIT

13 Purchase and Condemnation. MR ASHOK PATEL p@el
= . MR PAWAN KUMAR (]‘( )
Flre SafEty Commlttee MR SHIRIN PANDY A—f—
14 e Creating awareness among staff’ and students AT SR
MR.R.V.SINGH 3=,
MR. G. PANDI I‘\j;(
. 2 IR PAWAN KUMAR (1/C)
Guidance and counseling committee | P R
o Toimplement AEP/ Awakend citizen program as per KVS directions | i SANIJAY SAIN Y
e To submit reports and keep records MR G, PANDIT vé
15 MRS SAVITRI DEVI @’/

MRAJAY. KUM,\R/QP
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Hindi Rajbhasha Committee

MRS SAVITRI DEVI
MR SANJAY SAINﬂ/)/

MRS YOGITA SHARMA (I/C M/

16- ISA/SSA
Income Tax MR.SHIRIN PANDYA
% JS.
Checking of TDS and return filing (Monthly & Quarterly)/ Calculation i,lsé‘i\ ‘\f[‘ PATEL ¢Vt
17 | Income Tax of Staff, Preparation TSA/SSA |
of Form 16 and timely reply of letters related to Income Tax. |
Interngl lcomplamt committee o | | MraasnRAM B.1C |
. bo}| ogk into complaints by the students/parents regarding immoral MRS BHAVIKA K.
18 . Ce a‘“l°§”-b i L . — MRS BABITA NIGAM
homp amtt y teachers regarding immoral behaviour and sexual MR DEEPAK SAPKAL ,{1 — ‘
larassment.
|
MR PARESH BHATT (1/C) |
MR SANJAY SAIN
KVS Shaala darpan o
CONCERNED CLASS TEACHERS
19 *  Promotion of students to upper classes.
o Updating data on regular basis. COMPUTER INST.
MRS. KASHIRAM B. I/C
. MR.PARESH BHATT —
Local Purchase Committee MRS SAVITRI DEVI B
20 o Purchase for various departments as per requirement KVS rules. MR KSHITIJ C. CHAUDHARY
MR ASHOK PATEL 38" ‘
|
MR. A KSINGH I/C /a' .
. . MRS. YOGITA SHARMA @\V |
Library Committee MR. S. PANDYA™F — |
e Conduct Library committee meeting, To recommend, purchase latest | MR DEEPAK SAPKAL ‘
21 o Books, magazines & Newspapers to the library. Automation work. MR SANJAY BALDHA
MRS. BABITA NIGAM “
Medical Check-up / First Aid Committee MR N. RAM (I/C) |
To carry on the process of Medical checkup time to time as per the direction MR, R.V. SINGH ér‘
of KVS and upkeep & maintenance of Medical room MRS, ANU BHATIA
2 MRS JAYANA BEN 5] o
JSA/SSA MR KASHIRAM B. (1/C)
. . MR. ASHOK PATEL &%
Monthly / Quarterly Report to Regional Office AR L Jf\';,\R ©
Timely sending all Monthly and Quarterly reports to regional office. (ENROLMENT)
55 RESPECTIVE INCHARGES \
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| Olympiads /Exhibitions/ Quiz/ Competitions

KENDRIVA VIDYALAYA NO.2, KRIBHCO, SURAT (2019-20)

24
A, Maths Olympiads MR.G. PAL
i : : 2 N, RAM
Science Olympiad & green Olympiad / Mic DEIAK SAPKAL “—
s ﬁBﬁ, | 'T:I/V\HON/\I. CHILDREN SCIENCE CONGRESS -
Cyber Ol - MIt, KASTTTRA?
C. Yl ympiads COMPUTER INST.
Science Exhibition / MR PAWAN KUMAR (1/C)
D. NTSE MR G. PANDIT 90_
Social Scie Exhibiti MR PARESH BHATT COU/C)
fence Exhibition MR CHINTAN CHAUDHAR Y fm 52 2
MRS YOGITA SHARMA —
£ MRS VAISHAL B, Ok -
TGT SST
TGT (WE)
P.T. A. & P.TM. MRS. BABITA NIGAM (1/C)
e AT 1 ; _— L 'EACHER AND CC
25 ¢ Toconduct PTA/PTM time to time a5 per the directions, ?IJ,/I;SCSL{\E/\CIEI?IE HERA R
Rl
PUBLICATION COMMITTEE MRS YOGITA SHARMA (I/C) o
MR CHINTAN CHAUDHRY ez hacfm
26 *  Preparation of Class and School magazines r\,\:”i SI;\SJI/\[J\I;Q;DI A, JV
*  To publish Vidyalaya news on important occasion ;\ARI SANJAY SAIN
*  Todischarge various duties as per the directions of the undersigned. MR:S: SAVITRI DEVI @
RTI Committee MR.KASHIRAM B.
27 Timely reply of RTI letters and maintenance of records SSA/ISA
CONCERNED INCHARGE
Reception Committee MRS BABITA NIGAM I/C o
s MRS. YOGITA SHARMA FI\WCY
28 Welcome and arrangement of bouquet & refreshment for guests r Stk

MRS JAYANA BEN

29

Scout & Guide Committee

*  Celebration related to Scouts & Guides and Cubs and Bulbuls .

*  Month wise activity.

*  Welcome and reception .

¢ Volunteers service and community service by Scouts and Guides
/Cubs and Bulbuls .

MRS BHAVIKA K.
(I/C Guide )

MR SANJAY SAIN Ay

(I/C Scout) MR KSHITIZ
CHAUDHARY

MR CHINTAN CHAUDHARY. (==ked

AK SAPKAL CO I/C 61./'

MR DEE
SCOUT

MR SANJAY BALDHA .;[J}/
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Scho_ol Building Maintenanceat Repair Committee
( Civil & Electrical)

* Inspection of building and assessment of repair,
* .Execution of repair and maintenance work .
*  Day to Day Maintenance Listing day today and long term needs and

MR PARESH BHATT (1/C) ‘
|
MR. SHIRIN PANDYA - CO /€T |

MRR.V SINGF
TGT (WE) ‘

30 i ;
its execution of day to day maintenance
* Sending letter to competent authority for repair and maintenance
and taking
Sports Committee MRRY. SINGIT (108
HATIA COC
¢ To conduct Inter house, Inter School, Cluster & Regional/ National MESSQ}\\JI}JAI‘B{I [S/>\[I L/,\ coie)
games and sports competitions. ! X
31 R e Von for Regionals and Na i MR.KSHITI) CHAUDHARY
g -ain reservation for Regionals and National players | yp G pANDIT
Staff Meeting Committee mks-sm? Tlg;aosg;]m%:}m
At 1t i i i R
32 angements of the staff meetings and preparation of the minutes. MRS BHAVIKA /é\r
MRS. JAYANA BEN j\’IL
TIME TABLE AND ARRANGEMENT COMMITTEE | MR S.PANDYA (/C) SEC
e Preparation of time table. MR SANJAY BALDHA (I/C) UG‘)/
PRIMARY
e Arrangement of Classes.
e To prepare inspection schedule during inspection. TGT (W.E) - CO /C SEC
33 o To prepare remedial classes/extra classes schedule for various MR.S. AN JAY SAIN-CO I/C (SEC)
classes in general and board classes specially. }
UBl COMMITTE N RASHIRAN B.1/C
« Data updating, Data verification .Quarterly Fee collection , SHChers
reminding class teachers about fee defaulters.
s UBI fee collection
34 « Salary checking & Uploading committee SSA/JSA
o To prepare the salary of permanent and contractual staff and MR. ASHOK PATEL pShe*
checking before uploading /issuing the cheque. |
e To maintain the pay bill register as per KVS norm
Website Committee MR KASHIRAM B. (1/C) |
. choe : ith la d - )
Updating Website time to time with latest data and photographs. MR CHINTAN CHAUDHRY .
35 COMP.INSTRUCTOR
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RECESS DUTIES
*  ALL PRIMARY CLASS TEACHERS SHALL TAKE
THEIR LUNCH IN THEIR
RESPECTIVE CLASSROOM ALONG WITH THE

36 | CHILDREN.
* MONITORING OF STUDENTS DURING RECESS
TIME.
-
GROUND FLOOR -
MONDAY, TUESDAY MR. R.verGH—éQ
WEDNESDAY,THURSDAY MRS. SAVITRI DEVI i
FRIDAY,SATURDAY MRS. YOGITA SHARMA =
STANDBY MR. PAWAN KUMAR
FIRST FLOOR
MONDAY,TUESDAY MR. PARESH BHATT
WEDNESDAY,THURSDAY MR. SANJAY SAIN. N¥y” B
FRIDAY,SATURDAY MR SHIRINJ PANDYA ——p—
STANDBY MR N. RAM
SECOND FLOOR
MONDAY,TUESDAY MR. D. N TRIVEDI
WEDNESDAY, THURSDAY MR.G. PANDIT év
FRIDAY,SATURDAY MRS.ANU BHATIA
STANDEY MR.CHINTAN CHAUDHARl ==Regr= _
37 LAB DUTIES OF SUB STAFF

MAINTENANCE AND UPKEEP OF LAB AND ASSISTING IN
PRACTICAL PERIODS

PHYSICS & BIOLOGY LAB - MR
ASHOK PATEL e

1 YIRY & COMPUTER LAB--
AMIT

AL ROOM

LLN x| ﬂa [
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S.NO

COMMITTEE & SCOPE OF
WORK

MEMBERS

ACADEMIC IMPROVEMENT COMITTEE

MRS. BABITA NIGAM -( /C) 4‘

MR.S. PANDYA -CO-IC ¥ ‘

e« To supervise academic activities.
+  To improve the academic standard of the Vidyalaya. SUBJECT COMMITTEE
o To exploit the latest techniques of teaching. CONVENORS |
o To make the use of ICT in the field of teaching. 1. MR.PARESH BHATT :1;4 |
1 *  To conduct subject committee meeting as per schedule 2. MRS, YOGITA SHARMA W
Provided by the competent authority. 3. TGTSST \
« To monitor coverage of syllabus, question, paper setting, class
‘work/homework,
result analysis, profile to low achievers, remedial teaching
/extra classes, intimation to parents, moderation of question
& papers and class room supervision.
Adilssiail Conimiites MR SANIAY BALDIHA -0 1C g~
e To carry on the process of admission as per KVS norms and the MR. SANJAY SAIN
directions of undersigned T /YAf |
2 ¢ Tomaintain S.R. register and admission file of students and ensure | \ e vOGITA SHARMA |
preparation and checking of Transfer certificates of outgoing
students.
e Preparing TC
(Adventure Tour & Excursion Committee ) ME *‘;:/‘é SINGH. (1/C)
To plan and conduct Adventure Tour & Excursion during Vacation or as per ]T/J?(TR(.VAS)IN G ‘
g [RVoeuddine: MR CHINTAN CHAUDHARYe=A"4=-
Beautification &Photography Committee MR CHINTAN CHAUDHRY (1/C)
v . MR A.K. SINGH
e Decoration of all house boards and notice boards as  per the
occasion with the help of club members MRS BHAVIKA K
«  Beautification of the Vidyalaya building . MRS. YOGITA SHARMA }y\"\/
«  Photography on various occasion . 6\
2 o . To prepare welcome cards / Invitation cards for various occasion . | TgT (WE)
e  Staff room, principal office , Assembly stage and corridors . TGT (SST)
« __ Preparation of Banners/Boards |
CMP Committee MRSANJAY BALDILGR(/C) ol
% 5 x MR.KSHITII - @& 1/C |
»  Strengthening Primary Education as per CMP & CCE. MRS BHAVIKA
s Timely preparation of worksheets , teaching Aids MS VAISHAL l‘
Ensure modern technique /ICT in teaching MR DEEPAK.
5 Maintenance of class library ) MR.CHINTAN P >
Monthly purchase for CMP as per requirement PRT -5

Timely publication of Newsletter
Attending CMP Meetings

PRT -6 ‘
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Checking Fee and Fine(CS-54) o )
*  Maintain CS 54 file monthly/quarterly, checking fee collection,
checking Class Registers elc.

[ MR SHIRIN PANDYA —p—

JSA/SSA
MR G PANDIT

MR AM. PATEL gghe'

Condemnation ,Auction and Disposal Committee/
To conduct meeting of Condemnation complete all process of Annual
Auction for all departments as per KVS norms.

MR A.K. SINGH . 1/C
MR.NRAM G
MRS BABITA NIGAM
MR PAWAN KUMAR
MR KASHIRAM
MR PARESH BHATT =
MR A, M PATEL

MR.KASHIRAM B. I/C
COMPUTER INSTRUCTOR

Clubs WET

MR. DEEPAK SAPKAL #1/

MR. CHINTAN CHAUDHARY RIZ=
Art Club TGT SST

MR. KASHIRAM B.
Cyber Club COMP. INSTRUCTOR

MRS. BABITA NIGAM

Innovator Club TGT (WE)
ECO Club MR N RAM I/C
*  1-To maintain School garden and select Student members from MR G PANDIT L(

classes & organize club activities.
® _2-Gardening Activities Club activities as per KVS guidelines.

READER'S CLUB
* Toinculcate the student’s reading habit
*  Book Exhibition
*  Quiz Competitions , Spelling Competitions
*  To select Student members from classes & organize club activities.

MR A.K. SINGH . I/C

MRS SAVITRI DEVI CO | C&/

MR PARESH BHATT = 24

MRS YOGITA SHARMA W

MR SANJAY SAIN /
MR. KSHITI) CHAUDHARY

CO: CURRICULAR COMMITTEE

To conduct the Morning Assembly.
Organize various co-curricular activities.
House distribution

To prepare CCA reports to be sent to KVS RO

To organize inter house / inter school competition / celebrations
3

e Calibration of Important days as per KVS
guidelines.

Coordinator ~MR. N RAM (@7~
MRS. YOGITA SHARMA - SEC. W/ :

MRS BHAVIKA - PRINARY

Discipline Committee
*  To maintain proper discipline in the Vidyalaya,

® To recommend proper action to the _competent authority of

ANDYA CO (I/C) —\
MR PAWAN KUMAR
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10 indiscipline cases keeping the Vidyalaya Strength in view. MR SANJAY S(\IN Vas
«  To monitor the entire scenario of the school, to maintain proper MRS ANU BHATIA -
discipline in the Vidyalaya. CHINTAN CHAUDHARY =l
dealing with late comers.
ALL CLASS TEACHERS
Examination BOARD EXAM
«  To conduct various competitive examinations smoothly ( Internal & | iR p. BHATT (1/C) =D,
External) & fairly. MR.PAWAN KUMAR CO (1/C)
*  Record keeping related to the exam MR AM.PATEL 6222
e Timely Correspondence to RO/ CBSE related to the Examination . | MR K.D, GAMIT
*  Preparation of date sheet
«  Preparation of question papers as per norms and their moderation
o Preparation and checking of result. HOME EXAM
Result declaration.
11 MRS BABITA NIGAM (1/C)
MR KASHIRAM B. CO(1/C)
MRS SAVITRI DEVI
MRS YOGITA SHARMA r’D)/\‘
MR K.D.GAMIT 2
MR A.M.PATEL
EXAM PRIMARY WING
MR DEEPAK SAPKAL (I/C) o((/
MR KSHITI) CHAUDHARY
MRS JAYNA BEN
12 |FLOOR WISE DUTIES

GROUND FLOOR
OVER ALL INCHARGE

CLEANLINESS

WATER ARRANGEMENT
TO ENSURE REGULAR SUPLY OF SAFE DRINKING WATER

SAFETY OF STUDENTS
TO MONITOR MOVEMENT OF STUDENTS AND THEIR SAFETY

MR.R.V SINGH j

1.MR CHINTAN CHAUDHAR] 4=~

MRS.BABITA NIGAM
MRS VAISHALI

CLASS TEACHER OF
CLASS 1

CLASS IV

CLASS X

CLASS VIl

FIRST FLOOR

OVER ALL INCHARGE-

CLEANLINESS

MR.SHIRIN PANDY A

MR. G. PANDIT (I/C)

.





