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Real-life situation of HOI's functioning

e HOIs are to function under tremendous physical and mental pressure

compromising with their personal space having limited manpower.

e They have to bear a considerable and ample mental sirength and
strain to execute target-oriented job within a limited time frame even
some time in ready to move conditions and situations as the

workload increased in G.P. since past decade.



Real life situation of HOI's functioning...

Academic/non-academic performance, presentation and preservation of
technology-based information to concerned and varied appropriate
authorities are the centre point of their duty.

Hassle-free exercise and execution on time with flawless activity is really a
challenge to them.

Needless to say how crucial role the HOI has to play in smooth functioning
of a school every day.

HOIs have to engage themselves practically 24x7 inside or outside school,
of their school campus, working through online or offine mode. Hence

difficult to limit their task to any fime slot.



HM Should be DIGITALLY SOUND
Through COMPUTER/MOBILE
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SECTION-A

1. STUDENT ADMISSION AND TRANSFER IN
THE BANGLAR SIKHA PORTAL

2. UDISE SUBMISSION

3. SHAALA SIDHHI PORTAL DATA SUBMISSION

4. CLASS IX and Xl Students Registration
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SECTION -B
IOSMS PORTAL

UTSASHREE PORTAL

E-pension PORTAL

GENERAL PROVIDENT FUND

PF LEDGER IN REGULAR INTERVAL
SERVICE BOOK (YEARLY)
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SECTION -C
1. MDM REPORT AND MONTH-WISE ACCOUNT

2. WIFS REPORT (Month wise)
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SECTION-D
(SCHOLARSHIP and STUDENT BENEFICIAL SERVICE)

1. KANYASHREE
2. SHIKHASHREE
3. PRE MATRIC OBC SCHOLARSHIP
4. OASIS
5. AIKYASHREE
6. VIVEKANANDA MEANS CUM MERIT SCHOLARSHIP
7. SABUJ SATHI (Bicycle)
8. TARUNER SWAPNA (TAB)
SECTION - E
(DEVELOPMENT)

1. PRAYER TO BDO

2. PRAYER TO PANCHAYET

3. PRAYER TO ZILLA PARISHAD

4. PRAYER TO DI Alert for different type of Grant.
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HUMAN RESOURCE QUADRANT

CAN’T DO CAN DO
WILLING TO DO WILL DO

CAN’T DO CAN DO
WON’T DO WON’T DO

HOI may often experience four types of teachers and staff as shown above in their
institutions like many other organisations.



HOIs have to determine, analyse and
assess SWOQOT in their institutions.

S =5TRENGTH

W = WEAKNESS

O = OPPORTUNITY
1T =THREAT



ACADEMIC RESPONSIBILITIES

| ! } ! !

Teaching Learning | Guidance & Counselling| Book Selection Planning of improvement | Result Publication

(Self) of teaching learning
v v v v
Supervision Framing Time table = Remadial Teaching Evaluation Promotion
| v
ICT, Vocational education run
l l by State Council/NSQF
Teaching Learning Evaluation

of Teachers



NON-ACADEMIC RESPONSIBILITIES

}

ADMINISTRATIVE:
B Convening Managing Committee
B Execution of MC Resolution
B Maintaining of Service Book
M Initiation for Staff Transfer
B Sanctioning and Recording Leave
B Online Salary, Bonus requisition
B E-Pension

!

MANAGERIAL.:
B Admission
W Utilisation of grant
B Supervision of Maintenance,
Restoration and Cleanliness
B Board Examination
B Public Examination
B Guardian Meetings
B Community Relationship
B Nirmal Vidyalaya Avijan
B Attending Meeting called by

}

SERVICE TO BENEFICIARIES (covt. Granas):
B Mid-day meal
B WIFS
B Text Book/Copy Book
B Uniform/School bag
B Kanyasree
B Sabuj Sathi
W Sikshashree
W Oikyashree
B WASIS
B Pre matric OBC

M Discipline higher authority B Taruner Swapna (TAB)
B Sending Reports (Online/Offline) B National Scholarships
B JBNTS
v v v
FINANCIAL.: DEVELOPMENT: MISCELLANEOUS:
B Budget B Correspondence B Prize distribution

B Accounts
B Receipts & Payments

B Audit
B GPF

M Inviting Tender
B Work /Supply order
B Submissionof UC

B Annual Function

B Educational Excursion
B Annual Sports and Games

B Observation on special days



Public Relation Management

Public relation managemert
s an impor'JranJr Par'Jr which
depends on an individual's
owh caPabilier.



Powers, Duties & Responsibilities of Headmaster
(215-SE/S/10M-01/18 Dt.08.03.2018,216-SE/S/10M-01/18 Dt.08.03.2018)

The headmaster of an institution shall be responsible for the overall academic
and administrative matters of the institution and his/her powers & duties
shall include:

1) To allow a candidate to join, either on the First appointment or on transfer,
in the post of A.T or Librarian or any other non-teaching post, if he carries
an appointment letter or an order of transfer issued by WBBSE in pursuance

of the provisions of WBSSC Act, 1997 & WBBSE Act, 1963, as and when he
reports for joining.

2) To make a requisition of salary of teaching & non-teaching staff.

3) To grant annual increment in the pay scale to teachers & non-teaching staff
on satisfactory service.



Powers, Duties & Responsibilities of Headmaster ...

4) to forward with the approval of the Committee or the Administrator, the
prayer of confirmation of teaching or non-teaching staff, upon satisfactory
service on probation, to the Board through District Inspector of Schools
(Secondary Education) or the Additional District Inspector of Schools
(Secondary Education) of the concerned Sub-Division;

5) To maintain GPF for teaching & non-teaching and sanction thereof

6) To maintain the service book of the approved teaching & non-teaching staff
and update the same annually

7) To grant career advancement benefit of teaching & non-teaching staff on
satisfactory and continuous service as per Govt. Policy and orders

8) To serve the required notice and submit pension papers of teaching and non-
teaching staff as per rules and orders to the payment of retirement benefit



Powers, Duties & Responsibilities of Headmaster ...

9) To act as the custodian of school records and produce the same
as & when required by any superior authority;

10) To tollow the provisions of law relating to the right to
education as laid down in the Right of Children to Free and
Compulsory Education Act, 2009, in respect of elementary
education if the institution imparts elementary education;

11)  To obey any other general or specific order of the Govt or

the Director of elementary education and obey other general or
specific order of D.S.E or Board or D.LS.



Duties & Responsibilities of AHM

in Govt. Sponsored /Aided Schools in west Bengal

The Assistant Headmaster is to take a central role in
assisting the headmaster to develop the academic
Function in accordance with the trust, shared values
and the school development plans. The Assistant
Headmaster will support, lead and manage teaching and

learning in and beyond the classroom.




Duties & Responsibilities of AHM

in Govt. Sponsored /Aided Schools in west Bengal
(215-SE/S/10M-01/18 Dt.08.03.2018,216-SE/S/10M-01/18 Dt.08.03.2018)

i) to maintain class routine & provisional routine if required;

ii) to prepare a routine for examination in the institution;

ii) to conduct the CCE (continuous comprehensive evaluation of
students);

iv) to maintain progress reports of students;

v) to hold Parent-teacher Meetings;

vi) to prepare reports on dropout students & take remedial

measures for checking dropout;



AHM with the approval of HM shall perform the following
function & discharge the following duties:

vii) to conduct remedial teaching for slow learners;

viii) to assist HM to monitor whether A.T.s are taking classes
as per syllabus & curriculum;

ix) to follow provisions of law relating to the RTE 2009 in
respect of elementary education if the institution imparts

elementary education;



AHM with the approval of HM shall perform the following
function & discharge the following duties:

x) to obey any Govt order of the Govt. or the D.S.E. or the
D.I.(S) or A.D.I of concerned Sub Div. or the Head of
Institution in the interest of education;

xi) to officiate in the post of HM during a temporary
vacancy in the post of HM.



Key point for hassle-free and tension-less function.

Day-wise work plan

Maintaining work schedule

Select the right teacher/clerk/Gr. — D staff/ support staff helping in the
right job and fix-up responsibilities.

Maintaining interpersonal relations among staff.

Engaging Managing Commiitee Members.

Motivate others to participate in school management.

To believe in teamwork.

Open acknowledgement and appreciation in favour of the right

performer.



Some important month-specific and never-to-forget functions along with normal and recurring

ones. However, some schedule may slightly vary from district to the district administration.

JANUARY

1) Preparation for book day observation on 2nd January.

2) Distribution of free text books & Exercise books among the students from classes
V- X ( Received from Circle office during Nov — Dec of previous academic year).

3) New admissioninclassV, VI and also in other classes.

4) Issuing T.C. from B.S. portal as per application received by the guardian.

5) Publication of school diary and class wise distribution of the same.

6) Distribution of diary published by SED, WB among students of class VI - VIII.
7)  Holding of Practical Examinations for class Xll as per guideline of WBCHSE.
8) HRA Declaration need to be collected from the staff.

9) Commencement of classes in new session.

10) Arrangement of Annual winter sports.



MONTH WISE WORK:
FEBRUARY

New student entry in Banglar Shiksha portal finalize Class wise,
section wise, cast wise and gender wise student strength. Edit and
update if any B.S. project.

Arrangement for Madhyamik Examination,
Distribution of Madhyamik admit card among the students,

In case the school is selected as Main Centre and sub-Venue by
WBBSE the HM act as Centre Secretary and Venue Supervisor
respectively.

At that time the HM will be prepared themselves as per WBBSE guide
line for smooth running of the said Examination.



1)
2)
3)
4)

5)

6)
7)
8)

MONTH WISE WORK:
MARCH

1.Renewal and upgradation and fresh entry (online) in Kanya Shree portal.
Placement of work order of school uniform.
Online entry and verification of Shikshashree (SC/ST scholarship for V - VIIl)

Preparation for H.S. Examination if the school is selected as a centre/venue.
Distribution of Admit card among the students (H.S.) Candidates.

Updating of Bank A/c Pass books, verification of Receipt-payment during the entire
financial year.

Checking of reconciliation if any.
Distribution of School Bag among the students from V to VIII.

HM acts as Centre -Secretary and Venue Supervisor respectively. At that time the HM
will be prepared themselves as per WBCHSE guide line for smooth running of the said
Examination.



MONTH WISE WORK:

APRIL

1. 1ST Summative Evaluation
2. Promotion, Publication of Result of class Xl

3. Admission to class Xll, Online submission of Income tax
details of staff for procurement of form-16 through DDO.
Perform the duty of Head Examiner (Those who are appointed
as H.E. by WBBE).

4. Internal formative evaluation for IX & X.
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MONTH WISE WORK:

MAY

Preparation for Initiation of teaching-teaching learning process for
next academic year

Publication of 1st Summative Evaluation
Guardian meeting
Receiving of text Book/Exercise book form circle

The result of class-Xl will be submitted through given format of
WBCHSE

Preparation for admission to class Xl

Perform the duty of Head Examiner (Those who are appointed as
H.E. by WBCHSE).



MONTH WISE WORK:
JUNE

1) Madhyamik and Higher Secondary Promotion-Detention in
B.S. Portal online TC or School leaving certificate issue.

2) Admission into Class Xl; Distribution of Free Text Books
and Exercise Books.

3) New Student entry in B.S. Portal.

4) Higher Secondary Marksheet, certificate distribution.



MONTH WISE WORK:

JULY
1. Commencement of Classes of class Xl
2. Online fresh and renewal application in Aikashree and
3. OASIS and other scholarship portal.

4. Registration & Renewal of National Scholarship Portal for
the students those who are eligible & got scholarship
previous year.

5. HRA declaration of the staff should be collected. Annual
increment should be written in Service Book.



MONTH WISE WORK:
AUGUST

1) Registration of WBCHSE for Class XI|
2) Online fill up of DISE form
3) Online registration in Sabuj Sathi project for Class - IX

4) 2"d Summative Evaluation.

5) Internal Formative Evaluation for Class IX and X.



MONTH WISE WORK:

SEPTEMBER

1) Distribution of bicycle under Sabuj Sathi scheme
and onward uploading of receipt form.

2) Publication of 2"d summative result

3) Guardian Meeting.



MONTH WISE WORK:

OCTOBER - NOVEMBER

1) Preparation for 3 Summative Evaluation.

2) Intimation for XI and Xll project on non-lab-based
subject.

3) Holding of test exam for X and Xlli



1)
2)
3)
4)
5)
6)
7)
8)
9)

10)

11)

MONTH WISE WORK:
DECEMBER

Holding 3" Summative evaluation of Class V to IX

Publication of Text result of X and XI|

Form fill-up of Board or Council for Higher Secondary candidate
Initiative for Taruner Swapna for XI|

Publication of result of 3" Summative V to IX

Arrangement for remedial

Internal Formative Evaluation for Class IX and X

Bulk Promotion to higher classes VI to IX in Banglar Shikha Portal
Promotion / Detention for IX to X in Banglar Shikha Portal.

M.C. & Academic Council meeting regarding admission, Holiday list,
academic calendar, Selection of Book, Teachers Diary, Routine for next
academic session.

Distribution of Text Book among the students of Class — X (Madhyamik
Candidate).



The headmaster needs to think
heathy every day For +the
betterment of +the school
select the path of progress
( Plannina) and ensure progress
Iay motivating all the members
associated with the school for
the dl-round development ofF
the school The sustainability ofF
the development already
achieved must be ensured.
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T ank You

Dr. Partha Karmakar wses.

© +91 9434572914

& partha_math72(@yahoo.co.in

YouTube Link: https://voutu.be/McWijgAS1TJ4

8th July 2022
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