No,F.11( 12~23)-DSE/D9
: - Government of Tripura
I Directorate of School Education

Dated, Agartala; the Zﬁ. th July,.2¢

i

M B M. 0, s

It has eoame to tlhie notice of the ﬁ,n:clersi(med that in

02,

many Sclhioéls, the teacliers do not record their departure time

in their Attendance Register though it was instructed vide this'i

offiee memo of even number dated 7th September, 1994(copy. enclosed)

to reeord the departure *ime i thr attendance register,

' The Heads of Insciva cocnes f..0 don * “majst on recoriding

demarture time by the ataff under his jurisdiction, This is highly

irregular and ghould be stopped forthwith,

It is therefore, reninded that each teaching/ non-—'tééching

staff should record his / herwarrival and departure time in the

attendance register without fail. ’

M T2

v

Enclo:~As etater Director of School BEducation,
' T:ipura.

Copy to s~

1, All Heads of Offices & D.D.0Os. They are requested to
inetruct the concerned staff under liis control to |

fhllow the above directions strictly, They should algo
ensure and see that the gbove instructions are complied

with atrictly, !
i |
: |

? i N
2, The Digmtrict Edupation Officer, West / South / Nortl,

b The Deputy Dirgéfnr of Bducation, INalai District
Zonmal Office, Ambassa, ' :

A, All the Imspecior:. % Schools. .




S e

_nese £orools will work for 4(four) pericds. There may not be any ‘recess on
in these schnols.

NO.F.11(12-23)~DSE/90
- Government of Tripura
.Directorate of School Education
(General-I Section) ‘

. Dated,Agartala,the 7th September,1994.

MEMO

In yz.-tial modification of the memo of even number dated 16.12.1987 and
'3.1.1998 the follewing instructions are issued for guidance of and complian

ry all concerned.

1. School HOurs

T

caturday

Tveparatoosv activities,
srayer asscibly and

Group -

Primary stage schools being housed in buildings exclusively of their owr
snall worx for 5 hours daily except on Saturdays as shown below. On Saturds
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Noon shift~

a.m. to 11400 Qem.
" to 11-50 . "
" tp 12-30 p.i.

p.m. to 1~10 p.m-
E to 1~-50- "
" "to  2-30 "
" fo 3-10. "
" to

3-45 "

-

_ Primary stage schools which afé'rﬁnning in the morningvand'in_buildihgs
~here thare are noon shifts of S.B./High/H.S. Schools shall have no time to

work for more than 4 hours at the maximum
viarch~October. In winter months (November
w~ck for only 3 hours and 30 minutes i.e.
¢~ shown below. ‘These schonls shall work

Treraratoyvy activities

'March to October
(other mcnths)

“afai,Prayer Assembly etc. 6-3C
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from 6-30 a.m. to 10-30 a.mp durin:
to’ February) these schools
from 7-00 a.m. to 10~30 a.m
for- full hours even on Saturdays.

shall
Detal

November to Febmwaary

(Winter months)

7-00 a.m. to

705 ™
740 ™
8-15 "
g8-50 ™

. 920 w
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Middle stage schmals (VI-VITI); Secondary=schools (VI=X) ana ui &&%
: : N\ > = 2Lnoo: =&/ and High
Secqandary stage Sch@ols*(VI~XLI)gshall wark‘for.at:ieast 5 hours 3C §i§££es
from Monday to Friday as shown below and on §aturdays £9r. 3. hours ang

U5 minutes ( for 4 periods). o SRR et = 2 DOUrS -

Preparatory activities, Prayer : Ceelo

| Assembly and Safai ete. - 10-45 aym. to 11-00 a.m.. 15 Minutes

i‘ st Feriog . 11-00 a.m. to 11250 aem.  so- w

| 2nd Period . LS50 5 12430 pam. 40w
3rd Fering v o j 12230 p.m. t5 . 1461: -
4th Perioa ; L 1-1C- " g Cqas0 W g B
Receg st m e g e e
5+h Ieriodd» ) : o 290~ @t . tOi‘ﬁtOCF?". CoGe e
6th Feriog: o :'_ 3-00. 7 in 3240 w _i ; 4CL"HP!" -

7th reriOd . o o 3...4(‘ " ) t(_\ 4,_15 n : - 35 , . o

5 Hours 3C Minutes

Minor adjustments in'thg‘abové:;;mé?tébles may_bé”madeAby'the45chools
in exgepticnal circumstances bﬁt~thefduratihn“d£'ﬁﬁé'class periocd and the
totald|working hours at school shall not be chénged'in’an””ﬁay;; o

o Mass P.T, for 20 minutes~mayvbe,arrangédlsuitably within the scheols
* hoursl ) T ‘ L e L S - ) -

2. Attendance of School Staff

1) All members of the Staff shall strictly maintain punctualdity-in
attebdance in schools. Attencdance of the members of the staff in the Schoel
AssSemBly and in all Freparatory activities including Safai,Singing of
: Naticral Anthem is compulsery. Anybogdy attending séhool after 10-45 a.m. in
! the ng°n sBift schools or 6-30 d8-m. during the months of March—October ang@
| 7-C0 d.m. during winter months (Nov—Feb) in the morning shift schocls will
be trelated as late. Similarly anybody oming after 6-45 a.m. in the morning
shift primary schools under Group 'A' will be treated as late. Late
attendance upto 11-00 a.m. in noon shift schnols, upto. 7-0C aum. in the
morning shift primary schools under Group~"'A! and upto 6~35 a.m. during
March-Dct and 7-05 a.m. during Nov—Feb in the morning shift'schonls(@roUp~B)
may bel allowed and such late comers may be allowed to sign the attendance
register with the permission of the H.M;/Teacher~in—charge.mentiﬁning the
time of arrival. o ‘ | ' o

i1) For every three occasions of late attendance (non necessarily)

in a month)vghe_concerned employee shall have one day's casual leave

rfeducted to his/her casual leave "account by the H.M./Teather ~in-charge
concerned. _ . SR

iii) ,Attendance.in.schOOIS'after 11~00 a.m. in noon shift schools,

7-CC adm. in the morning dhift primary scheols under Griup ~ 'A' and 6-35 a.m.
curing March-Oct and 7-05 @.M. during Non-Feb in morning shift schools

‘under |Group~B) .shall not allowed in any case and the concerned: employee
shall he marked absent. . :

iv) 411 arrival and departure,time.should.be.recorded.iQ the. attendance
register by the emrloyee concerned: x _

Contd....p/3
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V) 4all staff shall remain present in the school during the entd
rericd ©f schozl hours. They shall not be allowed to leave the school
ground “f naving no® more classes to attend or no more work to do on .z

rartic:lér day. During the off periods teachers may take tutcrial cls
an’d /or remedial classes to be arranged by the H.M./T.C. or prepare
1esson for the next rerizds/mext day. "

3, Action for un~authorised absence from duty.

Absence of any staff from duty without proper permissicon or w
cn duty in Office/instituticn they have left office/institution witho
~roper permlission or while in the ~ffice/institutien they refused €5 1

re
on tl

sses

his/he

hen
ut
erforr

" the duties assigned to them is subversive ~f discipline. In case of such

absence from work, the leaver sanctioning authority may order that day
treated @s 'Dies-non’ i.e. it will neither count as service nor be g
as brezk in service and no leave should be granted for that day even
have gct leave to their credit and no pay should be given for that 24q
Besicdes this, the competent authorities might take other acticns agai
rersnns resorting to such practice of un-authorised absence from dut

4. Susrensinn of Classes

Classes should not be suspended on filmsy ground. If cn any sp
occasicn or unaveidable cirfumstances, Classes are to be suspended. t
should be rroperly recorded in the relevent schocl register and. shoul
intimated to the Zonal Dy.D.E. {in case of High/H.S.Schools) or to th

1/8 corncerned ( in case nf J.B./S4B. Schocls) within three days of su
suspensicsn of Classos. :

5. Leave and Station Leave.

No staff { Teaching & Non-teaching) shall be allowed to go on
without rrior sanction of leave by the leave sanctioning authority.
Similarly no emrloyee shall leave the station without station leave.
rermissinn ©of the competent authority. -

. b &ny violation of the above instructions shall be viewed ve
sericusly an® be dealt with accordingly.

- 8d/-

6.9.94" , .
Directror <f Scheol Education,
TRIPURA a

Copy for information and necessary action tos:—

1. All H.M.s , High & H.S,Schools (both Govt. & Govte.aided)
2. All I/Ss.

3. &All Zonel Dy.Directors of Education.

4. All Adminiétrat@rs/Secretary, Govt. alded schocls.

to b
st
1f 1th

Ve
nst tl

Ve

leave

ry

S Principal}ngartaLa/ngrabanfBasic Iraining-Chllegen.





