MANUAL-1

Particulars of Organization, Functions & Duties

[Section-4 (1) (b) (i)]

INTRODUCTION:-

** 
NAME & ADDRESS OF THE ORGANISATION:- OFFICE OF THE DISTRICT INSPECTOR OF SCHOOLS, ANANDAPUR. AT/PO- ANANDAPUR, DIST-KEONJHAR, PIN-758021,                   PH. NO.-06731-256958.

**
The D.I of Schools established in 1969 .At first it covered Anandapur, & Hatadihi Education District. Now, they have been separated. The Anandapur Education District includes 02 Blocks and one Municipality namely, a) Anandapur Municipality, b) Anandapur block, c) Ghasipura Block .

**
DEPARTMENT:-
SCHOOL & MASS EDUCATION DEPARTMEMNT / DIRECTOR OF ELEMENTARY EDUCATION, ODISHA, BHUBANESWAR.

1. AIMS & OBJECTIVES:-

** To ensure free & compulsory Primary Education

** To develop quality Education

** To stop drop-out

** To ensure 100% enrollment & retention 

** To make SSA programme & RTE Act.2009  a Grand Successes

2. MISSION / VISION:- 

** EDUCATION FOR ALL IS OUR MISSION

3. BRIEF HISTORY & BACK-GROUND:-

** 
NAME & ADDRESS OF THE ORGANISATION:- OFFICE OF THE DISTRICT INSPECTOR OF SCHOOLS, ANANDAPUR. AT/PO- ANANDAPUR, DIST-KEONJHAR, PIN-758021,                   PH. NO.-

**
The D.I of Schools established in 1969 .At first it covered Anandapur, & Hatdihi Education District. Now, they have been separated. The Anandapur Education District includes 02 Blocks and one Municipality namely, a) Anandapur Municipality, b) Anandapur block, c) Ghasipura Block .

**
DEPARTMENT:-
SCHOOL & MASS EDUCATION DEPARTMEMNT / DIRECTOR OF ELEMENTARY EDUCATION, ODISHA, BHUBANESWAR.

4. ORGANISATION CHART:-

I) ESTABLISHMENT SECTION 

II) BILL AND ACCOUNT SECTION

III) ISSUE AND DESPATCHE SECTION

IV) PENSION SECTION

V) STATISTICAL SECTION

VI) COMPUTER SECTION

VII) RTI SECTION

VIII) EXAMINATION SECTION

IX) SCHOLARSHIP SECTION

5. ALLOCATION OF BUSINESS:-

Development of free & compulsory Primary Education.

6. DUTIES TO BE PERFORMED:-  Good work culture, Punctuality, dexrity, Timely performance, avoidance of all corrupt practices and sensitivity to public needs are duties to be performed to achieve the mission.

7. DETAILED OF SERVICES RENDERED; The Services rendered to public is as follows:-
I) Monitoring & Supervision of Schools

II) Payment of Salary & other benefits to the employees in time

III)  Payment of Provisional Pension & other Pensionary benefits to the retired employees    

IV) Distribution of Scholarship , etc

8. CITIZEN INTERACTION:-  School Annual function, SMC, MTA, PTA meeting , Science Exhibition , TLM MELA, SCHOLARSHIP MELA etc.
9. POSTAL ADDRESS OF MAIN OFFICE / SUB-ORDINATE OFFICE :-  Main office at Anandapur  & sub-ordinate office at Anandapur block, Ghasipura, Block.

10.  WORKING HOURS:-  10.00 AM to 5.00 PM every day except holidays.

11. PUBLIC INTERACTION:-  Public interaction is made by office Notice Board.
12. GRIEVANCE:-  The 2nd  & 4th Wednesday of every month is grievance day of this office. School Students’ Help-Line Toll Free No. 1800-345- 6722 is displayed on the prominent  place of the office for knowledge of all.
MANUAL-2

POWERS AND DUTIES OF OFFICERS  & EMPLOYEES.

[Section-4 (1) (b) (ii)]

	SL. NO.
	Designation 
	D.I of Schools, ANANDAPUR

	1
	POWER
	Administration
	Monitoring, Supervision, Administration & control over all staff in the office.

	
	
	Financial 
	Drawing and disbursing officer of allotment and Grant-in-Aid of the different Scheme & salary of the Staff & teachers 

	
	
	Statutory 
	Inspection, Supervision of all Schools etc.

	
	Duties 
	Performing duties for good name & fame of Schools & Mass Education Department.


	2
	Designation 
	Attach S.I of Schools

	
	POWER
	Administration
	 

	
	
	Financial 
	 

	
	
	Statutory 
	Examination, RTI Act-2005, RTE Act.2009 SMC approval ,Scholarship disbursement   etc.

	
	Duties 
	Performing duties for good name & fame of Schools & Mass Education Department.

	3
	Designation 
	Head clerk-cum-Accountant 

	
	POWER
	Administration
	 

	
	
	Financial 
	 

	
	
	Statutory 
	To check records , maintaining cash book, supervision of files of other clerks   

	
	Duties 
	To maintain office decorum 

	4
	Designation 
	Senior clerk 

	
	POWER
	Administration
	 

	
	
	Financial 
	 

	
	
	Statutory 
	Preparation of establishment file, GPF, Pension of teachers and other employees etc.

	
	Duties 
	Performing duties for good name & fame of Schools & Mass Education Department.

	5
	Designation 
	Jr. clerk 

	
	POWER
	Administration
	 

	
	
	Financial 
	 

	
	
	Statutory 
	Assist in Preparation of establishment file, GPF, Pension of teachers and other employees etc.  

	
	Duties 
	Performing duties for good name & fame of Schools & Mass Education Department.

	6
	Designation 
	Peon 

	
	Duties 
	To keep the office and its environment neat and clean. To obey the orders of officers and other staff.


MANUAL-3

PROCEDURE FOLLOWED IN DECISION MAKING PROCESS.

[Section-4 (1) (b) (iii)]

Decisions are being taken as per Govt. Rules of Business and on standing orders issued from time to time and Codal provision, executive instruction etc. 

MANUAL-4

NORMS FOR DISCHARGE OF FUNCTIONS 

[Section-4 (1) (b) (iv)]

                             As per Govt. Rules instructions and guidelines from time to time.

MANUAL-5

RULES RAGULATIONS , INSTRUCTIONS, MANNUALS & RECORDS FOE DISCHARGING FUNCTIONS.

[Section-4 (1) (b) (v)]

	SL. NO.
	Name / Title of the documents
	Brief write of the documents
	From whom one can get copy of the Rules, Regulations etc.
	Address / Telephones No. / Fax etc.

	1
	2
	3
	4
	5

	A
	Odisha Education Act.

1. The Odisha Education Act.1969.

2. The Odisha Aided Educational institutions Act.1992

3.  The Odisha Aided Educational institutions Act.1989

4. The Odisha conduct of Examination Act.1988

5.  The Odisha Aided Educational institutions Act.1981

6. The Odisha Aided Educational institutions Act.1979 ( Managing Committee)

7. The Odisha Aided Educational institutions Act.1978 ( Managing Committee)

8. The Odisha Aided Educational institutions Act.1978 ( Appointment of teachers)
	
	Schools & Mass Education
	

	B
	Odisha Education Rules-

1. The Odisha Elementary Education( Method of recruitment & conditions of services of teachers and officers) RULES-1997.

2. The Odisha Education( Payment of grant-in Aid to the High Schools & Upper Primary Schools) RULES-1994

3. The Odisha Sub-ordinate Education(Method of recruitment & conditions of service) Rules.1993

4. The Odisha Education (management of Odisha Sanskrit tools) Rules-1993.

5. The Odisha Education ( selection board for the state ) Rules-1992.

6. The Odisha Education establishment, recognisation & management of private Schools) Rules-1991

7. The Odisha Education establishment, recognisation & management of private  High Schools)Rules-1991

8. The Odisha Education( Aided institutions , fully aided Primary Schools , retirement benefits Rules-1986
	
	
	


MANUAL-6

CATEGORIES OF DOCUMENTS UNDER CONTROL

[Section-4 (1) (b) (vi)]

As in Manual-5

MANUAL-7

PARTICULARS OF ARRANGEMENT IN FORMULATION POLICY.

[Section-4 (1) (b) (vii)]

Information not available.

MANUAL-8

Boards, councils, committees & other bodies constituted

[Section-4 (1) (b) (viii)]

As per Govt. instructions & guidelines transfer committee, screening committee etc. are constituted.                                                                                

                                                                                    MANUAL-9

 DIRECTORY OF OFFICERS  & EMPLOYEES.



As on 31.07.2011.

[Section-4 (1) (b) (ix)]

	Sl. No.
	Name
	Designation
	Ph. No.
	Mobile No.
	Fax
	E-mail

	
	
	
	Office
	Home 
	
	
	

	1
	Sri Chaturbhuja Sethy,

                        O.E.S.II
	D.I.S, Anandapur
	
	
	9437253319
	
	

	2
	Sri Gunakar Jena.
	Attach S.I.S
	
	
	9437637090
	
	

	3
	Sri Manoranjan Paty
	Statistical Asst.
	
	
	9658585742
	
	

	4
	Sri Kulamani Karua
	Head Clerk-cum-Accountant
	
	
	8763709927
	
	

	5
	 Sri Sudarsan Patra.
	Sr. clerk
	
	
	
	
	

	6
	Sri Rabinarayan Mishra
	Jr. Clerk
	
	
	9437274681
	
	

	7
	Sri Akshyaya Ku.Bhanja
	Jr. Clerk
	
	
	9438534298
	
	

	8
	Sri Manash ranjan Chakra.
	Jr. Clerk
	
	
	9438192394
	
	

	9
	Sri Saroj Kumar Satapathy
	Jr. clerk
	
	
	9853352324
	
	

	10
	Sri Binod Bihari Padhiary
	Jr. clerk
	
	
	9556096700
	
	

	11
	Sri Surendra Kumar Dhal
	Jr. clerk
	
	
	9437814353
	
	

	12
	Sri Sarbeswar Dalei
	D.E.O
	
	
	9439231731
	
	

	13
	Sri Santosh Kumar Siyal.
	Peon
	
	
	7504440240
	
	

	14
	Sri Rabindra Kumar Jena
	Peon
	
	
	7504270599
	
	


MANUAL-10

MONTHLY REMUNERATION & COMPASATION OF OFFICERS & EMPLOYEES



As on 31.07.2011.

[Section-4 (1) (b) (x)]

	Sl. No.
	Name
	Designation
	Monthly remuneration (in Rs.)

	
	
	
	

	1
	Sri Chaturbhuja Sethy,

                        O.E.S.II
	D.I.S, Anandapur
	 24752/-

	2
	Sri Gunakar Jena.
	Attach S.I.S
	34555/-

	3
	Sri Manoranjan Paty
	Statistical Asst.
	27799/-

	4
	Sri Kulamani Karua
	HC-cum-Accountant
	23712/-

	5
	Sudarsan Patra.
	Sr. clerk
	15787/-

	6
	Sri Rabinarayan Mishra
	Jr. Clerk
	17831/-

	7
	Sri Akshyaya Ku.Bhanja
	Jr. Clerk
	17831/-

	8
	Sri Manash ranjan Chakra.
	Jr. Clerk
	16505/-

	9
	Sri Saroj Kumar Satapathy
	Jr. clerk
	15974/-

	10
	Sri Binod Bihari Padhiary
	Jr. clerk
	19219/-

	11
	Sri Surendra Kumar Dhal
	Jr. clerk
	18060/-

	12
	Sri Sarbeswar Dalei
	D.E.O.
	16692/-

	13
	Sri Santosh Kumar Siyal.
	Peon
	12153/-

	14
	Sri Rabindra Kumar Jena
	Peon
	12979/-


MANUAL-11

BUDGET ALLOCATED TO EACH EGENCY

[Section-4 (1) (b) (xi)]

A. TEACHER SALARY (2010-11)

	Name of the Scheme 
	Amount received
	Amount expenditure
	Remarks 

	104-Inspection 
	Rs.51,13,493/-
	Rs.48,98,062/-
	Surrendered Rs.2,15,431/-

	538-Primary Teachers
	Rs.31,018,328/-
	Rs.30,653,439/-
	Surrendered Rs.3,64,889/-

	556 M.E Teachers
	Rs.34,201,923/-
	Rs.30,749,146/-
	Surrendered Rs.34,52,777/-

	609 Grant-in Aid Teachers
	Rs.47,58,137/-
	Rs.46,97,781/-
	Surrendered Rs.60,356/-

	Block-Grant Teachers
	Rs.14,80,343/-
	Rs.14,80,343/-
	


B. SCHOLARSHIP (2010-11)

	L.P Merit
	2880/-
	2880/-
	

	U.P Merit
	11520/-
	11520/-
	

	L.P Merit-cum-poverty
	4320/-
	4320/-
	

	U.P Merit-cum-poverty
	4640/-
	4640/-
	

	Reimbursement 50% Examination Fees to SC & ST candidates
	10625/-
	5120/-
	Rs. 5505/- deposited the treasury 


MANUAL-12

MANNER OF EXECUTION OF SUBSIDY PROGRAMMES

[Section-4 (1) (b) (xii)]

Information Not Available.

MANUAL-13

PARTICULARS OF RECIPIENTS OF CONCESSIONS, PERMITS OR AUTHORISATIONS GRANTED

[Section-4 (1) (b) (xiii)]

Information Not Available.

MANUAL-14

INFORMATION AVAILABLE IN AN ELETRONIC FORM

[Section-4 (1) (b) (xiv)]

Information Not Available.

MANUAL-15

PARTICULARS OF FACILITIES AVAILABLE TO CITIZENS FOR OBTANING INFORMATION

[Section-4 (1) (b) (xv)]

                                              Office Notice Board, Xerox copies, Soft copy etc.

MANUAL-16

Designations & other particulars of the Public Information Officers

As on 31.07.2011

[Section-4 (1) (b) (xvi)]

	Sl. No.
	Name
	Designation
	STD Code
	Ph. No.
	Fax
	E-Mail
	Address

	
	
	
	
	Office
	Home 
	
	
	

	1
	2
	3
	4
	5
	6
	7
	8
	9

	1
	Sri Chaturbhuja Sethy, OEES-I
	D.I of Schools, Kaonjhar ( First Appellate Authority)
	06731
	
	9437253319
	
	
	O/o the District Inspector of Schools, At/Po-Anandapur, Dist-Keonjhar, Pin-758021

	2
	Sri Gunakar Jena, 
	Attach S.I of Schools, ( P.I.O )
	06731
	
	9437637090
	
	
	O/o the District Inspector of Schools, At/Po-Anandapur, Dist-Keonjhar, Pin-758021

	3
	Sri Manoranjan Paty
	Statistical Asst.        ( APIO)
	06731
	
	9658585742
	
	
	O/o the District Inspector of Schools, At/Po-Anandapur, Dist-Keonjhar, Pin-758021


