
(1)

ST. FRANCIS DE SALES SCHOOL
CBSE Affiliation No. : 230076

Satgaon, Narengi, Guwahati - 171
Website : www.sfsguwahati.ac.in

Phone No.: 03612970238
Toll Free No. : 18003453581

Front Office Contact details: 07099043177 (8:30 AM- 4:00 PM)
Contact No. for Admission enquiry: 07099043077

Email id: sfs@sfsguwahati.ac.in

Document Code: SFS/ACA/D/001/1.2
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SESSION : 2025-2026

Name ................................................................................................... Adm.No. ............................

Class ........................... Sec .............................................. Roll. No. ..............................................

Primary Contact No. ........................................................................................................................

Secondary Contact No. ..................................................................................................................

Address ............................................................................................................................................

............................................................................................................................................................

Signature of Parent/Guardian ........................................................................................................

School  Hours : Monday to Saturday- 7:45 am to 2:10 pm

Touching lives, moulding future

Note -

1) The Students’ Almanac Part I serves as a reference guide for both students and parents. It contains
important guidelines and school policies. The students and parents are advised to read and understand
its contents thoroughly.

2)` It is not essential to carry The Students’ Almanac Part I to school daily.
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1.  ABOUT THE SCHOOL

St. Francis De Sales (S.F.S) School, Satgaon, Narengi, is a Catholic Minority Educational Institution

run by the Mermier Education Society of the Missionaries of St. Francis De Sales. This school envisages

an educational programme inspired by the vision and mission of our heavenly Patron St. Francis De

Sales. The school primarily visualizes inculcating in every child, a scientific temper and a critical mind.

We commit to upholding the values of secularism, democracy, justice, liberty and fraternity in all matters

concerning the socio-economic and cultural life of the individual and society.

OUR VISION:

An institution of excellence imparting holistic education to its human resource to mould them into globally

competent, environmentally sensitive and scientifically tempered citizens with the Fransalian value of

universal brotherhood.

OUR MISSION:

To nurture an engaging environment through a progressive curriculum, joyful and experiential learning,

care for the environment and respect for every being to promote universal well-being.

VALUES OF THE SCHOOL FOR 2025-26:

Nurturing Nature and Fostering Brotherhood.
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2.  PROFILE OF A FRANSALIAN STUDENT

A Fransalian student is a diligent and studious member of the student community of a Fransalian

school.

♦ He/She is a member of a Fransalian school not by chance but by choice who chooses to be formed

and educated by Fransalians in a Fransalian way.

♦ He/She practices Salesian virtues of simplicity, honesty, gentleness, humility etc.

♦ He/She knows the life and works of St. Francis De Sales, the patron, and Rev. Fr. Peter Mermier

the founder of the Fransalians who manages and administers the Fransalian educational institutions.

♦ He/She respects and obeys teachers, parents and elders.

♦ He/She develops human qualities together with the intellectual formation.

♦ He/She is regular to school, does his daily duties and follows the directions of the staff.

♦ He/She is God-loving, prayerful, follows the rules of the school in letter and spirit.

♦ He/She relates with others in a mature and balanced way irrespective of gender, age, caste or creed

or economic inequality and promotes brotherhood/sisterhood.

♦ He/She accepts and respects the differences among them, learns to live as brothers and sisters.

♦ He/She lives and promotes an eco-friendly lifestyle which does not destroy the nature rather

promotes.

♦ He/She is punctual, ready to accept corrections and take guidance from elders and teachers.

♦ He/She does not speak negatively about the school, management and staff.

♦ He/She keeps the school campus neat, clean and green.
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3.   GENERAL  INFORMATION

1. School Hours:

For Classes LKG & UKG

♦ Monday to Friday: 7:45 AM - 12:30 PM

♦ Saturday: Holiday

For Classes I & II

♦ Monday to Friday: 7:45 AM - 2:10 PM

♦ Saturday: Holiday

For Classes III-XII

♦ Monday to Friday: 7:45 AM - 2:10 PM

♦ Working Saturdays: 7:45 AM - 2:10 PM

For Class IX Foundational Course and Integrated Coaching NEET & JEE

♦ Monday to Friday: 7:45 AM - 3:20 PM

♦ Working Saturdays: 7:45 AM - 3:20 PM

2. School Office Hours:

♦ Monday to Friday: 7:45 AM - 4:00 PM

♦ Working Saturdays: 7:45 AM - 2:10 PM

3. Holidays:

i. Scheduled Holidays:

♦ Sundays: The school will remain closed on all Sundays.

♦ National and State Holidays: Holidays recognized at the national and state levels, as detailed

in the School Calendar accessible through Desalite Connect, will be observed.

ii. Unscheduled or Emergency Holidays: In the event of unforeseen circumstances necessitating

the closure of the school on a scheduled working day, prior notification will be provided exclusively

via Desalite Connect.

iii. Modifications to Holiday Schedule: The list of holidays provided in the Desalite Calendar is

subject to change. Adjustments may occur based on school requirements or new directives

issued by statutory and regulatory authorities.

4. Institutional Overview: This institution operates under the auspices of the Mermier Education

Society and holds a minority status as enshrined in Article 30(1) of the Constitution of India. This

constitutional provision grants religious and linguistic minorities the right to establish and administer



(6)

educational institutions of their choice. Additionally, the institution possesses a minority certificate in

accordance with Section 2(g) of the National Commission for Minority Educational Institutions Act,

2004.

5. Commitment to Inclusivity: While dedicated to serving the educational needs of its community, the

institution warmly welcomes students and staff from all backgrounds, irrespective of religion, caste, or

community. Respectful behaviour towards articles and images of religious significance is encouraged

among all members of the institution.

6. Religious Practices: The school premises are designated for religious practices specific to the

institution’s founding community. These practices are conducted in accordance with the institution’s

traditions and values, while maintaining an environment of mutual respect and understanding.

7. Code of Conduct and Disciplinary Measures: Students are expected to exhibit respectful behaviour

towards teachers, administrative staff, and all religious and community members. Acts of indiscipline,

interference in administrative processes, or displays of disrespect towards any teacher, religion, or

community are strictly prohibited. Such violations may result in severe disciplinary actions, including

the possibility of expulsion from the school.

Note: The school is committed to fostering a safe and inclusive environment. Therefore, any

behaviour that undermines this commitment will be addressed promptly and appropriately.

8. Guidelines For School Fee:

i. Financial Independence and Fee Structure

This institution is an unaided minority establishment and does not receive financial assistance from

the government or any external agency. The school’s sole source of income is the fees collected

from students. Consequently, periodic fee revisions may be necessary to accommodate salary

increments, rising maintenance costs, infrastructure upgrades, and facility enhancements etc.

ii. Mode of Fee Payment

All fees must be paid exclusively through Desalite Connect, unless specified otherwise by the

school administration.

iii. Fee Payment Schedule and Late Fee Policy

The tuition fee is applicable and charged for 12 months in an academic year, divided into four

quarters. This fee encompasses all holidays and vacations designated by the school, as well as any

leaves taken by students.

First Quarter April- June

Second Quarter July-September

Third Quarter October-December

Fourth Quarter January-March
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♦ Fees once paid are non-refundable, including cases of lockdowns, curfews, or bandhs.

♦ Payments must be made on or before the last day of the respective months.

♦ The first quarterly fee must be paid in advance before the commencement of the session.

♦ The remaining quarterly fees must be paid in the first week of the quarter i.e. the second quarterly

fee must be paid during the first week of July.

♦ Late fee of  Rs. 500 will be imposed for delayed payments. Specifically, payment for the

second quarter must be completed by the end of July. Any payment made after 30th of September

will incur a late fee of  Rs. 500 for that quarter.

♦ If fees remain unpaid for two consecutive quarters, the student’s name will be removed from

the school rolls.

♦ Fee pay slips can be downloaded from Desalite Connect for reference and payment tracking.

9. Attendance and Leave Policy

i. Minimum Attendance Requirement: Regular attendance is essential to instil discipline and

consistency in students, forming a lifelong value system. A minimum of 90% attendance per

term is mandatory, irrespective of emergencies. Any student failing to meet the attendance

requirement shall face penalties.

ii. Medical Fitness Requirement: Students returning to school after recovering from a

contagious or infectious disease must present a doctor’s fitness certificate. Failure to provide

the certificate may result in the student being sent home to safeguard the health of others.

iii. Mandatory Attendance on Key School Days: Students must be present on the last

instructional day before any holiday like Summer or Winter vacation and on the first day of

reopening after a term break or any holiday exceeding seven days. Additionally, attendance is

mandatory on special event days, including Annual Day, School Exhibitions, Parent-Teacher

Meetings, or any other important school functions. Absence on any of these days may lead to

a penalty, as determined by the school authorities.

iv. Early Exit from School: Students are not permitted to leave school early during school

hours, except in cases of emergency, with prior approval from the Principal/Vice Principal’s

Office. For security reasons, students will only be allowed to leave with a parent/guardian

carrying a Parent ID card only.

v. Leave for Personal Reasons: Leave may be granted in case of bereavement in the immediate

family, at the discretion of the Principal/Vice Principal. Parents should avoid requesting leave

for students to attend weddings, functions, or ceremonies during the academic term. Family

events should be planned during vacation periods as outlined in the Desalite Calendar.

vi. Leave Application Process: No leave requests must be submitted via ‘Contact the School’

on Desalite Connect or to the Class Teacher. For extended medical absences, a fitness

certificate from a certified medical professional is required upon return which must be uploaded
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in Desalite Connect. Each day of absence will result in a deduction of credit points, regardless

of the reason for the leave. Adherence to the leave application process is crucial to ensure the

academic integrity of all students and the smooth operation of school activities.

vii. Attendance for Representing the School: If a student represents the school at State/National/

International sports, cultural, literary, or academic events, attendance for the absent days will

be granted.

viii. Attendance for External Participation: Students participating in State/National/International

sports, cultural, literary, or academic events will be granted a maximum of 10 days of

attendance per academic session for the period of absence.

ix. Attendance and Participation Policy: Students who are absent from school on a given day

will not be permitted to participate in any after-school sports activities, practice sessions for

club activities or any school event scheduled for that day.

10. Break Time & Meal Guidelines

Break Time & Meal Guidelines: Ensuring that students bring a nutritious tiffin to school is

essential for their overall health, energy levels, and academic performance. A well-balanced

meal supplies vital nutrients such as vitamins, minerals, and proteins, which are crucial for

physical growth and cognitive development. Healthy eating habits foster concentration, enhance

learning, and contribute to maintaining an optimal weight. Instilling these habits from an early

age promotes long-term well-being and reduces the risk of chronic illnesses. A nutritious tiffin

not only fuels the body but also nourishes the mind, enabling students to excel both academically

and personally. To support this, the following guidelines must be observed:

i. Break Structure: Students are provided with two food breaks-a designated fruit break and a

lunch break.

ii. Healthy Tiffin Tips for Parents:

a. Ensure meals are colorful, rich in proteins, and packed with fresh fruits & vegetables.

b. Keep processed foods to a minimum for better health.

c. Avoid deep-fried, overly spicy, or oily foods.

d. Use whole grains like millet, oats, and whole wheat for better digestion.

e. Always include a fruit or a salad to balance the meal.

f.. Encourage kids to stay hydrated by packing water or fresh juices.

iii. Hydration Reminder: A Water Bell rings daily at 12:00 PM to remind students to stay hydrated.

iv. Tiffin Box Usage: To ensure the health, safety, and convenience of our students during meal

times, parents are requested to adhere to the following guidelines when preparing their child’s

tiffin:
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a. Inclusion of Essential Items: Pack a clean napkin to promote hygiene and cleanliness
during meals. Include a small bottle of hand sanitizer to encourage hand hygiene before and
after eating.

b. Tiffin Box Specifications: Use tiffin boxes with reliable clips or locks to prevent spills and
maintain food freshness. Opt for food-safe containers made from high-quality stainless steel
or BPA-free plastic. Stainless steel options are durable and do not leach chemicals into food.

c. Avoid Using Steel Insulated Flasks: Refrain from sending water in steel insulated flasks,
as they can pose safety concerns and may not be suitable for children’s use.

d. Appropriate Portion Sizes: Ensure portion sizes are suitable for your child’s appetite to
minimize food waste.

v. Healthy Meal Choices: Parents are encouraged to provide healthy and nutritious food in their

child's tiffin to support their overall well-being and academic performance. The school encourages

a vegetarian meal plan for students as a guideline. Here is a well-balanced weekly meal plan for

parents to prepare, including options for both the short break (snack) and the long break (lunch).

These options are designed to provide balanced nutrition, ensuring students receive the essential

nutrients needed for their growth and learning.

11. School Library Rules and Guidelines:

i. Careful Handling of Materials: All library materials, including books and other resources,
should be handled with the utmost care.

ii. Personal Belongings: Personal belongings, such as bags, are not allowed inside the library.

iii. Prohibited Items: The consumption of food and drinks, as well as the use of mobile phones and
electronic devices, is strictly prohibited inside the library.

iv. Library Membership: All students and employees automatically become bona-fide members
of the library upon enrolment or appointment.

Day

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

                                           Balanced Weekly Meal Plan for Students

Short Break (Break 1)

1. Assorted seasonal fruits.
2. Multigrain biscuits.
1. Trail mix of assorted dried berries,

apricots, raisins and dates.
2. Masala corn/makhana
1. Roasted nuts & dry fruits mix.
2. Whole wheat crackers with cheese.
1. Dry Fruit & Jaggery Energy Bars.
2. Paneer or Tofu sticks.
1. Fruit chaat.
2. Cucumber/Carrot sticks with hummus

or peanut butter.

Long Break (Lunch)

Stuffed paratha/ Roti with mixed vegetable
sabzi.
Poha / Upma/Vermicelli with peanuts and
veggies.

Vegetable fried rice/ Other variety of rice
preparation.
Whole wheat sandwiches with veggies/
Oats or Besan Cheela.
Whole wheat noodles/pasta with stir fried
veggies.

Follows the meal plan of the corresponding weekday as per the applicable timetable.
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v. Library Card: Students can use their 4-digit admission number as their library card number to
borrow books. Employees use their Employee Code to borrow books.

vi. Silence and Discipline: Silence must be maintained at all times within the library to ensure a
quiet and conducive environment for reading and studying.

vii. Library Operating Hours:

Monday to Saturday (working): 8:30 AM – 3:30 PM

The library remains open during both breaks for student use. Students from Class IV–XII can
borrow books, while students from Class I–III are allowed to read books in the library during
substitute periods or assigned slots during breaks.

viii. Book Borrowing Policy: Students are allowed to borrow 2 books at a time for a period of 14
days. Books may be renewed for an additional 7 days, provided the book is returned before
or on the due date.

ix. Overdue Book Charges: Books must be returned on time. An overdue charge of Rs. 5 per
day per book will be levied if a book is not returned by the due date. This amount shall be
adjusted against the quarterly tuition fees. Employees shall not be levied any library overdue
fine.

x. Reference Materials: Reference books, journals, periodicals, magazines, and
newspapers are not available for borrowing.

xi. Non-Transferability of Books: Books borrowed from the library are not transferable. They
must be returned by the borrower.

xii. No Dues Certificate: Students who transfer or withdraw from the school must obtain a No
Dues Certificate from the library.

xiii. Library Defaulters: A list of library defaulters will be sent to the Controller of Examinations,
with the approval from the Office of the Principal, prior to Term 2 examinations. Admit cards
of students with outstanding dues will be blocked until the dues are cleared.

xiv. Lost or Damaged Books: Any loss or damage to library books must be reported to the
librarian immediately. The borrower will be charged three times the cost of the book for any
lost or damaged books.

xv. Book Suggestions: Students and employees can submit book suggestions through the ‘Contact
the School’ section in Desalite Connect.

xvi. Book Donations: The school accepts book donations from students, employees, and the
extended community. For more information, kindly reach out to the school office. Acceptance
or rejection of donations is at the discretion of the school authorities.

    xvii. Class Library Management: The school believes that students will be encouraged to read
more if they have daily access to meaningful and personally interesting books which will further
reinforce language acquisition. Each class is responsible for creating and managing its own
Class Library, under the supervision of the class teacher. Students are not permitted to borrow
books from the Class Library to take home until the completion of the current academic year.
Substitution periods will be utilized as Class Library periods according to the school schedule.
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At the end of the academic year, students may choose to donate their Class Library books to the
school library, through their class teacher.

12. Collection of Students After School Hours: Guardians and parents are kindly requested to
make proper arrangements for collecting their children promptly after school hours. While the
school takes every precaution to ensure the safety of students, it cannot be held responsible if a
student leaves the school campus on their own accord or in the event of any accidents—minor or
major—during their time at school or while participating in school activities.

13. Visiting During Class Hours: Parents and guardians are not permitted to meet their child(ren)
or the teachers during class hours.

14. Communication with the School: All communication and correspondence related to the school
should be directed via the ‘Contact the School’ section in Desalite Connect only. The Class
Teacher shall be the primary point of contact for any queries or concerns.

15. Meetings with Teachers: Parents may meet with teachers on designated Saturdays after 2:00
PM. These dates will be mentioned in the digital calendar available in Desalite Connect.

16. Students’ Almanac : The Students’ Almanac  is an essential record for each student. It is the
responsibility of the student to ensure the diary is well-maintained and brought to school every
day. The Almanac  consists of two parts: Part One is to be kept at home, while Part Two must be
brought to school regularly. In the event of a lost Almanac, a written authorization from the Office
of the Principal is required to purchase a duplicate.

17. Language Policy: English is the designated medium of communication in the school. To develop
proficiency in English, students are expected to speak exclusively in English throughout the school
premises, except during language classes.

18. Private Tuition: The school advises students to refrain from engaging in private tuition with SFS
teachers.

19. Prohibition of Student Unions: The formation of student unions is strictly prohibited. Any activities
related to such unions, particularly those with political affiliations, are not allowed on school
premises.

20. Strikes and Disruptions: Students are strictly forbidden from organizing strikes, inciting others
to strike, or bringing external elements into the school that may disrupt peace, harmony, or the
effective running of the school. Any behaviour that harms the reputation of the school will not be
tolerated.

21. Disciplinary Action for Indiscipline: Teachers will not show leniency or ignorance toward any
student regarding matters of indiscipline. Strict action will be taken against any violations.

22. Respect for Staff and Fellow Students: Students must treat school staff with respect at all
times and be courteous to their peers. Disrespectful behaviour will be taken seriously, and those
responsible may face dismissal.

23. Lost and Found Policy: The school emphasizes the importance of students taking responsibility
for their personal belongings. The school shall not be held liable for any lost items like books,
clothing, money, tiffin boxes, or any other personal items. Students are strongly advised to refrain
from bringing valuable or expensive items to school, as the institution cannot assume responsibility
for their loss.
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♦♦♦♦♦ Finder’s Responsibility - Any found item must be submitted to the Lost and Found
Department at the School Reception immediately.

♦♦♦♦♦ Reporting Lost Items -Students who lose an item must submit a request through the “Contact
the School” section in the Desalite Connect. The request should include the name of the
item, specifications, place, and time of loss.

♦♦♦♦♦ Claiming Lost Items - The responsible guardian must visit the school to verify and collect the
lost item.

♦♦♦♦♦ Unclaimed Items - Items that remain unclaimed for 30 days will be donated to charity.

24. Maintaining Silence: Students must maintain silence in the corridors, near the Office of the
Principal/Vice Principal/Class Coordinator/administrative office/staff rooms, on the stairs, and in
the library during class hours. Talking is not permitted during the change of periods.

25. Movement Between Classes: Students changing classes for optional subjects or practical
sessions should walk silently in a single line.

26. Student Behaviour: Students must maintain discipline and always greet teachers, elders, and
peers in a respectful manner both within the school and outside.

27. Prohibited Actions on School Premises: Students are not allowed to write or make marks on
walls, furniture, or any part of the school premises. Strict action will be taken against those found
guilty, and they will be required to pay for the damages.

28. Damage to School Property: Students must avoid damaging any school property. Any damage
caused will be rectified at the expense of the student responsible. Students who observe any
damage must report it immediately, even if they are unaware of the culprit. The use of razor
blades or sharp objects is strictly prohibited and is considered as a zero-tolerance offence.

29. Required School Materials: Students are expected to bring all necessary textbooks and
notebooks according to their timetable. All books must be labelled and properly maintained
throughout the year. Students are prohibited from pasting stickers or colouring the pages of
school notebooks unless specifically instructed by the teacher.

30. Weight of School Bags: The school is concerned with the weight of student bags. Students are
not allowed to bring non-academic materials, such as magazines or comics, to school without the
permission from the Office of the Principal.

31. Personal Hygiene and Cleanliness: All students are expected to practice personal hygiene
and cleanliness. They should avoid littering and use the waste bins provided for disposing of
papers and other waste.

32. Firecrackers: The possession and use of firecrackers on school premises are strictly prohibited.
Any student found in possession of firecrackers will face immediate disciplinary action.

33. Gift-Giving to Staff: Students are not allowed to bring gifts for teachers or non-teaching staff
on any occasion, nor are they permitted to organize demonstrations in their honour without
proper permission from the school.

34. Loss of  Personal Items: The school is not responsible for the loss of articles or money.
Students are advised against bringing valuable items, such as expensive watches, jewellery, or
pens, to school.
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35. Games and Physical Activities: Students will not be excused from games, drills, or yoga
unless a medical certificate is provided.

36. Visiting Other Classrooms: Students are not allowed to visit classrooms other than their
own during recess or other periods, unless permission is granted by the school authorities.

37. Early Arrival at School: Students who arrive at school early should sit and study quietly in
their respective classrooms and maintain discipline.

38. Handing Over Items During Class Hours:  Parents are advised not to hand over tiffin or
any other items to the teaching or non-teaching staff during class hours, for delivery to their
children.

39. Birthday Celebrations and Treats: In adherence to school policies and to ensure a conducive
learning environment, students are kindly reminded not to organize birthday celebrations or
distribute treats (except for candies) to their classmates within the school premises. Only students
of LKG and UKG are permitted to wear clothes other than the school uniform on their birthdays.

40. Charity Fund: A charity fund is collected twice a year, once during the PT1 and once during
the PT3 Parent-Teacher Meetings (PTMs). Donations are voluntary and entirely at the discretion
of the parents. The collected funds will be used for charitable purposes.

41. Confiscation of Forbidden Items: Any forbidden items found in a student’s possession will
be confiscated immediately and kept in the custody of the Discipline Coordinator. These items
will be returned only when the student leaves the school or takes a transfer certificate. The
confiscation will be documented through the necessary forms issued by the school.

42. High Priority for Notebook Maintenance: A well-maintained notebook reflects a student’s
discipline, organization, and commitment to learning. To ensure consistency and clarity in students’
work, students must follow these essential notebook presentation standards:

i. Ensure all notebooks are properly covered and labelled with your name, class, and
subject.

ii. Maintain an index in their notebooks, recording the chapter name and page number
for easy reference.

iii. Page numbers and margins must be properly marked.

iv. Each answer must be separated by a line, and important headings/subheadings must be
underlined with a pencil to aid comprehension.

v. The date, chapter name, and learning outcomes must be written at the beginning of
each lesson.

vi. Maintain neat and legible handwriting to enhance readability and presentation.

43. Chapter Presentation: As part of Subject Enrichment and Internal Assessment, each student

must deliver an oral presentation in the classroom on a topic assigned by the subject teacher.

This activity is designed to enhance understanding, communication skills, and confidence. Students

are encouraged to give their best effort and actively participate in this learning experience.

Please follow the guidelines below:
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i. Topic Selection & Preparation: The subject teacher will assign topics from the syllabus for

each student. Students should thoroughly research their topic and structure their presentation

logically. The presentation must be well-organized, covering key points clearly and concisely.

Prepare in advance to ensure a smooth and confident delivery. Avoid reading directly from

notes; instead, focus on explaining the concepts. Practice time management to cover all key

points within 5 minutes. Respect classmates by listening attentively to their presentations.

ii. Presentation Duration & Format: Each student will have 5 minutes to present their topic.

The use of charts, visual aids, or PowerPoint presentations (PPTs) is encouraged to enhance

clarity and engagement. Maintain eye contact, speak clearly, and engage the audience.

iii. Assessment Criteria: Detailed rubric for assessment of chapter presentation is given the

Student Almanac (Part-I).

44. Willingness to Comply with School Regulations: Enrolling at St. Francis de Sales School

implies that students and parents are willing to comply with all school rules and regulations. All

students are required to familiarize themselves with the rules and regulations governing their

conduct. Ignorance of these rules will not be accepted as an excuse for any violations.
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4.  EFFECTIVE STUDY HABITS: A PATHWAY TO SUCCESS

Many students struggle to find enough time to study, and completing assignments or tasks may often

seem impossible. However, there's no magical solution to this challenge. The key lies in adopting efficient

study habits. By cultivating a disciplined approach to studying, you can reduce stress, boost your

confidence, and enhance your academic performance. Here are some guidelines that can help you study

smarter, not harder.

A. Study Conditions

1. Eliminate Distractions: Choose a quiet, distraction-free environment for studying. Avoid letting

your mind wander, and stay focused on the task at hand.

2. Prepare Your Materials: Make sure all the materials you need (books, notebooks, stationery,

etc.) are within easy reach. This will save time and energy that might otherwise be wasted in

searching for things.

3. Proper Lighting: Study under good lighting conditions to avoid eye strain and fatigue, which

can lead to a loss of concentration.

4. Ventilation: Ensure the study area is well-ventilated. Fresh air keeps your mind alert and improves

focus.

B. Planning Your Study Time

1. Create a Balanced Timetable: Plan your study time while balancing it with leisure. Organize

your schedule to include both fun and study time. As the saying goes, "All work and no play

makes Jack a dull boy." A well-rested mind absorbs information more effectively.

2. Weekly Study Planner: Plan shorter, more frequent study sessions for each subject, rather

than long, exhausting hours. Start with easier, more engaging topics, then gradually move on to

more challenging ones (unless the topics are interconnected).

3. Focus and Attention: Pay full attention to what you are studying. The more you focus, the

better you will understand and retain the information.

4. Avoid Studying When Tired: If you're feeling exhausted, take a break. Do something light to

refresh yourself, then return to your studies. However, don't confuse laziness with genuine

tiredness.

5. Understand the Big Picture: When studying, aim to understand the material as a whole. Look

at how different pieces of information fit together, rather than just memorizing isolated facts.

6. Revise Regularly: Revisit and re-learn previous lessons often. Regular revision, especially for

subjects like mathematics and grammar, reinforces concepts and improves retention.

7. Avoid Rote Learning: Instead of memorizing information, focus on understanding the concepts.

Write down essential points in your own words, and use headings and subheadings to organize

your notes.
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8. Make Your Own Notes: Don't rely solely on class notes. Create your own summaries of important

points and organize them logically.

9. Weekend Review: Dedicate some time on weekends to review the week's lessons. Focus on the

areas where you had difficulties, and aim to clarify those concepts.

C. Points for Students to Remember

1. Never Skip Lessons or Homework : Avoid neglecting your lessons or assignments. Skipping

them is like missing a train that you can never catch again.

2. Regular Revision:  Make it a habit to revise the material covered in class each day. Consistent

review strengthens your understanding and retention.

3. Tuition Dependency: Tuition can often be avoided. Focus on active participation in class and

seek help when needed to enhance your learning without relying on extra lessons.

4. Avoid Procrastination: Never put off tasks that can be done today. Delaying work only creates

unnecessary stress later on.

5. Be Enthusiastic and Committed: Approach everything you do with enthusiasm. Strive to do

your best in all aspects of life, as this will lead to personal growth and success.

6. Stay Connected with Parents: Show your Students’ Almanac to your parents daily and ensure

they sign any remarks or notes from the school.

7. Engage in Peer Learning: Take part in peer learning and teaching. Your classmates can offer

valuable insights, and teaching others reinforces your own understanding.

8. Participate in Sports: Make time for games and recreational activities. They refresh your mind

and provide the energy needed for productive study.

9. Persevere Through Difficulties: Do not shy away from challenges in your studies. In moments

of difficulty, seek guidance from your teacher and remember that prayer can provide the strength

and clarity you need.
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5.  BEHAVIOUR MANAGEMENT POLICY OF THE SCHOOL

At the core of fostering a nurturing environment that propels students towards academic, emotional, and

social excellence is the strategic implementation of effective behaviour management. Thoughtfully curated

strategies and approaches form a meticulously crafted toolkit, fostering positive behaviour, nurturing an

inclusive classroom culture, and adeptly addressing challenging behaviours.

Going beyond conventional disciplinary measures, behaviour management in our school embodies a

proactive and holistic philosophy. It is dedicated to nurturing students' self-regulation, instilling a sense of

responsibility, and refining interpersonal skills. Our comprehensive approach integrates various tools such

as Remarks, Warning Letters, and Card entries to reinforce discipline among students. Clearly articulated

in the Students’ Almanac (Part-I), these disciplinary measures come with a detailed set of rules and

regulations governing student conduct.

 In the pursuit of curbing indiscipline, the school has developed specific strategies. The commitment lies in

judiciously and comprehensively implementing these measures, ensuring that consequences for infractions

are administered with fairness and understanding, preventing the defaulter from feeling isolated or victimized.

Regardless of the nature or magnitude of the offense, discipline defaulters will face consequences as

outlined in the behaviour management rules of the school. Our overarching goal is to foster an environment

where discipline is upheld with fairness, empathy, and understanding.

Plan of action for Behaviour Management

1. Building a Positive Classroom Environment: Class teachers shall establish a strong rapport

with students and ensure that discipline is maintained at all times.

2. Daily Disciplinary Monitoring: A daily disciplinary report will be available in the Discipline

Section of the student's profile in Desalite Connect. Parents and students are encouraged to regularly

review this report to track disciplinary records, including any issued Indiscipline Cards, and to

understand the consequences associated with each card.

3. Class-Out Card : Each teacher holds a Class Out-Card with their name printed on it. Students

may leave the classroom only if a teacher is present and only with the Class Out-Card. Leaving the

classroom without a teacher present is not permitted.

4. Parental Responsibility in Disciplinary Actions : Parents may be summoned by the Discipline

Coordinator to be informed about the disciplinary actions taken by the school for defaulters when

necessary. It is mandatory for parents to be present when called to the school. Additionally, all

remarks must be signed by the parent without delay.

5. Disciplinary Credit Score System: The school emphasizes positive reinforcement to encourage

students to adhere to the proper and acceptable norms outlined in the Students’ Almanac (Part-I).

As a part of this initiative, the school follows a Disciplinary Credit Score System, where students

are awarded daily credit points based on their adherence to various discipline parameters. The

credit points are assigned as follows:
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DISCIPLINARY CREDIT SCORES

S.N. DISCIPLINE PARAMETERS POINTS

1 Daily Attendance +1

2 Punctuality +1

3 Timely submission of assignments

(Classwork /Homework) +1

4 Adherence to Classroom discipline +1

5 Respectful behaviour (respectful & courteous

towards peers, educators and staff members) +1

6 Personal Hygiene (well-groomed hairstyle, trimmed nails,

appropriate uniform with school ID card, polished shoes) +1

7 Adherence to school prescribed language +1

8 Regularity in bringing study materials and other necessary

academic resources. +1

Daily Total +8

i. Teacher’s Responsibility: Each teacher is responsible for recording students’ misconduct

concerning the discipline parameters in the Monitor’s Diary.

ii. Active Monitoring: All teachers will closely observe students to ensure that any violations of

school rules are accurately and impartially documented in the Monitor Diary, without fear,

favor, or bias.

iii. Behaviour Tracking: The daily credit points recorded in the Monitor’s Diary are uploaded

to Desalite Connect to effectively track and monitor student behavior.

6. Card Entry System for Disciplinary Management: The school implements a five-tier card

entry system to manage disciplinary issues effectively. Depending on the severity of the violation,

five types of cards are issued:

i. GREEN CARD

ii. BLUE CARD

iii. PINK CARD

iv. RED CARD

v. VIOLET CARD

The following chart provides a comprehensive overview of the Behaviour Management System,

outlining the disciplinary measures and corresponding actions implemented by the school.
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Details of the Reasons for Issuance of Cards:

1. Absenteeism: Absence from school.

2. Indiscipline: As a rule, any act in contrary to the Daily Credit Score shall be considered as indiscipline.

The acts of indiscipline include (but not limited to) –

a. Irregularity in attending school

b. Non-punctuality

c. Non-timely submission of assignments (CW/HW)

d. Non-compliance to classroom discipline

e. Disrespectful behaviour (impolite & rude towards peers, educators and staff members)

f. Non-compliance to Personal Hygiene expectations like well-groomed hairstyle, trimmed

nails, appropriate uniform with school ID card, polished shoes etc.

g. Non-adherence to the prescribed language of the school.

h. Failure to bring study materials, Student’s Diary or any teacher instructed material etc.

3. Category 1 Violations:

a. Eating during class hours or in any other prohibited areas and times.

b. Non participation in the school activities and events.

c. Leaving books and/or personal belongings unattended in the school campus.

d. Scribbling and scratching on school furniture.

e. Engaging in minor misconduct such as fighting, teasing, name-calling, whistling, bullying, shouting,

running in the academic block, loitering in corridors, or being in unauthorized areas.

f. Misbehaving or shouting in the school bus and showing disrespect towards staff and school

authorities.

g. Playing at inappropriate times or in inappropriate places, including playing with water during

school hours.

h. Making noise in the library or failing to return books on time.

i. Misbehaving outside the school campus in a manner that creates a negative impression of  the

school.

j. Repeatedly failing to communicate in English-the language of the school, within the school

premises.

4. Category 2 Violations:

a. Disobeying or refusing to follow the instructions of teachers or staff.

b. Offering unauthorized gifts or presents to teachers or school staff.
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c. Possessing items such as supari, gutkha, chocolates, chewing gum, aerated drinks, chips etc.

d. Inappropriately using school computers, including downloading non-permissible content or

misusing the interactive board and its components.

e. Repeated minor acts/instances of bullying other students.

f. Receiving two Green Cards.

5. Category 3 Violations:

a. Scholastic dishonesty, including the use of unfair means during examinations.

b. Misuse or falsification of school certificates, school record books, or report cards.

c. Leaving school premise without permission.

d. Making ethnic, racial, or religious slurs, and engaging in casteism, racism, communalism,

untouchability, or disrespecting religious articles within the school premises.

e. Disrupting school events or activities.

f. Repeatedly scribbling on school vehicles, walls, or furniture; damaging or mishandling  library

books, textbooks, notebooks etc.

g. Stealing school property or the property of others.

h. Possessing electronic devices such as transistors, music players, portable DVD players,

expensive watches, cameras, mobile phones, or other electronic gadgets. A fine along  with the

corresponding actions shall be levied upon the students issued a pink card for carrying mobile

phones to the school premises.

First Offence – Rs. 2000 and the phone will be retained by the school for 15 days. Second

Offence – Rs. 5000 and the phone will be kept by the school until the end of the academic

session.

i. Lying as a witness, failing to disclose information, or concealing evidence.

j. Collecting money for any purpose (e.g., parties, picnics, meetings, demonstrations)

without the permission of the authorities.

k. Showing disrespect to articles or images of any religion or acts of worship.

l. Attending parties, visiting movie halls, or visiting friends in school uniform, and bunking

classes.

m. Engaging in major physical or sexual harassment/bullying for the first time.

n. Earning two Blue Cards.
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6. Zero Tolerance Offences-

a. Possessing firearms or any weapons of destruction.

b. Encouraging irresponsibility and damaging school property.

c. Using harmful substances, including alcohol, smoking (in any form), or other addictive  substances

on school premises.

d. Engaging in gang activity or inciting major acts of violence and bullying that causes serious

mental trauma or physical harm.

e. Engaging in inappropriate behaviour or physical contact.

f. Repeatedly resorting to major physical or sexual harassment/bullying.

g. Possessing obscene pictures, videos, or printed materials.

h. Possessing volatile chemicals or hazardous substances.

i. Repeatedly engaging in scholastic dishonesty.

j. Verbally or physically abusing teachers, staff, or students.

k. Displaying any behaviour that threatens the safety and well-being of the student community

at large.

l. Using social media platforms to defame teachers, the school, or school authorities.

m. Bringing objects like knives, daggers, or other lethal weapons to school.

n. Earning two Pink Cards.

Grading Scale for Behaviour Management

CATEGORIES GRADE

Green Card A

Blue Card B

Pink Card C

Red Card D

2 Red Cards or Absenteeism beyond 30 days E

Role of the Discipline Coordinator:

The Core Academic Council functions as the Behaviour Management Committee of the school and

serves as the final decision-making body for matters of serious disciplinary concern. The school has

appointed a Discipline Coordinator, who is designated by the Principal. This role is an additional

responsibility alongside the primary duties assigned to the individual.

The roles and responsibilities of the Discipline Coordinator are enumerated as under:
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1. Receiving Complaints:

The Discipline Coordinator receives written complaints (Reports/Memos/Contact the School in

Desalite Connect) of acts of indiscipline from Class Teachers, Subject Teachers, Class Coordinators

and Parents.

2. Imposing Consequences:

After scrutinizing the facts and details, the Discipline Coordinator imposes consequences in

accordance with school norms outlined in the Students’ Almanac (Part-I).

3. Communication with Parents/Guardians:

The Discipline Coordinator contacts the parents (if necessary) to inform them about the student’s

misconduct. Additionally, the Discipline Coordinator explains the consequences the student will

face.

4. Collaborating with the School Authorities:

The Discipline Coordinator addresses indiscipline matters with the Principal and follows the directions

provided.

5. Maintaining Records:

The Discipline Coordinator maintains detailed records of all acts of indiscipline, including

recommendations for consequences, and ensures their implementation.

6. Convening Committee Meetings:

The Discipline Coordinator organizes and convenes Discipline Committee meetings, preparing the

final report for serious matters to be submitted to the Principal.

7. Delegating Responsibility:

The Discipline Coordinator forms teams and assigns authority and responsibility to enforce discipline

during events held on school premises or off-site, based on the nature of the case.
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6. COMPREHENSIVE ANTI-BULLYING POLICY AND PROCEDURE
OF THE SCHOOL

Bullying is the intentional and repeated act of causing distress, whether through a singular frightening
incident or a series of such occurrences. Victims often face significant challenges in defending themselves
against bullying. This harmful behaviour can manifest in various ways:

1. Physical Bullying: This involves actions like hitting, kicking, or confiscating belongings to physically
harm the target.

2. Verbal Bullying: Name-calling, insults, offensive remarks, and threats using spoken language are
employed to emotionally harm the victim.

3. Indirect Bullying: Tactics such as spreading rumours, exclusion, ostracizing, and stalking are utilized,
causing harm through more covert means.

4. Written Bullying: Occurs through written communication, often leveraging the internet and
cyberspace to convey hurtful messages and threats.

Bullying can be directed at an individual, or it may stem from biases related to the victim’s ethnicity,
nationality, colour, sexual orientation, or some form of disability, thereby affecting a broader group of
individuals.

Specifications of the anti-bullying policy

Our objective at SFS School is to foster a collaborative effort among staff, children, and parents to
cultivate a joyful and nurturing learning atmosphere. We are committed to a zero-tolerance policy against
bullying, employing a comprehensive school-wide strategy to promote safety, security, openness, and
confidence.

1. All forms of bullying and harassment are strictly prohibited, whether in the classroom, on school
premises, in adjacent areas, or during student travel, including school bus journeys.

2. In cases where incidents of bullying or harassment significantly disrupt the school learning environment,
severe consequences will be imposed on the offenders.

The school administration expects students to exhibit behavior appropriate to their developmental
levels, maturity, and demonstrated capabilities. This includes showing respect for the rights and
welfare of fellow students, school staff, and other associated personnel. Bullying stands in direct
opposition to the school’s mission and purpose. The institution is dedicated to cultivating an educational
environment where students experience a sense of value and security. The school is committed to:

i. Enabling students to thrive without encountering discrimination, harassment, or any form of bullying.

ii. Adopting a stance of zero tolerance, where bullying behaviours are neither allowed, condoned,
nor trivialized.

iii. Providing unwavering support to victims of bullying.

iv. Taking decisive action against bullies to ensure they cease their harmful behaviour towards others.
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Awareness

Effectively curbing incidents of bullying requires fostering a collective sense of responsibility among all
stakeholders, including the school management, teachers, students, and parents, to contribute to a
harmonious learning environment. To achieve this goal, the school will implement the following initiatives
each academic year:

1. Students: Annual workshops will be organized to educate students about the impact of bullying and
the importance of collective responsibility.

2. Teachers: Every academic year, workshops will be conducted for teachers and administrative staff
to enhance awareness and preventive measures against bullying within the school.

3. Parents: The crucial role of parents in fostering a safe environment will be emphasized in parent-
teacher meetings and through their representation in various school committees.

4. Others:

i. Anti-bullying policies will be prominently printed in Students’ Almanac (Part-I) and on the school’s
website.

ii. Morning assemblies, classroom sessions, and  house meetings will actively promote a bully-free
environment.

iii. Confidential surveys on student well-being and bullying behaviour will be conducted, with a
commitment to addressing identified bullies and supporting victims.

iv. An online feedback mechanism will be designed to allow students to express their personal
feelings related to bullying.

v. Exit interviews will be conducted, when circumstances permit, upon the issuance of a transfer
certificate to ensure a comprehensive understanding of the student’s experiences.

Prevention

In the pursuit of preventing any instances of bullying, the school will employ various intervention methods
to deter the recurrence of such cases. The school management is committed to a proactive approach,
implementing a well-defined process to minimize the likelihood of such incidents:

1. Confidential Reporting System: A confidential reporting system, including the utilization of Desalite
Connect, will be provided to students the platform to report incidents of victimization without fear of
reprisal.

2. Strengthening Support Systems: Efforts will be directed towards reinforcing the roles of class
teachers and counsellors particularly within the primary section. This aims to motivate students to
confide in these figures, fostering an environment where they can share their concerns without hesitation.

3. Classroom Management Techniques: Teachers will be encouraged to adopt classroom
management techniques that actively discourage opportunities for bullying behaviours, creating a
positive and respectful learning environment.
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4. Supervision Responsibilities: Emphasis will be placed on staff taking their supervision duties,
such as recess and after-school duties, seriously. This approach ensures a pervasive sense of staff
presence during these times, contributing to a secure and monitored school environment.

Intervention

The determination of whether an alleged act constitutes a violation of this policy rests with the school
administration. The Core Academic Council functions as the Behaviour Management Committee of the
school and serves as the final decision-making body for matters of serious bullying issues. Under the
instruction of the Core Academic Council, the Discipline Coordinator shall conduct a thorough and
timely investigation of each reported incident and prepare a detailed report. Parents of the involved
students will receive written notification from the school regarding the outcome of the investigation.

Any incident of bullying in the school shall be addressed by the Discipline Coordinator (DC) of the
school. The steps for handling reported incidents of bullying are as follows:

1. Immediate Reporting – All incidents of bullying must be promptly reported by the victim, a bystander,
or any person in authority, either through the Desalite Connect “Contact the School” feature or
preferably any other written format.

2. Swift Investigation – Upon receiving a complaint, an immediate investigation shall be conducted
and a report shall be within two working days.

3. Summons and Parent Involvement: The Discipline Coordinator shall convene to determine whether
any or all parties involved in the incident, along with their parents, should be summoned.

4. Assessment of Misconduct: Based on the inquiry report and its own assessment, the Discipline
Coordinator shall determine the seriousness of the misconduct and decide on the appropriate level
of sanction.

5. Medical Opinion: If necessary, the Discipline Coordinator may seek a medical opinion to evaluate
the severity of physical or psychological injuries. The school nurse will provide first aid, assess the
injury, document the findings, and report to the appropriate authority. Cases involving grievous physical
injuries will receive special consideration.

6. Timely Resolution: The entire process shall be completed within seven working days.

7. Post-Incident Support: Efforts will be made to restore a positive atmosphere following a bullying
incident. Neither the victim nor the bully will be labelled, and opportunities for personal growth and
positive change will be provided.

8. Assigned Support: A teacher and classmate buddy (at the primary level) will be assigned to monitor
the victim.

9. Monitoring Bullies: A designated teacher will observe and monitor the behaviour of the bullies for
a specified period to ensure compliance with disciplinary measures.

During its investigation, the Discipline Coordinator shall observe the following procedures

1. Conducting Calm and Patient Enquiry: The investigation shall be carried out in a composed and
patient manner, maintaining decorum throughout.
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2. Comprehensive Incident Recording: The case shall be discussed, and the incident meticulously
recorded with all relevant details, including day, date, place, time, and situation. The environment
during recording will be ensured to be conducive for the victim.

3.  Empathetic Listening: Patient listening shall be provided to encourage the victim to elaborate on
the entire incident. Additionally, friends or witnesses may be given an opportunity to share their
perspectives.

4. Individual Inquiries: The Bully, Victim, and Bystanders/staff shall be individually interviewed, and
they will be asked to write an immediate account of the incident.

5. Witness Examination: Individual inquiries with witnesses shall be conducted to determine the
accurate sequence of events.

6. Opportunity for Explanation: Both the victim and the bully shall be given an opportunity to
explain their respective stands on the issue. Understanding the motives behind the incident is crucial.
If the victim provoked the bully, verification shall be sought, and statements from witnesses obtained.

7. Policy Explanation: The process for dealing with bullying incidents, as outlined in the policy, shall
be clearly explained to both the bully and the victim.

8. Victim’s Reactions and Intentions: The victim shall be asked to express their own reactions and
intended behaviour towards the bully.

9. Use of Video Evidence: Video footage from the school’s CCTV cameras may be utilized as
evidence to substantiate the investigation.

10. Clear Incident Account: A clear and precise account of the incident shall be documented and
presented to the Core Academic Council.

General guidelines for preventing and controlling bullying

1. Procedure for the Victim (the person who has been bullied): Students who have experienced
bullying are encouraged to take the following actions:

i. Address the Bully Directly – Confront the bully verbally, making them aware that their behaviour
is inappropriate and unacceptable. Clearly warn them that the matter will be reported to the
school authorities if it continues.

ii. Seek Support – Share their feelings with someone they trust, such as a close friend, the class
monitor, or the school nurse in the first aid room. If possible, speak to a Teacher, Class Coordinator,
School Counsellor, or any trusted adult they feel comfortable with.

2. Procedure for Bystanders (students who witness bullying): Students who witness bullying are
expected to take any of the following actions:

i. Support the Victim – Offer reassurance and attempt to make the bully understand that their
actions are unacceptable.

ii. Report the Incident Together – Accompany the victim to the School authorities and provide
a detailed account of the incident.
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iii. Inform School Authorities – Report the incident to school authorities, even if the victim is
hesitant to come forward due to fear or shock.

3. Procedure for Staff (who witness incidents of bullying): Staff members who witness incidents
of bullying are expected to:

i. Provide Reassurance and Support – Remain impartial while reassuring and supporting the
students involved.

ii. Listen to Both Parties – Hear from both the bully and the victim to understand the nature and
severity of the incident.

iii. Report to the Class Teacher/ Class Coordinator/ Discipline Coordinator – Direct
communication with parents is discouraged.

iv. Enforce School Policies – Uphold the school’s commitment to identifying and addressing
non-compliance.



(29)

7. SCHOOL COUNCIL

The primary aim of the School Council is to form a united team of responsible and capable student

leaders who are committed to positively shaping the development of the school community. This inclusive

process ensures a well-rounded representation and identifies individuals who can collectively contribute

to the overall betterment of the school environment.

Objectives of the Prefectorial Board

♦ To develop leadership skills, teamwork, and a sense of accountability among students.

♦ To assist in maintaining discipline and decorum within the school campus.

♦ To represent the student community and voice their ideas and concerns constructively.

♦ To organize and support various school events, cultural programs, sports activities, and inter-house

competitions.

♦ To uphold the school’s values and set a positive example for peers.

Composition of the Prefectorial Board

Key Positions Designation

School Leadership Head Boy & Head Girl

School Leadership (Junior wing) Junior Head Boy & Junior Head Girl

House Leadership House Captains & Vice Captains

Sports Leadership Sports Captain & Asst. Sports Captain

Cultural Leadership Cultural Captain & Asst. Cultural Captain

Class Leadership Class Captains & Vice Captains

Selection Process

The selection of the Prefectorial Board is a carefully structured and transparent process aimed at

identifying students with exceptional leadership qualities and a strong sense of responsibility. The process

ensures a fair and systematic evaluation at each stage.

1. Nomination by Class Teachers: Class teachers nominate eligible students based on a

comprehensive rubric that assesses academic performance, attendance record, communication

skill, leadership and initiative, critical thinking and problem solving, professionalism, respect for

others, empathy, and inclusivity, commitment to the school and integrity.

2. Screening by School Administration: The school administration meticulously reviews the

nominations to ensure that only the most deserving candidates proceed to the next stage.

3. Panel Discussion and Interviews: Shortlisted candidates for key leadership positions — Head

Boy & Head Girl, Sports Captain & Assistant Sports Captain, Cultural Captain & Assistant
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Cultural Captain, House Captains & Vice Captains — participate in panel discussions and interviews.

They are evaluated on their Leadership vision, Problem-solving skills, Communication and

representation abilities.

4. Manifesto Presentation: All shortlisted candidates present their manifestos to the school community:

Head positions: Present during the school assembly. House Captains and Vice Captains: Present in

their respective classrooms.

This stage allows students to share their goals, ideas, and vision for the role they aspire to.

5. Election for Captain and Vice-Captain: An election is conducted in each class to select the

House Captain and Vice-Captain. The candidate receiving the highest number of votes becomes

the Captain. The candidate with the second-highest votes is appointed Vice Captain.

6. Final Selection by the Committee for key positions: The final selection for all key positions,

except Class Captains and Vice Captains, is carried out by a dedicated Selection Committee

comprising members of the Academic Council. Following the manifesto presentations, the committee

undertakes a fair, impartial, and thorough evaluation to appoint the most deserving candidates to the

Prefectorial Board.

General Rules

1. Canvassing in any form is strictly prohibited and may lead to disqualification.

2. False information or misrepresentation will result in immediate disqualification.

3. The decision of the Selection Committee is final and binding.

4. Selected candidates must maintain the highest standards of behaviour and academic performance

throughout their tenure. Failure to do so may result in removal from the Prefectorial Board.

5. The tenure of the Prefectorial Board members will be for one academic year unless specified otherwise

by the school.

6. A student cannot be selected for the same Prefectorial Board position for two consecutive years to

provide equal leadership opportunities to other deserving students.

Roles & Responsibilities of Head Boy, Head Girl & Council Members

1. Maintain Discipline

• Ensure students follow school rules and maintain discipline in hallways and common areas.

• Assist teachers in fostering a respectful and focused learning environment.

2. Behaviour Oversight

• Report any behavioural concerns to teachers.

• Promote a culture of respect, responsibility, and cooperation among students.
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3. Exemplify Leadership

• Actively participate in school activities to inspire peers.

• Guide and support classmates in developing leadership qualities.

• Encourage teamwork and positive communication.

4. Integrity & Responsibility

• Uphold honesty and ethical standards in academics and school life.

• Take responsibility for actions and decisions.

• Approach challenges with transparency and a problem-solving mindset.

5. Uphold School Values

• Demonstrate and promote the school’s values through daily actions.

• Represent the school’s mission and principles in all engagements.

6. Support Faculty

• Assist teachers in maintaining a positive and conducive classroom atmosphere.

7. Event Coordination

• Efficiently plan and organize school events.

• Ensure all event details are managed effectively for smooth execution.

8. Execution Excellence

• Work collaboratively with teachers to develop comprehensive event plans.

• Troubleshoot and resolve issues during events to enhance efficiency.

9. Promote Participation

• Engage students in extracurricular activities and encourage active involvement.

• Support peers in initiating new and innovative projects.

10. Uniform Compliance

• Ensure students adhere to the school’s uniform guidelines.

• Address uniform-related concerns in a respectful and constructive manner.

11. Personal Presentation

• Maintain a neat and presentable appearance.

• Foster a sense of pride in personal grooming and school representation.
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Role of  Class Captain and Vice-Captain

The role of a class captain entails both an honour and a set of responsibilities. A class captain is either

elected or appointed and tasked with representing and guiding a particular class of students. This role

encompasses a spectrum of responsibilities and expectations, pivotal in cultivating an environment conducive

to positive learning and productivity. The duties of a class captain are enlisted below:

1. Set a positive example for their peers by demonstrating responsibility, respect, and a strong work

ethic.

2. Update the class board daily, ensuring it reflects the date, total number of students, and their attendance

status (present/absent).

3. Maintain accurate attendance records by documenting the date, total number of students, and their

attendance status in the Monitor’s Diary.

4. Record class activities by noting the lessons taught during each period in the Monitor’s Diary.

5. Support the Class Teacher in maintaining an organized classroom environment, including distributing

notebooks/materials and managing resources.

6. Take an active role in promoting cleanliness and organization within the classroom and corridors,

while ensuring the proper care of “My Class Plants.”

7. Encourage classmates to take responsibility for their personal space and contribute to a positive

learning environment.

8. Report cases of unruly or undisciplined behaviour that may affect academic performance to the Class

Teacher or Subject Teacher.

9. Follow up on students who fail to complete assignments or submit notebooks and report the status to

the Class Teacher or Subject Teacher.

10. Notify the Class Coordinator if a Subject Teacher is delayed by five or more minutes in arriving for

class.

A special ceremony called the Prefect Investiture introduces the new Prefectorial Board to the whole

school. It marks the start of their leadership role and brings everyone together, creating a feeling of pride

and togetherness in the school.

The School Council, comprising the Prefectorial Board and its dedicated members, plays a vital role in

shaping the character and environment of the school. The rigorous selection process ensures that capable

and responsible individuals lead various roles within the council, contributing to the holistic development

of the academic community.

Through their leadership, guidance, and collaborative initiatives, the School Council stands as a beacon of

inspiration, enriching the educational experience for all. Together, we look forward to a future where the

values of leadership, integrity, and inclusivity continue to flourish under the guidance of the school.
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8. STUDENT ACCOMPANIMENT FOR FINANCIAL EMPOWERMENT
(SAFE) SCHOLARSHIP PROGRAMME

SFS School is committed to serve the society at large through its Scholarship programme called SAFE

(Student Accompaniment for Financial Empowerment). SAFE is broadly divided into three categories

1. Talent Nurturing Scholarship: It is the Merit-based scholarship awarded for exceptional academic

performance and excellence in co-curricular areas like sports, music, and art.

2. Financial Empowerment Scholarship: It is the Need-based scholarship awarded based on a

student’s financial situation especially the marginalized section of the society.

3. Employee Support Scholarship: It is the educational scholarship offered to the children of employees,

recognizing the value of their employees’ commitment to the institution.

Talent Nurturing Scholarship

above in
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Financial Empowerment Scholarship

The school shall provide SAFE assistance to a maximum of 50 students per academic session. The terms
and conditions of the programme include the following:

a. Eligibility requirement : The scholarship is open to students who meet the following criteria:

i. Student must achieve a minimum aggregate score of 60% in both Term 1 and Term 2 examinations,
in addition to maintaining at least 90% attendance.

ii. Family Annual Income of both the parents together should not exceed more than Rs. 2 Lakhs per
annum.

iii. Parents seeking concession must have a Ration Card or BPL Card.

iv. Financial assistance shall be provided only to the first child in a household in the case of siblings.
At any given time, only one student from a household shall be eligible for the scholarship.

b. Application process : Documents required to be submitted includes-

i. Completed SAFE form available at the School Office.Incomplete applications may not be
considered.
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ii. Term 1 and Term 2 report card.

iii. Ration Card or BPL Card.

c. Selection Process and Scholarship details :

i. Scholarship shall be awarded on a first-come-first-served basis.

ii. Scholarship applications must be submitted by 1st September each year.

iii. Scholarship recipients shall be selected by the Scholarship Selection Committee comprising of
the following members-

1. Principal

2. Vice Principal

3. Representative of the Governing body

4. One teacher-in-charge

iv. The Scholarship Selection Committee shall study and verify the documents. If required the
Committee shall call the applicants for interview before taking the final decision.

v. The decision of the Scholarship Selection Committee shall be final and binding, subject to approval
by the Provincial Superior.

vi. The financial assistance shall be valid for one academic session only. However, it may be renewed
upon re-application subject to the consideration of the School Management.

vii. Scholarship amount is adjusted against the Tuition fee only. The scholarship amount shall vary
from 20% to 100% concession in the Quarterly fee which shall be at the discretion of the School
Management and policy changes from time to time.

viii. The School Management has the right to cancel or modify the assistance without stating any
reason whatsoever.

ix. The scholarship may be revoked if the student fails to meet academic or behavioral expectations
or is found to have provided false information in the application.

x. The scholarship shall be terminated if the student withdraws from the school or is terminated.

Employee Support Scholarship

SFS Guwahati has introduced a scholarship program to assist the children of employees who plan to
continue their education at SFS School. Terms and conditions of the Employee Support Scholarship
includes:

a. Employment in the school is not a guarantee for the admission of their ward.

b. The admission shall depend upon the availability of seats and merit only. Also, the student must
clear the interaction/baseline assessment (as applicable).

c. 50% waiver in New Admission Fee & Quarterly fees shall be awarded under this programme.

d. The scholarship is applicable for one academic session only. However, it may be renewed upon
re-application, subject to the consideration of the school management.

e. The scholarship for Support Staff shall vary from 5% to 100% subject to the decision of the
School Management.

Completed SAFE form available at the School Office must be submitted to avail the concession at the
time of admission/re-admission.



(37)

9. SCHOOL UNIFORM SPECIFICATIONS AND COMPLIANCE GUIDELINES
FOR STUDENTS:

To uphold a consistent and professional appearance within the school environment, students are required

to adhere to the following uniform compliance and grooming guidelines:

1. Uniform Compliance: Adherence to the uniform policy is mandatory to maintain a cohesive and

professional school environment which promotes equality and minimizes distractions. Students are

required to wear the official school uniform as per the school’s approved design and material. No

modifications to the uniform are allowed.

2. Adherence to Dress Code: Any student not adhering to the uniform policy may be restricted

from attending classes and activities until compliance.

3. Regular Monitoring: Students’ uniform and personal grooming will be checked regularly. Non-

compliance with uniform rules may lead to disciplinary action.

4. Neatness and Cleanliness: Students must wear a clean and well-ironed uniform every day.

Torn, faded, or ill-fitting uniforms are not permitted.

5. Nails and Hygiene: Nails must be trimmed regularly. Long nails, nail polish, mehendi, or tattoos

are strictly prohibited.

6. Prohibition Items: Students are strictly prohibited from wearing ornaments or fancy jewellery,

including rings, earrings, chains, nose rings, bracelets, and bangles. Only small hoops or studs are

permitted as earrings. The use of cosmetics such as lipstick, coloured lip balms or any other

cosmetic products, is not allowed. Additionally, wearing fancy belts, caps, thermal earmuffs, or

scarves other than the school-prescribed ones is strictly prohibited.

7. Hair and Grooming: Proper haircuts are mandatory for all students.

• Girls with long hair must tie it neatly in braids or ponytails.

• Girls of Classes LKG to V must wear two ponytails or braids.

• Girls of Classes VI and above may wear one ponytail or braid.

• Girls shall use only white hair clips and non-fancy white hairbands.

• Boys must maintain short and neatly groomed hair, with the length not exceeding 1.5 inches.

• Hair coloring, gel, fancy or unconventional hairstyles that compromise uniform standards are

strictly prohibited.

8. Headgear: Headgears such as turban and hijab are permitted in school only for religious reasons.

The type and style of headgear are subject to the discretion of the school management, and it must

be neat and in line with the school’s dress code. Permission must be sought from the Office of the

Principal prior to usage.
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9. Footwear Guidelines:

• Students of Classes LKG to V must wear Bata black strapped shoes with Velcro only.

•  Students of Classes VI to XII must wear Bata black laced shoes only.

• Slippers, sandals, or sports shoes are not allowed on regular school days unless specified.

• Students must wear only the school-prescribed white socks as part of their uniform.

10. Wrist Watches: Only analogue watches are allowed. Students below Class V are not permitted

to wear wrist watches.

11. Identification Card: To enhance security and facilitate easy identification, our school issues color-

coded lanyards for student ID badges. It is mandatory for students to wear their assigned ID card

with the lanyards around the neck at all times in school premises to ensure a safe and organized

environment. The description is mentioned in the table below-

School ID Card Details

S.N. Lanyard Colour Description

1. Red Students Walker (SW)

2. Green Parent Pick Up (PP)

3. Yellow School Transportation (ST)

4. Purple Private Transportation (PT)

5. Blue Parents/Guardians of SFS (ALL)

12. Seasonal Uniform Compliance:

Summer Uniform shall be applicable from 1st April to 30th September.

Winter Uniform shall be applicable from 1st October to 31st March.

13. Winter Wear Guidelines: Wearing of blazers and sweaters is not permitted during non-winter

periods unless specifically advised by the school. Only school-prescribed blazers and sweaters

are permitted during winter. No other-coloured jackets or sweatshirts are allowed.

14. Skirt Length Guidelines for Girls: The standard length of the skirt must be knee-length or

below the knee. Skirts should be properly stitched, of appropriate fit, and worn modestly as part

of the school uniform. Short or above-knee skirts are strictly not permitted.

15. House Uniform Usage:

• Students of Classes LKG and UKG are required to wear their House Uniform on Drill &

Games Days.

• Students of Classes I to X must wear their House Uniform on Health & Physical Education

(HPE) Days and Co-Curricular Days (Saturdays).

• Students of Classes XI and XII shall wear their House Uniform on the day of their Physical

Education Practical classes and Co-Curricular Days (Saturdays).
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20

21

VENDOR DETAILS
RAJU DRESSES

R.P ROAD , GANESHGURI
GUWAHATI-781006

Contact No-6913330330, 7576000010

VENDOR DETAILS
RAJU DRESSES

PANJABARI ROAD, SIXMILE ,
GUWAHATI -781022
Contact:  6900044222
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10.  EXAMINATION POLICY

Examination policy of the school ensures a transparent, fair, and structured approach to examinations while

maintaining the integrity of the evaluation system in accordance with CBSE norms.

1. Curriculum and Assessment Policy:

i. The school follows the curriculum prescribed by the Central Board of Secondary Education (CBSE).

ii. For Classes LKG to V, textbooks are selected from reputed publishers through a structured Book

Review Process.

iii. NCERT textbooks are primarily used for students in Classes VI to XII.

iv. Assessments are conducted as per CBSE norms, ensuring a balance between scholastic and co-

scholastic areas. However, specific implementation details may vary to align with the school’s vision,

mission, and the spirit of CBSE directives.

v. To ensure clarity on the examination pattern, the school conducts an orientation program at the

beginning of the academic session to inform and educate parents.

2. Academic Session and Examination Structure:

The Academic session is divided into two terms -

a. Term I - April to September.

b.  Term II - October to March.

Examinations conducted during the Academic Session are listed below-

Name of the Examination Applicable Classes TERM

PT 1 LKG-XII Term I

CARES 1 III-X Term I

PT 2 LKG-XII Term I

CARES 2 III-X Term I

TERM 1 LKG-XII Term I

PT 3 LKG-IX & XI Term II

CARES 3 III-X Term II

PT 4 LKG- VIII Term II

CARES 4 III-IX Term II

TERM 2 LKG-IX & XI Term II

PRE BOARD 1 & 2 X & XII Term II

DESALITE OLYMPIAD I-IX Term II

SOF I-XII Term I/Term II
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3. Examination Schedule and Governance Policy:

i. Examination dates are determined in advance by the School Management in accordance with
the Academic Calendar. However, in the event of unforeseen circumstances, the Management
reserves the right to reschedule examinations by either preponing or postponing the dates.

ii. The School retains full authority over all rules and policies related to examinations. No external
interventions from stakeholders shall be entertained in official matters concerning the organization.

4. Guidelines for Admit Card in Examination:

i. The admit card is mandatory for all Term 1, Term 2, and Pre-Board examinations.

ii. Students can download their admit cards from Desalite Connect upon clearance of quarterly
tuition fees and quarterly transport fees (if applicable).

iii. Students who fail to bring their admit card must obtain a provisional admit card from the school
office. This must be done at least two days before the examination.

iv. A fee of Rs. 500 will be charged for issuing a provisional admit card which shall be added to the
Quarterly fees.

v. Students arriving without an admit card will be directed by the invigilator to obtain a provisional
admit card from the school office.

vi. Students who do not have an admit card will not be allowed to take the examination until they

obtain and present a provisional admit card.

5. Examination Attendance and Conduct Policy:

i. Students arriving late for examinations shall not be allotted any extra time to complete their
question papers.

ii. The school strictly follows a ‘No Re-Examination’ policy. No examination will be conducted
either before or after the scheduled date and time.

iii. Attendance for all examinations conducted throughout the year is mandatory. Absence from any
examination shall result in the student being marked as absent. It is the responsibility of both
students and parents to ensure timely attendance for all examinations.

iv. Internal Assessments and Practical Examinations shall be conducted strictly on the scheduled
dates. Requests for rescheduling these assessments shall not be considered.

6. Prohibited Items in the Examination Room:

i. Students are not allowed to carry communication devices like mobile phones and watches into
the examination room.

ii. The invigilator will conduct thorough frisking for students of Classes 9 to 12 before the exam.

iii. If any prohibited items are found, they will be confiscated by the invigilator and returned to the
student after the examination only.

7. Examination Guidelines for Students with Medical Conditions:

i. Students suffering from contagious diseases shall not be permitted to appear for examinations in
the school to ensure the health and safety of all students and staff.
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ii. Requests for taking an examination from the infirmary or for early exit after the examination
must be submitted through the ‘Contact the School’ option in Desalite Connect. Such requests

will be considered only if a valid medical prescription is provided as proof.

iii. Students who fall sick during examination shall be granted early exit after completion of
examination only after the infirmary nurse assess the situation and provide approval. Official

communication shall be sent from the school to the parents about the student’s early exit.

8. Unfair Means Policy in Examinations:

The following actions performed by any student during the course of the examination shall be
deemed as unfair means practices and will result in disciplinary action –

i. Carrying any unauthorized material into the examination hall with the intent to use it for answering
questions or conducting experiments in the laboratory during the examination.

ii. Copying from or referring to any material other than the question paper or answer booklet
provided during the examination. This includes any written or printed material on paper, cloth,
calculator, mobile phones, benches, or any part of the body such as hands, arms, or feet.

iii. Seeking or providing assistance to fellow examinees through verbal communication, gestures,
or by viewing or sharing answer booklets, whether with or without the consent of the other
examinee.

iv. Refusing to comply with the instructions given by the invigilator.

v. Misbehaving or causing any form of disturbance within or around the examination hall.

vi. Engaging in any other act or omission that disrupts or has the potential to disrupt the orderly
conduct of the examination.

9. Procedure for Handling Unfair Means in Examinations:

i. If a student is found using unfair means during an examination, their existing answer sheet shall
be confiscated by the Invigilator immediately.

ii. The student shall be provided with a fresh answer sheet, regardless of the remaining time for the
examination.

iii. The student is not permitted to reattempt any questions that were already answered on the
confiscated sheet. The invigilator must note these question numbers on the top of the fresh
answer sheet.

iv. The confiscated answer sheet shall be submitted to the Discipline Coordinator for review after
the completion of the examination.

v. After the review of the case is completed, the Discipline Coordinator shall ensure that the
student acknowledges the act of using unfair means by writing a statement on the confiscated
sheet and signing it as a declaration of misconduct.

vi. The invigilating teacher who identified the act of unfair practice shall provide a detailed report of
the incident to the Discipline Coordinator.

vii. The student’s parents shall be informed, and the student shall be sent home after a thorough
investigation of the incident.
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viii. The newly issued answer sheet shall be sent for evaluation, and the final decision regarding

disciplinary action shall be taken by the school authorities.

10. Evaluation and Marking Guidelines:

i. Adherence to Marking Scheme: Evaluators must strictly follow the marking scheme provided

in the question paper. Marks shall be awarded based on the accuracy of the answer and adherence

to the marking guidelines.

ii. Multiple Responses: If a student provides multiple answers for a single question, only the first

response or the clearly marked answer will be considered for marking.

iii. Deduction for Spelling and Grammatical Errors: A deduction of 0.25 marks shall be applied

for each spelling or grammatical error across all subjects.

iv. Marking of Multiple-Choice Questions (MCQs): Full marks will be awarded only if both

the option and the answer are correctly written. Example:

Question: A. The capital of India is New Delhi.

If only option A is written: 0.5 marks will be awarded.

If only the correct answer (New Delhi) is written: 1 mark will be awarded.

If both the option and the answer are written but do not match: 0.5 marks will be deducted.

v.  Partial Answers: If a response demonstrates partially correct understanding or knowledge, the

evaluator shall award partial credit accordingly.

vi. Map work : Both naming and marking the location on the map are compulsory to receive full

marks.

vii. Evaluation of Comparative Questions: For questions that require students to compare and

contrast two items, concepts, or phenomena, the following scoring criteria shall be followed:

a. Balanced Comparison: Equal attention must be given to both items. No marks will be awarded

if the comparison statements are not contradictory in nature.

b. Accuracy and Relevance: The response must directly address the specific aspects outlined in

the question. Answers that are off-topic or fail to address key points will not be considered as

accurate response.

c. Use of Supporting Evidence or Examples: Concrete examples may be used to clarify points,

but they will not be considered as independent points of difference.

11. Policy on Retention and Distribution of Answer Scripts:

i. The answer scripts of all major examinations for Classes LKG to VIII shall be returned to students

on the day of the Parent-Teacher Meeting (PTM) held for result declaration.  Additionally, for

students of Class II and above, the answer scripts shall be shown in class before the PTM.

ii. Students shall not tamper with the evaluated answer scripts after distribution as any form of

incorrect marking or alteration could lead to strict disciplinary action.



(44)

iii. The school shall retain the answer scripts of all major examinations for Classes IX to XII for a
period of one year after the completion of the current academic session.

12. Policy on Verification and Rectification of Answer Scripts:

The evaluation of answer scripts shall be conducted with the highest level of accuracy, consistency,
and fairness. However, if a student or parent identifies a potential error in correction, such as
incorrect awarding of marks or non-evaluation of any question(s), the following procedure shall be
followed:

i. If error is detected by a student at the time of distribution of evaluated answer scripts in the
classroom, it shall be brought to the notice of the subject teacher immediately for re-evaluation
and necessary rectification (if any).

ii. If an error is identified by a parent during the Parent-Teacher Meeting (PTM), it must be
immediately brought to the attention of the class teacher for re-evaluation and rectification, if
required.

iii. The school will not entertain any requests for mark alterations once the answer scripts have
been taken out of the classroom. Parents are required to verify the answer sheets and marks
while inside the classroom during the PTM. For effective mark verification, parents are advised
to carry the question papers on the PTM day.

13. Revaluation Process for Answer Scripts

i. The revaluation process involves a thorough review of the evaluated answer script to ensure
that marks have been awarded accurately.

ii. If the re-evaluation results in any changes to the marks, the updated marks shall be communicated
to the student and parent within 10 working days from the date of the Parent-Teacher Meeting
(PTM) and published on Desalite Connect.

iii. The answer script, reflecting any corrections (if applicable), shall be returned to the student.

14. Promotion Criteria and Academic Retention Policy:

i.   Norms of Promotion Criteria for Class IX –

a. Minimum Marks Requirement: Every student must secure a minimum of 33% marks in
Term 2 Examinations for all subjects.

b. Failure in Core Subjects: A student who fails in English or Assamese/Hindi will be considered
as having failed the entire year.

c. Retest for Failure in Two Subjects:

A student who fails in two subjects (other than English, Assamese/Hindi) will be eligible for
a retest. The retest will be conducted 5 days after the declaration of results. To be promoted
to Class X, the student must secure a minimum of 33% marks in the retest. Students who
do not achieve the required 33% in the retest will be treated as failed students.

d. Failure in More than Two Subjects: Students who fail in more than two subjects will be
considered as failed students and will not be eligible for a retest. Such students may continue
in the same grade and school for one more year only.
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ii. Norms of  Promotion Criteria for Class XI –

a. Minimum Marks in Theory Examination: Every student must secure a minimum of 33%
marks in the Theory Examination for all six subjects opted in the Term 2 examination.

b. Minimum Marks in Practical and Theory Examinations: Every student must secure a
minimum of 33% marks separately in both the practical and theory examinations for Term
2. It is mandatory to appear and pass in both practical and theory exams.

c. Failure in English: A student who fails in English will be considered a failed student.

d. Retest for Failure in Two Subjects (other than English): A student who fails in two subjects
(excluding English) will be eligible for a retest, which will be conducted 5 days after the
declaration of the result. To be promoted to Class XII, the student must secure a minimum
of 33% marks in the retest. Students who do not achieve 33% in the retest will be treated
as failed student.

e. Failure in More Than Two Subjects: Students who fail in more than two subjects will be
considered as failed students and will not be eligible for a retest. Such students may continue
in the same grade and school for one more year only.

iii. Promotion criteria for ALL grades –

a. Assessment Weightage:

I. 50% weightage from Term 1: The marks obtained in the following assessments will be
combined to calculate 50% weightage for Term 1:

♦ Periodic Test 1

♦ CARES 1

♦ Periodic Test 2

♦ CARES 2

♦ Term 1 Examination

II. 50% weightage from Term 2: The marks obtained in the following assessments will be
combined to calculate 50% weightage for Term 2:

♦ Periodic Test 3

♦ CARES 3

♦ Periodic Test 4

♦ CARES 4

♦ Term 2 Examination

The final Term 2 result will be calculated as: Term 1 (50% weightage) + Term 2
(50% weightage). This combined result will determine promotion to the next class.

Exclusions:

i. Periodic Test 4 is not applicable for Class IX and XI.

ii. CARES Tests are not applicable for Grades I-II and XI-XII. In these cases, the weightage
will be derived from the remaining exams for that grade level.



(46)

iii. No Term 2 for classes X and XII. Instead, Preboard 1 and 2 will be based on the CBSE

board pattern.

b. Minimum Attendance Requirement: A minimum attendance of 75% throughout the entire

year is required for promotion to the next class.

c. Minimum Marks Requirement: A student must secure a minimum of 33% marks in all

subjects to be promoted to the next class.

d. A student who fails for two consecutive years will not be allowed to continue their studies at

the school.

15. PTM Guidelines:

i. The school shall conduct Parent Teacher Meeting (PTM) after every examination (PT1/2/3/4

and T1/2) to update the parents and provide constructive feedback to improve the scholastic

and non-scholastic performance of their wards.

ii. Attendance of Parents and Students is mandatory for all Parent Teacher meetings. Violet Card

shall be issued against the student in case on absence on the specified PTM day.

iii. All students shall accompany their parents for result collection on the day of the Parent Teacher

Meeting wearing the regular school uniform.

iv. PTM time slots given in Desalite Connect shall be strictly adhered to.

16. Report Card Issuance Guidelines:

i. Report cards, bearing the official school seal, must be downloaded exclusively from Desalite

Connect.

ii. Hard copy report cards will only be issued for Term 2.

iii. Report cards for all examinations will be available for download within 10 working days from

the date of the PTM.

iv. Requests for the issuance of report cards before the official declaration of results will not be

entertained.

17. Transfer Certificate Issuance Policy

i. Requests for a Transfer Certificate must be submitted via the ‘Contact the School’ option in

Desalite Connect.

ii. The Transfer Certificate shall be issued within three working days after the completion of the

processing formalities.
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11. ASSESSMENT PLAN &
GRADING SCALE FOR

VARIOUS ASSESSMENTS
(2025-26)



(48)



(49)



(50)



(51)

5
.2



(52)

N
ot

e 
- 

F
ig

ur
es

 i
n 

th
e 

bo
xe

s 
in

di
ca

te
 t

ot
al

 m
ar

ks
.

*
1-

C
om

pu
te

r 
Sc

. &
 A

rt
if

ic
ia

l I
nt

el
lig

en
ce

 (
C

la
ss

es
 I

-V
II

I)
 T

he
or

y 
E

xa
m

 in
 P

T
1 

&
 P

T
3 

an
d 

Pr
ac

tic
al

 in
 P

T
2 

&
 P

T
4.

*
2 

-
H

in
di

 w
ill

 b
e 

as
se

ss
ed

 in
 P

T
1 

an
d 

PT
3 

an
d 

A
ss

am
es

e 
sh

al
l b

e 
as

se
ss

ed
 in

 P
T

 2
 a

nd
 P

T
4 

fo
r 

cl
as

se
ss

 U
K

G
-V

II
I.

*
3 

-
A

pp
lic

ab
le

 o
nl

y 
in

 T
er

m
 1

.
*

4 
-

W
ri

tin
g 

(S
ki

ll 
te

st
) f

or
 C

la
ss

es
 L

K
G

 a
nd

 U
K

G
 s

ha
ll 

be
 E

ng
lis

h 
H

an
dw

ri
tin

g 
te

st
 .

*
5 

-
Fo

r 
C

la
ss

 X
 , 

A
rt

if
ic

ia
l I

nt
el

lig
en

ce
 p

ra
ct

ic
al

 s
ha

ll 
be

 c
on

du
ct

ed
 in

 T
er

m
 1

 a
nd

 a
ft

er
 P

re
-B

oa
rd

-1
. T

he
 2

nd
 a

ss
es

sm
en

t m
ar

ks
 is

 s
ub

m
itt

ed
 to

 C
B

SE
 a

s
th

e 
fi

na
l  

A
rt

if
ic

ia
l I

nt
el

lig
en

ce
 P

ra
ct

ic
al

 m
ar

ks
.

*
6 

-
G

en
er

al
 K

no
w

le
dg

e 
fo

r C
la

ss
 L

K
G

 is
 o

ra
l e

xa
m

in
at

io
n.

 F
or

 L
K

G
 &

 U
K

G
, o

bt
ai

ne
d 

m
ar

k 
sh

al
l b

e 
do

ub
le

d 
be

fo
re

 a
ss

ig
ni

ng
 g

ra
de

.
*

7 
-

A
ss

es
sm

en
t o

f 
L

is
te

ni
ng

 a
nd

 S
pe

ak
in

g 
sh

al
l b

e 
ap

pl
ic

ab
le

 f
or

 E
ng

lis
h 

C
or

e 
fo

r 
cl

as
se

s 
X

I 
&

 X
II

.
*

8 
-

C
la

ss
 L

ib
ra

ry
 A

ct
iv

ity
 s

ha
ll 

be
 a

ss
es

se
d 

th
ro

ug
h 

w
ri

tin
g 

sk
ill

s 
in

 E
ng

lis
h 

fo
r c

la
ss

es
s 

I-
V

II
I i

n 
Te

rm
 2

.
*

9 
-

Fo
r 

cl
as

se
s 

X
I 

&
 X

II
,  

to
ta

l m
ar

ks
 o

bt
ai

ne
d 

in
 th

e 
tw

o 
G

 K
 C

ha
lle

ng
es

 s
ha

ll 
be

 c
on

si
de

re
d 

to
 a

ss
es

s 
G

en
er

al
 S

tu
di

es
. F

or
 I

C
-N

E
E

T
 a

nd
 I

C
-J

E
E

, i
t s

ha
ll

be
 c

on
du

ct
ed

 o
nl

y 
on

ce
 f

or
 3

0 
m

ar
ks

 a
nd

 d
ou

bl
ed

 to
 a

ss
es

s 
un

de
r 

G
en

er
al

 S
tu

di
es

.
*

10
-

A
ss

es
sm

en
t o

f 
L

is
te

ni
ng

 a
nd

 S
pe

ak
in

g 
on

ly
 s

ha
ll 

be
 a

pp
lic

ab
le

 f
or

 A
ss

am
es

e,
 E

ng
lis

h 
&

 H
in

d 
fo

r 
cl

as
se

s 
IX

 &
 X

.
*

11
-

Fo
r 

cl
as

se
s 

I-
IX

 m
ar

ks
 o

bt
ai

ne
d 

in
 V

al
ue

 B
as

ed
 P

ro
je

ct
 s

ha
ll 

be
 a

dd
ed

 w
ith

 th
e 

V
al

ue
 E

du
ca

tio
n 

(T
he

or
y)

 b
ef

or
e 

as
si

gn
in

g 
gr

ad
e.

 L
K

G
 &

 U
K

G
 s

ha
ll

ha
ve

 o
nl

y 
th

e 
va

lu
e 

ba
se

d 
pr

oj
ec

t.
*

12
-

Fo
r c

la
ss

es
 I-

V
II

I ,
 a

ve
ra

ge
 o

f t
he

 tw
o 

G
K

 C
ha

lle
ng

es
 c

on
du

ct
ed

 in
 a

 T
er

m
 s

ha
ll 

be
 c

on
si

de
re

d 
an

d 
sh

al
l b

e 
ad

de
d 

to
 th

e 
G

K
 (T

he
or

y)
 b

ef
or

e 
as

si
gn

in
g 

gr
ad

e.
*

13
 -

Fo
r 

cl
as

se
s 

IX
-X

 , 
to

ta
l m

ar
ks

 o
bt

ai
ne

d 
in

 th
e 

tw
o 

G
 K

 C
ha

lle
ng

es
 s

ha
ll 

be
 c

on
si

de
re

d 
to

 a
ss

es
s 

G
en

er
al

 K
no

w
le

dg
e.

*
14

-
C

la
ss

 X
I 

(I
C

-J
E

E
/N

E
E

T
) 

sh
al

l h
av

e 
A

L
S 

on
ly

 f
or

 1
0 

m
ar

k 
ea

ch
 a

nd
 n

o 
Pr

oj
ec

t i
n 

bo
th

 te
rm

s.
*

15
-

C
la

ss
 X

I(
IC

-J
E

E
/N

E
E

T
) s

ha
ll 

no
t p

ar
tic

ip
at

e 
in

 a
ny

 s
ch

ol
as

tic
 P

ro
je

ct
s 

/ P
ra

ct
ic

al
s 

an
d 

vi
va

 e
xc

ep
t f

or
 P

sy
ch

ol
og

y 
&

 B
io

lo
gy

/S
ch

oo
l E

xh
ib

iti
on

/
C

la
ss

 M
ag

az
in

e.
*

16
 -

R
eg

ul
ar

 C
C

A
 s

ha
ll 

no
t b

e 
ap

pl
ic

ab
le

 f
or

 C
la

ss
es

  X
I(

IC
-J

E
E

/N
E

E
T

).
 S

om
e 

R
eg

ul
ar

 C
C

A
 m

ay
 n

ot
 h

av
e 

bo
th

 th
eo

ry
 a

nd
 p

ra
ct

ic
al

.  
In

 s
uc

h 
ca

se
s,

as
se

ss
m

en
t s

ha
ll 

be
 c

on
du

ct
ed

 o
nl

y 
fo

r p
ra

ct
ic

al
 a

nd
 m

ar
ks

 s
ha

ll 
be

 a
dj

us
te

d 
ac

co
rd

in
gl

y.
*

17
-

C
la

ss
 X

I(
IC

-J
E

E
/N

E
E

T
) 

sh
al

l p
ar

tic
ip

at
e 

in
 M

y 
C

la
ss

 C
hr

is
tm

as
 T

re
e 

pr
oj

ec
t b

ut
 s

ha
ll 

no
t b

e 
as

se
ss

ed
 u

nd
er

 s
ch

ol
as

tic
 p

ro
je

ct
s.

*
18

 -
M

ar
k 

sh
al

l b
e 

as
si

gn
ed

 f
or

 e
ac

h 
pr

oj
ec

t a
nd

 a
gg

re
ga

te
 g

ra
de

 s
ha

ll 
be

 r
ef

le
ct

ed
 in

 th
e 

re
po

rt
 c

ar
d.

*
19

-
O

nl
y 

Y
og

a 
an

d 
D

ri
ll 

sh
al

l b
e 

as
se

ss
ed

 u
nd

er
 H

PE
fo

r 
cl

as
se

s 
L

K
G

 &
 U

K
G

 in
 b

ot
h 

th
e 

te
rm

s 
an

d 
sh

al
l b

e 
do

ub
le

d 
be

fo
re

 a
ss

ig
ni

ng
 g

ra
de

.
*

20
-

IC
-N

E
E

T
 a

nd
 I

C
-J

E
E

  s
ha

ll 
no

t h
av

e 
C

ha
pt

er
 P

re
se

nt
at

io
n 

an
d 

Pu
bl

ic
 S

pe
ak

in
g.

*
21

-
C

la
ss

 X
 s

ha
ll 

no
t h

av
e 

C
A

R
E

S 
4.

*
22

-
A

pp
lic

ab
le

 to
 X

I H
um

an
iti

es
 o

nl
y.

  A
dd

iti
on

al
ly

 O
M

R
-b

as
ed

 m
on

th
ly

 te
st

s 
w

ill
 b

e 
co

nd
uc

te
d 

fo
r a

 to
ta

l o
f 4

0 
m

ar
ks

, w
ith

 a
 d

ur
at

io
n 

of
 1

 h
ou

r.
*

23
-

A
pp

lic
ab

le
 to

 c
la

ss
 IX

 (F
ou

nd
at

io
na

l c
ou

rs
e)

.O
M

R
-b

as
ed

 m
on

th
ly

 te
st

s 
w

ill
 b

e 
co

nd
uc

te
d 

fo
r a

 to
ta

l o
f 1

00
 m

ar
ks

, w
ith

 a
 d

ur
at

io
n 

of
 3

 h
ou

r.
*

24
-

T
he

 D
es

al
ite

 O
ly

m
pi

ad
 q

ue
st

io
n 

pa
pe

r w
ill

 c
on

si
st

 o
f m

ul
tip

le
-c

ho
ic

e 
qu

es
tio

ns
 b

as
ed

 o
n 

th
e 

su
bj

ec
ts

 li
st

ed
. E

ac
h 

qu
es

tio
n 

w
ill

 c
ar

ry
 o

ne
 m

ar
k.

 T
he

 q
ue

st
io

ns
w

ill
 b

e 
de

si
gn

ed
 a

cc
or

di
ng

 to
 th

e 
cl

as
s-

ap
pr

op
ri

at
e 

N
C

E
R

T
 c

ur
ri

cu
lu

m
 a

nd
 w

ill
 p

ri
m

ar
ily

 a
ss

es
s 

co
nc

ep
tu

al
 u

nd
er

st
an

di
ng

 a
cr

os
s a

ll 
su

bj
ec

ts
. F

or
 th

e 
G

en
er

al
K

no
w

le
dg

e 
se

ct
io

n,
 t

he
 f

oc
us

 w
ill

 b
e 

on
 c

ur
re

nt
 a

ff
ai

rs
 a

nd
 g

en
er

al
 a

w
ar

en
es

s.
 A

dd
iti

on
al

ly
, 

st
ud

en
ts

 f
ro

m
 a

ll 
cl

as
se

s 
w

ill
 b

e 
re

qu
ir

ed
 t

o 
at

te
m

pt
 e

ith
er

A
ss

am
es

e 
or

 H
in

di
.

*
25

-
C

la
ss

 I
X

 &
 X

I 
sh

al
l n

ot
 h

av
e 

PT
4.

 B
ut

 C
A

R
E

S 
4 

sh
al

l b
e 

co
nd

uc
te

d 
fo

r 
cl

as
s 

IX
.



(53)

C
L

U
B

 A
C

T
IV

IT
Y

 (C
L

A
SS

E
S 

II
I-

IX
 &

 X
I)

N
ot

e:
1.

If
 a

 st
ud

en
t d

oe
s n

ot
 a

tte
m

pt
 a

 g
ra

de
d 

su
bj

ec
t o

r r
ec

ei
ve

s a
 sc

or
e 

of
 z

er
o,

 th
ey

 w
ill

 b
e 

aw
ar

de
d 

a 
sc

or
e 

of
 "

0.
" 

H
ow

ev
er

, i
f a

 st
ud

en
t i

s a
bs

en
t f

or
 a

 g
ra

de
d

su
bj

ec
t, 

no
 g

ra
de

 w
ill

 b
e 

as
si

gn
ed

, a
nd

 "
A

B
" 

(A
bs

en
t)

 w
ill

 b
e 

re
co

rd
ed

 in
 th

e 
re

po
rt

 c
ar

d.
2.

A
 9

 p
oi

nt
 g

ra
di

ng
 sc

al
e 

w
ill

 b
e 

fo
llo

w
ed

 fo
r t

he
 C

B
SE

 B
oa

rd
 E

xa
m

in
at

io
n 

fo
r c

la
ss

es
 X

I &
 X

II
.



(54)

12. ASSESSMENT RUBRICS
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The Assessment Rubrics for the academic session (2025-26) may be subject to change based

on changes in process requirement and new guidelines issued by the statutory and regulatory

bodies.

Assessment rubrics are tools used by educators to evaluate and grade student work. They provide a

structured way to assess assignments, projects, presentations, or any other tasks based on predefined

criteria. Rubrics typically consist of a set of criteria or dimensions that define different levels of

performance, ranging from excellent to inadequate.

Assessment rubrics offer several benefits, including promoting consistency and fairness in grading,

providing clear expectations for students and helping students understand how their work will be evaluated.

Key components of assessment rubrics are-

1. Category:  These are the specific aspects of the assignment that are to be evaluated.

2. Levels of Performance: It indicates the scale or level of achievement against which student work is

assessed.  These levels may be described using qualitative terms or numerical values.

3. Descriptors: Each level of performance is accompanied by descriptors that clarify what constitutes

achievement at that level. Descriptors provide concrete examples of what a student’s work might

look like at each level of performance.

4. Scoring: Rubrics may include a point system or weighting for each criterion to assign a numerical

score to student work. These scores can be tallied to calculate an overall mark or grade for the

assignment.

5. Feedback: By referencing specific criteria and levels of performance, teachers can offer targeted

feedback to help students understand their strengths and areas for improvement.
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15. EXPLORING BEYOND THE CLASSROOM: OUR LEARNING OUT TOGETHER

      PROGRAMME

Our “Learning Out Together” Programme marks a transformative shift in education, acknowledging that

true learning extends beyond textbooks and classrooms. By embracing experiential learning, collaboration,

and community engagement, we strive to empower students to become lifelong learners, global citizens,

and catalysts for positive change.

Objectives of the Programme

1. Foster holistic development by offering experiential learning opportunities that enhance and

complement classroom education.

2. Provide students with opportunities for reflection, allowing them to share insights, assess their learning

experiences, and track their progress toward individual or collective goals.

3. Stimulate creative thinking and problem-solving by immersing students in diverse environments,

perspectives, and ideas.

Guidelines for the Learning Out Together Programme

Support and cooperation from parents is essential for the success of this initiative. Kindly read the

guidelines mentioned below to make this programme a rewarding and memorable experience for all

students.

1. Consent & Participation: If you do not wish for your child to participate in the programme, you

may choose not to send them to school on that day.

2. Health & Well-being: If your child is unwell or injured, please do not send them for the trip.

Prioritizing their health and wellbeing is important.

3. Medical Concerns: Inform the Class Teacher about any medical conditions, allergies, or specific

requirements your child may have. Ensure they carry necessary medications (if applicable) and

inform the teacher about their usage.

4. Programme Locations: The list of places for the Learning Out Together Programme is available in

the Students’ Almanac Part-I for parents’ reference.

5. Programme Objectives & Expectations: Class Teacher shall communicate the objectives and

expectations of the programme to students, emphasizing the importance of active participation and

responsible behavior.

6. Dress Code: Students must wear their Regular School Uniform and School ID Card for easy

identification.

7. Essential Supplies: Ensure your child carries a notebook and pencil for note-taking during the

visit, along with the textbook and notebooks of the first two periods of the day.
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8. Food & Water: Pack an adequate tiffin and water bottle for your child to stay refreshed throughout the

trip.

9. Punctuality: The trip will take place during school hours, and the regular school schedule will be

followed. Ensure your child arrives at school on time.

10. Safety & Supervision: Students will be accompanied by teachers and support staff, and strict adherence

to school safety policies will be maintained.

11. Transportation: The school bus will be the only mode of transportation. Parents are not allowed to

pick up their children directly from the site; dispersal will take place only from the school.

12. Student Behaviour: Discuss with your child the importance of following instructions, respecting teachers,

and maintaining responsible behaviour throughout the trip.

13. Facilitating Reflection: Class teacher shall facilitate structured reflection sessions to help students

process their experiences, share insights, and identify learning outcomes. Various assessment methods,

including journaling, questionnaires, and written reflections, shall be used to evaluate student participation

and understanding.

Your cooperation will help us provide a safe and enriching experience for the students. If you  have

any concerns or queries, feel free to reach out to the Class Teacher.
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16. ‘PARENT AS TEACHER’ ENGAGEMENT PROGRAMME:
EMPOWERING PARENTS AS PARTNERS IN EDUCATION

The ‘Parent as Teacher’ Engagement Programme is a commitment by our institution to actively

involve parents in the educational journey of their children. By fostering collaboration between parents

and teachers, we aim to create a supportive learning environment that enhances academic success,

strengthens parent-child relationships, and promotes overall student well-being. Together, parents and

teachers can make a meaningful difference in students’ lives and help them reach their full potential.

Objectives of the Initiative

1. Foster a sense of community among parents and strengthen the Parent-Teacher partnership.

2. Provide students with diverse learning opportunities beyond the classroom.

3. Reinforce the school’s core value of  Fostering Brotherhood among stakeholders.

Programme Details

♦ Participation: One parent from each class (LKG to XII) will be invited once a year to participate in

the programme.

♦ Session Duration: Each invited parent will conduct a 45-minute session with the students.

♦ Session Content: Parents may teach a topic related to their field of expertise.

♦ Teaching Resources: Parents can use PowerPoint presentations, audio-visual aids, or any other

teaching materials to enhance learning. The Class Teacher will coordinate the arrangements.

Selection Criteria for Parents: The Class Teacher must select one parent per class based on the

following criteria:

1. Commitment to Education: Parents who demonstrate a genuine interest and enthusiasm in being

actively involved in the educational journey of students and is willing to collaborate with the school

to create a supportive learning environment.

2. Communication Skills: Parents who can communicate effectively with teachers and other parents.

3. Educational & Professional Background: Parents from diverse fields such as education, medicine,

defense, social service, and science & technology.

4. Active Participation: Parents who regularly attend school meetings and events.

This initiative is a valuable opportunity to bridge the gap between home and school, enriching the

learning experience for students while fostering a strong sense of collaboration among parents,

teachers, and the school community.
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17.  ‘MY CLASS CHRISTMAS TREE’ PROJECT GUIDELINES

The My Class Christmas Tree project is a co-scholastic initiative designed to foster a spirit of
brotherhood and environmental consciousness among students. The holiday season is a time of joy,
creativity, and community, and this project encourages students to celebrate it meaningfully.

As part of this initiative, each class will collaboratively create a special Christmas tree. Every student
will contribute by designing a unique ornament or decorative element that represents their individuality.
Under the guidance and supervision of their Class Teacher, students will work together to construct
their class Christmas tree using best out of waste materials and decorate it with reusable items. This
project aims to showcase creativity, diversity, and the festive spirit while promoting sustainability.

Objective of the project:

1. To encourage students to create something valuable from waste materials, promoting sustainability
and fostering a pollution-free environment while nurturing harmony and teamwork.

2. To instill the values of collaboration, respect for diverse traditions, and the joy of collective creativity.

Details of the Project:

1. Students from Classes LKG to IX & XI, including those in Integrated Coaching, will participate in
the My Class Christmas Tree project as part of the Pre-Christmas Celebration.

2. This project shall be evaluated in Term 2 as a part of Scholastic Project.

3. Total marks for classes LKG-IX & XI is 40.

4. Completion of Tree Decoration: 16th of December 2025

5. Date of assessment:  17th of December 2025

Note: Dates are subject to change based on requirements and evolving circumstances. Any updates
will be reflected in the digital calendar.

Guidelines for the Teachers and Students:

1. Each Class Teacher will begin planning the My Class Christmas Tree project with their students
using waste materials, starting from December 3, 2025.

2. The Class Teacher will assign the responsibility of creating the Christmas tree in a pot or stand to
designated students.

3. The responsibility of making or bringing decorative materials for the tree will be delegated to
students. They may craft ornaments at home and are encouraged to seek help from family members.

4. The Class Teacher will collect the ornaments and oversee the assembling of the Christmas tree in
the classroom.

5. The decoration process must be collaborative, ensuring every student actively participates.

6. Each Christmas tree should feature a caption or tagline that aligns with the school’s values.

7. The decorations should be creative and reflect an interdisciplinary approach.

8. A panel of judges will assess the Class Christmas Trees on December 17, 2025, as part of the
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Pre-Christmas Celebration.

9. The best class in each category will be recognized and appreciated during the Assembly for their
outstanding efforts.

10. Individual students will be awarded marks by the Class Teacher based on their contribution and
involvement in the project. An assessment sheet will be provided to the Class Teachers.

11. My Class Christmas Tree will be evaluated as a Scholastic Project for all students.

12. A standardized rubric will be used by both the Class Teachers for individual assessment and the
panel of judges to determine the best Christmas tree in each category.

13. During the assessment, students should be prepared to explain the significance or story behind
their ornament.
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18.   PRASHAST: A DISABILITY SCREENING TOOL FOR SCHOOLS

What is PRASHAST?
PRASHAST, a Disability Screening Tool for Schools, was developed by the National Council of
Educational Research and Training (NCERT) to assist regular teachers and special educators in the
preliminary screening of children for the 21 disability conditions recognized under the Rights of Persons
with Disabilities (RPwD) Act, 2016.
To facilitate this, our school follows PRASHAST, a Disability Screening Checklist designed to help teachers
and special educators identify children who may require further assessment. This is a preliminary screening
tool and does not serve as a medical diagnosis. It enables teachers to observe students in various settings—
classrooms, playgrounds, and libraries—to identify potential challenges and recommend further evaluation
if needed.
PRASHAST is divided into two parts, Part-1 and Part-2 for the preliminary screening of students in
schools to facilitate further referral to assessment camps for disability certification.
PRASHAST Part-1 is for the use by regular teachers for first level screening. It contains objective type
items that need to be tick marked, and the resulting data of all the students is to be handed over to the
school head.
If your child is referred for further assessment, you will be informed and involved in the process. The
school is committed to ensuring a supportive and inclusive learning environment for all students.
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19. ENHANCING KNOWLEDGE AND FOSTERING HEALTHY
COMPETITION: SFS GK CHALLENGE

At SFS Guwahati, we believe that learning extends beyond the classroom. To foster a spirit of inquiry

and healthy competition among our students, we conduct the SFS GK Challenge, an initiative designed

to serve multiple objectives that align with our educational goals, school values, and overall learning

enhancement.

 Objective of the initiative

1. Reinforce and expand students’ knowledge base.

2. Encourage critical thinking, problem-solving and informed decision- making.

3. Assess students’ understanding of various subjects while reinforcing learning through repetition, aiding

in better retention.

4. Instill a sense of healthy competition and sportsmanship.

Details of the SFS GK Challenge

1. SFS GK Challenge is conducted for classes I to XII (for Classes XI & XII Integrated Science, it will

be held only once).

2. Two rounds shall be conducted in each Term.

3. Each quiz will consist of 30 multiple-choice questions, with 1 mark per question.

4. Questions will be age-appropriate, and there will be no negative marking.

5. The time allotted for the quiz is 15 minutes.

6. Scribbling, overwriting, or using a whitener will result in zero marks, even if the answer is correct.

7. Marking Criteria:

i. For Classes I-VIII, the average marks from both rounds will be added to the GK theory marks

in Term 1/2 and converted into grades.

ii. For Classes IX-X, the total marks from both rounds will be added and recorded under the GK

subject in the Term examination.

For Classes XI & XII, the total marks from both rounds will be considered for assessing General

Studies.
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iv. For IC-NEET and IC-JEE, the quiz will be conducted once for 30 marks, which will then be

doubled for assessment under General Studies.

v. For Classes X & XII, the SFS GK Challenge will be conducted only in Term I.

8. The SFS GK Challenge will be conducted during the Zero Period, and the date of the quiz will be

updated in the Desalite Calendar. Any changes due to unavoidable circumstances will also be updated

in the calendar.

9. Topics covered in the SFS GK Challenge include: Literature, Art, History, Geography, Politics, Science

& Technology, Discoveries & Inventions, Sports, Entertainment, Environmental Awareness, and Current

Affairs.

This initiative not only enhances students’ general knowledge but also nurtures a habit of continuous

learning and intellectual curiosity.
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20. INFORMATION ON CO-CURRICULAR
ACTIVITIES
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GUIDELINES FOR REGULAR CLUB ACTIVITIES

The information on Programs and Club activities for the academic session (2025-26) may be

subject to change based on changes in process requirement and new guidelines issued by the

statutory and Regulatory Bodies.

Admission Guidelines for Club  Activities

1. The club activity shall be mandatory for all the students of classes III –IX & XI. SFS Teachers shall

ensure sufficient information is given to the students about the importance of participating in a club

activity.

Students under Integrated Coaching Courses shall not be a part of the Club Activities.

2. The students of classes III - V shall have the option of changing their chosen club activity if they

wish at the time of re-admission every year.

3. The students of classes VI - IX shall not be allowed to change the club activity.

4.  Students shall be allowed to modify their choice of  Club Activities (CCA) solely if they opt for the

newly introduced club activities for the upcoming session. The changes shall be made during the

time of re-admission / new admission only. This provision is applicable to students in Classes VI-

IX.

5. If any student remains absent for a long period of time (more than three consecutive club activity

Classes) no extra classes shall be conducted for the student.

6. No attendance shall be marked for any student whose name is not there in the Club Attendance

List.

General Guidelines of  Club Activities

1. The schedule for the club activity shall be updated in the Desalite Connect School Calendar. The

club activity shall be conducted during the first two periods on Saturdays as updated in the calendar.

2. Class-out cards issued by the Internal SFS Teacher shall be mandatory for the students to go out

during class time.

3. Students shall follow the instructions given by the Internal SFS Teacher during the club activity class

and shall be monitored and assessed regularly.

4. Students shall re-arrange the allotted classrooms after the completion of every club activity class

and take care of their belongings (instruments and material resources). The school shall not be

responsible for the loss of any personal belongings of the students.

Examination Guidelines for Club Activities

1.  Club Activity  syllabus and annual pedagogical plan shall be shared at the beginning of the academic

session.
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2. Club Activity Exam shall be conducted twice in a year i.e. in Term 1 and Term 2 as a graded subject,

which will comprise of theory and practical. Art & Craft Club Activity will be assessed through

practical examination only and Maths & Science Olympiad Club Activity will be assessed through

theory examination only.

3. No re-examination shall be conducted for students who remain absent on the scheduled days of

examination.

4. Students shall adhere to the instructions given in the question paper and by the invigilator at the time

of the examination.

5. Club Activity exam answer scripts shall be distributed to the students post evaluation. In case of any

mark alterations, the Internal SFS Teacher shall make the necessary changes after verifying with the

Club Activity Consultants on the day of distribution. But no changes shall be made in the answer

scripts thereafter.

6. The Class Teacher shall take the reviews of the student’s performance and discuss it during the PTM.

GUIDELINES FOR OTHER PROGRAMMES / ACTIVITIES

There shall be 6 categories for judging various school programmes for the academic session
(2025-26):

♦ Classes LKG & UKG

♦ Classes I - II

♦ Classes III - IV

♦ Classes V – VI

♦ Classes VII – VIII

♦ Classes IX – XII

1.  Star Assembly:

a. The Star Assembly shall be conducted minimum twice in an academic session.

b. The Class Teacher shall fill the “Details of the Star Assembly” in the Teacher’s Diary and get it
signed for approval by the Class Coordinator mandatorily before the 15th of April for Term 1 and
1st of October for Term 2 every year.

c. The Class Teacher and the  students shall be responsible for choosing the theme for their Star
Assembly.

d. The time allotted for the assembly shall be 12 Minutes. The Class Teacher shall ensure that the
assembly does not exceed the allotted time.

e. Although all the students shall participate in the Star Assembly, 50% students of the class shall take
responsibility in the first round of the assembly and the remaining half of the students shall be in
charge of the second round of the assembly.

f. The students of the class shall beautifully decorate the board and mention the theme & concept for
the assembly.

g. For the special program, a minimum of 6 students shall participate.
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Star Assembly assessment rubric is as follows:

Total 40

2. Star Class

a. Category wise Star Class shall be awarded every month based on the daily discipline report which

includes cards issued, class attendance, weekly discipline entry by the Class Coordinator and

credit score of the class.

b. Star  Class shall be awarded category wise in the first week of every month for the preceding

month category wise.

c. Every class shall change the Pin Board on the first day of each month as per the theme listed in the

Students’ Almanac (Part-II).

d. The Class Teacher shall ensure that every pin board shall carry an age-appropriate relevant message.

e. The necessary materials and artwork must be collected by the class teacher at least 15 days prior

to the final display on the pin board.

f.. The Class Teacher shall ensure that the material and the art work displayed on the pin board are

hand-made by students only.

3. Class Magazine

Preparation of the Class Magazine is an excellent way to focus the whole class and get them working

together towards a common goal. Creating a class magazine offers numerous educational and personal

development benefits, making it a valuable project for students to undertake.

a. Classes  I-XII except for Integrated Coaching shall prepare the Class Magazine under the guidance

of the Class Teacher in the month of July every year.

b. The Class Teacher shall assign work related to the preparation of the Class Magazine to every

student of the class and shall ensure the active participation of the students in the preparation of the

magazine.
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c. The theme of the Class Magazine shall be based on the school values- Nurturing Nature and

Fostering Brotherhood.

d. Class Magazine shall have a cover page showcasing art work done by the students and must be

designed in an aesthetic manner.

e. The Magazine shall be divided into different sections pertaining to various subjects and shall

include as much variety as possible so that there is some scope of work for every student.

f. The Class Teacher shall encourage the students to brainstorm content ideas and look for

information in the library or on the internet under parental supervision.

g. The Class Magazine may include written articles, poems, blogs, stories, art work, comic strips

etc highlighting the theme of the magazine.

h. The Class Teacher shall thoroughly review and edit submissions for clarity, accuracy, and quality.

The Class Teacher shall provide necessary language input and error correction as and when

required.

i. After collecting all the work of the students, the Class Teacher shall decide the order of

arrangement of the magazine.The final compilation of the Class Magazine shall be done under

the direct supervision of the Class Teacher.

j. Class Magazine shall be assessed out of 100 marks in Term 1 under scholastic project which

shall be converted to grades.

k. Individual students shall be given grade based on their contribution to the magazine strictly

following the rubric for assessing Class Magazine. The rubric is given in the Students’ Almanac

(Part-I).

l. Apart from assigning grades to individual students, the school shall award category wise (Classes

1-2), (Classes 3-4), (Classes 5-6), (Classes 7-8), (Classes 9-12) winners for ‘The Best Class

Magazine’ every year following the same rubric given in the Students’ Almanac (Part-I).

m. The last date of submission of the Class Magazine to the Office of the Class Coordinators is 11th

of August 2025. No submissions shall be accepted after the due date. After verification, it shall

be returned to the Class Teachers to give individual grades to the students.

n. Class Teachers shall use the Assessment sheet for Class Magazine to evaluate the performance

of individual students and enter the grades in Desalite Connect latest by 30th of August 2025.

4.  House Board

a. The House - Board shall be decorated once in every month.

b. The students shall decorate the House - Board under the House Animators’ supervision.

c. House Board assessment rubric is as follows:
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5. Prize Distribution in School

a. Students registered by the school for any event shall be felicitated in the school assembly.

b. Students achieving awards in any recognised event organised at the International, National,

State levels shall be felicitated in their respective classrooms by the Class Teacher.

c. All prizes shall be distributed to the students in the first week of every month.
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Third Best performance in the following
categories-

a. Annual Sports
b. Inter-house Competition
c. External Championships (State, National, or

International Level only)
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