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Upper Secondary Training Schools. |

Declining, with remarks, to sanction the entertainment of a clerk in each of the three ——,"at
Tanjore, Coimbatore and Calicut. :
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GOVERNMENT OF MADRAS.

»
! - EDUCATIONAL DEPARTMENT.

‘REeap—the following paper :—

From the Hon’ble Mr. G. H. STUART, .., Director of Public Instruetion,
~ to the Secretary to Government, Educational Department, dated Madras,
23rd September 1903, Ref. on C. No. 6624. :

T have the honour to request that you will be so good as to obtain the sanction
of Government to the appointment of a clerk on Rs. 15 per mensem in each of the
three upper secondary training schools at Tanjore, Coimbatore, and Calicut with
effect from 1st March next.

' 2. From the accompanying statement giving the details of clerical work that has
to be done in connection with upper secondary schools, it will be seen that there is
sufficient work for a separate clerk, and that such work cannot be done by the head-
master or any of the assistant masters without detriment to their more important work
of teaching. It is true that all this work is now done by the teachers without any
clerk to assist them ; but it is done at the sacrifice of a great deal of time in and out
of school which could be more profitably employed in teaching and supervision and in
the prepaiation of school work. It seems to me that these teachers should not be
required to do any clerical work, especially when such work involves loss of efficiency
in the performance of their proper duties. ;

» 3. The necessary proposition statement will be submitted through the Accountant-
General on receipt of orders on this letter. Provision will also be made for the
additional charge in the budget estimate for 1904-1905.
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\1' ENCLOSURE.
4

Soue of the chief items of clerical work connected with a Training School.
No. Particulars.
1. Maintaining history of normal students and carrying on correspondence connected

{ - therewith.

, Register showing the criticism lessons given.

‘ Maintenance of a contingent register. ‘

. Maintenance of a register of printed forms.

. Maintenance of an account of service stamps.

. Maintenance of a register of stationery articles and their issue.

Fee collection and preparing of receipts. / .

Attendance-taking in the Practising and Normal department. .

. Maintaining a stock book of the articles of furniture and apparatus in the school and
attending to the timely issue of the latter.

. Maintaining registers in connection with library catalogue and register of issue to
students and masters and attending to the timely issue of books aji their proper return.

11. Maintaining an admission register of the Practising department. #

12.
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produced at the school at the time of admission.
~13. Maintaining a register of letters received.
* 14, Fair-copying and despatching letters sent from the office.
15. Register showing the work done by students in the Practising school.

15 (a). Enterig}g in Supervision register the supervision remarks of the membérs of the
staff, : : :

16. Fair-copying monthly time-tables of students.
17. Maintaining a table showing the amount and nature of leave taken by students.
18. A monthly return of defaulters,

Preparing leaving certificates for issue and maintaining a file of leaving certificatos’
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Particulars.

Other monthly returns--Numerical and financial, and leave applications for masters
and students. :
Preparation of stipendiary bills for students (Municipal and Provincial), salary. bills for
staff and contingent bills. ;
. Maintaining acquittance roll for staff and students.
. Preparing monthly statements of progress to be furnished to the parents
the Practising department.
. Verifying applications for the Written and Practical tests.
. Preparation of quarterly return of receipts and expenditure for verification.
. Fair-copying masters’ and class time-tables. !
. Preparation of half-yearly returns.
. Maintaining a file of the agreements of students. ‘
. Maintaining a file of the certificates of students. ’ ¢
. Admission and withdrawal register of training students.
. Annual returns— Numerical and financial for the Normal and Practising department
and a return of expenditure on seholarships only. : .
. Clerical work in connection with service registers. W
. Preparing indents for (1) stationery articles and (2) printed forms. - .
3. Maintaining a school calendar showing holidays, dates on which the several returns
have to be submitted, the dates on which applications for different examinations have
to be submitted. : ; :
Extracts from the history of Normal students to be prepared and forwarded to Inspect-
ing officers every now and then for verification.
35. Attending to the neat arrangement and correct maintenance of records, apparatus, ete.
. Several other miscellaneous business such as preparation of.recommendation roll of
students, filling up the purely routine portion of inspection reports, preparing list
of officers for annual departmental directory, collecting materials for and preparation
of budget estimates, helping the headmaster who is generally Superintendent of
Government Technical Examinations in the clerical work connected with it, ete.

20.

of the pupils of

34.

OrpEr—No. 480, Educational, dated 2nd October 1903.

The Government is unable to sanction the Director’s proposal. It would, in the
opinion of His Excellency in Council, be undesirable to dissociate the teaching staff
trom the clerical work of the schools, which is part and parcel of the staff’s daily .
duties and which when duly distributed cannot be a very heavy burden. If in any
case difficulty is felt, endeavours should be made to cutdown the clerical work, rather
than create a separate staff to deal with it. :

- (True Extract.)

. ; A. G. CARDEW,
Ag. Secretary to Government.

To the Director of Public Instruction.

-

Exd. V. A. Rajavelu.
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Upper Secondary training schools at Tanjore, Coimbatore and . ’ ’
Calicut with effect from lst March next.
. . 2
2. TFrom the accompanying statement giving the detailts of

% clerical work that has to be done in connection with upper

secondary schools, it Will be seen that there is suff1rien+ work

)3’-$for a Separate clerk and. tha+ such work cannot he dOne by the -

ORDER. No. 4&3‘7

, dated 2\ — (0~

Headmaster or any of the assistant masters Wi,“out defrlment to

- ety mer;«imnor#ahf‘ Work of teaching. - It is trus that all
this" vorknis now .done, by the teaohers without any clerk to

D : assist ,them,_ but it is doni at the sacrifice of a great deal
PO o pis | 4

] ?4 Lin B

a5, 52" tiline in and offl 'op school which eould be more profitably
S ,.Ju»'sf e ¥ ”“'V “‘i’\} PRLETT > 3 "

i ;”‘,;; 3 employed 1n teachlnn superv1sion and 1n.the prepararlon of

86ho01" wag-k. i B3 Bedms tm that these teachers should not be
&equ$re¢§¢o dedgpchler;caLQWDrk especially when such work
1nvolves 1059 of efficiency in the performance of their properL\

duties,

1Y >..i_
Sy "S

e A The necessary prOpOBiflon statement will be suhmitted
through the Accountant-General on receipt of orders on this

letter. Provision will also be made for the additional charge

in the budget estimate for 1904-05,
I have the honour to be,
sir,
Your most obedipn+ serV4nt

Director -of Public Instruetion,
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