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SERVICE REGULATIONS 

(Teaching, Administrative, Ministerial, Technical and Support Staff) 

CHAPTER-I 

PRELIMINARY 

1. Short Title: 

These Regulations shall be called the "Delhi Public School Baramulla Service 

Regulations". 

2. Applicability: 

These Regulations shall apply to all employees of Delhi Public School Baramulla, 

whether employed on probation, contract, fixed-term engagement, temporary, ad-hoc, 

casual, part-time, transport-related, support service or regular basis, unless otherwise 

provided in the terms of appointment. 

3. Objectives: 

The objectives of these Regulations are: 

a) To maintain discipline, efficiency, accountability and professionalism. 

b) To safeguard the interests of students, parents and the institution. 

c) To establish transparent service conditions. 

d) To promote a culture of merit, performance, integrity and educational excellence. 

e) To ensure compliance with applicable laws and CBSE requirements. 

4. Definitions: 

***School means Delhi Public School Baramulla. 

***Management means the Chairman, School Management Committee, Governing Body 

or any authority authorized by them. 

***Principal means the Head of the Institution.  
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***Employee means every person employed by the School. 

***Competent Authority means the authority empowered to take decisions under these 

Regulations. 

CHAPTER-II 

APPOINTMENT: 

5. Nature of Appointment: 

The School may make appointments on: 

a) Contractual Basis. 

b) Fixed-term Basis. 

c) Temporary Basis. 

d) Part-time Basis. 

e) Regular Basis where specifically approved. 

6. Contractual Employment: 

The majority of appointments may be contractual in nature. 

Continuation beyond the contract period SHALL NOT BE AUTOMATIC. 

Renewal shall depend upon: 

A. Performance. 

B. Conduct. 

C .Student welfare considerations. 

D. Institutional Requirements. 

E. Availability of workload. 

Non-renewal upon expiry of contract shall not be treated as termination. 

7. Confirmation:  
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***Confirmation shall not be automatic. Only after issuance of a letter from the School 

Management, an employee shall be deemed as confirmed.  

No Maternity Leave and No free child education before confirmation.  

CHAPTER-III 

DUTIES AND RESPONSIBILITIES: 

8. General Duties 

Every employee shall: 

a) Maintain absolute integrity. 

b) Remain devoted to duty. 

c) Safeguard interests and reputation of the School. 

d) Promote discipline among students. 

e) Maintain confidentiality. 

f) Follow directions issued by Management and Principal. 

g) Protect school property. 

h) Maintain professional behaviour on and off campus. 

9. Institutional Discipline: 

Employees shall faithfully comply with: 

a) Directions of the Chairman. 

b) Directions of the Principal. 

c) Office Orders. 

d) Circulars. 

e) Standing Instructions. 

f) Academic and Administrative schedules.Extra Hours of service/work in the school.  
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10. Transport Discipline: 

As virtually nearly all employees commute through School Transport: 

a) School transport timings shall be binding. 

 

b) Employees shall report at designated boarding points well before time. School Vehicles 

shall not wait on the road for any employee.  

c) Repeated failure to use UN-authorized transport without permission may be treated as 

misconduct. 

d) Transport facilities may be modified, withdrawn or reorganized by Management. 

CHAPTER-IV 

WORKING HOURS: 

11. Working Hours: 

Employees shall observe working hours prescribed by the School. 

12. Extended Duties 

Employees may be required to perform duties connected with: 

**Admissions. 

**Examinations. 

**PTMs. 

**School Functions. 

**Excursions. 

**Sports Meets/Events. 

**Cultural Programmes. 

**CBSE Inspections.  
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**Emergencies. 

**Training programmes. 

**Any Off-campus Duties.  

No separate remuneration shall ordinarily be payable unless specifically sanctioned. 

13. Rural Institution Requirements: 

Considering the geographical, climatic and operational conditions of the institution, 

employees shall extend full cooperation in ensuring uninterrupted academic and 

administrative functioning. 

CHAPTER-V 

ATTENDANCE 

14. Attendance: 

Attendance shall be recorded through the system prescribed by the School. 

15. Unauthorized Absence: 

Absence without prior sanction may constitute misconduct. 

16. Habitual Late Coming.  

Repeated late reporting may invite disciplinary action. 

17. Abandonment of Service.  

Continuous, unauthorized absence beyond the period (Three Working Days of the School 

for Employees)by the School may be treated as abandonment of service after due notice. 

CHAPTER-VI 

PERFORMANCE MANAGEMENT 

18. Performance Appraisal: 

Annual or periodic assessment may be conducted on: 

***Teaching quality.  
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***Results. 

***Classroom Management. 

***Discipline. 

***Parent feedback. 

***Institutional contribution. 

***Professional conduct. 

***Strictly based on Annual Appraisal.  

19. Improvement Plan: 

Employees whose performance is below expected standards may be placed on a 

Performance Improvement Plan. 

Employees can be assigned duties in different capacities to improve their efficacy.  

20.Non-Improvement: 

Persistent failure despite reasonable opportunity for improvement may result in non-

renewal of contract or other action as permissible under law. 

The service of the employee may be put under suspension; they may be  dismissed at the 

discretion of the School Management.  

CHAPTER-VII 

CODE OF CONDUCT 

21. Prohibited Conduct: 

22.  No employee shall: 

a) Engage in Insubordination. 

b) Disobey lawful instructions. 

c) Misbehave with students, parents or colleagues. 

d) Use corporal punishment.  
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e) Engage in harassment. 

f) Falsify records. 

g) Leak confidential information. 

h) Spread rumours. 

i) Damage school property. 

j) Engage in activities prejudicial to the interests of the School. 

k) Use social media to malign the institution, students, parents or colleagues. 

l) Report for duty under the influence of intoxicants. 

m) Accept unauthorized fees, gifts or commissions. 

n) Taking Home Tuitions involving DPS students.  

CHAPTER-VIII 

DISCIPLINARY PROCEEDINGS 

22. Misconduct: 

Misconduct may include: 

***Insubordination. 

***Negligence. 

***Dereliction of duty. 

***Breach of confidentiality. 

***Dishonesty. 

***Fraud. 

***Harassment. 

***Violence.  
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***Moral turpitude. 

***Repeated absenteeism. 

***Absence without the Leave duly granted.  

***Wilful disobedience. 

***Conduct detrimental to student welfare. 

***Threats to any entity in the School population.  

23. Principles of Natural Justice: 

No major penalty shall ordinarily be imposed without: 

a) Written Allegations/Warning/Show Cause Notice/Memo. 

b) Opportunity to explain. 

c) Fair inquiry only  where it is warranted. 

CHAPTER-IX 

SUSPENSION 

24. Suspension: 

An employee may be placed under suspension where: 

a) Serious misconduct is alleged. 

b) Presence of employee may prejudice inquiry. 

c) Student safety concerns arise. 

d) Criminal Investigation is pending. 

e) Financial irregularities are suspected. 

f. Repeated disobediences to Service Regulations/authorities of the School/Management. 

25. Nature of Suspension:  
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Suspension shall not amount to punishment. 

26. Inquiry: 

Inquiry proceedings shall be conducted within a reasonable period. 

CHAPTER-X 

PENALTIES 

27. Minor Penalties: 

a) Warning. 

b) Written Caution. 

c) Adverse Entry. 

d) Withholding of responsibilities. 

e) Recovery of loss where legally permissible. 

28. Major Penalties: 

a) Reduction in responsibilities. 

b) Termination in accordance with contract and law. 

c) Removal from service. 

d) Dismissal for proved grave misconduct. 

29. Grounds for Dismissal 

Dismissal may be considered in cases of: 

**Child abuse. 

**Fraud. 

**Theft. 

**Violence/Threats 
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**Examination Malpractice. 

**Wilful Insubordination. 

**Serious acts affecting safety or reputation of the institution. 

**Habitual Disobedience/neglect of futies/Breach of Trust.  

***Repeated violations of Employee's Code of Conduct.  

The interpretations of the Management shall be final.  

CHAPTER-XI 

LEAVE 

30. Leave: 

Leave shall not be claimed as a matter of right. 

31. Types of Leave: 

The School may grant: 

Casual Leave. 

Medical Leave without salary--if not adjudged detrimental to school/students work or 

other institutional responsibilities.  

Maternity Leave: 

***Only after completion of THREE complete Sessions in the school, if the Management 

deems anyone's service pattern to be good in the interest of the Institution.  

Special Leave: 

Duty Leave. 

As applicable under law and School policy. 

32. Medical Certificates: 

The School may require medical verification for any Leave for more than seven 

days(Sunday and Holidays included).  
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CHAPTER-XII 

SAFETY OF STUDENTS 

33. Paramount Duty: 

Student welfare and safety shall remain the highest priority. 

34. Mandatory Reporting: 

Employees shall immediately report: 

**Bullying. 

**Abuse. 

**Safety hazards. 

**Child protection concerns. 

**Emergencies. 

Failure may attract disciplinary action. 

CHAPTER-XIII 

CONFIDENTIALITY 

35. Confidential Information: 

Employees shall maintain confidentiality regarding: 

**Student records. 

**Examination matters. 

**Financial information. 

**Administrative decisions. 

**Personnel matters. 

This obligation shall continue even after cessation of employment.  
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CHAPTER-XIV 

RESIGNATION 

36. Resignation: 

Resignation shall be submitted in writing. 

37. Notice Period : 

Notice requirements shall be governed by the appointment Contract signed at the time of 

appointment. 

38. Relieving 

Employees shall be relieved only after: 

**Handover of charge. 

**Return of school property. 

**Clearance of dues. 

CHAPTER-XV 

RETIREMENT AND SEPARATION 

39. Retirement 

Retirement age shall be as prescribed by the School from time to time. 

40. Separation: 

Employment may cease through: 

**Retirement. 

**Resignation. 

**Expiry of contract. 

**Medical incapacity. 

**Termination.  
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**Dismissal. 

**Death. 

The School Management/Chairman may extend the legth of service after Retirements if 

it is deemed necessary in the interest of the School -- solely at his discretion.  

CHAPTER-XVI 

RESIDUARY PROVISIONS 

41. Power to Issue Instructions: 

The Chairman and Principal may issue administrative instructions, circulars and 

standing orders consistent with these Regulations. 

42. Interpretation: 

The interpretation of these Regulations shall vest with the School Management. 

43. Amendment 

The School reserves the right to amend, modify or repeal any provision of these 

Regulations.  

44. Saving Clause: 

Nothing contained herein shall override any mandatory provision of law, judicial order, 

CBSE requirement or government direction applicable to the School. 

45. Undertaking: 

Every employee shall sign an undertaking acknowledging acceptance of these Service 

Regulations as a condition of employment and continuation in service. 

SCHOOL MANAGEMENT 

DPS BARAMULLA 

J&K 

 

(C O N C L U D E D) 
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