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OFFICGE OF -
THE DEPUTY INSPECTOR OF SCHOOLS,
GEORGE TOWN RANGE, MADRAS.

Circular No. 8/53" Dated 10-10-53.

SUB:- Elementary School - Aided - Monthly Returns--Preparation of

Instructions issued -

It has been observed that- the details in the
monthly returns are at times incomplete, meagre or
defeotive. Consequently the assessment is either with
held or the monthly return is sent back for rectifica~
tion. Being an important return this must give a true
and full pioture of the condition of the school during
the month under report. Henoe all the points are
gathered and the following guidance given to the
concerned. ‘ :

2. The year and month must be properly entered
at the top.

3. The full name and ocorrect address of the
sochool should be written.

4. The staff statement shall contain the following
details. This is the MOST IMPORTANT statement
and on this depends the assessment of grant. This
shall, therefore, give all details about the age, qualifi-
cations, conditions of service and concessions availed
of by the teachers during the period.

(a) Serial numbers should be given carefully and
correctly. I1f a teacher leaves the 'school or goes on
-leave and another teacher takes his place a separate
8. No. should NOT be given for the new teacher. But
the 8. No. of the teacher leaving the school or going
on leave should be noted as «“1 (a)” and the S. No. of
the teacher taking his place noted as “l (b)” and so
on. If a teacher who leaves the school returns parti-
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oulars relating to him should not be shown separately
as far as possible, but his subsequent period noted
against the same S. No. given to him previously. For
example a teacher “X” in service from 1-3-53 to 5-3-53
goes on leave for 15 days from 6-3-53 to 20-3-53 and a
~ substitute ¢ Y is appointed, then the entrjes in the
respective columns would be '

1(8) “X” ... w. . 1-3-53 to 5-3-53,
and 20-3-53 to 31-3-58.
1) “Y” e e oo 6-8-53 to 20-3-53

(b) The name of the teacher must be the same as
written in the T. T. C. if the name is changed for any
reason this must have been got changed with proper
attention or notified in the Fort St. George Gazette
and a copy of the notification filed with the T. T. C.
Otherwise the new name assumed must not be shown
in the records. Below the name of the teacher the
date of joining the school (with Fore-noon or After-noon
F.N. or A. N.) must be noted in brackets. This helps
assessing the increments and also finding the seniority
of the teacher in the sohool when there is need to
disallew any grant for a junior.

(o) Standard handled must be noted. If the
teacher handled different standards for different
periods, the details must be noted. In the case of
P V-I, whether he is a full time or part time instructor
must be noted (as P. V.I. F. T.or P. V. L. P. T.)

. (d) Bervice Register Number with the year of
issue must be furnished for each teacher. Ifthe T. S.
R. is one issued by the D. E. O., of another districtthe
name of the district must be noted below e. g.

« 8742/50/Fanjore” or  3742/50
’ ' Tanjore,

If number and year done are noted it will be
presumed that the T. 8. R. has been issued by the D.
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~ B. 0. of the district in which the teacher is serving. If
there is no T. S. R, the fact « Applied on.........
(date)” must be noted. If simply « Applied ” is
entered, the entry serves no purpose. Hence the date
must be noted. 1f there was any delay in the appli-
oation for T. S. R. Whether application for condonation
was made or if orders igssued, the number and date of
thia order of condonation shall be noted in the remarks
column,

>~ (e) [n the column « AGE " the correct DATE OF
BIRTH should be entered as this has to be noted in
the teaohing grant statement. This date must agree
with the entry in the T. T. C, Relieving or Transfer
certificate or General eduoational certifioate.

(f) GENERAL EDUCATIONAL QUALIFI-
CATION :- Correot details regarding general edu-
cational attainments have to be furnished. The highest
examination passed, the number and year of obtaining
the certificate must be entered. In the case of transfer .
or relieving cerfificate, the number and year should be
given. In the remarks ocolumn the name of the
institution may be noted in such cases. Regarding
8. 8. L. €. holders the number must be given and
below it or in the remarks column the fact whether he
. is eligible for college .course (E. C. C.) or for Madras
Public Service Commission (E. M. S. C.) or for
Secondary grade training (E. Se. Tg.) must be given.
For example,

“«8.8.LC”
“43562—J
TE.CC

If it is B. S. L. C or VIII Standard, it should be stasea
whether a Deputy Inspector’s ocertificate or  VIII
Standard, Public Examination Certificate (VIII
Standard Or E. S. L..C./D. L. C. or Pub. Exam). These
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details or quite necessary espeocially in the ocase of
unqualified teachers.

(g) PROFESSIONAL QUALIFICATION:~ Grade,
number and year should be noted. It is enough if such
abreviations as H. G., Seo. Grd., J. B. G. and 8. B. G,
are used. The year must net be left out in giving the
grade and number e. g. H. G. 2753/52 If the teacher
has no professional qualification the word * untrained
(untd) or ¢ Trained but failed ” (Trd-F1d) etc. may be
written. And in the remarks column if any exemption
was granted the number and date of the order must
be quoted. If an applieation for exemption made,
“ Applied for E on......(date)” must be entered in the
remarks.

~ If the certificate is one of an outside state, the
number, and date of order of evaluation and the grade
of evaluation given must also be furnished.

(b) The actual amount (excluding Dearness and
other allowances)paid by the management must be furn—
ished. The T. G. paid by the Department must NOT be
entered here. :

(i) The correct period with dates must be shown.
If & teacher is on earned leave or maternity leave for
the whole month, all other details will be fuinished and
in this columns “On E.L.” or “On Mat. Leave” shall
be noted. If a teacher goes on leave or leaves the school
in the course of the month, the exact period must be
noted. If a teacher eithor joins or leaves the school the
session of joining or leaving i. e. Forenoon (F.N.) or
Afternoon (A.N.) must be entered.
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