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INTRODUCTION

1. Scope and Definition 
1.  ‘The Guidelines for the Educational Institutions of MST’ shall come into force from the date of its promulgation and shall be applicable to and binding on all the administrative staff, employees and students of all the educational institutions owned/managed by MST through various registered  Trusts/Societies. However, the president of the trust can make certain modifications to these guidelines depending on the local situation. 
2. The Trust/Society means and includes any registered trust or society formed with the permission of the Director General of MST for the purpose of the management of the schools owned by MST. 
3. The Guidelines, Administrative Structures, Service Rules and Regulations for Staff, and Rules and Regulations for Parents and Students laid down in this document are applicable to all the educational institutions managed by MST.
4. Besides these service rules or the contract of employment or any other law currently in force, the general provisions of the minority character of the institutions shall be applicable to the management and employees.

5. As situations and circumstances change, these rules and conditions of service may be suitably amended and modified by the Trust. Such amendments shall become binding on all employees when communicated to them through notification on the board and/or through official circular 
6. Conditions, which are not mentioned in the individual contract for employment letter, but which are mentioned herein, shall be automatically applicable for all the employees.
7. Incase of any confusion or conflict in the interpretation of these Guidelines, the interpretation of the Director General of MST shall be final and binding.

8. The ‘Chairman/President’ shall mean the chief functionary of the Trust/Society duly elected/nominated as per the byelaws.

9. The ‘Head of the institution’ means the Manager/Principal/Headmaster to whom the employees report. 

10. ‘Non-teaching employee’ means any person engaged by the institution in any work other than teaching in any department, either skilled, unskilled, semi-skilled, technical, fulltime or part time and given a pay or reward for hire.

11. ‘Institution’ means Higher Secondary School, High School, Primary School, Nursery, Kindergarten, Boarding, Hostel, Technical, Vocational and Training Schools, Special Schools for the Physically and Mentally Challenged or any other educational institution run by the Trust. 

12. What is said of the male employees shall apply also to the females unless repugnant to or inconsistent with the text or the context.
2. The Trust and education

MST is running educational institutions through the various registered trusts/societies formed for the purpose. The trusts/societies registered under various acts, though legally independent, have to work under the Constitutions and Directives of MST and its Policy on Education.

1. The members of MST are not allowed to form and register a Trust without the permission of the Director General.
2. Every Trust/Society will adhere to its Trust deed/byelaws in the management of the Trust/Society.     
3. The educational institutions of the Trust/Society shall consist of institutions of systematic instructions recognized by the Central/State/Technical Board. It shall be an academic community with teaching staff and other members having a common vision of education and its goals, by means of sound, formal as well as non-formal educational activities. 
4. The educational institutions of the Trust shall strive to achieve the highest development of the total person by imparting sound education, irrespective of class, caste or creed. The educational institutions of MST shall follow the policy laid down by MST.

PART- I

ADMINISTRATION AND MANAGEMENT

Educational administration is concerned with the management of institutions where people as well as materials are brought together for attaining educational objectives. It is concerned more with persons, their inter-actions and inter-relationships than with physical elements. Inter-personal relationship is the keynote of the educational administration, which is mainly a social enterprise. Educational administration in short, is a human enterprise controlled and affected by a large number of historical, philosophical, sociological, political and psychological factors. Moreover, education being a life long process, educational administration deals with the entire human life ranging from childhood to adulthood. Thus educational administration is co-extensive with human life and complex with multifarious elements. The administrators have to co-operate in the joint enterprise of education and democratic de-centralization of powers and responsibilities envisaged in school administration for the achievement of its objectives.
1. The Councilor in charge of education

One of the General Councilors of MST is in charge of the portfolio of education. 
1. He will represent the Director General in matters concerning education. 

2. He will organize seminars and ongoing training to principals, managers and staff members.

3. He will examine projects for infrastructure development  and other matters sent for the consideration of General Council and forward it to the council with his comments 

4. He will develop an education fund for poor children and manage the funds.

5. He will act as link between Regional Education Secretaries and the General Council of MST.
6. He can advise the local administration for the future development of institutions and study future prospects.
2. The Central Education Committee (CEC)
1. The Department of Education of MST will have a Central Committee for the supervision of the schools owned and managed by MST.
2. The MST Councilor for Education, the Regional Education Secretary and a nominated member from each region will constitute the Central Committee.
3. The MST Councilor for Education will be the chairman of the Central Committee. 

4. The Central Committee will have a supervisory role. 

5. It will deal with common matters concerning all the education institutions of MST. 

6. It will organize seminars and training programmes for the personnel and the staff of MST schools.
7. It will formulate policies and guidelines for the educational institutions of MST.
8. The Central Committee will assess the functioning of the institutions of MST from time to time      
3. The Regional Education Committee (REC)
  
The Education Secretary and two members appointed by the Regional Director shall assist the administration of the educational institutions of MST in the region under the guidance of the Regional Director.
1. The prime responsibility of the REC shall be to co-ordinate, supervise and inspect the educational activities of the Trust. The education secretary and the members are to be well equipped and well informed of the legal implications relating to educational activities and thereby creating genuine interest and right orientation in this apostolate among the personnel.

2. The Regional Education Committee (REC) will assist school managers in forwarding applications for opening and upgrading the MST educational institutions. 
3. REC will inspect the performance and functions of MST’s educational institutions and report their progress to the Regional Director every year.

4. REC will convene meetings of managers and principals of the educational institutions as per need.

5. REC shall plan the syllabus for the academic year, conduct examinations and organize curricular, co-curricular activities and inter-school activities.

6. REC shall be responsible for arranging periodical courses, seminars, retreats, workshops, training, etc. for the benefit of the staff.
4. The School Managing Committee         

The schools run and administered by a Trust under MST shall have their managing committees as per the guidelines of the board to which the school is affiliated. The President of the Trust will be the chairman of the committee, the Regional Education Secretary will be its vice chairman, the manager of the school will be its treasurer and the principal will be its secretary. 
The Chairman/President of the Trust who is also the President of the School Managing Committee is the supreme authority in matters of policy and decision making for all the educational institutions of the Trust.

      Functioning of the School Managing Committee 

         It is responsible for:

 a) Major development and expansion of the institution including constructions.

 b) Raising funds for the need of the institution.

 c) Approving the annual budget of the institution.

 d) Payment of the wages/salaries to the workers/staff.

 e) Approving any serious disciplinary action contemplated against the permanent staff such as reduction in rank, stoppage of increments, suspension, dismissal from the service, etc.

 f) Approving the promotion of the members of the staff to higher grades.

 g) Ratifying the confirmation of the service of the members of the staff, who have successfully completed the probationary period, on the recommendation of the Executive Committee of the school.  

 h) Arranging for auditing and passing annual statement of accounts of the school.

 i) Appointment of the panel for the internal inspection of the institution.

 j) To make necessary amendments in the rules according to the needs of the time.

 k) No member of the Managing Committee shall be entitled to participate in any meeting at which his personal conduct is under discussion.

 l) The members of the managing committee shall not be entitled to any remuneration, honorarium or allowance for their membership in the Managing Committee.

 m) The Managing Committee shall meet at least twice during an academic year.

 n) The Chairman, in his absence the Vice Chairman and in the absence of both, the Secretary, the Manager or any other member nominated by the Chairman, shall preside over the meeting. However, resolutions /minutes of a meeting are valid only when approved and signed by the Chairman.

 o) Every notice of the meeting of the Managing Committee shall specify the date, time and venue of the meeting, indicating therein the business to be transacted at the meeting, giving a notice of two weeks in advance. If the exigency of the situation demands, the Chairman or the Secretary with the consent of the Chairman may convene a meeting of the managing committee at a shorter notice. 

5. The School Executive Committee
The School Executive Committee consists of the Manager, the Principal, and Vice-Principal of which the Manager shall be the chairman of the committee. It is responsible for drawing up schedules and plans for the institution. It is its responsibility to carry out the policies and directives of the Trust.
6. The Staff Selection Committee
1. It is the duty of the Manager to constitute the selection committee which should interview the candidate.

2. The selection committee includes the Manager, the Principal/Headmaster and a subject teacher/specialist. The Manager appoints the selected candidates to the staff on behalf of the Trust.
2. The selection of staff for appointment is normally done at the beginning of an academic session when suitable candidates may be available or when the need arises.

3. Generally, a vacant post shall be advertised at least 15 days prior to an interview, giving clear information about the scale of pay.

4. After the selection, an appointment letter laying down the pay, allowances and other service conditions should be given to the candidate.

5. All appointments should be made in writing in the prescribed form stipulating the terms and conditions of service, pay, etc. Whenever the candidates appointed to the different posts are not familiar with the English language, the letter of appointment shall be read out and explained to the employees in their mother tongue and their signature shall be attested on the appointment order as a sign thereof. All the class lV employees in our institutions shall be appointed for a period less than 240 days in the first instance, after which they shall be confirmed in their service or terminated without assigning any reason. If the services of the employees are not satisfactory to the management, they may be terminated before the expiry of the said period, by giving one month’s notice or one month’s salary in lieu thereof. 

6. The staff appointed for the educational institutions administered by the Trust are governed by the terms and conditions contained in the appointment letter/agreement entered into between the candidate and the appointing authority. Such appointment letters/agreements determine the rights and duties of the staff.

7. The Disciplinary Committee
There shall be a disciplinary committee constituted in the beginning of every academic year and it shall comprise of the Vice Principal and two members of the teaching staff nominated by the Manager in consultation with the Principal. Its duty is to handle matters of discipline against erring students of the institution for a current academic year. The Principal may seek the disciplinary committee’s observations, suggestions and findings if deemed necessary before taking action against erring students. 

8. Other Committees


Democratic decentralization of power and responsibility among the teachers, maximum involvement of the members of staff in setting goals and taking decisions, creation of various work teams and committees with definite duties and function for different curricular and co-curricular activities and development of advisory and consultative service shall be encouraged in the educational administration for its efficiency. Every school shall constitute an examination committee, cultural committee, sports and games committee advisory and consultative committee or any other necessary committee, in the beginning of the scholastic year.
9.  The Manager
Every educational institution shall have a manager. The Chairman/President of the Trust/Society shall appoint him. He represents the Chairman/President who appointed him and performs his work in dependence upon and in full agreement with the Chairman.

Duties of the Manager
a) The duties of the manager shall be to look after the institution under him. He shall be vested with the sole authority and responsibility for the administration of the institution under him in conformity with the general rules and byelaws of the educational institutions of the Trust. 

b) He shall implement the ‘MST Education Policy’ in the institution under him.

c) He proposes to the Regional Education Secretary plans for expansion/up-gradation/improvement of the institution whenever required and carries them out when approved by the Trust. He has to send applications on all these points to the Regional Education Secretary to be forwarded to the Regional Director.
d) He shall obtain the required recognition and up-gradation of his institution and shall forward all applications for such recognition to the various departments of the Government.

e) He is the liaison between the Trust, the Education Department of the Government and the School. He takes care of all official correspondence between the Trust/Society, the Education Department and other Government Departments in the matters of recognition, salaries, property, taxes,  etc.

f) He shall represent the educational institution in all legal matters and proceedings.

g) He shall be responsible for advertising and inviting applications for appointment of members to the teaching and non-teaching staff. He shall appoint, take disciplinary action, suspend or terminate such appointments.

h) He acts as the drawing and disbursing financial officer for the institution. He shall explore ways and means for proper and effective running of the institution and administer the temporalities of the institution. At the same time, he shall operate all the accounts of the institution jointly with the Chairman/President of the Trust that runs the school.

i) He shall see that regular collection of fee is deposited in a bank. He shall obtain regular guidance from the Chairman/President for the proper utilization of the funds collected for the intended purposes.

j) He shall pay employees their salary in accordance with the acquittance roll presented by the Principal/Headmaster.

k) He shall be responsible for deducting the proper amount from the salary and depositing it in the Provident Fund, professional tax, and other taxes pertaining to the staff, (also T.D.S. from contractors) with the concerned departments regularly as per the rules and regulations of the departments and keep the necessary documents up to date.

l) He shall sanction ordinary loans and advances to the permanent staff and employees, in extra ordinary circumstance and genuine needs, deductible from the salary. Only such an amount can be sanctioned which is deductible in a financial year, however this amount shall not exceed half the net pay.

m) He shall determine the salary structure and fee structure of the school as per the direction of the Education Secretary. He administers the finance according to the policies laid down by MST.
n) He shall prepare a budget for the coming academic year latest by the end of May for the Institution in consultation with the Principal/Headmaster.

o) He shall be responsible for accounting and getting all the accounts audited, of all the funds of the institution with persons concerned.

p) He shall inspect the documents, office records, institution and the performance of the employees of the institution.

q) He shall be responsible to submit the accounts of the institution to the Trust’s office regularly within the third week of the next month.

r) He shall convene special staff meeting in consultation with the Principal whenever a need arises, and the participation of the Principal is mandatory in such meetings.

s) He shall declare special holidays for the institution in consultation with the Principal.

t) Though the power to appoint staff members is vested with the Manager, the appointment of the Principal or a staff member, who is either a priest or a religious, is reserved to the Chairman/President.

u) The appointment of the Vice Principal/Supervisor, even if a religious, is ordinarily done by the Manager.

v) The Manager shall see that the buildings of the institutions and staff quarters belonging to the Trust/Society are properly maintained.

w) He shall diligently and with utmost care carry out the construction work of the institutions after obtaining written approval of the plans and budget from  the Chairman.

x) He sanctions every leave except that of CL, which is sanctioned by the Principal. Every such leave sanctioned by the Manager shall be intimated to the Principal and necessary arrangements for substitution shall be made if necessary.

PART –II

 STAFF
1. The Principal
The Chairman of the Trust appoints the Principal for a period of three years, which may be extended or reduced at the discretion of the appointing authority. However, the person being appointed shall complete the formalities of his appointment with the Manager by submitting him his bio-data and his certificate of qualification. He shall assume office by accepting all the relevant records and documents, such as recognition papers, admission registers, scholar registers, service books, inventory, school accounts, etc. from his/her predecessor in the presence of the Manager.

Responsibilities of the Principal
A. Academic work

B. Administration 

C. Finance 

D. Welfare 
A. Academic work 
 The responsibilities under this title are listed below: 

1. To plan one year’s academic work in advance in consultation with his colleagues and hold staff meetings to review the work done during the month and to assess the progress of the pupils.

2. To supervise, guide and control the work of the teaching and non-teaching staff.

3. To help and guide teachers and promote their professional growth, to encourage their participation in courses designed for in-service training. 

4. To promote initiatives of teachers for self improvement and to encourage them to undertake experiments which are educationally sound.

5. To organize teachers for a study of the curriculum and the syllabi in use with a view to analyzing the objectives of teaching of the various topics and adapting the instructional programme to them, with due regard to inter-subject co-ordination. Such a study is particularly necessary when a new curriculum or syllabus is introduced.

6. To ensure that teacher’s diary is maintained in a manner that:

a) It helps the teacher in his/her day-to-day work.

b) It helps others to understand and appreciate his/her work.

c) It helps to supervise class room teaching and secure co-operation and co-ordination among teachers of the same subject as well as inter-subject co-ordination.

7. To provide special help and guidance to teachers newly entering the profession.  

8. To plan and prescribe a regular time table for the scrutiny of pupils’ written work and home assignment and to ensure that the assessment and corrections are carried out effectively. 

9. To make necessary arrangements for organizing special instruction for pupils according to their need. 

10. To inform teachers about the new grading schedules which may be prescribed from time to time for assessing their yearly work and not only to evaluate their work objectively but also to bring to the notice of the Manager the meritorious work done or a successful experiment undertaken by any teacher to improve the instruction in the school.

11. To organize and co-ordinate various co-curricular activities through the House System or in any other effective way.

12. To develop and organize the library resources and reading facilities in the school and ensure that the pupils and teachers have access to and use books and journals of established values and usefulness.

13. To promote the physical well being of the pupils, secure high standard of cleanliness and health habits and arrange medical examination of the students.

14. Devote at least twelve periods in a week to teaching of pupils unless other exigencies demand otherwise.

15. To hold monthly staff meeting to give guidelines to the staff and to evaluate the progress of the academic work.

16. To keep the Manager informed of the day to day running of the institution.

17. To give regular instruction to students to maintain discipline and moral standards among them.
B. Administration

The responsibilities under this title are listed below: 

1. To implement the instructions and policies of the Trust in respect of curricular and co-curricular activities and to take steps to bring about healthy development of the school in all these fields.

2. To administer the school on sound lines and to develop healthy teacher–pupil relationship. 

3. To be responsible for the proper maintenance of the school accounts and school records, service books of teaching and non-teaching staff, returns and statistics as prescribed by the Trust from time to time.

4. To handle the official correspondence relating to the school and to furnish within the prescribed dates all returns and information required by the Trust.

5. To formulate proposals regarding the need of new teaching staff, furniture, laboratory equipment, library books, periodicals, teaching aids, drinking water, play ground, school garden, etc. well before the commencement of the academic sessions and to submit them to the Manager for implementation.
6. To maintain a proper inventory by entering all purchased stocks in the stock register.

7. To conduct physical verification of the school property and stock at least once a year and ensure their proper maintenance and report to this effect shall be made to the Manager before the school closes for the summer vacation.

8. To ensure that school building and its fixtures and furniture, office equipment, lavatories, playgrounds, school garden, etc. are properly and carefully maintained.

9. To be in-charge of admissions in the school, preparation of school time table, allocation of the duties to the teachers and their teaching load, provision of necessary facilities to the teachers in the discharge of their duties and conduct examinations and tests in accordance with their rules.

10. To send regularly the progress report of the students to their parents or guardians.

11. To establish and correspond with the National Council of Education, Research and Training for obtaining latest useful information and material from them and to assess and evaluate such information and material and put up recommendations to the Manager for their adoption and procurement for the school.

12. To keep in constant touch with the latest developments in the field of education to prevent the school from stagnation.

13. To maintain a record of leave for the staff and also sanctions Casual leave for the staff working under him; other cases of leave, with or without pay shall be forwarded to the Manager with his comments/remarks for decision.

14. To maintain annual confidential report of every employee in the service book.

15. During the period of probation, every employee on probation shall be evaluated and a written evaluation shall be presented to the Manager for confirmation/termination/extension of the employee on probation.

16. To remove a pupil from the school on the ground of discipline, whose removal is necessary in the interest of discipline among other students.  

C. Finance

The responsibilities under this title are listed below: 

1. To see that the school fee is collected regularly from the students and is entrusted to the Manager on the same or the next day. In his absence the money collected will be deposited in the school’s bank account and information is given to the Manager when he comes back.

2. He ensures strict adherence to the entitlements of the staff and will be responsible to make good any loss suffered by the school by negligence of any staff member or students and personally scrutinizes all financial documents and ensures its safe keeping.

3. He ensures that the school fee is realized and credited to the daily school register. He will maintain the proper record of defaulters and sundry debtors and prepare a monthly fee reconciliation statement showing amount of fee due, previous dues if any, fee realized during the month and fee still due.

4. The Principal can meet all the financial expenses for the ordinary day –to –day academic functioning of the school and shall entrust the bills and vouchers to the account section immediately for the expenses incurred.

D. Welfare

1. To look after the welfare of the employees of the school

2. To look after the welfare of the children of the school

3. To provide counseling and guidance services for students 

4. To organize seminars and family counseling etc for the parents 

5. To arrange special remedial teaching for weaker students of the school

6. To arrange informal and non-class room teaching 

7. To organize the adult literacy programmes, programmes for school drop outs and non-school going children around the school

8. To arrange NCC, Junior Red Cross, Scouting & Guiding, Social Service activities, etc.
9. To create social awareness among children by their visits to slums, orphanages, hospitals, old age homes, juvenile homes, rehabilitation centres, etc. 

2. The Vice Principal
1. The Vice Principal shall be appointed by the Manager in consultation with the Principal. 
2. The Vice Principal is the second-in-command in the school.
3. S/he works in close collaboration with the Principal and assists him in the execution of his responsibilities.
4. S/he officiates as the Principal in the absence of the Principal.
5. S/he works as a liaison officer between staff/students/parents and the principal.
6. S/he pays particular attention to the curricular and co-curricular activities of the school.
7. S/he devotes at least 18 periods a week to teaching of students.
3. The Supervisor
1. The Manager in consultation with the Principal appoints the Supervisor.
2. S/he supervises the ordinary running of the primary sections entrusted to him/her in regular consultation with the Principal.

3. S/he supervises the work of the teachers and the students and organizes other activities of the sections like class room teaching, checking of notebooks, evaluation, maintenance of records, discipline, etc.

4. S/he undertakes functions involving the public and the parents,  in consultation with the Principal. 

5. S/he advises the Principal regarding: 

a) Promotion of students in the session concerned. 

b) Confirmation/termination of the members of the staff on probation. 

c) Disciplinary actions to be taken against erring members of the staff/students. 

d) S/he devotes at least 18 periods a week to teaching of students.
4. The Office Staff 
A.  Classification of Employees 
      a) Permanent                        b) Probationer               c) Temporary 

      d) Part time                           e) Contractual               f) Casual 

      g) Fixed tenure 

a) A permanent employee is one who has been confirmed in his post and has received a letter of confirmation from the head of the Institution after completion of his period of probation, original or extended.

b) A probationer is one who is provisionally employed with a view to being considered for employment in a permanent post on completion of his/her period of probation. Unless confirmed in writing the probationer will remain on probation even after the expiry of the probation period. However, if an employee is not issued the confirmation/termination letter up to two years from his/her date of appointment s/he shall be deemed to have been confirmed on the expiry of the two years of service, provided s/he is qualified and trained.

c) A temporary employee is one who has been appointed for a limited period of time or who is employed temporarily as additional workmen in connection with a temporary increase or unusual pressure of work.

d) A part time worker is one who is employed for less than the normal period of working hours. 

e) A contractual Employee is one with whom a contract with terms and conditions is signed for a particular work after mutual agreement.

f) A casual employee is one whose employment is of an occasional or casual nature. 

g) Fixed tenure: A person can be engaged for a specific period as warranted by the circumstances; however, the services of such person can be dispensed with before the expiry of the fixed period without any prior notice or any payment in lieu thereof. However, if an employee is required to work beyond the fixed period, s/he shall be issued an extension letter or fresh letter of engagement as deemed fit; no prior notice or any payment in lieu thereof shall be given to him/her if his/her services are to be dispensed with, before the expiry of the extended fixed tenure.

B) Further classification of Employees
      1. Teaching staff (Vacation staff)

      2. Non-teaching Staff (Non-vacation staff) 

      3. Class IV employees 

1. By ‘teaching staff’ is meant teachers, counselors, etc. on fulltime employment. This category is also referred to as vacation staff.

2. By ‘non-teaching staff’ is meant Principal, Headmaster, secretarial staff, accountants, librarians or any other category of the clerical staff. These are also categorized as non-vacation staff.

3. By ‘class IV employees’ is meant sweepers, peons, errand boys, gardeners, and doorkeepers, security guards, watchmen, etc.

However, the categories like drivers, electricians, etc. can be allotted other miscellaneous jobs in the school in view of the fact that their actual duty hours are too less to justify their full time employment.

1. UDC (Upper Division Clerk)
The UDC will be responsible for the following:

a) To organize the school office works efficiently and effectively in his/her capacity as the one in-charge of the school office. 

b) To maintain all files and correspondence records and carry out all clerical duties.
c) To maintain all school ledgers and financial documents.
d) To maintain all school accounts and relevant files.
e) To collect all school fees and entrust to the person concerned on the same day or the next day, or deposit the amount in the school’s bank account in his absence and prepare all        documents connected with the collection and accounting of school fees.
f) To prepare fee summaries and monthly fee reconciliation statements.
g) To keep an account of school staff

h) To maintain school office, Principal’s office, office stores and equipments

i) To maintain scholar registers, service books, staff attendance register, acquittance register, etc. 
j) To carry out all tasks allotted by the Principal.
k) To supervise the work of office staff: LDC, peons and other workers and ensure that they carry out their respective duties as per the direction of the Principal.  

In general, s/he will be responsible to assist the Manager, Principal, Vice Principal and Headmaster in carrying out their administrative duties of the school.

2. LDC (Lower Division Clerk)
The LDC will carry out all clerical duties in the school as assigned by the Principal. S/he will work under the supervision of the UDC. S/he will hold all such stores in his/her charge as required and ordered by the Principal. In the event of the absence of the UDC, s/he will officiate in his/her post and discharge all duties in addition to his/her own duties.

3. Secretary
The secretary to the Principal will carry out all duties assigned to him/her by the Principal. S/he will assist the Principal in his office work such as correspondence, maintaining of records, files monitoring, visitors, attending telephone calls, conveying messages etc. S/he acts as the PRO and as the liaison between the school, Principal, public, staff, parents and students. 

4. Librarian

a) S/he shall issue books to readers and get them back from them in time according to the system followed in the library.
b) S/he shall see that no books are lost or stolen from the library or tampered with. If books are lost or damaged, s/he is liable to make good the loss/damage.
c) S/he shall ensure that complete silence is maintained in the library.
d) S/he shall provide reference service to readers.
e)  S/he shall attend book fairs and read book reviews in order to recommend and select books suitable for school children and thus build up the school library.
f) S/he shall recommend purchase of adequate books for the library according to the reading interest of different age groups of children.
g) The children from class VI onwards should be given the basic information of books retrieved from the bookshelves or catalogue cabinet.
h) S/he shall ensure that there are adequate seating arrangements in the library and enough light for reading.
i) S/he shall maintain proper records in the accession register of all books received in the library.
j) S/he shall see that all the books are allotted accession numbers and class numbers. They should be stamped with a school and library seal on the decided pages.
k) S/he shall prepare the catalogue cards required for a particular book and properly file in the catalogue cabin.
l) All the books should be arranged properly in the library and displayed at a height convenient to the readers

m) S/he is a non-vacation staff and has an eight-hour duty; s/he shall be available after school hours and even on holidays other than gazaetted holidays.
n) S/he may be assigned other duties by the Principal if free from library works

5. Counselor


Every MST school will have a qualified counselor who will assist the children to sort out their psychological problems. The counselor will identify the problems of the students at the earliest. All students will be interviewed by the counselor and report the findings to the Principal. If needed, the counselor will call parents and discuss the matter with them. S/he will advice the teachers how to handle particular students.  Children with learning disabilities shall be identified and professional assistance shall be given to them. Aptitude tests shall be taken and career guidance will be provided. The counselor will assist children to overcome their exam anxieties.
6. Nurse


She takes care of the immediate medical needs of the school community. She spreads awareness of good health-habits, need for cleanliness, imparts sex education, dental care, nutrition, effects of drug abuses etc. She will function also as an office staff and carry out all tasks allotted by the Principal.
7. Class IV Employees
1. All class IV employees shall be appointed for a period less than 240 days in the first instance, after which they shall be confirmed in their service or terminated without assigning any reasons. If the services of the employees are not satisfactory to the management, they may be terminated before the expiry of the said period by giving one month’s notice or one month’s salary in lieu thereof.

2. The school office shall remain open every day of the academic year and the staff shall be on duty except on public gazetted holidays.

3. No employee can earn a leave during vacations unless his/her services are utilized fully on any normal working day. For utilization of service of an employee during vacations on a regular basis there should be specific work allotted. If the service of an employee is required to complete the pending work during vacations, it shall not be construed as additional or extra work. as such service cannot be treated for the purpose of earning leave.

4. If the work is not completed at any given time, the employees shall put in extra time to complete the work without claiming extra wages.

5. The head of the institution will assign duties and hours of duty to class lV employees.

6. Every employee shall put in a minimum 8 hours work daily. The Principal may assign any additional duty and hours of duty to any staff member as deemed fit.

7.1. Laboratory Attendant

       The duties of laboratory attendants, apart from the above, would also include:

1. Cleaning, setting and arranging the apparatus in the laboratory; this includes cleaning utensils in the Home Science Laboratory.
2. Issuing and getting back apparatuses and maintaining proper accounts of the same.
3. Cleaning the laboratory and dusting its furniture.
4. Carrying the apparatus to the classrooms as required by the teacher concerned

5. Collecting materials such as frogs and other living animals from outside the campus of the school for the purpose of experimental studies.
6. Maintaining the botanical garden, aquarium, etc.
7. Repairing/polishing/painting apparatuses and furniture.
8. Carrying out any other task assigned to him/her by the Principal.
7.2  Watchman
The watchman will be responsible to look after the property of the school. His duties will be:  
1. To ensure that all rooms have been locked properly and keys deposited with the Principal.
2. To ensure that nothing belonging to the school, teachers or students that has been left behind is stolen. He will report to the Principal if any item of school property or that of any student or teacher has been found outside. He will keep such things in his custody till the next day. He should hand over the articles to the Principal the next day.

3. To lock the main gate at stipulated time and regulate visitors. Control parking of the vehicles in the school compound.  
4. To keep watch on students who go out during class hours. 

5. To prevent intrusion of unsocial elements; to report to higher authorities in case of any commotion. 

6. In case of fire, to use the fire extinguishers and to ensure safe evacuation of students.  
7. To keep a watch on the school premises during the night and report to the neighboring units if any untoward incident takes place.
8. To carry out any other task assigned to him by the Principal. 

7.3. Peon

S/he will work as messenger or handy boy/girl for the Principal and for the school office. S/he will carry out all tasks befitting a peon, assigned to him/her by the principal, including running errands for school work, delivering hand post, carrying documents as ordered by the Principal, cleaning, dusting, making arrangements for functions and school assembly, supplying drinking water, etc. S/he shall carry out any other task assigned to him/her by the Principal.

7.4. Gardener
The gardener will ensure the upkeep of school lawns and gardens. S/he will plant seasonal flowers well in time after obtaining the approval of the Principal. S/he will keep the lawns and hedges trimmed at all times. On horticultural matters S/he will carry out the instructions of the administrative officer.

7.5. Cleaners 
Cleaners will ensure that all buildings, including the Administrative Block, Toilet Block, the Laboratories, and the school compound,  are cleaned every day, and all the other duties assigned to them by the Principal or the supervisors are carried out properly. The administrative officer will assign duties to cleaners.
7.6. Drivers  

1. Drivers shall observe all laws, rules and regulations in respect of driving their vehicles.
2. They shall be extremely careful while driving the school vehicles, keeping in mind the safety of the students.
3. They shall be held responsible for all acts, omissions and non-compliance of rules and regulations for vehicles driven by them. If any fine or penalty is to be paid by the institution on account of the driver’s negligence, it shall be made good by them. 
4. They will ensure the proper maintenance and upkeep of the school vehicles.

5. All instructions/directions that may be given to them from time to time shall always be complied with.

6. Their continuation in employment will always be subject to their remaining physically and mentally fit and alert. The management shall have every right to get them medically examined or re-examined at any time by a registered medical practitioner or eye-specialist of its choice, whose finding will be final and binding on them.

7. They will not drive the school vehicles in a drunken state or under the influence of any other intoxication or drugs.

8. They shall be personally responsible for strict observances and compliance of the traffic rules and regulations.

9. They will keep the school vehicles clean and in good working conditions and will be responsible for keeping sufficient lubricants and water in them. They will also be responsible to see that the school vehicles are periodically serviced and tuned.

10. In case of challan, fine or prosecution for the violation of any traffic rules and regulations, they will be personally liable to paying any fine imposed for such violations.

11. In case any part of the vehicles is stolen and/or missing, they will be personally liable to making good the loss to the institution.

12. They will be responsible for the safe custody of the school vehicles driven by them and in case of damage or loss due to their negligence, they shall make good such loss or damage.

13. At the close of their daily duty, they shall park the school vehicles, properly locked, in the garage or at the assigned parking place and shall hand over their keys to the person authorized.

14. They shall maintain proper accounts of purchase/consumption of petrol/diesel and lubricant oil and shall make proper entries in the logbook, which shall always be kept in the vehicles and they will produce the same for inspection as and when required.

15. They shall neither leave the premises of the institution nor take the vehicles anywhere unless so permitted by the management.

16. They shall not allow any unauthorized persons to travel in the vehicles or drive them.

17. While on duty they shall wear a neat, clean and ironed uniform and keep the driving license with them.

18. It will be their duty to take the vehicles for out-station journeys as and when so required. For such out-station journeys they shall be paid suitable amount as diet money. 

19. Their duty hours will be regulated from time to time purely at the discretion of the management as per the expediency of service.
7.7. Conductor

It is his duty to see that the children are safely seated in the bus and they are dropped at the designated stops and are received by the parents/guardians. 
PART- III
SERVICE CONDITIONS
1. Appointments
1. The Manager shall be the appointing and discharging authority of all classes of employees except that of the priests/religious reserved to the Chairman of the Trust. The Chairman shall be the appellate authority against the decision of the appointing/discharging authority, of all and when the circumstances so demand. The aggrieved employee is barred from approaching any court/authority before exhausting the appellate remedies.

2. The Chairman shall have the power to transfer any employee to any of its institutions under the Trust at any time, from one place/department to another. The employee shall report and join for duty in the new place within seven days after getting the transfer order, failing which it will be presumed that s/he does not wish to continue in service and has left the service; no claim can be made after the expiry of the prescribed date.

3. A candidate for appointment to a job shall produce all his/her certificates, and diploma, mark sheets, a passport size photograph, and other relevant documents in the original at the time of appointment and deposit photostat copies of the same with the school authorities.

4. Those selected for employment will be given appointment letters in duplicate which will explain the basic terms and designations of the employment. The rest will be specified in these service rules. By signing the duplicate appointment letters, the employees will be understood as accepting all the terms and conditions of service as specified herein.

5. No employment is valid unless an appointment letter is made and signed by the appointing authority and the selected candidate except in the case of casual employees.

6. Excluding the religious, all principals, headmasters, lecturers and teachers, except those appointed temporarily for a period of less than one year, shall be on probation for a term of one year which may be extended to two years. If after two years of service any incumbent continues in his/her appointment, s/he shall, unless the appointing authority, for reasons to be recorded in writing, otherwise directs, be deemed to have been confirmed in that appointment. On confirmation, the incumbent shall sign a contract of service with the management as soon as possible.

7. Every employee appointed to the staff will be on probation for one year. If the service of the probationer is found unsatisfactory, the appointing authority may terminate his/her service at any time by giving a month’s notice or by paying a month’s salary in lieu of notice.

8. A confirmed employee can leave his/her service at any time by three calendar months’ notice in writing without giving any reason or without notice by three months’ salary in lieu.

9. The service of any employee, after s/he is confirmed, may be terminated for reasons of retrenchment because of the abolishing of a subject, class or department, after giving the employee three months’ notice  or by paying three months’ salary in lieu of notice.

10. Any employee who has a previous criminal record which was concealed or who gives wrong information and gets appointed in the institution shall be dismissed from his job in the institution with immediate effect after verifying the same.

11. When the employment of a permanent employee is to be terminated, s/he shall be given three months’ notice or three months’ payment in lieu of notice. The reason for the termination of service shall be recorded in writing and shall be communicated to the employee unless such communication directly or indirectly, in the opinion of the Manager, is not required. 
12. Every employee shall be retired from service on attaining the age prescribed by the state government. Generally, extension of service may not be granted. An employee can retire/can be asked to retire prior to this age, if s/he is found physically/mentally/professionally unfit.

13. There shall be no pension given by the school except as provided under the scheme of contributory provident fund act.

14. Gratuity shall be granted to the employees of the educational institutions of the Trust as per the law of the land.

15. The period of school vacation shall count as period spent on duty; a principal, headmaster, lecturer or teacher who has been in the service of an educational institution during a full academic year shall be entitled to full payment of salary for the ensuing vacation except when such a person has been officiating in place of another person entitled to payment for the vacation.

16. A confidential record of every employee shall be maintained by the head of institution. It shall consist of two parts. The first part consists of a factual record of employment, salary scale, increment, promotions, record of leaves, any disciplinary actions, as well as factual assessment with regard to the work done by the employee. The second part consists of confidential and evaluative statements with regard to the performance of the employee.

17. The signature of the employee shall be obtained for entries on the first part. Refusal on the part of employee to sign in it shall be entered by the principal or any other person authorized by the manager/principal. Confidential entries shall be made at least once a year and shall be reviewed by the managing committee. If there are serious lapses on the part of the employee and the management contemplates any action, the said lapse/s shall be communicated to the employee to provide him with an opportunity to rebutting the same through written representation, and if necessary, through oral submissions in addition to the written rebuttal.

18. The service of any teacher or lecturer who refuses to go for further training may be terminated. If the person concerned is not able to go for a training at the first opportunity due to personal difficulties, s/he may be asked to go for such training in the next year. But more than two chances shall not be allowed. The employees shall get themselves trained at their own expenses.

19. An employee who once worked in an institution of the Trust can get employed in any other institutions under the Trust only after obtaining an NOC from the manager of the institution   in which s/he previously worked. If there is no serious reason, the manager shall not withhold the NOC.

20. An employee who is dismissed from an institution of the Trust is not eligible to be appointed in another institution in the Trust and any such appointment shall remain invalid.

21. To appear for any examination in order to improve one’s qualification, an employee has to obtain prior written permission from the manager and shall make such an attempt only after at least one year of service in the institution. In case the institution is found to be suffering on account of such a programme, s/he may be asked to give up the same at any time.

22. No employee can claim a promotion or hike in the salary by virtue of passing an examination or obtaining a degree certificate. Promotion will depend solely on the vacancies available and the ability of the employee. The final decision in this regard will rest with the Manager.
23. Owing to fall in strength in the school and consequent reduction of number of sections, if it becomes necessary to retrench the staff, normally the junior most employee in the school shall be retrenched and his service terminated by giving one/three months’ notice or one/three months’ salary in lieu of notice as the case may be. The management shall be at liberty to determine which teacher has to be retrenched after taking into consideration the staff requirements to handle different subjects of the syllabus.

24. An employee who seeks election as an independent candidate of a Panchayath or Municipality shall do so only with the approval of the school managing committee and shall not be entitled to any office without resigning from his/her post in the school.
2. Emoluments

1. The pay scale and allowances of all employees shall be what is stated in the appointment letter or revised from time to time. In case of any payment based on wrong information or by mistake, the same shall be recoverable from the employee with retrospective effect and if the employee is found to have intentionally concealed the facts, suitable action, including recovery of interest/fine, may be taken.

2. When an employee is appointed, s/he shall be paid from the date on which his/her service in the school commenced.

3. The wages of the employees shall be paid through their bank accounts before the fifth day of the following month after getting a receipt/stamped receipt signed by the employee.

4. Salary shall be paid to the employee without any deduction except the following:

a) Deduction of professional tax payable by the employee. 

b) Deduction for contribution to the PF.
c) Deduction for loans/advance to the employee.
d) Deduction for allowance such as food, lodging, and electricity.
e) Deduction for absence from duty.
f) Fines

g) Deduction against damages or loss of the employer’s property entrusted to the employee, loss of money, etc; but such deduction shall be subject to the lapses having been established through domestic enquiry unless the concerned employee admits the lapse on his/her part.

  5. In case of a genuine need, an employee may be paid his/her salary in advance, but the amount paid shall not be more than the amount due until the day of payment.

3. Provident Fund
An employee eligible for membership shall subscribe to the PF as per the Provident Fund rules. This fund shall be operated according to the rules and regulations of PF.  

i) Nomination

a) Every employee on joining the PF shall make a nomination in the prescribed form conferring on one or more persons to receive the amount that may stand on credit in his/her fund, in the event of his/her death before the amount has become payable or having become payable has not been paid.

b) If at the time of making the nomination, the employee has a family, the employee must nominate in favour of the members of his/her family and not any other person. Any nomination made by such employee in favour of a person not belonging to his/her family shall be invalid.

c) If at the time of making the nomination, the member has no family, s/he shall provide in the nomination that it shall become invalid in the vent of his subsequently acquiring a family.

d) A member may at any time modify a nomination by sending a notice in writing to the head of the institution.

e) A nomination or its modification shall become effective to the extent it is valid from the date of its receipt by the head of the institution.

ii) Withdrawal of the PF
 The member or its nominees may withdraw the full amount standing to his/her credit and    the management’s contribution as per the PF rules:

a) Upon retirement from the service 

b) If retrenched 

c) If the employee is permanently disabled  (mentally or physically)

d) In the event of the employee’s death.
4. Work Hours
1. The appointing authority will determine the duty hours of the employees. The duty hours will normally not exceed the school teaching hours on working days. The teachers are bound to put in minimum 1200 teaching hours in a scholastic year. 

2. The non-vacation staff and class IV employees are bound to be on duty for eight hours daily excluding the lunch break.

3. Any time spent by the staff for co-curricular activities shall not be counted as time spent on duty and hence is not remunerative.

5. Leave 

1. Any leave must be asked for in writing and well in advance except in unforeseen circumstances. Even in cased of casual leave, an application must be sent, as soon as possible. Mere submission of application for leave will not be deemed that the leave, applied for, has been granted.

2. No leave shall be claimed as of right. The competent authority will have the discretion to refuse or revoke leave according to the exigencies of the activities of the Institution. Reason for such refusal will be made known to the employee.

3. Casual leave:  An employee is eligible to casual leave for personal and special needs. S/he shall be entitled to casual leave of thirteen days in a calendar year and it can be extended to fifteen days at the discretion of the sanctioning authority, with pay. This leave may not be taken without sufficient reason and it is not accumulative. It shall not be combined with other leave. Casual leave can be prefixed or suffixed to Sundays or holidays, provided they are not more than three at a time.

4. A teacher is eligible for all the holidays notified in the school calendar or announced by the school. But it is to be clearly understood that if the head of the institution asks the teacher to come to the school on a holiday to attend a meeting or for any other purpose connected with the administration of the school, the teacher/employee is bound to come notwithstanding the fact that it is a holiday.

5. Permanent employees are eligible to other leaves such as medical leave and maternity leave. 

6. Medical leave shall be sanctioned on the submission of medical certificates by registered medical practitioners on the average pay for fifteen days for every twelve months spent on duty.

7. Maternity leave of 60 days shall be granted to a confirmed female employee with full pay. An unconfirmed employee shall get maternity leave without pay. The maternity leave with pay shall be granted only twice during the entire service of an employee. 

6. Code of Conduct for Teachers


Every employee shall be subject to the byelaws and the general rules laid down by the Trust with regard to the discipline and conduct of its employees. Every employee shall shoulder the responsibility of maintaining proper discipline, imparting value based education and shall be instrumental for character formation of the students in accordance with the spirit and interest of the institution. Further, an institution under the Trust being a Christian religious minority institution established, managed and administered by the Trust, an employee shall not act in a manner which might in any way be disrespectful, harmful or otherwise damaging to the Christian principles, faith and interests followed and revered by the management of the institution. Every employee of the educational institution of the Trust shall preserve an exemplary moral character, maintain absolute integrity and devotion to duty and so live as to be an honour to the institution and an inspiration to others, especially to the student community: 

1. Teachers shall, by precept and example, instill in the minds of the pupils entrusted to their care, love of the motherland and respect for the laws and for the Constitution of India.

2. Teachers shall, by precept and example, inculcate in the minds of their pupils respect for law and order.

3. Teachers shall organize and promote such school activities which will foster a feeling of universal brotherhood among pupils.

4. Teachers shall, by precept and example, promote tolerance for all religions among their pupils.

5. No teacher shall be a member of any political party or carry on activities either openly or in camera in support of any political party in the school campus or disseminate instruction of a partisan political nature to students.

6. Teachers shall always be on the alert to see that their pupils also do not take an active part in politics in the school campus or any way interfere with the running of the school. 

7. No teacher shall be a member of the State or Central legislature. S/he shall resign his/her job before standing for election as a candidate.

8. Teachers shall take their stand against unhealthy competitions in society and must strive their best to instill in the minds of their pupils the principles of co-operation and social service.

9. Teachers shall co-operate with one another and secure the co-operation of others in all their activities which aim at the improvement of the moral, mental and physical well being of their pupils.

10. Teachers should be strictly impartial in their relations with their pupils. They should be sympathetic and helpful particularly to slow learners.

11. Teachers should be learners throughout their lives not only to enrich their own lives, but also the lives of those who are placed in their care. They should plan out their work on approved lines and do it methodically, eschewing all extraneous activities.

12. Teachers shall regard individual pupils as capable of unique development and/or of taking their due place in society; they shall help them to be creative as well as co-operative.

13. Teachers shall be temperate and sober in their habits. They should scrupulously avoid chewing of betel leaves, gutka, smoking and such undesirable habits in the presence of students within the precincts of the school.

14. Teachers shall be of exemplary moral character. Their dealings with the members of the other sex in the school or outside shall not bring discredit to their character or to the school.

15. Teachers shall take pride in their calling and try to promote the dignity and solidarity of their profession.

16. Teachers shall be advocates of freedom of thought and expression.

17. No teacher shall indulge in or encourage any form of malpractice connected with examination or school activities.

18. Teachers shall not divulge to others confidential matters relating to the institution.

19. No teacher shall undertake private tuition or employment or otherwise engage him/herself in any business. Any teacher violating these instructions will be liable to disciplinary action.

20. Teachers shall be clean, neat and dignified in their dress while on duty. They shall on no account be dressed in such away as to be provocative or be an object of distraction or ridicule at the hands of their students or colleagues.

21. Teachers shall be punctual in respect of their class as well as any duty assigned to them by the Principal.

22. Teachers shall abide by the rules and regulations of the school and show due respect to their superior authority.

23. Teachers shall avoid monetary transactions with their pupils and parents and refrain from exploiting their school influence for their personal ends. They shall generally conduct heir personal matters in such a manner that they do not incur a debt beyond their means to repay.

24. Teachers shall not engage themselves as selling agents or canvassers for any publishing firm or trade.

25. No teacher shall apply for an assignment or job outside the school directly except through the proper channel. All such applications shall be sent through the appointing authority. 

26. Teachers shall represent their grievances, if any, through proper channel. They shall not exert pressure or influence of any person in respect of any matter pertaining to their service in the school.

27. Teachers shall consider the school property and funds as if placed in their hands with trust and shall exercise the same with prudence and care just as they would do in respect of their own property or funds.

28. No teacher shall ask for or accept contributions or associate with raising any funds or collections in cash or in kind in pursuance of any object, whatsoever, without the previous sanction of the competent authority.

29. In carrying out their duties, teachers shall strictly follow the instructions of the authority concerned. They shall not draw parallels from the neighboring schools or government run institutions in the matter of dedication and thoroughness in work. They shall carry out their duties with almost dedication with a view to doing the maximum good to the children under their care.

30. Teachers shall deliver their lessons only after thorough preparation and with appropriate teaching aids. To teach habitually without preparation or with insufficient preparation and without teaching aids shall be deemed as neglect of duty, which renders the teachers liable to appropriate reformative action by the management.

31. A teacher who is incapable of maintaining discipline and an atmosphere of hard work and concentration in the classroom shall be considered inefficient. S/he may be relieved from service by following the prescribed procedure.

32. Correction of students’ work, i.e. class work, homework, compositions, test and examination scripts and maintenance of the relevant registers, is an integral part of a teacher’s work and unless it is done thoroughly and within the stipulated time, a teacher shall not be deemed fulfilling his/her duties.

33. Teachers shall do remedial teaching as and when required of them by the Principal and they shall not expect any remuneration for the same.

34. Teachers shall be required to be present within the school premises before the commencement of the morning assembly and to sign the attendance register.

35. It is the duty of the science teachers to organize and maintain the laboratories. No science lesson shall be deemed complete unless appropriate experiments, models, etc. are shown to the students. They shall furnish a list of the required instruments to the Principal at the beginning of each academic year. They shall plan and prepare the experiments in advance so as to be ready for their class. Record books shall be maintained wherever required.

36. Social studies teachers can do justice to the subject only if suitable aids are used while teaching. They shall be responsible for maintaining the map room, the maps, globes, charts, etc. They shall submit a list of requirements to the Principal in the first week of April/ July and on receiving the items, classify and maintain them in the proper stands with labels.

37. Be it science or mathematics, or any other subject, concept formation (understanding of various concepts, principles, theories, formulas, etc.) is of paramount importance. One cannot build up on weak foundation. Hence teachers shall teach with clarity of thought and expression, and evaluate the teaching-learning process using the methods learnt during their professional training or as directed by the Principal.

38. Creativity, experimentation, critical thinking, keen sense of observation, improvisation, etc. are the hallmark of good teachers, let alone the ability to motivate and inspire those who are taught. Teachers shall always remember that their students are the reflections of what they are, nay the mirrors in which the teachers’ images are seen. Helping the students to develop wholesome personalities to shoulder responsibilities in future, and to evolve the right type leadership in and outside the classroom situations shall be some of the aims of teachers. The teachers and the taught are like potter and clay. Moulding the character of students can never be over emphasized. Human resources development begins in the classroom.  

39. Teachers shall use the reference section of the school library regularly.

40. Teachers shall organize co-curricular activities, school functions, competitions, etc. as proposed by the Principal.

41. Teachers shall consider the work connected with examinations and tests as an integral part of their duty and a work of great importance. Any slackness in the work of invigilation is a serious offence against a teacher’s duty. If a teacher is found helping any students in examinations or tests or neglecting to take proper steps to prevent malpractice, it will be deemed  a serious and deliberate lapse, which will invite punitive measure.

42. Teachers shall maintain cordial and cooperative relationship with the management and among themselves. Any difference of opinion or dispute of any kind shall be resolved through dialogue with the person concerned in the proper manner.

43. Teachers shall imbibe the spirit of service of society, and uphold and practice priorities in the work of educating the youth which is person-oriented, pursuing excellence, and working towards a just society.

44. Teachers shall not accept or permit any member of their family or any other person acting on their behalf to accept any gift from any pupils, parents or any persons with whom they have come into contact by virtue of their position in the school.   

Note: The expression ‘gift’ shall include free transportation, boarding, lodging or other service or any material pecuniary advantage provided by a person having no official dealing with him. A casual meal, lift or other social hospitality of a casual nature shall not be deemed a gift.

7. Procedure for Redress of Grievances
1. Any employee desiring redress of grievances arising out of his/her employment due to unfair or wrongful action shall submit a compliant to his/her immediate authority, i.e. the Manager who shall dispose of the said compliant within 15 days of the receipt.
2. If s/he feels that s/he has not obtained redress, s/he should submit his/her grievances in writing and present them to the next higher authority, i.e. the Chairman of the Trust before approaching any other authority or any court of law. The Chairman shall communicate his decisions to the applicant within a month of the application/appeal. The decision of the Chairman shall be final.

3. Any reference to any authority/court without exhausting arbitration procedure shall be null and void.  
8.  Disciplinary Action 
Discipline stands for self-imposed and self-regulated orderly conduct of affairs by the employees and the employer for the attainment of the goals of an organization. Hence, it eschews actions that are decremented to the organizational goals. Disciplinary action is the right of the management as part of administration. The one who appoints has the right and power to remove or punish, provided that natural justice is maintained and proper procedure is followed.  

8.1. Misconduct

Misconduct is an act which is incompatible with an effective employer-employee relationship.

8.2. Procedure for Disciplinary Action 

The following are the various steps that shall be followed against an employee guilty of        misconduct.

a) The show cause notice/charge sheet: If there seems to be a serious reason for believing that a misconduct has been committed, the concerned employee shall be given a show cause notice/charge sheet by the head of the institution, clearly stating the allegations against him/her and asking for a written explanation within 72 hours or any other period indicated therein.

b) Consideration of the employee’s reply to show cause notice/charge sheet: The employee shall be required to submit within the prescribed time a written statement of his/her defence and to state whether s/he desires to be heard in person and produce witnesses. The delinquent employee may seek permission for inspection of the records or documents for the purpose of preparing his/her defense. Such permission may be refused on the grounds of its irrelevancy to the case or if it is considered not desirable in the interest of the institution to allow inspection of the records/the documents for reasons of secrecy of privileged nature of contents. The explanation to the show cause notice will be considered and if found satisfactory, the whole matter will be dropped. If unsatisfactory, the management shall inform the concerned employee that there will be a domestic enquiry on the charge sheet.

c) Intimation of the enquiry: If after due consideration, the management finds the explanation given by the employee unsatisfactory, it shall appoint one of its personnel or depute any other person to conduct a domestic enquiry. A letter shall be given to the employee, informing him/her of the date, place and time of the enquiry and the name of the enquiry officer.

d) The domestic enquiry: The purpose of the enquiry is to give the employee an opportunity to prove his/her innocence of the charge. The enquiry officer shall then conduct the enquiry by asking the delinquent employee whether s/he desires to be heard in person. If s/he desires, s/he shall be heard or/and an oral enquiry be held wherein evidence as may be adduced by either side shall be taken on points arising for determination. Sometimes the enquiry officer, for the reasons to be recorded in writing, may refuse to call witnesses whose evidence is, in opinion of the enquiry officer, not relevant or whose presence cannot be secured except at considerable inconvenience and expense. During the enquiry, the delinquent employee shall not be allowed to be represented by any outsider or an advocate. In the case of class IV employees, the employee may choose to be represented by any of the fellow employees of his/her choice to conduct his/her defence in his/her place.

e) A charge sheeted employee can be placed under suspension during disciplinary proceedings and s/he will be entitled to 50% of his/her salary towards suspension allowance which can be reduced or refused if the suspended employee fails to participate in the enquiry or adopts delay tactics. The management can also direct the suspended employee to mark the attendance at any time during working hours. To be precise, if the enquiry is delayed by the employee for whatsoever reasons beyond three months, the suspension allowance shall be reduced to 25% and if the delay is extended beyond six months, the employee shall not be entitled for any suspension allowance. Similarly, if the delay is attributable to the management beyond three months, the suspension allowances shall be raised to 75% of the wages and if the delay is beyond six months, the employee shall be entitled to full wages. The enquiry officer shall be within rights to refuse adjournment/s if in his/her opinion the said adjournment is likely to cause delay necessitating the enhanced or reduced suspension allowance as explained above.

f) The finding of the enquiry officer: The enquiry officer will record his/her findings on the basis of testimony presented and give his/her findings on the culpability or the innocence of the employee with regard to the charge/s clearly stating reasons for his/her conclusion.

g)  Decision of the competent authority/management: 

- The management or the competent authority shall, if it disagrees with the findings of the enquiry officer or any article of charge, record its reasons for such disagreements and record its own findings on such charge, if the evidence on record is sufficient for the purpose.

- If the competent authority or management is of the opinion that the delinquent should be dismissed/ removed from the services/ his/her services should be terminated, it shall:

- Furnish a copy of the report along with findings with brief reasons for its disagreement, if any, to the delinquent, and further give him/her a notice stating the purposed action to be taken and calling upon him/her to submit within fifteen days of its receipt, such representation as s/he may wish to make on the proposed action on the basis of the evidence adduced during the enquiry. The competent authority/management shall thereupon, considering the representation, if any, made by the delinquent, shall determine what action should be taken and shall pass an appropriate order according to the gravity of the misconduct and let the employee know in writing of his decision.

- The entire procedure shall as far as possible be completed within three months. No final order in any enquiry shall be rendered invalid on account of any defect in the appointment of the enquiry officer or any irregularity in procedure not affecting the merits of the case.
8.3. Ex-Party Enquiry
 If an employee concerned fails to appear before the enquiry officer at the appointed time and place without sufficient cause to the satisfaction of the enquiry officer, the enquiry may be conducted in his/her absence without any further notice to him/her.

8.4. Minor Misconduct

 The following acts or omissions shall be regarded as minor misconduct: 

1. Negligence of duty

2. Absence from work place during duty hours

3. Absence without leave 

4. Late attendance or leaving work earlier

5. Spitting or urinating at places other than those specified for the purpose

6. Idling or loitering during duty hours

7. Low production or less work/teaching on any day

8. Entering or leaving or attempting to enter or leave the premises of the school except by the gate or gates earmarked for this purpose

9. Willful slowing in performance of work or abatement or instigation thereof

10. Engaging oneself as a selling agent or canvasser for any publishing firm or trader dealing in materials required by the institution

11. Breach of any rule or instruction for the maintenance and running of any department and maintaining its cleanliness 

12. Abetting or otherwise committing a nuisance on the school premise.
8.5. Punishment for Minor Misconduct
a) Warning (written)

b) Imposition of fine, maximum of three days’ salary

c) Suspension from duties for maximum three days without pay. 

8.6. Major Misconduct
  The following acts or omissions shall amount to major misconduct:

1. Willful insubordination or disobedience, whether alone or in combination with others, of any lawful/administrative orders of the superiors. 

2. Going on any strike or inciting, instigating others, or taking part in unconstitutional political activities. 

3. Hunger strike, demonstration, dharna, confinement, burning of effigies, gherao, ‘go slow’, stay in strike, etc. for any reason, whatsoever, inside the school premises.
4. Theft, fraud or dishonesty in connection with the institution’s business or property of any other person connected with the school.
5.  Taking or giving bribes or any illegal gratification.
6. Habitual absence without leave or over staying the sanctioned leave without sufficient grounds or proper satisfactory explanation. 

7. Habitual late attendance.
8. Drunkenness or consumption of any intoxicant, smoking in the campus, riotous disorderly or indecent behavior on the premises of the institution or the domestic employees’ quarters.
9. Habitual neglect of work or any gross negligence.
10.  Willful damage or breakage of the property of the institution.
11. Threatening, intimidating, using force, using any form of violence against any employee or any person within premises or outside affecting the discipline or reputation of the institution.
12. Tampering with records or disclosing to any unauthorized person any information which may come to the possession of the employee in the course of his/her work that may cause material damage to the institution or damage its reputation.
13. Committing any act subversive of discipline or good behavior on the premises of the establishment or outside affecting the reputation of the institution.
14. Deliberately making false statements when responding to any enquiry conducted by the head of the institution or by any other person/agency in connection with the administration of the institution, and concealing true facts which should have prevented one’s employment, had it been known before one’s employment.
15. Being in police custody for more than 48 hours for any offence or indulgence in any act of moral turpitude.
16. Refusal to accept a charge sheet/show causes notice, order of any other communication offered by hand.
17. Unauthorized possession of any lethal weapon in the institution.
18.  Promoting anti-national or communal feeling or inciting in furtherance thereof.
19. Total disregard for cultural, ethnic, linguistic, social and religious sentiments and traditions of the area in which the institution is located.
20. Indulging/encouraging any form of malpractice connected with examinations / admissions in our school or in any other school.
21. While being present in the school, absents oneself (except with the previous written permission of the head of the school) from the class work, which one is required to attend.
22. Accepting any job of a remunerative character from any source other than the school or giving private tuition to any student or other person or engage oneself in any business honorary or against remuneration.
23.  Preparing or publishing any book or books, commonly known as keys, and assisting, whether directly or indirectly, in their publication.
24. Habitual breach of any rule or instruction regarding the maintenance in any department or the maintenance or the cleanliness of any portion of the school.
25. Asking for or accepting (except with the previous sanction of the head of the institution) any collections, whether in cash or kind, in pursuance of any object whatsoever.
26. Entering into any monitory transactions with any students or parents, exploiting one’s influence for personal ends, conducting one’s personal matters in such a manner that one has to incur a debt beyond one’s means to repay.
27. Accepting, or permitting any member of one’s family or any other person acting on one’s behalf to accept, any gift from any students, parents or any persons with whom one has come into contact by virtue of one’s position in the school.
28. Being guilty of misbehavior or cruelty towards any parents, guardians, students, teachers or other employees of the school.
29.  Organizing, attending or holding meetings within the boundaries or near the entries/exit points of the institution or in front of the residential premises of the officers of the institution and in its complex without written sanction of the management.
30. Gambling or playing cards within the premises of the institution.
31. Conducting money lending or any other private lucrative business.
32. Giving false information regarding one’s name, father’s name, husband’s name, family name, one’s qualification or regarding any other previous service particulars.
33. Submission of representation to any authority, public men or newspaper/magazine except through the management.
34. Misappropriation of money and/or misuse of institution’s fund/property.
35. Any attempt or threat to assault any employees, officers, the head of the institution, or any other person/s who has/had any connection with the institution, within or outside the premises of the institution.
36. Obtaining leave under any kind of false pretext. Taking up employment, honorary or remunerative, or doing any business is one’s own name or in the name of one’s family members, relative or friends.
37. Having immoral, illicit or unnatural relationship with any employee or student of either sex within or outside the premises of the institution.
38. Divulging confidential information about students except to those who are legitimately entitled to it.
39. Inciting students/teachers against other students, teachers or administration.
40. Doing anything which may undermine students’ confidence in their teachers, parents or guardians.
41. Lodging unsubstantiated allegations against colleagues or higher authorities.
42. Making derogatory statements about subordinates/colleagues, superiors in the presence of pupils, other teachers, officials or parents.
43. Habitual commission of any act or omission for which a fine may be imposed.
44.  Distributing or exhibiting within the premises of the school hand-bills, pamphlets, posters, photos, magazines and such other things or displaying or helping to display any matter by means of signs or writing or other visible representation without the previous sanction of the Principal/Manager in writing.
45. Sleeping or dozing during working hours.
45. Any act of bad faith towards the employer or any intentional act likely to harm the interests of the employer. 

8.7. Punishment for major misconduct
a) Stoppage of increment

b) Demotion 

c) Discharge

d) Dismissal 

1) In any case where the charges against an employee are of a serious nature, s/he may be suspended, pending an enquiry but not beyond a period of 90 days by which period the enquiry is bound to be concluded unless delayed by the employee/management. It should be clearly understood that the suspension pending enquiry is not a penalty. However, during the period of suspension, the employee is entitled to only half pay; but if the charges leveled against him/her are not proved, s/he is entitled to his/her full pay.

2) No employee shall seek or accept part time employment elsewhere. Knowledge of such engagements elsewhere shall result in the termination of his/her service in our institution.

3) The decision of the head of the institution upon any question arising out of or in connection with or incidental to these rules shall be subject to an appeal to the Chairman whose decision shall be final.

9. General 


1. All previous rules issued by the management and all agreements between the management and the employees contrary to these service rules are hereby superseded by these service conditions. 

2. Qualifying service of a permanent employee commences from the date of his/her appointment.

3. All types of leave taken during the service with salary are counted as qualifying service.

4. The period of break/gaps in service, the period of unauthorized absence or the period or leave refused by the management, shall not count as qualifying service.

5. As per directives, accounts are to be daily closed. Persons who handle money shall entrust bills and vouchers to the account section immediately.
PART –IV

PARENTS AND STUDENTS

1. Parents
1. Parents are joint educators. They should instill in their children noble ideals, a sense of discipline and politeness. In order to secure all that is best in the education of children, the maximum co-operation and support between parents and school authorities is needed. The parents should try to inculcate in their children respect, love and admiration for their teachers, authorities and management, and inspire them to maintain and foster parents- students–teacher’s solidarity.

2. It is the responsibility of the parents to see to the study of their children after the school hours. It is the obligation of the parents/guardians to meet the school authorities if and when they are summoned to the school for any purpose connected with school matters. 

3. The safety of the children is the parents’ responsibility before and after the school hours as well as once out of the school compound.

4. Parents are not supposed to visit the teachers during the school hours or enter the classrooms and talk to teachers during class hours. Any parent desirous of meeting a teacher shall do so in the Principal’s office in his presence.

5. The parents cannot claim or dictate on matters of admission, promotion or dismissal of a student. The decision of the Principal shall be final and binding.

6. The student, whose parents/guardians misbehave with the school authorities/staff members either physically or verbally, shall be dismissed from the school.

7. The parents/guardians, when summoned or when they come to the school for any purpose connected with school/student matters, shall not bring along with them any undesirable outsiders. 

8. Criticism of the teachers and school in the presence of their children shall be avoided as it is injurious to their education. Any problem may be brought to the notice of the school authorities and solution may be sought.

9. The parents shall not arrange private tuitions for their children with the institution’s staff without consulting the Principal.

10. Parents should see that their children prepare their lessons and take active interest in the activities of the school. The report of terminal examinations shall be signed by the parents/ guardians and returned to the institution within 3 days of its issue.

11. The parents shall go through the school diary of their children and take note of the remarks from their teachers.

12. The parents shall inform the school authorities any change of their address and phone number.

13. The parents shall take note that any school business or any phone calls to the school will be attended to only during working hours of the school.

14. Parents should see that they remit the school fee in time and if a student is not allowed to write exam/removed from the school due to the unauthorized delay in remittance of fee, the parents shall be fully responsible for all the inconveniences and academic damages occurred to their child. 
15. The parents shall bring to the notice of the Principal any grievances of their children arising from the interaction with other children; they shall not directly deal with the other concerned children. Any physical misbehavior with other children in the school premises shall bring disciplinary action against their own children and legal action against the offender will be taken. 

2. Admission  

1. The parent/guardian in person should introduce the child to the Principal for admission.

2. For admission to any classes other than KG sections, candidates must pass an entrance test. The test will be based on the subjects taught in the class immediately below the one to which they seek admission. Admission depends in the performance of the entrance test.

3. Age limit for admission for LKG is four years. Birth certificate duly signed is a must for admission.

4. Pupils who have attended another recognized school shall not be admitted in our school without a Transfer Certificate counter signed by the proper educational authority.

5. Every re-admission will be considered as a fresh admission and all formalities of new admission have to be completed.

6. Admission to any class in the middle of a term is permitted only in case of unavoidable change of residence, due to shifting of the family, transfer of parents or ill health of the student.
3. Leave of Absence 
1. Students shall be granted leave of absence only for very serious reasons and on receipt of a written request from their parents or guardians to the principal.

2. Leave of absence for any reason other than illness is granted only on rare occasions, and that too it it was previously applied for.

3. Absence of the students from the class for merely family, social functions and wedding of relatives other than those of immediate relations in the family is discouraged.

4. If a student is absent on account of illness, the Principal/class teacher shall be intimated immediately. If the absence has lasted over a week, a doctor’s certificate shall be submitted.

5. If a student is absent from the school for more than 15 continuous working days without proper leave, his/her name shall be removed from the school register. Re-admission, if granted, will be only after payment of a fresh admission fee.

6. No leave is granted on examination days, on the first day of each term, on the eve or after days of holidays. 

7. It is mandatory to submit a leave letter signed by the parent/guardian in case of absence.

4. Examinations
1. Besides monthly tests, there shall be terminal, half yearly and final examinations every year. 

2. Progress reports shall be given to parents/guardians after every examination. The parents/guardians along with their students personally can obtain the progress report and can see the answer sheets and get themselves satisfied of the valuation of the papers except in the case of final examinations. Parents/guardians shall examine the progress report before signing it and shall return them within 3 days of its issue.

3. Students absent from examinations without adequate reasons shall be regarded as having failed.

4. Those who fail in one or two subjects shall be given a chance to appear for supplementary examination.

5. A student who fails twice in a class shall leave the school.

6. Promotions once refused shall under no circumstances be reconsidered and the Principal’s decision shall be final.

7. Any malpractice detected during or subsequent to an examination will lead to disqualification and punishment. Use of religious, political societal symbols or slogans on the examination paper shall be considered as forbidden material for examination. 

8. Students shall be allowed to appear for examination only after clearing all their monetary dues to the school, failing which a student may be debarred from examination for which the parents/guardians shall be fully responsible. However, if a student is permitted to write the examination without clearing the fees for a request from the parents/guardians on humanitarian grounds, it shall not be deemed that the fee is waived off/left out.

9. Re-totaling of the marks in the annual examination is permitted at a written request from the parents/guardians with a nominal fee.

10. Revaluation of the annual examination papers is not generally permitted.

5. Students
1. All students are expected to be of good character and behaviour; they must be regular and punctual in all school activities. All students shall make it a point to behave courteously and politely at all times with the authorities/staff members and companions. The school is judged by their decorum of behaviour.

2. All students are required to have an attendance not less than 75% of the total number of working days in the school year. No student will be allowed to appear for the annual examination unless s/he has the minimum attendance.

3. Students shall be regular and punctual at the school and once inside the school compound, permission of the Principal/ Headmaster is required to move out of the compound during the school hours.

4. Absence from the school for fifteen continuous working days without obtaining leave of absence shall be sufficient reason for the student’s removal from the school.

5. Students are not supposed to give gifts to teachers without the permission of the Principal/Headmaster.

6. The school will not be responsible for the loss or damage of any belongings of the students. The students are not allowed to bring valuable ornaments and articles to school which may be damaged or lost. Any unclaimed article or object found in the school may be disposed off after a period of one month.

7. Students are not allowed to collect money, sell tickets or distribute notices without the permission of the head of the institution.

8. Any campus politics, elections, and student unions are strictly prohibited inside the school compound. The school leaders and office bearers shall be appointed by the Principal/Headmaster.

9. Besides the monthly unit test, there shall be quarterly, half yearly and annual exams during an academic year and the performance of the students in each examination shall be taken into account for promotion. Any student absent in the final examination, without submitting a medical certificate, will be considered failed; on submission of a medical certificate, another chance may be given for appearing in the examination. 

10. Long tours or picnics for the students of MST schools are not allowed. However, one-day and two nights’ picnics may be arranged if the students meet their expenses.

11.Depositing caution money shall be compulsory for students from the ninth standard onwards; when the students leave the institutions, the money will be refunded after deducting all dues and cost of any damages done to the institution. If the amount gets exhausted before leaving the school, a fresh amount shall be collected from the students.

6. Disciplinary Action 
Discipline is necessary in the class rooms and school compound in order to give instruction and formation. Strict observance of the law and order is as necessary in the school as it is essential for other pursuits in life. In order to maintain discipline, some codes of behaviour are established which the students are expected to follow for creating a conducive atmosphere for their own and others’ education.  

1. The following acts by students will constitute major offences against discipline:

a. Immorality in word or deed

b. Willful damage of school property

c. Grave in-subordination and contempt of authority 

d. Unsatisfactory progress in studies, inattention in class, constant disturbance to other students    

e. Habitual late attendance and idleness

f. Giving false information or production of false certificate 

g. Copying or any other malpractice in examination and changing marks in progress report

h. Bringing explosives or weapons to the school compound  

i. Bringing undesirable outsiders to the school compound

j. Planning or organizing any kind of strikes, hartal, picketing or commotion

k. Taking part in unconstitutional political activities

l. Violating the religious integrity of the institution

m. Quarrelling and inflicting serious injuries to other students

n. Smoking or using drugs or any intoxicant

o. Stealing valuable articles of the institution or of other students 

p. Misbehaviour in word or deed with parents/guardians or with school authorities and staff

q. Any act that is an offence punishable under the Indian penal code or punishable under any special law.

r.   Acts against public sanitation or any acts of unhygienic habits

s. Bringing in an outsider and presenting him as one’s parent and thus deceiving the Head of the institution

t. Acts calculated to cause public nuisance, public disturbance, communal troubles or breach of public peace. 

u. Holding any meeting of a political nature in the school premises and exhibition of any political party emblem in the school compound 

2. The following punishments may be inflicted for major offences:

a. Fines not exceeding one hundred rupees.
b. Suspension from the school for a period not exceeding twenty days. 

c. Rustication for a period not exceeding two months.
d. Dismissal from the school. 

e. Cancellation of all fee concessions, if any. 

3. The following are minor offences against school discipline:

a) Late coming 

b) Idleness and inattention to class teaching

c) Irregular attendance 

d) Indulgence in any behaviour calculated to disturb his/her fellow students

e) Unhygienic habits such as spitting on the floor or on the walls of a room or veranda 

f) Disfiguring walls furniture, etc. belonging to the school
g) Disobedience or defiance of the authority of the teachers 

h) Telling lies and dishonest behaviour

i) Destroying study materials, dress, school bags, equipments of other students

4. The following punishment may be inflicted for minor offences:

a) Warning  

b) Detention after school hours with or without task

c) Additional home works 

d) Fine not exceeding fifty rupees for the damages

5. The Principal of the school is competent to inflict appropriate punishment on a student and his decision shall be final and binding. 
6. A student whose continuance in the institution is a scandal and is detrimental to the discipline of other students or when the Principal comes to the conclusion that his/her removal/non-admittance to the next session is necessary in the interest of discipline among the other students, s/he may be dismissed from the school or refused admission to the next academic session.

7. A student contracting any incurable contagious disease will be asked to leave the institution. If s/he gets cured, s/he shall be re-admitted after his/her submitting a medical certificate.

8. A student who is expelled from the school shall be expelled from the hostel/boarding as well in the case of hostellers/boarders.

9. A student who is expelled from one of the schools of the Trust shall not be admitted in any other schools of the Trust.

10. Any enrolled student for the Board examination rusticated or expelled shall be reported to the Secretary of the Board immediately. The fact of expulsion or rustication shall be posted in the enrolment register.

7. Transfer Certificate
1. A written application from the parents/guardians is required for issuing the T.C. of a student and it may be issued within a week’s time after receiving the application and after clearing all dues to the institution, if any.

2. If necessary, the T.C. will be posted to the given address if a stamped envelop is supplied together with the application form.

3. T.C. shall not be issued to a student who is expelled from the school for misconduct or removed from the school for not depositing the fee or when one is under disciplinary procedure or when the matter is sub-judice. In any of the above cases, the Principal shall refuse to grant the T.C. and shall state the reason for his refusal in writing to the applicant. However, in the case of the fee defaulter, if the student pays all the dues, his T.C. shall be issued subsequently.   
Annexure 
MINORITY CHARACTER OF INSTITUTIONS
The institutions owned and managed by the Trusts of MST come under the category of Christian Religious Minority Institutions established and administered within the scope and ambit of the safeguards of Articles 29 & 30 of the Indian Constitution. While article 29 protects the interests of the minorities in general, article 30 safeguards their right to establish and administer educational institutions of their choice. 

Though the Constitution does not define as to who the minorities are, Articles 29 & 30 contemplated to protect the “Linguistic” and “Religious Minorities”. However, the identity of Minorities was subject to litigation in various cases. The Supreme Court exhaustively considered the matter; its stand today is that a community which is numerically less than 50% of the population of the state in question constitutes a minority community (Ref. No F. 7-51/89-PN (D.III) Government of India, Ministry of Human Resource and Development, Department of Education, New Delhi, dated 6.10.1989-Appendix &AIR 1958, SC 956; 1959, SCJ 321). 

1. Any Institution established and administered by or on behalf of a particular minority becomes a minority institution (AIR 1951, Assam 163, 1969, Patna 394; 1972 KLT 920 & 1973, Pat 101).

2. Though a corporate management is advisable, the protection of article 30 is extended to individual religious head of a community/society. The head of the institution may or may not have been constructed by the community in question to attain minority status. Similarly, taken over or transferred institution from other agencies to minority communities such as “Roman Catholics” will also acquire minority character (AIR 1974, Ker .197).

3. The right to administer may be exercised through an organization which may or may not be registered under the societies Registration Act (Daughters of the Cross Vs. state of W.B. 83 C.W.N. 358).

4. It is clear in the above judgment that the Constitution confers on the management certain rights to preserve their spirit of service and religious traditions in freedom. All associated with these minority institutions share the same vision and motivation. It is the duty of both the management and staff to foster the culture and values of these institutions.

5 The educational service rendered by these institutions cannot be considered on a par with the service rendered by industrial establishments or trade. It is essentially a service to humanity as these institutions draw their inspiration from the life and teaching of Jesus Christ who taught men to love and serve their fellow men.

6. The Education Policy, Administrative Structures, Service Rules and Regulations laid down in this document are applicable to all the educational institutions managed by the MST unless otherwise specified.

2.7. The special educational safeguards to minorities have been elucidated from time to time by various High Courts and the Supreme Court of India. 
Some of the safeguards are: 

a) The right to establish and administer educational institutions of our choice. 

b) The right to administer, to appoint staff and to enforce discipline. The right to administer a school includes the right of the minority to form its own managing committee, its own committee for the selection of its employees and its own disciplinary authority for taking action against erring employees. The procedure of these bodies can be regulated in the interests of the efficiency of their functioning by the government. But the autonomy of these bodies cannot be abridged .ILR (1976) 2 Delhi 61 (79) (DD). 
c) The right to form our own governing body to manage the educational institutions.

d) The right to medium of instruction. A minority community running an institution is entitled to have as the medium of instruction any language which it deems to be best suited to conserve its culture A 1954 SC 561 (569), A 1971 SC 1731 (1735).

e) The right to admit students belonging to other communities. Although a minority as per the right conferred by this Article 30 (1) may establish an educational institution, admission to such institutions cannot be refused to students who do not belong to the minority community A1958 SC 956 (976). This follows from the provision of Article 29 (2).      

f) The right to state aid. Not only can religious or linguistic minorities have their own educational institutions, but they can also claim state-aid for such institutions like all other educational institutions A 1958 SC 956 (983).

g) The right to take reasonable fee if not aided.
h) The right to recognition and affiliation. The right of minorities under Article 30 (1) to establish and administer educational institutions of their choice carries with it a right to State recognition for such institution and to refuse recognition on terms amounting to surrender of the right to administer the institutions would be an infringement of the right under Article 30 (1) A 1958 SC 956 (985).

 i) The right to impose restrictions on the practice of other religions within the precincts of the Institutions. Where an educational institution has been established and is being administered by a religious minority, the management has the right to impose restrictions on the practice of other religions within the precincts of the institutions. A 1957 Cal 524 (526).

j) Right to reaffirm and re-enforce the fundamental right submitted in the past without protest. From the fact that the minority had submitted in the past without protest to the enforcement of certain rules which are ultra vireos Art.30, it cannot be inferred that they had waived the fundamental right under Article 30 by its non assertion; moreover, the fundamental right under Article 30 is that of a plurality of persons as units, or of a community of persons necessarily fluctuating and waiver means the voluntary relinquishment of a known right. Therefore it is difficult to infer that the present members of a minority community, which is a fluctuating body, can barter away the right under Article 30 so as to bind the future members of it as unit. A1969 Ker 191 (195, 196).

k) The right to refuse admission for the next session. The Principal can, without communicating the reason, inform a student that s/he cannot be admitted into the next session, where the Principal comes to the conclusion that such an action is necessary for the interest of discipline among the students - A 1953 A 11 90(91)  (DB).

l) The right to frame/alter or modify rules and regulations pertaining to service conditions and code of conduct for its staff which are not violative of natural justice.

m) Appointment of appellate tribunal by State is violative of article 30 (1). Power to hear appeals from order passed in disciplinary proceedings against teachers on the appellate tribunal appointed by the state are inconsistent with the fundamental right guaranteed to religious and linguistic minorities - 1980 Lab IC 47 (64) (FB) (Ker).
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