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NAVODAYA VIDYALAYA SAMITI

(An Autonomous Organization under Ministry of Human Resource Development, 
Department of School Education & Literacy) Govt. of India

A-28, Kailash Colony,

New Delhi-110 048
F.No.
2-18/2011-NVS(SA.)

         

   
     July 11, 2011

To

The Deputy Commissioner


Navodaya Vidyalaya Samiti


All Regional Offices.

Sub:
Duties and Responsibilities of Master on Duty (MOD).

Sir/Madam,


Enclosed please find a format for reporting by Master on Duty (MOD) along with Duties and Responsibilities of MOD. This has been finalized in consultation with all Regional Offices.


It is requested that Duties and Responsibilities of MOD may be brought to the notice of all teachers in the Navodaya Vidyalayas and all JNVs may be directed to use the revised formats for reporting for uniformity in all JNVs.

Yours faithfully,

Encl.: As above

(M. S. Khanna)

Joint Commissioner (Pers.)
Duties & Responsibilities of Master on Duty (MOD)
1. The Master on Duty will submit the report to the principal in the prescribed format before Morning Assembly on next day.

2. He / She (MOD) will start with arouser and end duties with light out at night.

3. He / She will supervise the arrangements at the time morning assembly & all Vidyalaya functions.

4. He / She will ensure that all students behave properly during school functions.

5.  He / She will supervise all the meals & refreshments.

6. He / She will supervise all roll calls. If any student is missing, will immediately report to the concerned house master & Principal.

7. He / She will be present on the ground during morning PT & Evening Games. 

8. He / She will enquire about sick students from the staff nurse of the Vidyalaya.

9. He / She will verify attendance of the students during afternoon remedial & evening supervised classes.

10. He / She will ensure punctuality of all school activities.

11. He / She will report any damage to the school property to Principal, if noticed on the day of duty.

12. He / She will report about indiscipline or serious incidents to the Principal, if any, noticed on the day of duty.

13. He / She will ensure that drinking water arrangements in the academic block & hostels are available.

14. He / She will make suggestions in all school activities based upon his / her observations.

15. He / She will be easily available all the time & should not leave the campus without permission.

Note:-


1. Any untoward incident or any other matter requiring immediate attention of the Principal should be brought to his notice without any delay.
2. If duty officer is not able to perform duties on the prescribed day, he/she will inform the Principal well in time.

JAWAHAR  NAVODAYA  VIDYALAYA_________________________________________

D U T Y    M A S T E R   R E P O R T

Date:____________________  Day:________________  Duty Hours: 5.30 AM to 10.30 PM
(To be filled by MOD himself/herself & handed over to Principal before Morning Assembly on next day)
Name of the MOD__________________________________;  Design. ____________________

PART – I   REPORTING:-
   [A] (i)  Morning P.T. Started at ___________________AM

   (ii) Teachers Present on ground were 1……………………….; 2………….……………;

3………………………….; 4…………………………..; 5………….……………….. 

   [B] (i) Morning Assembly started at ______AM. House on Duty………………………………
(ii) Names of teacher absent 1……………………………...; 2…………….……………..…

   3……………….………….; 4…….……………………..; 5…………….…………….. 

(iii) The attendance & other details in “Consolidate Class Attendance Register” were   

        verified & Signed:-     Yes / No 

   [C] (i) Break fast started at ____AM.

(ii) Items served as per menu for the day

Yes/No
(iii) Name of Students (With their House) who were present in the Vidyalaya but did not 

      take breakfast 1……………….…………………...; 2………………………………..…

      3……………………….….; 4………….….……………..; 5……….…………………..

   (iv) Name of the teachers present on duty 1……...……………; 2…………………………..

        3………………….…..….; 4…….……………………..; 5…………….…………..……

[D] (i) Lunch started at ____P.M. and last student finished lunch at ____PM. 
(ii) Item served as per menu for the day

Yes/No 

(iii) Name of the teachers present on duty 1……...……………; 2…………………………..

            3………………….…..….; 4…….……………………..; 5…………….…………..……

(iv) Name of the students who were present in the Vidyalaya but did not take lunch 

1………………….………...; 2…………………………3………………………….….;

4………….….………….…..; 5………………………..; 6…………………………….

 [E]      Remedial / Supervised Classes (Afternoon)

    (i) Remedial / Supervised classes were conducted in Academic Block from____ PM to ___PM

   (ii) The attendance of students was recorded in concerned register which was verified by me. Yes / No

   (iii) Name of the teachers present on duty 1……...……………; 2…………………………..

            3………………….…..….; 4…….……………………..; 5…………….…………..……

 [F]    Evening Games & Sports started at _________ PM.
   (i) Teachers playing with students were : 1………...…………; 2……..…………………….. 3….……………….……..….;  4…….…………………….; 5…………..….….………… 

      (ii) Total______ students were present on the ground. Games over by ______PM.

(iii) Distribution on of snacks was made at _____PM under the guidance of Mr. / Ms         

       1.__________________; 2.__________________ & every student received the snacks.
(iv) The attendance of students was recorded in concerned register which was verified by me.     
       Yes / No

[G]
Evening Supervised Classes (After Games) 
 (i) Supervised Classes were conducted from ______PM to ____PM at __________(Place)

   (ii) The Teachers present on duty Mr./ Ms. 1……………………; 2……………………….

      3………………….……..….; 4…….……………………..; 5…………….…………..……

(iii) The Attendance of students was recorded in concerned register which was verified by me. 
       Yes / No.
[H]   Dinner started at _____PM.
      (i)  Items served as per menu for the day

Yes/No 
      (ii) Teachers present on duty 1………........…….…………; 2………...…………………….

               3………………….……..….; 4…….…………..…………..; 5…………….…………….

(iii) Name of the students who were present in the Vidyalaya but did not take dinner 

       1………...…………….……;  2……………….………; 3………………….……..….;
                4…….……………………..; 5…………….…………..…; 6………………………….…

[ I ]     Night prep / self study (After dinner ) started at ______PM in _______(Name of Place).

[ J ]    My Visit to Houses
	House
	Arawali
	Neelgiri
	Udaigiri
	Shivalik
	Girl Jr.
	Girl Sr.

	
	Jr.
	Sr.
	Jr.
	Sr.
	Jr.
	Sr.
	Jr.
	Sr.
	A
	B
	A
	B

	Time


	
	
	
	
	
	
	
	
	
	
	
	


PART –  II    ATTENDANCE 
(OPTIONAL)
 (All attendance must be taken within 10 minutes just after the scheduled time of activity). 

(A) Morning P.T.

	Strength
	Arawali
	Neelgiri
	Shivalik
	Udaigiri
	Girls Sr.
	Girls Jr.

	
	Jr.
	Sr.
	Jr.
	Sr.
	Jr.
	Sr.
	Jr.
	Sr.
	A
	B
	A
	B

	Strength
	
	
	
	
	
	
	
	
	
	
	
	

	Present
	
	
	
	
	
	
	
	
	
	
	
	

	Leave
	
	
	
	
	
	
	
	
	
	
	
	

	Sick
	
	
	
	
	
	
	
	
	
	
	
	

	OD
	
	
	
	
	
	
	
	
	
	
	
	

	NR
	
	
	
	
	
	
	
	
	
	
	
	

	Absent
	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	
	


(B) Morning Assembly

	Strength
	Arawali
	Neelgiri
	Shivalik
	Udaigiri
	Girls Sr.
	Girls Jr.

	
	Jr.
	Sr.
	Jr.
	Sr.
	Jr.
	Sr.
	Jr.
	Sr.
	A
	B
	A
	B

	Strength
	
	
	
	
	
	
	
	
	
	
	
	

	Present
	
	
	
	
	
	
	
	
	
	
	
	

	Leave
	
	
	
	
	
	
	
	
	
	
	
	

	Sick
	
	
	
	
	
	
	
	
	
	
	
	

	OD
	
	
	
	
	
	
	
	
	
	
	
	

	NR
	
	
	
	
	
	
	
	
	
	
	
	

	Absent
	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	
	


(C) Remedial / Supervised (Afternoon)

	Strength
	Arawali
	Neelgiri
	Shivalik
	Udaigiri
	Girls Sr.
	Girls Jr.

	
	Jr.
	Sr.
	Jr.
	Sr.
	Jr.
	Sr.
	Jr.
	Sr.
	A
	B
	A
	B

	Strength
	
	
	
	
	
	
	
	
	
	
	
	

	Present
	
	
	
	
	
	
	
	
	
	
	
	

	Leave
	
	
	
	
	
	
	
	
	
	
	
	

	Sick
	
	
	
	
	
	
	
	
	
	
	
	

	OD
	
	
	
	
	
	
	
	
	
	
	
	

	NR
	
	
	
	
	
	
	
	
	
	
	
	

	Absent
	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	
	


(D) Evening Games & Sports

	Strength
	Arawali
	Neelgiri
	Shivalik
	Udaigiri
	Girls Sr.
	Girls Jr.

	
	Jr.
	Sr.
	Jr.
	Sr.
	Jr.
	Sr.
	Jr.
	Sr.
	A
	B
	A
	B

	Strength
	
	
	
	
	
	
	
	
	
	
	
	

	Present
	
	
	
	
	
	
	
	
	
	
	
	

	Leave
	
	
	
	
	
	
	
	
	
	
	
	

	Sick
	
	
	
	
	
	
	
	
	
	
	
	

	OD
	
	
	
	
	
	
	
	
	
	
	
	

	NR
	
	
	
	
	
	
	
	
	
	
	
	

	Absent
	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	
	


(E) Evening Supervised Classes (After Games)

	Strength
	Arawali
	Neelgiri
	Shivalik
	Udaigiri
	Girls Sr.
	Girls Jr.

	
	Jr.
	Sr.
	Jr.
	Sr.
	Jr.
	Sr.
	Jr.
	Sr.
	A
	B
	A
	B

	Strength
	
	
	
	
	
	
	
	
	
	
	
	

	Present
	
	
	
	
	
	
	
	
	
	
	
	

	Leave
	
	
	
	
	
	
	
	
	
	
	
	

	Sick
	
	
	
	
	
	
	
	
	
	
	
	

	OD
	
	
	
	
	
	
	
	
	
	
	
	

	NR
	
	
	
	
	
	
	
	
	
	
	
	

	Absent
	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	
	


(F) Night Roll Call

	Strength
	Arawali
	Neelgiri
	Shivalik
	Udaigiri
	Girls Sr.
	Girls Jr.

	
	Jr.
	Sr.
	Jr.
	Sr.
	Jr.
	Sr.
	Jr.
	Sr.
	A
	B
	A
	B

	Strength
	
	
	
	
	
	
	
	
	
	
	
	

	Present
	
	
	
	
	
	
	
	
	
	
	
	

	Leave
	
	
	
	
	
	
	
	
	
	
	
	

	Sick
	
	
	
	
	
	
	
	
	
	
	
	

	OD
	
	
	
	
	
	
	
	
	
	
	
	

	NR
	
	
	
	
	
	
	
	
	
	
	
	

	Absent
	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	
	


Note :- OD: On duty;  NR: Not Reported in the school since long period.

PART –  II    ATTENDANCE 

(All attendance must be taken within 10 minutes after the scheduled time of activity). 

(A) Morning PT:
	
	Strength 
	Present
	Leave
	Sick
	OD
	NR
	Absent

	Boys
	
	
	
	
	
	
	

	Girls
	
	
	
	
	
	
	


(B) Morning Assembly:
	
	Strength 
	Present
	Leave
	Sick
	OD
	NR
	Absent

	Boys
	
	
	
	
	
	
	

	Girls
	
	
	
	
	
	
	


(C) Remedial / Supervised Class (Afternoon):
	
	Strength 
	Present
	Leave
	Sick
	OD
	NR
	Absent

	Boys
	
	
	
	
	
	
	

	Girls
	
	
	
	
	
	
	


(D) Evening Games & Sports:
	
	Strength 
	Present
	Leave
	Sick
	OD
	NR
	Absent

	Boys
	
	
	
	
	
	
	

	Girls
	
	
	
	
	
	
	


(E) Evening Supervised classes (After Games):
	
	Strength 
	Present
	Leave
	Sick
	OD
	NR
	Absent

	Boys
	
	
	
	
	
	
	

	Girls
	
	
	
	
	
	
	


(F) Night Roll Call:
	
	Strength 
	Present
	Leave
	Sick
	OD
	NR
	Absent

	Boys
	
	
	
	
	
	
	

	Girls
	
	
	
	
	
	
	


Note :- OD: On duty;  NR: Not Reported in the school after leave/vacation/return from a visit etc.

(G) Name of Absentees:
	Sl. No.
	Name of Student
	House / Class
	Place where Absent (Tick if absent in any particular activity)

	
	
	
	PT
	Morning Assembly
	Remedial / Supervised Class
	Evening Games
	Evening Supervised Class
	Night Roll Call
	Sign. of HM

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


PART – III  GENERAL OBSERVATIONS 
(A) Sick Report 

	Sl. No.
	Name of Sick Student
	Class / House
	Nature  of Sickness
	Sign. of HM
	Sign. of Staff Nurse.

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	


(B) Cleanliness Report

	Venue
	Remark                         (Good/unsatisfactory) 
	Suggestions for improvement if any

	Dormitories & toilets
	
	

	Class Rooms
	
	

	Campus
	
	

	Mess & Dining Hall
	
	


(C) Mess Report

	
	Remarks for Quality (Good/Average/Poor)
	Sign. of CA

	Break Fast
	
	

	Lunch
	
	

	Dinner
	
	


(D) Locking of Dormitories 

All houses were found locked during class hours, afternoon / remedial classes, Games & Evening supervised study      Yes / No

If  No,  the name of houses found un locked:-
	During
	Class Hours
	Afternoon Remedial Classes
	Evening Games
	Evening Supervised study

	Houses
	
	
	
	


Action taken by MOD if houses were found unlocked …………………………..……… ………………………………………………………………………………………………… …………………………………………………………………………………………………

(E) Electricity & Water supply: Any defect / shortage / repair needed/noticed:-……………… …… …………………………………………………………………………………………… 

(F) Any Celebration / Special event of the day ………………………………………… ………………………………………………………………………………………………….

(G) Any abnormal observation to be brought to the notice of principal with suggestions …….. ……………………………………………………………………………………….…………
( Sign. of MOD)

Action initiated by Principal on MOD report:-

___________________________________________________________________________

___________________________________________________________________________



        






   ( Sign. of Principal)

      
Note:- 
1. Any untoward incident or any other matter requiring immediate attention of the Principal should be brought to his notice without any delay.

2. If this report is not received by Principal before Morning Assembly, he should immediately call the MOD









