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g Point Discussed:
i

I. Subject Teachers ensure that students maintain their notebooks and Notebooks are
properly checked. Also provide constructive remark to students to help them improve
their note-taking.

During bus duty, teachers should actively supervise students to maintain discipline.

. Teachers will send information regarding their Leave on school’s e-mail.

Submit periodic test papers before given deadline.
Teachers will be responsible for the corrections before final printout.

Teachers should update their e-diaries regularly with important academic dates,

deadlines, and other significant events. And will send e-diaries via e-mail.

7. Keep the bulletin board updated regularly with fresh content to keep the display vibrant
and informative.

8. Class Teachers have to organize Admission File (Documents)?

Ensure all required admission documents are collected and arranged in an ortflerly

manner. Cross-check the information provided by students and their parents in the

admission file for accuracy and completeness. :

If any queries or issues arise during the admission process, teachers can seek guidance

from Mr. Rohit.
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