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DUTIES AND IBi

1. Principal/HM. The Principal/HM is responsible to the Manager for the following:-

(a} Academic Administration
(b] School Administration.
c) Finance.

2. Academic Administration.

(a) To plan the annual academic schedule in consultation with the subject teachers.

He/she is to hold monthly staff meetings to review progress of work, Plan ahead and to
assess the propress of the students.

(b} To supervise, guide and control the work of the Academic 5taff of the school.

(c) To help and guide the teachers in their professional growth and ensure their participation
in Academic curricular and co-curricular activities and courses/workshop designed for in-
service training. '

{d) To motivate the teachers towards self-improvement and encourage them to undertake
educational assignments.

(&) To check the teacher’s diary of all teachers 2t latest once a month and ensure that it is
maintained and updated as required.

(f) To supervise and observe class room teaching of a teacher at least once in a manth and
keep a record thereof.

(g} To supervise and guide the newly inducted teachers and ensure their proper orientation,

{h) He/She is responsible for framing and implementing the students’ and teachers' time table
He/She is to form a committee of teachers for the purpose.

(i) To maintain a register of assessment of all students, dass-wise and subject-wise, together
with a description of the measures taken to remedy the weaknesses disclosed Also to the
maintain this record as an Excel Worksheet in the computer in the Principle/HMS room for
each student from the time he joins till he leaves the school.

{i) To ensure that adequate measures are adopted by teacher for teaching the exceptional
children, children with leaming difficulties and children with attention disorders,

{k} To orient the teachers towards Continuous and Comprehensive Evaluation system.

(I} To organise various co-curricular and extra- curricular activities through the house system.

(m) To plan yearly educational excursions/field trip schedule in consultation with the teachers
to ensure proper conduct of all educational excursions including prior clearance from the
manager to issue detailed written security guidelines to staff escorting such trips.

{n} To develop the school fibrary in terms of reading material and reading environment in case
of secondary/5r Secondary School. Ta ensure implementation of the Library Managemient
software. availability of NDA corner and latest books and periodicals on career guidance.

(o) To take =t least 11 periods per week and maintain interaction with students.

(g} To maintain liaison with the nearest CBSE office.
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3. School Administration

(a) Two formulate and submit to the manager proposal for hiring teaching and admin staff and
MTS. provision of fumniture, laboratory equipment and teaching aids. well before the
Commencement of the Academic session,

{b) Proper maintenance of school Records, Service book of Academic and administrative staff,
return and statistics as prescribed by the society and CBSE from time of time.

{c] To handle all School correspondence and the ensure timely furnishing of all returns and
infarmation required by the society and CBSE.

{d} To ensure provision of amenities ke filtered drinking water, adequate number of separate
washrooms for boys, girls and staff and school cafeteria. He/She Is to make certain that
these amenities are brought up to the desired standard and all sanitary measures are
taken 1o ensure health and hygiene in the school.

(e} To ensure provision of adequate and suitable furniture for classrooms labs, staff rooms and
offices.

(f} To ensure provision of adequate play in equipment suitable to the category of the schoal.
To ensure that the play equipment is regularly serviced and well- maintained. in case of
Pre- primary and primary classes, moulded furniture in contemporary design is to be
Procurd.

(g} To ensure the formation of parent- Teacher Association (PTA) and to organise and conduct
such PTA meetings.

{h) To ensure conduct of annual medical examination of all students and maintenance and
updating to health cards.

{I} To liaise with the local units and civil authorities to ensure support for effective functioning
of school.

(i} To ensure setting up of a School website. To ensure that the teachers are well- conversant
with the nuances of the internet. He/She Is to detail the computer teacher/ any other
suitable teacher as responsible for malntenance and updating of the School website.

(k} To forward leave applications of academic and administrative staff with his/ her
recommendations to the manager for approval

i} To formulate and implement a viable Disaster management plan in respect of the school.
This should include a fire-fighting plan with earmarked escape routes, fire sirens and fully
serviceable protable fire-fighting equipment. To ensure that fire evacuation drill is
conducted at least once in six months for all cdlasses and staff.

{m) To ensure availability of First - aid boxes in the school. He/She is to make certain that
there are no time- expired medicine in the first aid boxes.

{n) To administer the school on sound administrative lines, create a conducive teaching-
learning environment and to develop a healthy teacher- student relationship

(@) To detail teachers on rotation basis as duty teacher to be avallable for opening and :lusihg
of school (at least thirty minutes prior and one hour after school working hours)

(p) To detail teacher on rotation basis for supervising children of pre-primary and primary
classes while boarding and de- boarding school buses, To ensure that only ayahs or lady
teachers help the young girls students to board/de-board from school buses/vans etc and
that male attendants/ bus conductors do not physically touch any of the girls student

(q) Any other duty to assigned by the chairman/manager.
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4. Finance

(a) To formulate the Annual Development Plan by 31 March of the previcus Academic session
in consultation with the manager and implement it after approval by School Managements
Committee

{b) To provide all assistance in the Annusl property Board of the schoal.



