
PROCEEDINGS OF ITIE REGIONAIJ JOIM DIRECTOR OF SCHOOIJ EDUCATION,
TAKINADA

Preseni: Sri R.N.ER.f,SIMEtr IIAO, M.r., E.Ed., D-r.r.,

Rc.No.658/.f,5/2019 Datedi OZ.lO.Z0l9

Sub: School Education - Zone-II _ Modal Formats of certain
Records / Registers to be maintained in Schools,/ Offices _
Sianding Inslruqlion8 - Issued.

Ref: l. Proceedings Rc.No.6S8,/AS/2Olg, dared: 03.lO.2Ol9, oI the
Regional Joint Dtector of School Education, I(akinada.

2. proceedings Rc.No.658,zA5l2019, dated: 0S.lO.2Ol9, o, the
Regional Joint Directo! oI School Education, Kakinada.

-oOo-

The attention of dl the Dist ct Educational Officers / the Deputy Educational
Officers / the Deputy Inspector of Schoots / the Mandal Educational Officers, the
Principals of A.P. Model Schools and the Headmasters of Govt / Zp ,u Aided
managements in the Zone-II is invited to the teferences cited wherein certain
inskuctions have been issued on maintaining certain records ,/ registers in all
Offices and Schools respectively.

In this regard, it is obselved that many Offices,/ Schools are not maintaining
some of the records / the registers in a unique format and hence it leads to lack of
inlomation and imptoper maintenance which resulting to inefficiency in
administsation as well as in data management. Hence the modal formats for the
following records / registets are developed and enclosed here \,rith for usage in
Offices / Schools:

Deputy Educational Ollicers ,/ Deputy Inspecior of Schook ,/ Mandal
Educational Of6sers:

(l) Schools Academic performance Register (6h to lOft,/ lnter)
(2) Register of Schools Cadre Strength / Working / Vacant
(3) Register ofDisciplinary Cases / Unauthorized Absentees
(4) Register of Private Recognized Schools / private Un-Recognized Schools
(5) Board depicting "Know your Staff,'

(6) Board depicting "Know Our Authorities" - @yEO)
(7) Board depicting "fnow Our Authorities" - @l / MEO)

scEooL
(l) Movement Register

(2) Visitors Registe!

(3) Staff Order cum Instructions Register

(4) Classroom Observation Register

(5) Teacher Dairy
(6) PMR with Analysis & Class Average Mark
(7) Board depicting "Know your Teachers & Staff'
(8) Board depicting "Knolr Our Authorities,,

(a) H'ME > Prl.Secy > CSE > SpD SSA> RJDSE > DEO > pO SSA > DyEO > MEO
(b) Distdct CoUector > CEO > RDO > MIIO > MPDO

(C) H'tuesident > H'PM > H,MHRD > H'covernor > H,CM > H,ME



-z-

( I ) Summary Register wirh Analysis
(2) Achievement Register

(3) Sports Stock Register

All the District Educational Officers ,/ the Deputy Educational Officers / the
Deputy Inspector of Schools / the Mandal Educational Officers, the principals of A.p.
Model Schoots and the Headmasters ol covt / Zp / Aided managements in the Zone_
Il, are hereby instructed to use the modal formats in ptoper way in their Offices,/
Schools concerned and to maintain all records / registels up to date. The trotes /
instruqlions given in the modal formats shall atgo be followed rctupulously.
With regards to other records / reghters, the formats already issued./ maintaining
by the Offices,/ Schools may be continued.

Further, all the District Educational Officers / the Deputy Educational Officers
/ the Deputy Inspector of Schools / the Mandal Educational Ollicers in the Zone-II are
hereby instructed to observe all the above records / tegisters in Ofrices / Schools
compulsorily, along with all other recolds / registers defined by the commissioner
of School Education, A.p., from time to time, duling their Visits / Inspections and
take necessary action if found any lapses duly submitting their reports with remarks
to the concerned authorities ftom time to time-

Any deviation in this regard will be viewed seriously and necessary action
wiu be initiated against the defaulters without further notice and the Inspecting
Officers concerned shall also be held responsible for any lapses against the
instructions issued,

PTYSICAT EDUCATION TEACIIERS

Receipt of these proceedings should be acknowledged.

To

All the Dishict Educational Officers in ZoneJI.
All the Deputy Edusational Officers ,/ the Deputy Inspector of Schools / the Mandal

Educational Officers in ZoneJI through the DEOs concerned.
All the Principals of A.p. Model Sshools in the Zone-II through the DEOs concerned.
A.ll the Headmasters in Govt / Zp ,/ Aided managements in the Zone_It through the

DyEOs concerned.

Copy submitted to the Commissioner of School Education, Andhra pradesh,
Amaravati for favour of information.

Encl: Annexures of Modal Formats.
Sd/- R.Narasimha Rao

Regional Joint Direqtor of
School Education, Kakinada.
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