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DUTIES AND RESPONSIBILITIES OF MASTER ON DUTY (MOD)

ROLE & RESPONSIBILITIES OF HOUSE MASTERS & ASSOCIATE HOUSE MASTERS
ROLE & RESPONSIBILITIES OF HOUSE MASTERS:

A residential school revolves around an effective “House system” and real pillars of this system are House Masters. They provide leadership and parental guidance to the students who are residing with them in a “HOME AWAY FROM THEIR OWN HOMES”. Therefore the role of House Master / Mistress is of vital important since the stature of residential school largely depends on how effectively a House Master can organized and manage his / her house. 

DUTIES AND RESPONSIBILITIES OF HOUSE MASTER / MISTRESS 
General Duties:-

    A Housemaster/Mistress will exercise a benevolent fatherly/motherly influence on the students.

1. He/she must create such a confidence in his/her students that they confide in him/her in all matters and treat him/her as local parent.

2. He/she will interact the students as frequently as possible and ensure that students speak to him/her without any fear in case of any problem.

3. He/she should be very affectionate and polite with the children and should avoid any physical punishment or scolding.

4. He/she will attend all sort of the well being, comfort and happiness of the students placed in his/her charge.

5. He/she will ensure to follow the instructions issued by Samiti, regarding (House System) under supervision and guidance of the Principal

6. He/she will be very courteous to the parents and create a confidence in them that their child is living in very safe and secure environment. 

7. Have periodical interaction with Parents on PTC day and inform about the Academic Progress health and conduct of the child.

8. To ensure that he/she is always impartial and fair equally to all the students of his/her House.

9. He/she will ensure proper medical treatment in case of students of his/her house is unwell as per Safety and Security guidelines.

10. To ensure preventive measures for Safety and Security of each child of his house at all times in accordance with the guidelines of the Samiti under supervision and guidance of the Principal. 

11. Interact with the children by providing regular Orientation on the important aspects of Safety precautions, guidelines, and principles to be followed.

12. He/she must ensure and educate all the students in respect of their moral values, Correct behaviour, self-discipline, turn out and punctuality.

13. The Housemaster need to be cautious of his/her own conduct, behaviour, character, habits, punctuality and sense of moral values at all times as the children looks up to teachers as her/his role models.

14. Care has to be taken to ensure that the dormitories are comfortable, safe and students need to be made aware of their conduct rules and regulations they expected to follow.

15. To ensure proper assistance of Associate Housemaster/Tutors/Matron by dividing duties on rotation basis related to house activities with the approval of Principal.

16. To brief Principal immediately in order to solve any problem of the house beyond his reach or domain.

17. To inculcate a sense of pride, belongingness and a healthy house spirit among the students of his/her house.

18. Carry out any other duty i.r.o. House system as assigned by the Principal.

Administrative Duties:
1. He/she must ensure proper cleanliness, upkeep of the dormitories and proper care of hygienic conditions of the premises of the house with the help of associated staff.

2. To supervise that all basic facilities like water, electricity, fans, furniture and beddings are available in the house. In the event of any shortage or malfunctioning he/she must report to the Principal to rectify the problem area. 

3. Ensure proper maintenance of bath/toilets of the house. He/she should bring it to the notice of Principal immediately in case of any discrepancy.

4. As a head of the house, he/she is responsible maintaining discipline in the house at all times. 

5. He/she ensures punctuality in the daily routine of the house from rouser to bedtime and in other organized activities.

6. Assigning responsibilities to all students on rotation so as to enable them to develop organizational ability, self-confidence, and qualities of leadership.

7. To ensure that under no circumstances house captains or senior students harass/rag juniors either in the house or in the school premises.

8. Conduct surprise checks and kit inspection periodically to ensure that the students do not keep any type of undesirable articles, obscene books and check on their cash etc.

9. To supervise his/her house during meals in dining hall. He/she must educate table manners to all students in dining hall during meals. 

10. Arrange conduct of regular roll call in order to ensure the presence of the children in the house.

11. Maintain a personal file of each child in his house and a record of good and weak points in the personal file including family background.

12. All cases of indiscipline and unhealthy behaviour of the students are dealt with appropriately in consultations/approval of Principal instead of giving harsh punishment.

13. Arrange weekly/fortnightly house inspection of the Principal to assess the working of the house and motivate his team and wards. 

14. Ensure proper issue of articles to the children in time and its maintenance 

15. To select House Captain/prefect for his/her house on the basis of a fair selection process as per guidelines and assign responsibilities and duties of the house to them.

16. To conduct meetings of the House as and when necessary but at least one meeting in a fortnight.

17. To keep leave and sick record of all the students of his/her house.

18. He/she will ensure that the wards look after their cupboards and keep their clothes and belongings in a neat and orderly manner.

19. To ensure that the students emphasize on personnel hygiene and cleanliness, takes regular bath and hair cut, and clean uniform while in school.

20. He/she will supervise that all students get up and sleep on time.

21. Keep a close watch on all the activities and moments of the students particularly (off hours) i.e., Sundays and holidays and in night and report to the Principal about any incident.

22. Rounds are carried out even after the lights are off so as to ensure security and to keep the wards away from mischief.

23. All hostel activities will go under his/her active supervision under control of the Principal.

Academic Duties:

1. To keep an eye on the academic performance of the weak students of his/her house.

2. Coordinate/interact with tutorial incharge/subject teachers to look after the pupils academic performance of his/her house.

3. To ensure smooth conduct of self-study in the dormitory.

4. To provide help in reading, writing, homework, projects carried out by the students with the active support of tutors/Associate House Masters.

5. Counsel and guide the students regarding their performance in academic and co-curricular areas.

6. Interact and inform the parents about academic performance of the child on PTC Day.

6. To encourage bright students to help weak students of the house/class.

7. Inform Principal in case any child of his/ her house needs special attention for academic improvement.

8. To ensure that the child attends the classes regularly.

9. To ensure availability of textbooks, note books and other stationery items to the children of his/her house.

10. To ensure that the children of his/her house attends library regularly so as to promote reading habits/skills and also to ensure to refer literature/reference books as per his/her requirement.

11. To keep a close eye on the progress chart of the children going to write CBSE Exam (X & XII) and fortnightly interaction with the subject teachers for remedial teaching, if need arises. 

CO-CURRICULAR, GAMES AND SPORTS DUTIES:
1. Organize co-curricular activities as per the calendar of activities.

2. Train the inmates well to help participate them effectively in the activities.

3. To ensure participation of every child of his/her house in every competition co-curricular/games/sports activities organized in the school. 

4. To select guide and train students for all inter House competitions with the active help of tutors and other teachers. 

DUTIES OF ASSOCIATE HOUSEMASTER/MISTRESS:
1. To assist the housemaster in maintaining discipline

2. To plan, prepare the students and conduct activities inside and outside the Vidyalaya campus.

3. To discharge the duties of the housemaster when he is on leave or away on duty.

4. To strive to know each students of the house individually and assist him in the development of his character and personality.

5. To provide academic assistance to students to help them improve their academic standards.

6. To visit the house at least twice a day in arrangement with other colleagues to help the students maintain higher standards in cleanliness and hygiene. 

7. To maintain the records of students assistance and issue 

8. To check-up if all the assignment given to the child are completed on day-to-day basis.

9. To attend morning PT and evening games depending upon availability of the House Master 

10. To organize house meeting and competitions.

11. To conduct regular round in consultation with the house master 

12. To ensure a smart turn out of children in house

13. To take round of house after the lights are off

14. To take lunch with the children of their respective house 

15. Any other duty i.r.o. House system as assigned by the principal 

RECORDS TO BE MAINTAINED BY EACH HOUSE:

1. Students’ Profile:  

This consists of the bio-data of the students. This must clearly specify the socio economic back ground of the child and also health and family problems if any. The ambition of the child must be known in order to guide them to achieve the same.
2. Attendance Register:

Every HM is expected to maintain an attendance register. Leave may be granted to a child on ill health/ other emergency. A leave must be sanctioned by the Principal on the recommendation of the HM.  Any unauthorized absence must be brought to the notice of the Principal immediately. Any movement of the student from the house must be recorded in the movement register.

3. Movement Register:
All the movements of the students such as going on a leave, going on vacations and breaks, going on duty must be maintained in the house register. The movement register will have the following columns. 

Name of the student

Date of leaving

Purpose

Escort

Date of return

Signature of the escort

Signature of the student

L

R

L

R

4. House Meeting register: 

Every House will have a house meeting register. Every house master is expected to conduct house meetings along with the associates. The minutes of the house meeting will be registered. The resolutions taken, the progress, shortcomings must be discussed and strategies must be made. All the house meetings are held in a democratic manner giving importance to the ideas of the main stake holders.

5. Academic Register:

This register is to be maintained to keep a track on the academic performance of the house inmates. The same may be transmitted to the Parents on the Parents day.

6. Counselling register:

This register is to be maintained to keep a track on the change in the behavior of that particular inmate to whom some counselling is given. Any abnormal behavior on the part of the student must be handled carefully and the same may be entered.

7. Activities / Achievements Register: 

This register records all the achievements of the house inmates in various activities like CCA, Games & Sports, Scouts and Guides , NCC etc.

8. Anecdotal Record:

As per the new CCE of the CBSE, an anecdotal record has to be maintained by the House Master/Mistress and they are responsible for the filling up of  Part: 2A Life skills  2DAttitudes and values, 3A organisational skills



	

	


