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GLOSSARY

Abbreviation Description

APR Annual Performance Review

CNIC Computerized National Identity Card

ECE Early Childhood Education

E-STEAM Environement, Science, Technology, Engineering, Arts, Mathmatics

FBISE Federal Board of Intermediate and Secondary Education

GB Gilgit-Baltistan

GPSC GRACE Public School & College

HR Human Resources

ICT Information and Communication Technology

ID Identification

IT Information Technology

KPI Key Performance Indicator

LC Logistics Coordinator

MD Managing Director

DMD Deputy Managing Director

MER Monitoring, Evaluation, and Research

MERC Monitoring, Evaluation, and Research Coordinator

MIS Management Information System

PIP Performance Improvement Plan

SOP Standard Operating Procedure

SMS Short Message Service
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1. INTRODUCTION
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This handbook sets out the Service Rules and Code of 

Conduct of GRACE Public School & College (GPSC). It 

provides a clear framework for professional behavior, 

ethical decision-making, and service delivery across the 

ins�tu�on, helping to promote a safe, respec�ul, and 

high-performing environment in which staff can carry out 

their du�es with clarity and confidence.

The Code establishes shared expecta�ons for 

p ro fe s s i o n a l  s t a n d a r d s ,  i n c l u d i n g  c o n d u c t , 

communica�on, confiden�ality, and accountability. It 

also supports consistent decision-making by providing a 

common reference point for what the school considers 

acceptable prac�ce and for the ac�ons that may be taken 

when standards are not met.

This guidance applies to all GPSC staff members, 

including teaching staff, administra�ve staff, support 

staff, temporary staff, volunteers, and contractors when 

they are ac�ng on behalf of GPSC or represen�ng the 

school in any capacity. Where addi�onal rules exist, such 

as role-specific procedures or statutory requirements, 

staff are expected to comply with those requirements 

alongside this Code.

All staff share responsibility for understanding these 

expecta�ons, seeking clarifica�on when needed, and 

modeling the behaviors described. By working within this 

framework, the ins�tu�on strengthens trust with 

learners, families, colleagues, and the wider community 

while protec�ng the integrity and reputa�on of the 

school.

This Service Rules and Code of Conduct Policy aligns with 

the applicable laws and regula�ons of the Government of 

Gilgit-Bal�stan, the affilia�on requirements of the 

Federal Board of Intermediate and Secondary Educa�on 

(FBISE), and the ins�tu�onal vision of GRACE Associa�on 

Pakistan.
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2. NATURE OF THE INSTITUTION

GRACE Public School & College (GPSC) is a private educa�onal ins�tu�on established and administered by a 

Board of Directors under the supervision and technical support of GRACE Associa�on, a non-profit 

organiza�on registered under Sec�on 42 of the Companies Ordinance 1984 and the Companies Act 2017.

The ins�tu�on has been registered with the Educa�on Department of the Government of Gilgit-Bal�stan 

since 2007 and has been affiliated with the Federal Board of Intermediate and Secondary Educa�on (FBISE), 

Islamabad, since 2018.

GPSC provides educa�on from Early Childhood Educa�on (ECE) to the secondary level, with a strong 

commitment to inclusive, equitable, and quality educa�on, integra�ng modern pedagogies including E-

STEAM and student-centered learning approaches.

3. GOVERNANCE & MANAGEMENT

GPSC is governed by a Board of Directors responsible for strategic leadership, policy direc�on, and 

ins�tu�onal oversight. The Board ensures that the ins�tu�on operates in compliance with legal, financial, 

ethical, and academic standards while maintaining long-term sustainability.

The Board does not engage in day-to-day opera�ons. Opera�onal authority is delegated to the Principal 

and execu�ve authority is deligated to the Managing Director approved by the Board with execu�ve 

authority, who serves as the administrator and the educa�onal leader of the ins�tu�on and is responsible 

for implemen�ng Board-approved policies, managing staff, and overseeing academic and administra�ve 

func�ons.

The Principal reports to the Managing Director and the Board as a whole and a Monitoring, Evalua�on & 

Repor�ng Coordinator keeps the MD of the Board informed and updated with need based and periodic 

reports. Commi�ees may be formed and addi�onal administra�ve staff may be engaged by the Board to 
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GRACE Public School & College (GPSC) is commi�ed to maintaining a professional, transparent, merit-

based, and equitable human resource management system that a�racts, develops, and retains competent 

personnel. All human resource prac�ces shall be guided by the principles of merit, equal opportunity, 

accountability, integrity, safeguarding, and compliance with applicable laws and ins�tu�onal policies.

4. HUMAN RESOURCE MANAGEMENT

GPSC shall recruit qualified and competent personnel through a fair, transparent, and compe��ve 

recruitment process.

Recruitment Principles

GPSC shall:

Ÿ recruit solely on merit and competence;

Ÿ provide equal employment opportuni�es without discrimina�on based on gender, disability, religion, 

ethnicity, age, or social background;

Ÿ ensure compliance with applicable labor laws and safeguarding requirements;

Ÿ maintain transparency throughout the recruitment process.

A Recruitment Commi�ee cons�tuted by the Board of Directors shall oversee all recruitment processes, 

including shortlis�ng, interviews, candidate evalua�on, and appointment recommenda�ons.

Vacancies shall normally be adver�sed through appropriate channels, including the School website, 

official social media pla�orms, newspapers, professional networks, and other suitable media, unless an 

internal recruitment process is approved.

Applicants shall provide all required documenta�on, including educa�onal qualifica�ons, professional 

experience, na�onal iden�ty documents, and professional references. GPSC reserves the right to verify all 

submi�ed informa�on and conduct reference, background, and safeguarding checks before appointment.

4.1 Recruitment and Selection
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Personnel may be appointed under different employment categories depending upon approved staffing 

plans, opera�onal requirements, any project resources, and ins�tu�onal priori�es. The employment 

category shall be clearly stated in the Appointment Le�er or Employment Contract and shall determine 

eligibility for salary, leave, benefits, and other employment condi�ons.

4.2 Employment Categories

A Regular Employee is appointed against an approved permanent posi�on following successful 

comple�on of the prescribed proba�onary period.

Regular employees shall:

Ÿ serve on a full-�me basis;

Ÿ undergo annual performance evalua�on through the Annual Performance Review (APR);

4.2.1 Regular Employee



Ÿ remain subject to sa�sfactory performance, ins�tu�onal requirements, and good conduct;

Ÿ be eligible for employment benefits approved by the School, including EOBI, Social Security or Mutual 

Social Security Fund, leave, and other applicable benefits.

4.2.2 Probationary Employee
A Proba�onary Employee is a newly appointed employee serving an ini�al proba�on period of three (3) to 

six (6) months, unless otherwise specified in the employment contract.

Confirma�on shall be based upon:

Ÿ sa�sfactory job performance;

Ÿ professional conduct;

Ÿ a�endance and punctuality;

Ÿ competence and suitability;

Ÿ ins�tu�onal requirements.

GPSC may confirm employment, extend the proba�on period, or terminate employment based on the 

proba�on evalua�on.

4.2.3 Fixed-Term Employee
A Fixed-Term Employee is appointed under a wri�en contract for a specified period.

Employment shall automa�cally expire on the agreed contract end date unless renewed in wri�ng and shall 

not create any automa�c en�tlement to permanent employment.
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4.2.4 Project-Based Employee
A Project-Based Employee is appointed exclusively for a donor-funded or �me-bound project.

Con�nua�on of employment depends upon:

Ÿ project dura�on;

Ÿ Availability or financial resources and approvals;

Ÿ organiza�onal requirements.

Project employment shall not automa�cally convert into regular employment.

4.2.5 Temporary Employee
A Temporary Employee is engaged to meet short-term opera�onal needs such as staff replacement, 

seasonal workload, emergency assignments, or other temporary ins�tu�onal requirements

Employment automa�cally ends upon comple�on of the assignment or expiry of the approved period.p

4.2.6 Part-Time Employee
A Part-Time Employee works fewer than the standard full-�me working hours.

Salary and employment benefits shall be provided on a propor�onal basis in accordance with ins�tu�onal 

policy and applicable laws.



4.2.7 Daily Wage Employee
A Daily Wage Employee is engaged for casual or task-based work and shall be compensated according to 

approved daily wage rates.

Daily wage engagement does not establish con�nuous or permanent employment.

4.2.8 Consultant
A Consultant is engaged under a consultancy agreement to provide specialized professional or technical 

services for a defined scope of work and dura�on.

Consultants are independent service providers and are not employees of the School.
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4.2.10 Intern
An Intern is a student or recent graduate engaged for structured learning and professional development 

under supervision.

Internships may be paid or unpaid.

Interns are not employees of the School but shall comply with all ins�tu�onal policies throughout their 

placement.

4.2.9 Volunteer
A Volunteer provides services voluntarily without receiving a salary.

The School may provide approved reimbursements or support, including local travel, meals, or cer�ficates 

of apprecia�on.

Volunteers shall comply with all ins�tu�onal policies, safeguarding requirements, and the Code of Conduct.

4.3 Appointment and Employment Contracts
Every appointment shall be made through a wri�en Appointment Le�er and Employment Contract 

specifying:

Ÿ job �tle;

Ÿ repor�ng rela�onship;

Ÿ employment category;

Ÿ du�es and responsibili�es;

Ÿ salary and benefits;

Ÿ proba�on period, where applicable;

Ÿ contract dura�on;

Ÿ working hours;

Ÿ applicable ins�tu�onal policies.

The Employment Contract shall be signed by the employee and the authorized representa�ve of the School 

before commencement of employment.

Employees are responsible for reading, understanding, and complying with their Employment Contract, these 

Service Rules and Code of Conduct, and all ins�tu�onal policies.
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4.4 Probation and Confirmation
Unless otherwise specified, all newly appointed employees shall serve a proba�onary period of three (3) to 

six (6) months.

Performance during proba�on shall be monitored through classroom observa�ons, supervision reports, 

a�endance records, and other performance assessment tools.

The Monitoring, Evalua�on and Repor�ng Coordinator (MERC) shall coordinate proba�on assessments, 

which shall be reviewed and verified by the Principal before submission to the competent authority.

Upon sa�sfactory comple�on of proba�on, employees may be confirmed in wri�ng.

Confirma�on does not guarantee regular employment, which shall remain subject to con�nued sa�sfactory 

performance, ins�tu�onal requirements, funding availability, and compliance with School policies.

4.5 Conversion Between Employment Categories
Conversion from one employment category to another may only occur where:

Ÿ an approved vacant posi�on exists;

Ÿ ins�tu�onal needs jus�fy the conversion;

Ÿ financial resources are available;

Ÿ the employee demonstrates sa�sfactory performance;

Ÿ approval is granted by the competent authority or Board of Directors, where required.

No employee shall have an automa�c right to confirma�on, regulariza�on, renewal, or conversion.

Any approved conversion shall be formalized through a new Appointment Le�er or Employment Contract.

4.6 Employment Benefits
Employment benefits shall be determined according to:

Ÿ employment category; Employment Contract;

Ÿ approved ins�tu�onal policies; applicable labor laws;

Ÿ project condi�ons, where applicable.

Benefits may include, as applicable:

Ÿ salary and allowances;

Ÿ annual, casual, medical, maternity, paternity, and other approved leave;

Ÿ Social Security or Mutual Social Security Fund (where applicable);

Ÿ gratuity or provident fund, where applicable;

Ÿ training and professional development opportuni�es;

Ÿ insurance and other approved staff welfare benefits.

Eligibility for specific benefits shall not be assumed unless expressly provided under the employee's 

contract or approved ins�tu�onal policy.



5. ROLES & RESPONSIBILITIES

All staff members of GRACE Public School & College are expected to perform their du�es according to their 

job descrip�ons and employment contract agreements with professionalism, integrity, accountability, and 

commitment to the ins�tu�on’s vision and mission.

Academic and teaching staff are responsible for lesson planning, effec�ve classroom instruc�on, student 

assessment, maintaining a posi�ve learning environment, and integra�ng innova�ve teaching prac�ces, 

including E-STEAM approaches. All teaching, administra�ve, and support staff shall perform their du�es in 

accordance with their job descrip�ons and ins�tu�onal policies.

Administra�ve staff are responsible for office opera�ons, records, coordina�on, communica�on, repor�ng 

and ins�tu�onal support services. Support staff are responsible for cleanliness, maintenance, safety, and 

other assigned du�es. The Board of Directors may develop, review, revise, expand, or reduce roles and 

responsibili�es as required by ins�tu�onal needs from �me to �me.
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5.1 Key Roles & Responsibilities
Summary of Key Roles, Repor�ng Lines and Key Responsibili�es are given as under:

Position Reports To Role Summary Key Responsibility Summary

Principal
Board appointed 

Director

Administrative & 

academic head of the 

school.

Provides strategic leadership, oversees academics, 

administration, policy compliance, school culture, 

stakeholder engagement, reporting and coordinates 

with MER Department.

Vice Principal

Board appointed 

Director (s) / 

Principal

Supports school 

leadership and 

operations.

Assists with academic supervision, teacher support, 

student discipline, performance monitoring, 

reporting, coordinates with MER Department and 

acts as the Principal when required.

STEM 

Coordinator

Board appointed 

Director (s) / 

Principal

Leads STEM section 

academic quality and 

innovation.

Supports teachers, plan/oversees assessments, 

E-STEAM  integration, academ ic planning, 

m entoring, report ing, coordinates w ith M ER 

Departm ent and student achievem ent.

Subject 

Specialist 

Teacher

Principal /Board 

appointed 

Director (s)

Delivers subject-

focused instruction.

Plans lessons, assesses learning, manages 

classrooms, supports student achievement, 

integrates technology, coordinates with MER 

Department and contributes to school 

improvement.

General 

Teacher

Principal /Board 

appointed 

Director (s)

Provides quality 

student-centered 

instruction.

Delivers curriculum, manages classrooms, assesses 

learning, supports student wellbeing, engages 

parents, coordinates with MER Department and 

participates in school activities.
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5.2 Class Teachers Additional Responsibility & Benefits

5.2.1. Purpose
To strengthen evidence-based decision-making by ensuring �mely, accurate, and complete collec�on, 

verifica�on, and submission of student academic performance data to the Monitoring, Evalua�on, 

Research and Compliance (MERC) Department.

5.2.2. Responsibilities 
In addi�on to regular teaching du�es, each Class Teacher shall serve as the Class In-charge and shall:

Ÿ Maintain accurate and up-to-date records of student a�endance, academic performance, assessments, 

and other required informa�on, including digital Student Por�olios.

Ÿ Collect, verify, and submit student academic data through approved digital repor�ng systems within 

prescribed �melines.

Ÿ Take responsibility for classroom assets and ensure their proper use, maintenance, and security in 

coordina�on with support staff.

Ÿ Organize and conduct Parent-Teacher Mee�ngs (PTMs), and communicate with parents regarding 

students' academic progress, a�endance, behavior, homework, and other learning concerns.

Teacher 

Assistants

Principal / Lead 

Teachers

Assists teachers in 

classroom instructions 

and activities.

Support teachers in creating a safe, engaging, 

inclusive, and child-friendly learning environment 

for students early, coordinate with the MER 

Department and primary grades.

Monitoring, 

Evaluation & 

Reporting 

Coordinator 

(MERC)

Board appointed 

Director (s)/ 

Board of 

Directors

Leads monitoring, 

evaluation, research, 

records and reporting 

systems.

Manages data, reporting, evaluations, dashboards, 

performance tracking, evidence-based planning, 

and institutional accountability.

Logistics 

Coordinator 

(LC)

Board appointed 

Director (s)

Manages IT systems, 

technology resources, 

and inventory.

Maintains ICT infrastructure, digital platforms, 

equipment, asset records, communication 

systems, and technical support services.

Accountant
Board appointed 

Director (s)

Responsible for 

financial management 

and compliance.

Manages accounts, budgeting, fee collection, 

payroll, procurement records, audits, financial 

reporting, and asset registers.

Clerk

Principal / Board 

appointed 

Director (s)

Provides 

administrative and 

clerical support.

Maintains records, correspondence, admissions 

documentation, filing systems in coordination with 

MER Department, reporting, and office 

administration.

Supporting 

Staff

Principal / 

Supervisor /Board 

appointed 

Director (s)

Provide operational 

and support services.

Perform assigned duties according to approved job 

descriptions, maintain required records, and 

support efficient school operations.



6. WORKING HOURS & ATTENDANCE
All employees are required to observe official working hours and maintain punctuality, regular a�endance, 

and professional commitment to their assigned du�es.

The standard working schedule of GPSC shall be up to 48 hours per week. Employees may ordinarily be 

required to work from 8:00 a.m. to 2:00 p.m., Monday through Saturday, unless otherwise revised or 

no�fied in wri�ng by the Board of Directors or school management.

Employees are expected to remain physically present at the school during official working hours. Work-

from-home or remote arrangements shall not be permi�ed unless prior wri�en approval is obtained from 

the relevant supervisor or authorized authority.

A�endance shall be monitored and recorded through an approved a�endance management system. 

Employees are responsible for repor�ng to duty on �me and fulfilling all assigned responsibili�es during 

working hours.

Repeated late arrivals, unauthorized absences, habitual absenteeism, or failure to comply with a�endance 

requirements without valid jus�fica�on may result in disciplinary ac�on in accordance with ins�tu�onal 

policies and procedures.
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Ÿ Promptly report significant academic concerns, data discrepancies, or repor�ng challenges to the MER 

Department.

Ÿ Perform any other class management responsibili�es assigned by the school administra�on.

5.2.3. Annual Performance Bonus 
Class Teachers who consistently demonstrate excellence in academic data management, �mely repor�ng, 

classroom coordina�on, and compliance throughout the academic year shall be eligible for the Academic 

Data Management Award, which may include:

Ÿ An annual performance bonus, as approved by the Board.

Ÿ A Cer�ficate of Excellence and formal recogni�on.

Ÿ Priority considera�on for professional development and career advancement opportuni�es.

Award recipients shall be selected based on biannual/annual performance evalua�ons conducted by the 

school management.



7. LEAVE POLICY

GPSC recognizes the importance of staff wellbeing and work-life balance while ensuring con�nuity of 

academic and ins�tu�onal opera�ons. Employees become en�tled to paid leave in accordance with this 

policy a�er successful comple�on of the proba�on period.

In addi�on to the leave categories described below, employees are also en�tled to all public holidays officially 

no�fied by the Government of Pakistan and the Government of Gilgit-Bal�stan. Any leave taken beyond the 

approved en�tlement shall be treated as leave without pay unless otherwise approved by the competent 

authority.

7.1 Paid Leave

Paid leave benefits become applicable a�er successful comple�on of a 3–6 month proba�on period.

All leave requests must be recommended by the relevant Sec�on Lead Teacher or Vice Principal and approved 

by the Principal/management before leave is taken, except in emergency situa�ons.

7.1.1 Eligibility for Leave

A. Teaching Staff

This category includes all full-�me teaching/ vaca�on employees of the school.

Employees in this category are en�tled to the following annual leave:

Ÿ 10 days Casual Leave 

Ÿ 10 days Medical/Sick Leave

(while admi�ed as an indoor pa�ent a formal medical cer�ficate signed by an authorised medical 

officer shall be required for medical leave exceeding two consecu�ve days or as requested by 

management.

To ensure uninterrupted academic ac�vi�es, employees may u�lize a maximum of 3 casual leave days during 

ac�ve school working-days, excluding officially declared vaca�on periods.

B. Administra�ve & Support Staff

This category includes all full-�me non-teaching and administra�ve employees of the school.

Employees in this category are en�tled to the following annual leave:

Ÿ 10 days Casual Leave 

Ÿ 10 days Medical/Sick Leave

(while admi�ed as an indoor pa�ent a formal medical cer�ficate signed by an authorised medical 

officer shall be required for medical leave exceeding two consecu�ve days or as requested by 

management.)

Ÿ 30 days Annual Leave for Administra�ve Staff

Annual leave may only be availed by non-teaching / administra�ve staff on rota�on basis during 

officially announced summer and winter vaca�ons and shall not be u�lized in more than two separate 

slots during the year. The rota�on should be relevant and ra�onal roles

To ensure uninterrupted academic ac�vi�es, employees may u�lize a maximum of five leave days during 

ac�ve school working-days, excluding officially declared vaca�on periods.

7.1.2 Leave Entitlement by Staff Category

G
P

S
C

-S
E

R
V

IC
E R

U
L

E
S &

 C
O

D
E O

F 
C

O
N

D
U

C
T

S F
O

R
 E

M
P

LO
Y

E
E

S

GRACE PUBLIC SCHOOL & COLLEGE (GPSC) SERVICE RULES & CODE OF CONDUCT | REVISED JUNE 2026 | PAGE 14



C. Day Care Staff

Day care staff shall be en�tled to the following annual leave:

Ÿ 10 days Casual Leave 

Ÿ 0 days Medical/Sick Leave 

Medical leave may be granted subject to provision of a valid medical cer�ficate as an indoor pa�ent where 

required. Day Care Staff may enjoy all the leave privileges as voca�onal staff.

Employees are encouraged to u�lize leave responsibly and avoid unnecessary absenteeism to maintain 

academic con�nuity and ins�tu�onal effec�veness.

Ÿ Staff are encouraged to limit leave u�liza�on to a reasonable level during the academic year. 

Ÿ Unused casual leave balance may be compensated at the end of academic session at the rate of the 

employees per day salary and or in accordance with ins�tu�onal policy and approved procedures

7.1.3 Utilization and Carry Forward of Leave

Subject to financial capacity and approval by management, employees who u�lize fewer leaves than their 

en�tled annual casual/earned quota may be considered for cash compensa�on for unused casual leave 

days, in accordance with ins�tu�onal policy and approved procedures.

7.1.4 Cash Compensation for Unused Leave

Ÿ All leave applica�ons must be submi�ed in wri�ng through the prescribed leave form. 
Ÿ Emergency leave must be communicated immediately to the relevant supervisor and regularized upon 

return. 
Ÿ Unauthorized absence may result in salary deduc�on and disciplinary ac�on. 

7.1.5 Leave Approval Procedures
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To ensure con�nuity of teaching and ins�tu�onal opera�ons:

Ÿ Any teaching staff member proceeding on leave for an unavoidable event for 5-30 consecu�ve working 

days may be required to coordinate subs�tute and suitable arrangements in consulta�on with the 

Principal/Management.

Ÿ The employee concerned shall ensure that lesson plans, records, and responsibili�es are properly 

handed over before proceeding on leave. 

Ÿ The school administra�on reserves the right to approve or assign subs�tute arrangements where 

necessary. 

7.1.6 Substitute Arrangements



Maternity leave of one and half (1.5) months for the first child, one (1) month  for the second child and 10 

days for the 3rd child with pay may be granted for staff a�er their comple�on of the minimum service period 

specified by the ins�tu�on. No maternity leave a�er the third child. During maternity leave, 50% of the 

monthly salary payable (a�er any applicable deduc�ons) may be paid during the leave period, while the 

remaining 50% may be released a�er the employee resumes duty, subject to ins�tu�onal policy and 

approval.

7.1.7 Maternity Leave

Leave exceeding the approved annual en�tlement or availed without authoriza�on shall be treated as leave 

without pay and may lead to disciplinary ac�on in cases of repeated viola�ons.

7.1.8 Leave Without Pay

The Principal, with approval from the MD where necessary, may grant special leave in excep�onal 

humanitarian, medical, family, or ins�tu�onal circumstances for a limited period determined on a case-by-

case basis.

7.1.9 Exceptional Circumstances
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Leave taken on the first or last working day of the week, or immediately before or a�er a public holiday, may 
be treated as unauthorized absence and may result in deduc�on equivalent to up to three (3) days, subject 
to management review.

7.2.1 Leave on First or Last Working Day

Considering the nature of school opera�ons and the responsibility of ensuring uninterrupted educa�onal 
and student support services, all employees are expected to maintain punctuality, regular a�endance, and 
professional discipline. These rules apply to teaching staff, administra�ve staff, support staff, drivers, and all 
employees directly or indirectly involved in school opera�ons.

7.2 Late Coming, Early Leaving, and Uninformed Leave

If an employee remains absent on both the first and last working days of the week without jus�fied 
approval, the absence may be treated as extended unauthorized leave and deduc�ons may apply 
accordingly.

7.2.2 Leave on Both First and Last Working Days

Employees are expected to report to duty on �me. Repeated late arrivals may result in disciplinary ac�on or 
salary deduc�on.
Employees must inform the school office before 8:00 a.m. in case of unavoidable delay.

7.2.3 Late Arrival

Repeated early departures without prior approval may result in salary deduc�ons or disciplinary ac�on.

7.2.4 Early Leaving

Absence from duty during working hours exceeding one hour without prior approval may be treated as a 
half-day leave.

7.2.5 Time Taken Off During Working Hours

Leave taken without informing the school office before 8:00 a.m. shall be considered unauthorized leave 

and may result in addi�onal deduc�ons or disciplinary ac�on. Employees working in mul�ple sec�ons or 

campuses must inform all concerned offices.

7.2.6. Uninformed Leave
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When declared by the school administra�on, working Saturdays/Fridays are compulsory for ins�tu�onal 
planning, professional development, assessments, mee�ngs, or other official purposes. Unauthorized 
absence on such days may result in addi�onal leave deduc�on.

7.2.7. Working Saturdays/Fridays

Half-day leave on compulsory working Saturdays shall ordinarily not be permi�ed except in emergencies 
approved by the Principal.

7.2.8. Half-Day Leave on Working Saturdays

Unauthorized absence on the last working day before vaca�ons or the first reopening day a�er vaca�ons 
may result in deduc�on of vaca�on salary and other applicable benefits.

7.2.9. Absence Before or After Vacations

Vaca�on salary and related benefits shall normally become applicable a�er successful comple�on of one 
academic year or twelve months of con�nuous service, unless otherwise approved by the Board or 
management.

7.2.10. Eligibility for Vacation Salary and Benefits

All employees must properly record a�endance through the approved a�endance system. Failure to mark 
a�endance without valid wri�en jus�fica�on approved by the supervisor concerned may result in a fine, 
half-day leave marking, or salary deduc�on.

7.2.11. Attendance Record Compliance

Leaving duty more than one hour before the designated closing �me without approval shall be treated as 

half-day leave.

7.2.12. Early Departure Beyond One Hour

Repor�ng more than one hour late without valid approval may be treated as half-day leave.

7.2.13. Arrival Beyond One Hour
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All leave requests must be submi�ed in wri�ng through the prescribed procedure. Verbal requests shall not 
be considered for official approval.

7.3.1. Written Leave Application

7.3 Other Important Provisions

If a leave falls on an officially declared unscheduled school closure, it shall generally be counted as a single 
leave day.

7.3.2. Unscheduled School Closure

Employees are responsible for remaining informed through official communica�on channels including SMS, 
WhatsApp, phone calls, or no�ces issued by the school administra�on.

7.3.4. Official Communication

Due to high academic and administra�ve workload, leave during cri�cal opera�onal months, especially May 
and August, may be restricted except in emergencies approved by the Principal or management.

7.3.5. Restricted Leave Periods

All employees are responsible for properly marking their a�endance through the biometric a�endance 

system/MS Form A�endance Register. Staff must ensure that the machine successfully records their thumb 

impression or MS Form successfully submits before leaving the device. The system confirma�on message 

such as “Thank you” / Thank you. Your a�endance is recorded successfully indicates successful a�endance 

marking, while “Try Again” indicates failure to record a�endance.

Failure to properly mark a�endance may result in absence, late arrival, or early departure being recorded.

7.3.6. Biometric Attendance / Thumb Impression

Employees are responsible for promptly upda�ng the HR office regarding any changes in contact 
informa�on, address, CNIC, or other official records.

7.3.3. Updating Personal Information

Employees are advised to avoid applying Mehndi on finger�ps during working periods, as it may interfere 
with biometric a�endance recogni�on. A�endance issues arising from such circumstances shall not be 
considered valid grounds for a�endance adjustments.

7.3.7. Application of Mehndi on Finger Tips
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Employees are expected to leave the school premises immediately a�er official duty hours unless prior 
approval has been obtained from the relevant authority for extended stay or addi�onal responsibili�es.

7.3.8. Leaving School Premises

The salaries of part-�me employees shall be calculated on the basis of actual working days and assigned 
du�es. Any absence or unpaid leave shall result in salary deduc�on according to the applicable daily rate.

7.3.9. Salary Calculation for Part-Time Employees

In extraordinary situa�ons such as pandemics, natural disasters, poli�cal instability, severe weather 
condi�ons, or prolonged school closures, the management may require staff to work remotely.

All employees working from home shall:
Ÿ Remain available during official working hours 
Ÿ Maintain ac�ve communica�on through official contact channels 
Ÿ Ensure internet connec�vity, charged devices, and necessary teaching or office arrangements 
Ÿ Follow ins�tu�onal schedules, instruc�ons, and repor�ng requirements 

Teaching staff must ensure access to suitable devices and internet facili�es for conduc�ng online classes 
effec�vely.
Management may require staff to physically a�end the school or office whenever necessary while 
complying with ins�tu�onal Standard Opera�ng Procedures (SOPs).
A�endance, punctuality, online class delivery, repor�ng responsibili�es, and professional conduct 
requirements applicable during normal school opera�ons shall also apply during remote work 
arrangements.

7.3.11. Working from Home / Remote Duty

Frequent absences, half-days, late arrivals, or early departures nega�vely affect ins�tu�onal opera�ons and 
student learning. Excessive leave u�liza�on may result in:

Ÿ Nega�ve performance evalua�on outcomes 
Ÿ Reduced eligibility for incen�ves or annual increments 
Ÿ Administra�ve ac�on as deemed necessary by management 

7.3.10. Impact of Excessive Leaves and Half-Days

a. Online Classes
During online learning periods, teachers may be required to conduct classes from school premises unless 
officially permi�ed to work from home.

b. Illness and Medical Condi�ons
An administra�ve/academic staff member reques�ng remote work due to serious illness must submit valid 
medical documenta�on for approval by management.

7.3.12. Online Teaching and Health-Related Remote Work
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c. Infec�ous Diseases / Pandemic Situa�ons
If a staff member shows symptoms of an infec�ous disease or is advised by management to isolate, the 
employee may be required to undergo medical tes�ng and submit reports within the prescribed �me 
frame.

Management may permit temporary remote work or quaran�ne arrangements according to prevailing 
health guidelines and ins�tu�onal decisions.

Vaccina�on and compliance with public health measures during declared health emergencies shall be 
strongly encouraged for all staff members.

Section / Department
Monday – 

Thursday
Friday

ECE / Nursery Section 8:00 am – 2:00 pm 8:00 am – 11:30 pm

Primary / Elementary Section 8:00 am – 2:00 pm 8:00 am – 11:30 pm

Secondary Section 8:00 am – 2:00 pm 8:00 am – 11:30 pm

Daycare Center 7:30 am – 2:15 pm 7:30 am – 12:00 pm

Administrative Office 7:30 am – 2:30 pm 7:30 am – 12:00 pm

7.4 Official Working Hours

The management reserves the right to revise �mings, when necessary, due to seasonal condi�ons, 
examina�ons, emergencies, or ins�tu�onal requirements.
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8. PERFORMANCE MANAGEMENT
    AND EVALUATION
GPSC follows a structured and transparent Annual Performance Review (APR) system to promote 

professional growth, ins�tu�onal accountability, and con�nuous improvement in staff performance. This 

policy is designed to strengthen performance management prac�ces, support employee development, 

recognize achievements, and enhance the ins�tu�on’s effec�veness in achieving its educa�onal objec�ves.

This policy applies to all teaching, administra�ve, and support staff, regardless of employment status, 

designa�on, or rank.

The performance management system aims to:

Ÿ Improve the quality of teaching, learning, and ins�tu�onal performance 

Ÿ Align employee performance with ins�tu�onal goals and expecta�ons 

Ÿ Encourage accountability, professionalism, and con�nuous improvement 

Ÿ Iden�fy professional development and training needs 

Ÿ Recognize and reward high-performing staff 

Ÿ Support evidence-based decisions regarding increments, promo�ons, and career development

8.1 Objectives of the Performance Management System

a) Planning

Performance management begins with proper planning through clearly defined job descrip�ons, 

performance expecta�ons, milestones, and Key Performance Indicators (KPIs). Performance objec�ves 

shall be aligned with the mission, strategic priori�es, and annual opera�onal plans of the ins�tu�on.

This process shall be carried out collabora�vely between the employee, MERC, Principal, and where 

needed, the Board of Directors.

b) Development

The development component focuses on iden�fying the support required for employees to achieve their 

assigned objec�ves and improve professional capacity.

Support mechanisms may include:

Ÿ Professional development training

Ÿ Coaching and mentoring 

Ÿ Access to teaching and learning resources 

Ÿ Technical guidance and supervision 

Ÿ Opportuni�es for innova�on and leadership development 

c) Performance Review

Employee performance shall be reviewed bi-annually/annually against agreed job descrip�ons, Key 

Performance Indicators (KPIs), targets, and assigned specific responsibili�es. The purpose of the review is to 

support professional growth, con�nuous improvement, coaching, construc�ve feedback, recogni�on of 

achievements, and decisions regarding annual increments, decrements, contract renewal, or other 

employment ac�ons.

8.2 Key Components of Performance Management
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The performance of all GPSC staff shall be monitored throughout the year against clearly defined Key 

Performance Indicators (KPIs) derived from each employee’s agreed, approved, and signed Job Descrip�on 

(JD). The MER Department, in coordina�on with the Management Team and relevant supervisors, shall 

maintain systema�c performance records and periodically collect and document evidence rela�ng to 

employees’ responsibili�es, achievements, a�endance, professional conduct, targets, and other applicable 

performance indicators.

The Annual Performance Review (APR) of all teaching and non-teaching staff shall be formally conducted 

once each year during November, drawing upon the documented performance evidence and KPI records 

maintained throughout the year. The review shall assess employee performance, accountability, 

achievement of assigned responsibili�es and targets, professional conduct, areas for improvement, and 

professional development needs.

The MER Department shall communicate the APR schedule and submission deadlines sufficiently in 

advance. All employees shall ac�vely par�cipate in the appraisal process, maintain relevant evidence of 

their performance, and engage in periodic performance discussions with their supervisors and/or the MER 

Department.

The MER Department shall consolidate the completed APR results and submit the signed Annual Staff 

Performance Report to the Board on or before 31 December each year, preferably before the Annual Board 

Mee�ng.

Accordingly, the performance management cycle shall comprise:

Con�nuous Monitoring: KPI-based performance tracking and evidence collec�on throughout the year.

Formal APR: Comple�on of the annual appraisal during November.

Management Review: Consolida�on and valida�on of appraisal results during November–December.

Board Repor�ng: Submission of the consolidated Annual Staff Performance Report by 31 December each 

year.

8.3 Time Frame for Performance Appraisal
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Structured performance reviews shall be conducted against approved job descrip�ons, assigned 

responsibili�es, ins�tu�onal expecta�ons, and predefined performance indicators.

The review process may include:

Ÿ Classroom observa�ons

Ÿ Review of lesson plans and records

Ÿ Student learning outcomes and assessment results

8.4 Structured Performance Reviews

GRACE PUBLIC SCHOOL & COLLEGE (GPSC) SERVICE RULES & CODE OF CONDUCT | REVISED JUNE 2026 | PAGE 23



G
P

S
C

-S
E

R
V

IC
E R

U
L

E
S &

 C
O

D
E O

F 
C

O
N

D
U

C
T

S F
O

R
 E

M
P

LO
Y

E
E

S

Ÿ Professional conduct and punctuality

Ÿ Contribu�on to school ac�vi�es and ins�tu�onal development

Ÿ Innova�on, leadership, and teamwork

Ÿ Parent and community engagement where relevant

Ÿ Any other area as deemed appropriate by the Board

Professional development needs iden�fied during the review process shall be documented and 

incorporated into ins�tu�onal capacity-building plans.

Annual increments and promo�ons shall primarily be based on performance outcomes as determined 

through the APR system. Performance ra�ngs shall be linked to the following grading scale:

8.5 Promotions and Annual Increments

Rating Score Range Proposed Increment

5 91–100 25%

4 81–90 20%

3 71–80 15%

2 61–70 10%

1 51–60 5%

0 41–50 -5% Salary Deduction / Termination

The increment percentage shall apply to the employees’ basic pay only. However, awarding salary 

increments and determining the final rate of increment shall remain the sole discre�on of the Board of 

Directors. Decisions shall be made in considera�on of ins�tu�onal financial sustainability, annual savings, 

opera�onal priori�es, and prevailing economic condi�ons

.

The Board may revise increment percentages, defer increments, or adopt alterna�ve measures depending 

on financial and organiza�onal circumstances.

The MER Department in consulta�on with MD and Board shall develop and maintain standardized APR 
tools, appraisal templates, scoring rubrics, and performance documenta�on systems.

Board of Directors:
The Board appointed directors shall review and evaluate the performance of:
Ÿ Principal
Ÿ Academic Coordinator
Ÿ MER Coordinator (MERC)
Ÿ Logis�cs Coordinator
Ÿ Finance and Accoun�ng Coordinator /Accounts Assistant
Ÿ Other senior administra�ve staff as deemed necessary

8.6 Roles and Responsibilities in the APR Process
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Principal, Academic Coordinator and MERC

In consulta�on with MD and DMD the Principal, Academic Coordinator and MER Coordinator shall compile 

and complete the APR of:

Ÿ Teaching staff

Ÿ Support staff

Ÿ Opera�onal staff

All performance reviews shall be completed before the annual Board mee�ngs and get signed by the Board 

appointed director and the APR summary must be submi�ed for approval to the Board Chairperson.

The Principal shall ensure that all exis�ng and newly appointed staff members are informed about the 

ins�tu�onal performance management system and sign a declara�on acknowledging understanding and 

acceptance of the performance-based evalua�on and reward framework.

8.7 Staff Acknowledgement and Commitment

Employees receiving low performance ra�ngs may be terminated or placed under a Performance 

Improvement Plan (PIP), which may include:

Ÿ Addi�onal supervision and mentoring

Ÿ Targeted professional development

Ÿ Clearly defined improvement goals

Ÿ Follow-up evalua�ons within a specified �meframe

Failure to demonstrate improvement a�er adequate support may result in administra�ve ac�on in 

accordance with ins�tu�onal policies and applicable laws.

8.8 Performance Improvement Measures

The performance management process shall be guided by the following principles:

Ÿ Fairness and transparency

Ÿ Professional growth and support

Ÿ Evidence-based assessment

Ÿ Confiden�ality and respect

Ÿ Accountability and con�nuous improvement

Ÿ Alignment with ins�tu�onal mission and values

8.9 Guiding Principles of the APR System
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9. PROFESSIONAL DEVELOPMENT 
     AND TRAINING RULES
GPSC recognizes that con�nuous professional development is essen�al to maintaining high standards of 

teaching, learning, leadership, and ins�tu�onal performance. The ins�tu�on is commi�ed to crea�ng a 

culture of lifelong learning, innova�on, collabora�on, and professional excellence among all employees.

The primary purpose of these Professional Development and Training Rules is to build a competent, 

efficient, mo�vated, and high-performing workforce that contributes effec�vely to the ins�tu�on’s vision, 

mission, and strategic goals. The policy also aims to enhance employee morale, strengthen ins�tu�onal 

compe��veness, and improve the quality of educa�on and services provided by the school.

Professional development is a con�nuous process and applies to all employees at every level of the 

ins�tu�on, including teaching, administra�ve, and support staff. Training is not limited to newly appointed 

employees; it is equally important for exis�ng staff in order to strengthen professional knowledge, 

leadership capacity, technical skills, and workplace effec�veness.

The objec�ves of professional development and training at GPSC are to:

Ÿ Enhance the professional competencies, knowledge, and skills of employees. 

Ÿ Improve the quality of teaching, learning, administra�on, and student support services. 

Ÿ Strengthen employees’ understanding of the ins�tu�on’s vision, mission, values, and educa�onal 

philosophy. 

Ÿ Promote innova�on, crea�vity, teamwork, and accountability. 

Ÿ Equip staff with modern pedagogical approaches, technology integra�on skills, inclusive educa�on 

prac�ces, and E-STEAM teaching methodologies. 

Ÿ Develop leadership and management capacity within the ins�tu�on. 

Ÿ Address iden�fied performance gaps and ins�tu�onal development needs. 

Ÿ Build a posi�ve professional culture focused on con�nuous improvement. 

9.1 Objectives of Professional Development

GPSC shall conduct regular training needs assessments to iden�fy ins�tu�onal and individual professional 

development priori�es. Staff members are considered an important source of informa�on regarding 

organiza�onal performance, challenges, and improvement needs.

Training needs may be iden�fied through:

Ÿ Annual Performance Reviews (APR) 

Ÿ Classroom observa�ons 

Ÿ Staff surveys and feedback 

Ÿ Monitoring, Evalua�on, and Repor�ng (MER) findings 

Ÿ Student learning outcomes 

Ÿ Ins�tu�onal strategic priori�es 

Ÿ Recommenda�ons from the Principal, Board, or MER Sec�on 

9.2 Training Needs Assessment
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The ins�tu�on shall develop an annual professional development and training plan based on iden�fied 

needs and ins�tu�onal priori�es.

The training plan shall clearly define:

Ÿ The type and scope of training to be conducted 

Ÿ The purpose and expected outcomes of the training 

Ÿ Target par�cipants 

Ÿ Training methodology and dura�on 

Ÿ Trainers, facilitators, or partner organiza�ons 

Ÿ Venue and schedule of the training 

Ÿ Required resources and es�mated budget 

Priority areas for professional development may include, but are not limited to:

Ÿ Pedagogy and classroom management 

Ÿ Curriculum implementa�on 

Ÿ Technology integra�on in educa�on 

Ÿ Inclusive and child-centered educa�on 

Ÿ E-STEAM educa�on 

Ÿ Student assessment and feedback 

Ÿ Leadership and management 

Ÿ Child protec�on and safeguarding 

Ÿ Communica�on and teamwork 

Ÿ Monitoring, evalua�on, and repor�ng systems 

9.3 Professional Development Planning

GPSC shall allocate a separate professional development budget within the ins�tu�on’s annual opera�onal 

budget to support staff training and capacity-building ini�a�ves.

The budget may include expenses related to:

Ÿ Internal and external training programs 

Ÿ Training materials and resources 

Ÿ Travel and accommoda�on 

Ÿ Trainer/facilitator fees 

Ÿ Venue and logis�cal arrangements 

Ÿ Workshops, seminars, conferences, and exposure visits 

The ins�tu�on may organize:

Ÿ On-the-job training within the school 

Ÿ In-house workshops and mentoring sessions 

Ÿ External training through partner organiza�ons, universi�es, and training ins�tutes 

Ÿ Na�onal or interna�onal professional learning opportuni�es 

9.4 Training Budget and Resource Allocation
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The implementa�on of training programs shall include proper scheduling, communica�on, coordina�on of 

resources, and provision of required facili�es and equipment.

All staff members are expected to ac�vely par�cipate in professional development ac�vi�es assigned or 

approved by the ins�tu�on.

Training sessions and workshops recommended by the Principal or MER Sec�on shall be considered 

compulsory where applicable. Failure to par�cipate in mandatory professional development ac�vi�es 

without valid jus�fica�on may nega�vely affect the employee’s Annual Performance Review and eligibility 

for annual increments or other professional opportuni�es.

9.5 Implementation of Training Programs

All professional development ac�vi�es shall be monitored and evaluated to assess their effec�veness and 

relevance.

Ÿ Evalua�on methods may include:

Ÿ Training a�endance records 

Ÿ Par�cipant feedback forms 

Ÿ Post-training reflec�ons or reports 

Ÿ Observa�on of improved classroom or workplace prac�ces 

Ÿ Assessment of learning outcomes 

Ÿ Follow-up mentoring and coaching 

Training feedback shall be analyzed to iden�fy strengths, gaps, and areas for improvement in future 

professional development programs.

9.6 Monitoring and Evaluation of Training

Employees who a�end external workshops, conferences, seminars, or specialized training programs shall 

be required to share their learning with other staff members through internal presenta�ons, workshops, 

mentoring sessions, or demonstra�on lessons.

This prac�ce is intended to promote ins�tu�onal learning, maximize the benefit of training investments, 

and strengthen collabora�ve professional culture within the school.

9.7 Knowledge Sharing and Institutional Learning

Employees provided with significant professional development opportuni�es, scholarships, cer�fica�ons, 

na�onal or interna�onal exposure visits, or long-term training funded or facilitated by GPSC may be 

required to sign a formal agreement commi�ng to con�nue serving the ins�tu�on for a specified period 

a�er comple�on of the training.

9.8 Training Bond and Service Commitment
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The terms and dura�on of such commitments shall be 

clearly stated in the agreement signed between the 

employee and the ins�tu�on before par�cipa�on in the 

training program.

Failure to fulfill agreed service commitments without 

valid jus�fica�on may result in recovery of training-

related expenses or other ac�ons as determined by the 

ins�tu�on.

All employees are expected to:

Ÿ Demonstrate  commitment  to  con�nuous 

professional growth. 

Ÿ Par�cipate ac�vely in training and professional 

learning opportuni�es. 

Ÿ Apply newly acquired knowledge and skills in their 

professional prac�ce. 

Ÿ Maintain professionalism during training ac�vi�es. 

Ÿ Contribute posi�vely to ins�tu�onal learning and 

improvement ini�a�ves. 

GPSC believes that inves�ng in the professional growth 

of employees directly contributes to improved student 

learning, stronger ins�tu�onal performance, and the 

development of a posi�ve and innova�ve educa�onal 

environment. 

9.9 Professional Responsibility 

of Employees
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10. COMPENSATION AND BENEFITS 
      POLICY

The purpose of the Compensa�on and Benefits Policy is to establish a fair, transparent, compe��ve, and 

performance-oriented compensa�on system for all employees of GRACE Public School & College (GPSC). 

The policy provides the framework and guiding principles for employee remunera�on and ensures 

consistency in compensa�on prac�ces across the ins�tu�on.

GPSC recognizes that an effec�ve compensa�on system is essen�al to a�ract, retain, mo�vate, and reward 

qualified and commi�ed employees who contribute to the achievement of the ins�tu�on’s mission, 

strategic objec�ves, and educa�onal excellence.

This policy aligns compensa�on prac�ces with the ins�tu�on’s values, opera�onal goals, financial 

sustainability, human resource strategies, and commitment to professional growth and accountability.

10.1 Purpose of the Compensation Policy

10.2 Guiding Principles of Compensa�on Management

GPSC establishes and communicates clear principles and procedures regarding employee compensa�on to 

ensure fairness, equity, transparency, and legal compliance in all salary-related ma�ers.

The ins�tu�on adopts the following principles:

Ÿ Equal and fair compensa�on for employees performing similar roles with comparable qualifica�ons and 

experience. 

Ÿ Transparent salary administra�on procedures. 

Ÿ Merit and performance-based salary progression. 

Ÿ Compliance with applicable employment laws and regula�ons. 

Ÿ Periodic review of compensa�on structures in accordance with market condi�ons and ins�tu�onal 

sustainability. 

Ÿ Recogni�on of educa�onal qualifica�ons, experience, professional skills, and contribu�ons to 

ins�tu�onal development. 

GPSC ensures that compensa�on decisions are free from discrimina�on based on gender, disability, 

ethnicity, religion, or personal background.

10.2 Guiding Principles of Compensation Management

Basic salary and salary ranges shall be determined according to:

Ÿ Educa�onal qualifica�ons relevant to the posi�on. 

Ÿ Professional cer�fica�ons and specialized competencies. 

Ÿ Years of relevant teaching or professional experience. 

Ÿ Level of responsibility and complexity of the role. 

Ÿ Performance and contribu�on to ins�tu�onal objec�ves. 

Ÿ Prevailing employment market condi�ons. 

GPSC may periodically review salary structures and ranges to ensure compe��veness and alignment with 

comparable educa�onal ins�tu�ons and labor market trends.

10.3 Salary Structure and Determination
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10.4 Job Categories and Salary Ranges
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To ensure consistency and fairness, GPSC classifies posi�ons 
into different job categories, each having defined salary 
ranges and progression pathways. The major job categories 
include:
a) Academic Leadership and Specialist Posi�ons
Including:
Ÿ Principal 
Ÿ Academic Coordinator 
Ÿ STEM Coordinator 
Ÿ MER Coordinator 

b) Teaching Staff
Include:
Ÿ ECE Teachers 
Ÿ Primary Teachers 
Ÿ Subject Specialists 
Ÿ Secondary School Teachers 
Ÿ Higher Secondary School Teachers 

Salary ranges may vary according to:
Ÿ Academic qualifica�ons 
Ÿ Teaching experience 
Ÿ Subject specializa�on 
Ÿ Grade levels taught 
Ÿ Professional performance 

c) Administra�ve Staff
Include:
Ÿ Office Assistants 
Ÿ IT & Communica�ons Staff 
Ÿ Finance and Accounts Staff 
Ÿ HR/Administra�ve Personnel 
Ÿ Recep�on and Clerical Staff 

d) Support Staff
Including:
Ÿ Security Guards 
Ÿ Drivers 
Ÿ Janitorial and Maintenance Staff 
Ÿ Support Assistants 

GPSC may revise, merge, or create addi�onal salary 
categories according to ins�tu�onal  needs and 
organiza�onal growth.

The ins�tu�on may also determine whether salary ranges 
overlap between categories to facilitate professional 
progression and internal promo�on opportuni�es. 
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Employee placement within a salary range shall be based on established ins�tu�onal criteria, including:

Ÿ Academic qualifica�ons 

Ÿ Professional cer�fica�ons 

Ÿ Relevant years of experience 

Ÿ Specialized technical or instruc�onal skills 

Ÿ Years of service within GPSC 

Ÿ Leadership responsibili�es 

Ÿ Performance history 

When determining compensa�on for newly hired employees, GPSC shall also consider internal equity to 

ensure fairness rela�ve to exis�ng employees performing similar responsibili�es.

10.5 Employee Placement within Salary Ranges

GPSC adopts a performance-oriented compensa�on approach to encourage accountability, professional 

growth, and ins�tu�onal excellence. Annual salary increments may be granted based on:

Ÿ Annual Performance Review (APR) results 

Ÿ Professional conduct and a�endance 

Ÿ Achievement of assigned responsibili�es and KPIs 

Ÿ Classroom performance and student learning outcomes 

Ÿ Par�cipa�on in ins�tu�onal development ac�vi�es 

Ÿ Commitment to professional development 

Ÿ Salary increase decisions may consider:

Ÿ Merit and performance 

Ÿ Seniority and years of service 

Ÿ Ins�tu�onal financial capacity 

Ÿ Market adjustments and infla�on 

The Board of Directors reserves the right to approve annual increments based on ins�tu�onal priori�es and 

available financial resources.

10.6 Salary Increments and Performance-Based Pay

GPSC shall conduct salary reviews at regular intervals to maintain fair and compe��ve compensa�on 

prac�ces.

Annual Salary Review

Salary reviews are generally conducted annually in conjunc�on with:

Ÿ Annual Performance Reviews (APR) 

Ÿ Ins�tu�onal budget planning 

Ÿ Strategic and opera�onal review processes 

Performance evalua�ons for teaching, administra�ve, and support staff shall form an important basis for 

salary review decisions.

10.7 Salary Review Process
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In addi�on to salaries, GPSC may provide benefits and incen�ves subject to ins�tu�onal policy and financial 

sustainability.

These may include:

Ÿ Annual increments 

Ÿ Performance recogni�on awards 

Ÿ Professional development opportuni�es 

Ÿ Training sponsorships 

Ÿ Leave benefits 

Ÿ Special assignments or honoraria 

Ÿ Other approved staff welfare ini�a�ves 

All benefits shall be governed by ins�tu�onal policy and approved procedures.

10.8 Compensation and Benefits

Any salary deduc�ons shall comply with:

Ÿ Employment contracts 

Ÿ Ins�tu�onal policies 

Ÿ Low performance ra�ngs, where provided for under policy

Ÿ Applicable labor laws and regula�ons

Deduc�ons may include:

Ÿ Approved leave without pay 

Ÿ Tax or legal deduc�ons 

Ÿ Recovery of ins�tu�onal liabili�es or advances 

Ÿ Penal�es approved under disciplinary procedures 

Ÿ Unauthorized deduc�ons are strictly prohibited.

10.9 Salary Deductions

In the event of force majeure, including but not limited to pandemics, natural disasters, conflict, or 

government-mandated closures, which render school opera�ons par�ally or fully suspended, the 

ins�tu�on shall not be liable to pay any pending or future salaries, allowances, or benefits for the affected 

period. Such events shall be considered beyond the reasonable control of the ins�tu�on, and contractual 

obliga�ons related to compensa�on may be suspended accordingly.

Where the school collects tui�on fees during the force majeure period, employee salaries may be paid on a 

propor�onate basis, taking into account the actual fee collec�on subject to approval by the Board of 

Directors. 

10.10 Force Majeure
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GPSC is commi�ed to ensuring that all compensa�on prac�ces comply with federal, provincial, and local 

employment laws and regula�ons.

The ins�tu�on shall:

Ÿ Eliminate discriminatory prac�ces in salary determina�on. 

Ÿ Promote transparency and accountability in compensa�on decisions. 

Ÿ Maintain appropriate compensa�on records. 

Ensure equal opportunity and fairness in employee remunera�on. 

All compensa�on decisions shall be guided by ins�tu�onal ethics, equity, professionalism, and 

sustainability.

10.11 Legal Compliance and Ethical Compensation Practices

The Board of Directors holds the authority to:

Ÿ Approve compensa�on structures and revisions. 

Ÿ Review salary policies periodically. 

Ÿ Approve annual increment frameworks. 

Ÿ Introduce amendments to compensa�on rules when necessary. 

Any revisions to this policy shall be formally communicated to all employees.

10.12 Authority and Amendments
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11. EMPLOYEE CODE OF CONDUCT

This Code of Conduct outlines the expected standards of professional behavior for all employees of GRACE 

Public School & College (GPSC), including teaching, academic leadership team, administra�ve, support, full-

�me, part-�me, contractual, and temporary staff.

All employees are expected to uphold the dignity, reputa�on, values, and educa�onal mission of GPSC. The 

Board of Directors reserves the right to interpret, amend, or update this Code of Conduct when required in 

the best interest of the ins�tu�on.

11.1 Purpose and Scope

All employees shall comply with applicable laws, government regula�ons, school policies, service rules, 

child protec�on standards, and instruc�ons issued by competent authori�es.

Employees are expected to act ethically and responsibly in ma�ers related to school finances, resources, 

partnerships, public image, student welfare, and ins�tu�onal reputa�on.

11.2 Compliance with Laws and Institutional Policies

All employees must demonstrate:

Ÿ Honesty, integrity, and accountability 

Ÿ Respect for ins�tu�onal values 

Ÿ Confiden�ality in official ma�ers 

Ÿ Responsible decision-making 

Ÿ Commitment to student learning and wellbeing 

Ÿ Loyalty to the ins�tu�on’s mission and reputa�on 

Confiden�al informa�on related to students, staff, parents, finances, ins�tu�onal records, or internal 

decisions shall not be disclosed without approval from the competent authority.

11.3 Professional Ethics

GPSC is commi�ed to maintaining a respec�ul, inclusive, and safe working environment. All employees, 

students, parents, visitors, vendors, and community stakeholders shall be treated with dignity and respect.

No employee shall engage in harassment, in�mida�on, humilia�on, bullying, discrimina�on, insul�ng 

remarks, or offensive behavior based on gender, religion, race, ethnicity, age, disability, social background, 

poli�cal opinion, or any other personal iden�ty.

Any case related to harassment, including harassment of women at the workplace, shall be handled in 

accordance with applicable law and ins�tu�onal procedures.

11.4 Respectful Workplace Behavior
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All staff must maintain respec�ul, safe, suppor�ve, and professional rela�onships with students.

Employees shall not:

Ÿ Use physical punishment, verbal abuse, humilia�on, or emo�onal harm 

Ÿ Discriminate against any student 

Ÿ Engage in favori�sm or exploita�ve behavior 

Ÿ Develop inappropriate personal rela�onships with students 

Ÿ Invite or meet students privately outside approved school ac�vi�es 

Ÿ Provide private tui�on to GPSC students without formal approval 

All forms of abuse, harassment, exploita�on, or neglect are strictly prohibited and may result in disciplinary 

ac�on, including termina�on and legal repor�ng where required.

11.5 Conduct with Students

Employees must maintain professional, coopera�ve, and respec�ul rela�onships with colleagues and 

supervisors.

Staff are expected to:

Ÿ Work as a team 

Ÿ Follow repor�ng lines 

Ÿ Resolve conflicts through official channels 

Ÿ Avoid gossip, hos�lity, groupism, or ac�ons that disturb the working environment 

Ÿ Support a culture of collabora�on and mutual respect 

11.6 Conduct with Colleagues

Employees represent GPSC in their interac�on with parents, guardians, visitors, vendors, and community 

members. All communica�on must be professional, respec�ul, and aligned with school policy.

Employees shall not make unauthorized commitments, public statements, complaints, or representa�ons 

on behalf of GPSC without approval from the competent authority.

11.7 Conduct with Parents and Community

All employees shall perform assigned du�es with commitment, skill, punctuality, and responsibility.

Employees are required to:

Ÿ Follow instruc�ons issued by the Board, Principal, Vice Principal, Sec�on Heads, and other competent 

authori�es

Ÿ Complete assigned tasks within deadlines 

Ÿ Prepare lesson plans, assessments, records, and reports as required 

Ÿ A�end parent-teacher mee�ngs, school func�ons, training, and official events 

Ÿ Support school ac�vi�es during or beyond regular school hours when officially assigned 

Ÿ Maintain full professional commitment to GPSC du�es 

Senior staff and supervisors shall not misuse authority. Du�es must be delegated fairly, considering staff 

competence, workload, and ins�tu�onal needs.

11.8 Professionalism, Job Duties, and Authority
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All employees must observe school �mings and a�endance procedures. Regular a�endance and 

punctuality are mandatory.

Unplanned absence, late arrival, early departure, or failure to inform the relevant authority may result in 

disciplinary ac�on. Leave must be approved in advance, except in genuine emergencies.

In case of approved leave, teachers must submit planned classwork, assignments, or subs�tute work to the 

concerned Sec�on Head, Vice Principal, or Principal before proceeding on leave.

11.9 Attendance, Punctuality, and Leave Discipline

Par�cipa�on in official school events, parent-teacher mee�ngs, training, examina�on du�es, evening 

func�ons, community events, and special assignments is compulsory when assigned.

Absence without approval may result in disciplinary ac�on, performance deduc�ons, or salary deduc�ons 

as per school policy.

11.10 Participation in School Events and Extra Duties

Employees must use school technology, internet, devices, digital pla�orms, and communica�on channels 

responsibly.

Staff shall:

Ÿ Protect student and ins�tu�onal data 

Ÿ Avoid unauthorized sharing of photos, videos, documents, or records 

Ÿ Use official communica�on pla�orms responsibly 

Ÿ Avoid misuse of mobile phones during duty hours 

Ÿ Maintain respec�ul digital communica�on 

Wri�en communica�on through official le�ers, email, or approved WhatsApp groups shall be preferred. 

Verbal communica�on shall not replace formal wri�en communica�on where official records are required.

11.11 Use of Technology, Mobile Phones, and Data Privacy

Employees are responsible for the proper use and protec�on of GPSC property, including classrooms, 

furniture, equipment, books, computers, laboratory materials, digital resources, logos, documents, 

records, and intellectual property.

School property shall not be misused, damaged, removed, copied, or used for personal benefit without 

approval.

GPSC shall not be responsible for the loss of personal valuables, mobile phones, jewelry, cash, personal 

vehicles, or other private belongings brought to school premises.

11.12 Protection of School Property

G
P

S
C

-S
E

R
V

IC
E R

U
L

E
S &

 C
O

D
E O

F 
C

O
N

D
U

C
T

S F
O

R
 E

M
P

LO
Y

E
E

S

GRACE PUBLIC SCHOOL & COLLEGE (GPSC) SERVICE RULES & CODE OF CONDUCT | REVISED JUNE 2026 | PAGE 37



Employees shall avoid personal, financial, family, poli�cal, or external interests that may affect their 

professional judgment or official du�es.

Any actual or poten�al conflict of interest must be voluntarily disclosed to the Principal or Board.

Employees shall not use their posi�on for personal gain, favori�sm, private tui�on, external business, or 

unfair benefit.

11.13 Conflict of Interest

GPSC strictly prohibits bribery, corrup�on, fraud, kickbacks, favori�sm, misuse of authority, or acceptance 

of improper gi�s.

Employees shall not accept gi�s, money, favors, commissions, or personal benefits from parents, vendors, 

students, or external par�es in return for official advantage.

11.14 Gifts, Bribery, and Corruption

Employees must dress modestly, neatly, and professionally in accordance with the school’s dress code and 

cultural values.

Personal appearance should reflect maturity, professionalism, and respect for the educa�onal 

environment.

11.15 Personal Appearance and Dress Code

A�er confirma�on of employment, staff may be required to open an account in a bank selected or approved 

by GPSC for salary transfer and official financial transac�ons.

11.17 Bank Account Requirement

Employees shall use employment benefits honestly and in accordance with approved rules.

Fee concession for children of full-�me employees shall be applicable only a�er comple�on of one 

academic year or twelve months of sa�sfactory service, subject to the approved Staff Children Fee Discount 

Policy.

This benefit shall not apply to part-�me, daily wage, temporary, or short-term employees unless approved 

by the Board.

11.16 Employment Benefits and Staff Children Fee Concession

GPSC may deduct five percent (5%) of an employee’s gross monthly salary as a Social Security Mutual Fund 

or security deposit. GPSC may contribute an equivalent matching amount, subject to ins�tu�onal policy and 

financial approval.

11.18 Social Security Mutual Fund
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The accumulated amount shall be maintained by GPSC during the period of employment and may be 

released upon a healthy resigna�on, subject to:

Ÿ Comple�on of required no�ce period 

Ÿ Clearance of all school property and records

Ÿ Comple�ng the exit interview form

Ÿ Comple�on of handover responsibili�es 

Ÿ No breach of contract or disciplinary case 

Ÿ Approval by competent authority/Board 

A�er obtaining NOC successfully the school will pay the social security 5% accumulated funds + school 

contribu�on within a specified �me frame agreed on exit �me.

The amount may be withheld, frozen, or forfeited fully or par�ally in case of:

Ÿ Resigna�on without proper no�ce 

Ÿ Breach of contract 

Ÿ Misconduct or viola�on of school rules 

Ÿ Termina�on due to disciplinary reasons 

Ÿ Failure to complete clearance or handover 

Ÿ The deposit shall not carry interest.

GPSC may take disciplinary ac�on against employees who violate this Code of Conduct, service rules, school 

policies, or lawful instruc�ons.

Depending on the nature and seriousness of misconduct, disciplinary ac�on may include:

Ÿ Verbal warning 

Ÿ Wri�en warning 

Ÿ Fine or salary deduc�on as per policy 

Ÿ Deduc�on or suspension of benefits 

Ÿ Nega�ve entry in performance evalua�on 

Ÿ Demo�on

Ÿ Suspension 

Ÿ Termina�on of service 

Ÿ Legal ac�on, where applicable 

Serious misconduct includes harassment, physical abuse, fraud, corrup�on, data breach, violence, 

repeated insubordina�on, child protec�on viola�on, gross negligence, or conduct damaging the reputa�on 

of the school.

11.19 Disciplinary Actions

The Board of Directors may amend, update, or revise this Code of Conduct and related service rules from 

�me to �me.

All employees are required to read, understand, sign, and comply with this Code of Conduct. Con�nued 

employment at GPSC shall be considered acceptance of these rules.

11.20 Amendments and Compliance
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12. CHILD PROTECTION AND 
      SAFEGUARDING POLICY

GRACE Public School & College (GPSC) is fully commi�ed to ensuring a safe, respec�ul, inclusive, and 

protec�ve learning environment for all children. GPSC recognizes that every child has the right to protec�on 

from abuse, neglect, exploita�on, violence, discrimina�on, bullying, harassment, and all forms of physical 

or emo�onal harm.

All employees, volunteers, consultants, interns, contractors, visitors, and service providers working with or 

within the school are required to uphold the highest standards of child protec�on and safeguarding at all 

�mes.

12.1 Purpose

This policy applies to:

Ÿ All teaching and non-teaching staff 

Ÿ School management and Board members 

Ÿ Volunteers and interns 

Ÿ Consultants, trainers, and visi�ng facilitators 

Ÿ Drivers, security guards, support staff, and outsourced personnel 

Any individual interac�ng with students on behalf of the school 

12.2 Scope

All staff members shall:

Ÿ Respect the dignity, rights, privacy, and well-being of every child 

Ÿ Treat all students fairly regardless of gender, disability, religion, ethnicity, language, socioeconomic 

background, or academic performance 

Ÿ Promote a culture of safety, inclusion, equality, and mutual respect 

Ÿ Act in the best interests of children at all �mes 

Ÿ Maintain professional boundaries with students 

Ÿ Immediately report any safeguarding concern, suspicion, disclosure, or incident 

12.3 Guiding Principles

The following ac�ons are strictly prohibited and may result in disciplinary ac�on, suspension, termina�on of 

employment, and/or legal proceedings:

a. Physical Abuse

Hi�ng, slapping, pushing, shaking, or physically harming a child 

Using corporal punishment or humilia�ng disciplinary methods 

b. Emo�onal or Psychological Abuse

Insul�ng, threatening, humilia�ng, in�mida�ng, or degrading students 

Using abusive, discriminatory, or inappropriate language 

12.4 Prohibited Conduct
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c. Sexual Misconduct and Exploita�on

Any inappropriate physical contact with a student 

Sexual comments, jokes, gestures, or conversa�ons 

Grooming behavior or exploita�on in any form 

Sharing inappropriate images, videos, or messages 

Private mee�ngs in isolated or closed spaces without authoriza�on 

d. Neglect and Unsafe Prac�ces

Leaving children una�ended in unsafe situa�ons 

Ignoring medical, emo�onal, or protec�on concerns 

Failing to respond appropriately to safeguarding incidents 

e. Digital Misconduct

Communica�ng with students through personal or inappropriate social media pla�orms without 

authoriza�on 

Sharing students’ photos, videos, or personal informa�on without consent 

Cyberbullying, harassment, or misuse of digital pla�orms 

Staff members must:

Ÿ Maintain professional and ethical rela�onships with students 

Ÿ Avoid favori�sm or inappropriate emo�onal dependency 

Ÿ Ensure transparency during student interac�ons 

Ÿ Avoid one-to-one isolated mee�ngs unless officially approved and visible to others 

Ÿ Use respec�ul and age-appropriate communica�on at all �mes 

12.5 Professional Boundaries

Every staff member has an individual and mandatory responsibility to report:

Ÿ Suspected abuse or neglect 

Ÿ Bullying or harassment 

Ÿ Unsafe behavior or environments 

Ÿ Viola�ons of safeguarding procedures 

Ÿ Any disclosure made by a child 

Reports must be made immediately to:

Ÿ The Principal 

Ÿ Designated Safeguarding Focal Person 

Ÿ School Management or authorized authority 

Failure to report a known safeguarding concern shall itself cons�tute misconduct.

12.6 Reporting Responsibilities
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Ÿ All safeguarding concerns shall be handled confiden�ally and professionally. 

Ÿ Informa�on shall only be shared with authorized personnel on a need-to-know basis. 

Ÿ The iden�ty and dignity of affected children must be protected at all stages. 

Ÿ Retalia�on against individuals repor�ng concerns in good faith is strictly prohibited. 

The school shall:

Ÿ Provide orienta�on and periodic safeguarding training to staff 

Ÿ Promote child protec�on awareness among students and parents 

Ÿ Ensure staff understand repor�ng procedures and professional responsibili�es 

12.9 Awareness and Training

Viola�on of child protec�on and safeguarding responsibili�es may result in:

Ÿ Verbal or wri�en warning 

Ÿ Suspension from du�es 

Ÿ Termina�on of employment or contract 

Ÿ Repor�ng to law enforcement or relevant authori�es 

Ÿ Legal ac�on under applicable laws and regula�ons

12.11 Disciplinary Actions

12.7 Confidentiality and Protection

The school reserves the right to:

Ÿ Conduct background and reference checks for employees and volunteers 

Ÿ Verify educa�onal and professional creden�als 

Ÿ Reject applicants with histories of abuse, misconduct, violence, or unethical behavior 

Ÿ All employees may be required to sign a Child Protec�on Commitment Form before joining du�es.

12.8 Recruitment and Screening

The school shall strive to:

Ÿ Maintain safe classrooms, washrooms, playgrounds, transporta�on, and online environments 

Ÿ Ensure proper supervision during school ac�vi�es, trips, and events 

Ÿ Promote an�-bullying and inclusive educa�on prac�ces 

Ÿ Strengthen child-friendly complaint and support mechanisms 

12.10 School Environment and Safety Measures
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All employees shall acknowledge that:

Ÿ They have read and understood the Child Protec�on and 

Safeguarding provisions of the Service Rules & Code of 

Conduct 

Ÿ They agree to comply fully with all safeguarding 

responsibili�es 

Ÿ They understand that viola�ons may lead to disciplinary 

and legal consequences

12.12 Staff Declaration
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13. DISCIPLINE AND GRIEVANCE 
     HANDLING POLICY

The purpose of this sec�on is to maintain a professional, respec�ul, safe, and accountable working 

environment within GRACE Public School & College. GPSC believes that discipline should be correc�ve 

rather than puni�ve and shall ensure that all disciplinary and grievance ma�ers are handled fairly, 

transparently, confiden�ally, and in accordance with principles of natural jus�ce.

All employees are expected to uphold the values, policies, standards of professional conduct, and 

ins�tu�onal reputa�on of GPSC at all �mes.

13.1 Purpose

Disciplinary procedures shall be guided by the following principles:

Ÿ Fairness and impar�ality in all proceedings. 

Ÿ Opportunity for the employee to explain or defend their posi�on. 

Ÿ Confiden�al handling of disciplinary ma�ers. 

Ÿ Propor�onality between misconduct and disciplinary ac�on. 

Ÿ Proper documenta�on and record maintenance. 

Ÿ Respect for employee dignity throughout the process. 

Ÿ Timely resolu�on of disciplinary concerns. 

No employee shall be subjected to disciplinary ac�on without reasonable grounds and due process.

13.2 Principles of Disciplinary Action

A. Minor Misconduct

Minor misconduct may include, but is not limited to:

Ÿ Occasional lateness or absenteeism without proper informa�on. 

Ÿ Negligence in rou�ne du�es. 

Ÿ Failure to follow ins�tu�onal procedures or instruc�ons. 

Ÿ Improper classroom or office management. 

Ÿ Inappropriate dress or unprofessional behavior. 

Ÿ Minor breach of repor�ng procedures. 

Ÿ Use of mobile phones during instruc�onal or official du�es without permission. 

Ÿ Failure to maintain records, lesson plans, or assigned documenta�on �mely. 

Ÿ Disrespec�ul communica�on with colleagues, students, or parents. 

Ÿ Minor misuse of school resources or property. 

B. Major Misconduct

Major misconduct may include, but is not limited to:

Ÿ Physical punishment, harassment, bullying, or abuse of students or staff. 

Ÿ Viola�on of Child Protec�on and Safeguarding Policies. 

Ÿ The�, fraud, corrup�on, or financial misconduct. 

Ÿ Falsifica�on of records, cer�ficates, a�endance, or reports. 

Ÿ Serious insubordina�on or refusal to perform assigned du�es. 

13.3 Categories of Misconduct
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Ÿ Disclosure of confiden�al ins�tu�onal informa�on without authoriza�on. 

Ÿ Discrimina�on based on gender, disability, religion, ethnicity, sect, or social background. 

Ÿ Possession or use of drugs, alcohol, or prohibited substances on school premises. 

Ÿ Violence, threats, in�mida�on, or immoral conduct. 

Ÿ Deliberate damage to school property. 

Ÿ Repeated minor misconduct despite wri�en warnings. 

Ÿ Misuse of social media causing reputa�onal harm to the School. 

Ÿ Sexual harassment or exploita�on. 

Ÿ Any act bringing disrepute to the School or the organiza�on. 

Depending upon the nature and severity of misconduct, GPSC may impose one or more of the following 

disciplinary ac�ons:

1. Verbal Warning 

2. Wri�en Warning 

3. Final Wri�en Warning 

4. Performance Improvement Plan (PIP) 

5. Deduc�on of privileges or responsibili�es 

6. Suspension with or without pay 

7. Demo�on or reassignment 

8. Withholding increment or promo�on 

9. Termina�on of employment 

10. Legal ac�on where applicable 

GPSC Board and the management reserve the right to determine the appropriate disciplinary ac�on based 

on inves�ga�on findings and may take necessary ac�ons in the best interests of the ins�tu�on immediately.

13.4 Disciplinary Actions

Step 1: Repor�ng of Misconduct

Any misconduct may be reported by:

Ÿ Principal/VP 

Ÿ MERC/Immediate Supervisor 

Ÿ HR/Administra�on 

Ÿ Students or Parents through proper channels 

Ÿ Staff members 

Ÿ Board members where applicable 

All complaints shall be documented formally.

Step 2: Preliminary Review

The concerned authority shall conduct an ini�al review to determine:

Ÿ Nature of the allega�on 

13.5 Disciplinary Procedure
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Ÿ Seriousness of the issue 

Ÿ Need for formal inves�ga�on 

Ÿ Minor ma�ers may be resolved through counseling or verbal guidance.

Step 3: No�ce to Employee

For serious or repeated misconduct, the employee shall receive a wri�en no�ce clearly sta�ng:

Ÿ Nature of allega�on 

Ÿ Relevant evidence or concerns 

Ÿ Required explana�on �meline 

The employee shall be given a reasonable opportunity to respond.

Step 4: Inves�ga�on

Where necessary, an impar�al inquiry or inves�ga�on commi�ee may be formed to:

Ÿ Review evidence 

Ÿ Interview concerned individuals 

Ÿ Maintain confiden�ality 

Ÿ Recommend appropriate ac�on 

Step 5: Decision and Ac�on

Based on findings, the competent authority shall communicate the decision in wri�ng.

The employee shall receive:

Ÿ Details of findings 

Ÿ Disciplinary decision 

Ÿ Effec�ve date of ac�on 

Ÿ Appeal procedure if applicable 

An employee may be suspended temporarily during inves�ga�on where:

Ÿ Presence may affect inquiry fairness, 

Ÿ Student safety is involved, 

Ÿ There is risk to ins�tu�onal opera�ons or reputa�on. 

Ÿ Suspension shall not automa�cally imply guilt.

13.6 Suspension Pending Inquiry

An employee may submit a wri�en appeal against disciplinary ac�on within seven (7) working days of 

receiving the decision.

The appeal shall be reviewed by:

Ÿ Board Commi�ee, or 

Ÿ Chairperson/Board of Directors, depending on the level of ac�on. 

The decision of the appellate authority shall be final.

13.7 Right to Appeal
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GPSC recognizes the importance of providing employees with a safe, respec�ul, and transparent 

mechanism for raising workplace concerns, complaints, or disputes without fear of retalia�on.

Employees may raise grievances related to:

Ÿ Workplace environment 

Ÿ Harassment or discrimina�on 

Ÿ Unfair treatment 

Ÿ Workload or duty alloca�on 

Ÿ Salary or benefits 

Ÿ Professional rela�onships 

Ÿ Administra�ve decisions 

Ÿ Safety or wellbeing concerns 

Ÿ Policy implementa�on issues 

13.8 Grievance Redressal Mechanism

Employees may raise grievances through the following channels:
Ÿ Immediate Supervisor 
Ÿ Principal or Vice Principal 
Ÿ MERC
Ÿ Designated Grievance Commi�ee 
Ÿ Board member/Chairperson in excep�onal circumstances 

Where the complaint involves the immediate supervisor, the employee may directly approach higher 
authority.

13.10 Grievance Reporting Channels

All grievances shall be handled with:

Ÿ Confiden�ality 

Ÿ Neutrality 

Ÿ Respect and dignity 

Ÿ Timely response 

Ÿ Protec�on from retalia�on 

Ÿ Fair hearing opportunity

False or malicious complaints may themselves result in disciplinary ac�on.

13.9 Grievance Handling Principles

Step 1: Submission of Complaint

The grievance should preferably be submi�ed in wri�ng with:

Ÿ Nature of concern 

13.11 Grievance Procedure
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Ÿ Relevant details 

Ÿ Suppor�ng evidence if available 

Ÿ Desired resolu�on 

Step 2: Acknowledgment

GPSC shall acknowledge receipt of the grievance within a reasonable �me-frame.

Step 3: Review and Discussion

The concerned authority may:

Ÿ Meet involved par�es, 

Ÿ Review records, 

Ÿ Conduct inquiry if necessary, 

Ÿ Seek media�on or resolu�on. 

Step 4: Resolu�on

A formal response or decision shall be communicated to the employee within a reasonable period.

Where possible, grievances should be resolved amicably and professionally.

No employee shall face in�mida�on, discrimina�on, vic�miza�on, or retalia�on for:

Ÿ Repor�ng misconduct, 

Ÿ Raising a genuine grievance, 

Ÿ Par�cipa�ng in inves�ga�ons, 

Ÿ Providing evidence or tes�mony. 

Any retaliatory behavior shall cons�tute serious misconduct.

13.12 Protection Against Retaliation

All disciplinary and grievance records, proceedings, and communica�ons shall remain confiden�al and 

accessible only to authorized personnel.

Unauthorized disclosure of confiden�al proceedings may result in disciplinary ac�on.

13.13 Confidentiality

The School shall maintain proper records of:
Ÿ Complaints, 
Ÿ Inves�ga�ons, 
Ÿ Warnings, 
Ÿ Disciplinary ac�ons, 
Ÿ Appeals, 
Ÿ Grievance resolu�ons. 
Such records shall be maintained securely in employee personnel files in accordance with ins�tu�onal 
policy and applicable laws.

13.14 Record Keeping
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14. HEALTH, SAFETY, AND 
      WELLBEING POLICY

GRACE Public School & College (GPSC) is commi�ed to providing a safe, healthy, secure, and suppor�ve 

environment for all students, staff, visitors, and stakeholders. The school recognizes that health, safety, and 

wellbeing are essen�al for effec�ve teaching, learning, and professional performance.

This policy establishes standards and responsibili�es to promote physical safety, emo�onal wellbeing, 

mental health, environmental hygiene, and emergency preparedness within the school community.

14.1 Purpose

This policy applies to:

Ÿ All teaching and non-teaching staff 

Ÿ Contractual and temporary employees 

Ÿ Volunteers, interns, and consultants 

Ÿ Students and visitors present on school premises or during school-related ac�vi�es 

14.2 Scope

GPSC shall:

Ÿ Maintain a safe, clean, healthy, and inclusive working and learning environment 

Ÿ Promote dignity, respect, and wellbeing for all members of the school community 

Ÿ Ensure compliance with applicable safety and health regula�ons 

Ÿ Encourage proac�ve repor�ng of hazards, risks, and incidents 

Ÿ Promote preven�ve measures to reduce accidents, injuries, and health risks 

Ÿ Foster emo�onal and psychological wellbeing of students and staff 

14.3 General Principles
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All staff members shall:

Ÿ Follow school safety procedures, rules, and emergency protocols 

Ÿ Maintain cleanliness and orderliness in classrooms, offices, laboratories, and common areas 

Ÿ Immediately report hazards, accidents, injuries, or unsafe condi�ons to the administra�on 

Ÿ Ensure safe supervision of students during classes, breaks, ac�vi�es, trips, and events 

Ÿ Use school equipment, electrical appliances, and teaching materials responsibly 

Ÿ Avoid behaviors that may endanger themselves or others 

Ÿ Cooperate during emergency drills, evacua�ons, and safety trainings 

Ÿ Support students’ physical, emo�onal, and mental wellbeing with care and professionalism 

Failure to comply with safety procedures may result in disciplinary ac�on.

14.4 Responsibilities of Staff
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All staff members are responsible for safeguarding students and shall:

Ÿ Ensure students are supervised appropriately at all �mes 

Ÿ Prevent bullying, harassment, discrimina�on, violence, or abuse 

Ÿ Maintain safe classroom prac�ces and posi�ve discipline approaches 

Ÿ Immediately report child protec�on concerns or suspected abuse to the Principal or Child Protec�on 

Focal Person 

Ÿ Ensure safe movement of students during assemblies, prac�cal ac�vi�es, sports, field visits, and 

transporta�on 

Ÿ Promote inclusive and respec�ul behavior among students 

Corporal punishment, humilia�ng treatment, verbal abuse, or any form of degrading punishment is strictly 

prohibited.

14.5 Student Safety and Protection

GPSC shall maintain appropriate health and hygiene standards by:

Ÿ Ensuring availability of clean drinking water and sanitary washroom facili�es 

Ÿ Maintaining cleanliness of classrooms, offices, laboratories, and school grounds 

Ÿ Encouraging handwashing, personal hygiene, and environmental cleanliness 

Ÿ Suppor�ng waste management and safe disposal prac�ces 

Ÿ Taking preven�ve measures during seasonal illnesses or public health emergencies 

Ÿ Staff members are expected to:

Ÿ Maintain personal hygiene and professional appearance 

Ÿ Avoid a�ending school while suffering from contagious illnesses that may endanger others 

Ÿ Inform administra�on in case of serious health-related limita�ons affec�ng du�es 

14.6 Health and Hygiene Standards
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GPSC recognizes the importance of emo�onal and psychological wellbeing.

The school shall strive to:

Ÿ Promote a respec�ul and suppor�ve workplace culture 

Ÿ Encourage teamwork, inclusion, and posi�ve communica�on 

Ÿ Address workplace stress, harassment, or discrimina�on appropriately 

Ÿ Support students experiencing emo�onal or behavioral difficul�es through guidance and referral 

mechanisms 

Ÿ Encourage work-life balance and professional wellbeing where possible 

Staff members shall:

Ÿ Treat colleagues and students respec�ully 

Ÿ Avoid workplace bullying, in�mida�on, or toxic conduct 

Ÿ Seek support through appropriate administra�ve channels when needed 

14.7 Mental Health and Wellbeing
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The administra�on shall ensure:

Ÿ Regular inspec�on of school buildings, classrooms, laboratories, electrical systems, furniture, and 

playgrounds 

Ÿ Safe storage and use of chemicals, science equipment, and electrical devices 

Ÿ Proper maintenance of emergency exits, fire ex�nguishers, and first aid facili�es 

Ÿ Immediate response to iden�fied safety hazards 

Staff members shall not:

Ÿ Tamper with electrical systems or safety equipment 

Ÿ Use unsafe or damaged equipment knowingly 

Ÿ Permit students to engage in unsafe ac�vi�es 

14.8 Safety of Facilities and Equipment

GPSC shall maintain emergency preparedness procedures for incidents such as:
Ÿ Fire 
Ÿ Earthquake 
Ÿ Medical emergencies 
Ÿ Security threats 
Ÿ Natural disasters 
Ÿ Accidents and injuries 

The school administra�on shall:
Ÿ Conduct periodic safety drills and orienta�on sessions 
Ÿ Maintain emergency contact records 
Ÿ Ensure availability of basic first aid supplies 
Ÿ Establish evacua�on procedures and assembly points 

All staff and students must:
Ÿ Follow emergency instruc�ons promptly 
Ÿ Par�cipate in drills and preparedness ac�vi�es 
Ÿ Support orderly evacua�on and emergency response procedures 

14.9 Emergency Preparedness and Response
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All accidents, injuries, safety concerns, or emergencies occurring on school premises or during school 
ac�vi�es must be reported immediately to the administra�on.
Incident reports shall include:
Ÿ Nature of the incident 
Ÿ Persons involved 
Ÿ Date, �me, and loca�on 
Ÿ Immediate ac�ons taken 
Ÿ Recommenda�ons for preven�on 
The administra�on shall maintain confiden�al records of major incidents and take correc�ve ac�ons where 
necessary.

14.10 Reporting of Incidents and Accidents
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For educa�onal visits, excursions, compe��ons, and external events:

Ÿ Proper planning and risk assessment must be conducted 

Ÿ Student supervision ra�os must be maintained 

Ÿ Emergency contacts and medical informa�on should be available 

Ÿ Transporta�on arrangements must priori�ze safety 

Ÿ Parental consent must be obtained where required 

Staff assigned to trips shall remain professionally responsible for student safety throughout the ac�vity.

14.11 School Trips and External Activities

The following ac�ons are strictly prohibited:
Ÿ Possession or use of illegal drugs, narco�cs, alcohol, or intoxica�ng substances on school premises 
Ÿ Smoking or tobacco use within school premises 
Ÿ Violent, reckless, or threatening behavior 
Ÿ Carrying weapons or dangerous materials without authoriza�on 
Ÿ Deliberate viola�on of safety regula�ons 

Any serious viola�on may result in disciplinary ac�on, suspension, termina�on, or referral to relevant 
authori�es.

14.12 Prohibited Conduct
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Ÿ Monitor implementa�on of health and safety procedures 
Ÿ Conduct periodic inspec�ons and reviews 
Ÿ Address risks and correc�ve ac�ons promptly 
Ÿ Ensure staff orienta�on on safety and wellbeing standards 

All employees are expected to cooperate fully in maintaining a culture of safety, protec�on, dignity, and 
wellbeing at GRACE Schools.

14.13 Monitoring and Compliance
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15. USE OF SCHOOL PROPERTY

The purpose of this policy is to ensure the responsible, safe, ethical, and efficient use of all school property, 

facili�es, equipment, materials, technology, and resources belonging to GRACE Public School & College. All 

staff members are expected to protect school assets and u�lize them solely for official educa�onal and 

administra�ve purposes.

15.1 Purpose

This policy applies to all permanent, contractual, temporary, visi�ng, and volunteer staff members, 

including teachers, administra�ve personnel, support staff, directors, and interns.

15.2 Scope

School property includes, but is not limited to:

Ÿ School buildings, classrooms, offices, laboratories, libraries, and playgrounds 

Ÿ Furniture, fixtures, and fi�ngs 

Ÿ Computers, laptops, tablets, projectors, printers, cameras, and other digital devices 

Ÿ Internet services, official email accounts, so�ware, and online pla�orms 

Ÿ Vehicles and transporta�on facili�es 

Ÿ Books, teaching aids, laboratory equipment, sports items, and Makerspace/STEM resources 

Ÿ School records, files, documents, ID cards, and official stamps 

Ÿ Electricity, water, fuel, and other u�li�es 

Ÿ Any other movable or immovable asset owned, rented, or managed by the school 

15.3 Definition of School Property
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All employees shall:

1. Use school property carefully, responsibly, and only for authorized school purposes. 

2. Protect school assets from the�, loss, misuse, negligence, or inten�onal damage. 

3. Maintain cleanliness, safety, and proper handling of all assigned equipment and materials. 

4. Report any loss, malfunc�on, the�, or damage immediately to the concerned supervisor or 

administra�on. 

5. Return all school property upon transfer, resigna�on, re�rement, suspension, or termina�on of 

employment. 

6. Use digital resources and internet facili�es in accordance with the school’s IT and professional conduct 

policies. 

7. Avoid wasteful use of electricity, water, paper, fuel, internet data, and other school resources. 

8. Ensure that classrooms, laboratories, and office spaces remain secure a�er use. 

15.4 Responsibilities of Employees

The following ac�ons are strictly prohibited:

Ÿ Unauthorized personal use of school property or facili�es 

Ÿ Removal of school property from campus without official approval 

Ÿ Using school resources for private business, poli�cal, religious, or commercial ac�vi�es 

Ÿ Inten�onal destruc�on, tampering, vandalism, or negligent handling of school assets 

15.5 Prohibited Actions
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Ÿ Unauthorized installa�on or downloading of so�ware, applica�ons, or digital content 

Ÿ Sharing confiden�al passwords, official accounts, or access creden�als with unauthorized persons 

Ÿ Misuse of printers, internet services, official sta�onery, or communica�on systems 

Ÿ Allowing unauthorized individuals to use school equipment or facili�es 

Employees using school technology resources shall:

Ÿ Follow professional ethics while using internet and digital communica�on systems 

Ÿ Use official email and digital pla�orms primarily for school-related communica�on 

Ÿ Maintain confiden�ality and security of ins�tu�onal data 

Ÿ Avoid accessing inappropriate, illegal, offensive, or harmful online content 

Ÿ Refrain from cyberbullying, harassment, copyright viola�ons, or misuse of digital systems 

GPSC management reserves the right to monitor and review the use of ins�tu�onal digital resources when 

necessary for security, compliance, and opera�onal purposes.

15.6 Use of ICT and Digital Resources

1. All issued items shall be properly recorded through inventory registers, stock registers, gate passes, or 

asset issuance forms. 

2. Staff receiving school property shall acknowledge responsibility through signatures or digital records. 

3. Department heads and the Logis�c/Inventory Officer shall maintain updated records of assets issued to 

employees. 

4. Periodic physical verifica�on and audits may be conducted by the administra�on or Board 

representa�ves. 

15.7 Asset Issuance and Record Keeping

1. Any accidental loss or damage must be reported immediately in wri�ng. 

2. Employees may be held financially or administra�vely responsible for damages caused by negligence, 

misuse, or inten�onal misconduct. 

3. The administra�on may recover repair or replacement costs according to the severity of the case and 

applicable rules. 

15.8 Loss or Damage

Before clearance, resigna�on, re�rement, or termina�on, employees must return all school property issued 

to them, including:

Ÿ Iden�ty cards 

Ÿ Keys 

Ÿ Books and teaching materials 

Ÿ ICT equipment and accessories 

Ÿ Official files and documents 

Ÿ Uniforms or safety equipment (if applicable) 

Final se�lement or clearance may be delayed un�l all school property is properly returned.

15.9 Return of School Property
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Viola�on of this policy may result in disciplinary ac�on, including:

Ÿ Verbal or wri�en warning 

Ÿ Recovery of damages or financial loss 

Ÿ Suspension of access privileges 

Ÿ Disciplinary inquiry 

Ÿ Suspension or termina�on of employment 

Ÿ Legal ac�on where applicable 

15.10 Disciplinary Action

All employees are required to comply fully with these rules as part of the School Service Rules & Code of 

Conduct. The principal, administra�ve staff and supervisors shall ensure proper implementa�on and 

monitoring of the policy across the ins�tu�on.

15.11 Compliance
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16. COMMUNICATION AND REPORTING

The purpose of this rule is to ensure effec�ve, respec�ul, professional, �mely, and transparent 

communica�on within the school and with all stakeholders, including students, parents, colleagues, 

management, Board members, government authori�es, donors, and partner organiza�ons. The policy also 

establishes clear standards for repor�ng, documenta�on, confiden�ality, and ins�tu�onal informa�on 

management.

16.1 Purpose

G
P

S
C

-S
E

R
V

IC
E R

U
L

E
S &

 C
O

D
E O

F 
C

O
N

D
U

C
T

S F
O

R
 E

M
P

LO
Y

E
E

S

All ins�tu�onal communica�on shall be guided by the following principles:

1. Professionalism and Respect: Employees shall communicate respec�ully, ethically, and professionally at 

all �mes. 

2. Accuracy and Clarity: All verbal and wri�en communica�on must be clear, factual, concise, and free from 

misleading informa�on. 

3. Timelines: Employees shall respond to official communica�ons, instruc�ons, requests, and repor�ng 

requirements within the assigned �melines. 

4. Confiden�ality: Employees shall protect confiden�al ins�tu�onal, staff, student, donor, and 

organiza�onal informa�on from unauthorized disclosure. 

5. Accountability: Employees are responsible for maintaining accurate communica�on records and 

submi�ng reports according to ins�tu�onal procedures. 

6. Chain of Communica�on: Official communica�on shall follow the approved organiza�onal hierarchy and 

repor�ng structure unless otherwise authorized. 

16.3 Principles of Communication

The following shall be considered official communica�on channels of the ins�tu�on:

Ÿ Official ins�tu�onal email accounts 

Ÿ Approved WhatsApp groups 

Ÿ Official le�ers and memos 

Ÿ Mee�ng minutes and no�ces 

Ÿ School Management Informa�on Systems (MIS) 

Ÿ Approved online pla�orms and portals 

Ÿ Repor�ng templates and dashboards 

Ÿ Circulars issued by management 

Ÿ Official telephone communica�on 

Employees shall not use unofficial pla�orms for sharing confiden�al or sensi�ve ins�tu�onal informa�on.

16.4 Official Communication Channels
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Employees shall:

Ÿ Maintain respec�ul communica�on with supervisors, colleagues, students, and parents. 

Ÿ A�end official mee�ngs, briefings, and coordina�on sessions regularly. 

Ÿ Read and acknowledge official no�ces, emails, and circulars promptly. 

Ÿ Share informa�on responsibly and avoid spreading rumors, misinforma�on, or workplace conflicts. 

Ÿ Inform supervisors immediately regarding emergencies, incidents, risks, or opera�onal concerns. 

Ÿ Coordinate professionally with departments for smooth academic and administra�ve opera�ons. 

16.5 Internal Communication Responsibilities
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All employees shall maintain proper records and submit reports relevant to their assigned responsibili�es.

Ÿ Depending on their role, employees may be required to submit:

Ÿ Daily a�endance reports 

Ÿ Lesson plans and classroom ac�vity reports 

Ÿ Student assessment and progress reports 

Ÿ Monitoring and evalua�on reports 

Ÿ Inventory and logis�cs reports 

Ÿ Financial and procurement records 

Ÿ Event and ac�vity reports 

Ÿ Incident and disciplinary reports 

Ÿ Monthly, quarterly, and annual performance reports 

Ÿ Donor or project-related documenta�on 

Ÿ Media and visibility reports 

Failure to submit required reports within the prescribed �meline may be considered negligence of duty.

16.6 Reporting Responsibilities

Employees shall ensure that:

Ÿ All ins�tu�onal records are properly maintained, organized, and securely stored. 

Ÿ Reports and documents are accurate and verifiable. 

Ÿ Digital and hard-copy records are protected from loss, misuse, or unauthorized access. 

Ÿ Official files, registers, and databases are regularly updated. 

Ÿ Ins�tu�onal property, records, and documents are returned upon resigna�on, termina�on, or transfer. 

No employee shall destroy, alter, conceal, or falsify ins�tu�onal records.

16.7 Record Keeping and Documentation
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Communica�on with parents, visitors, media representa�ves, government authori�es, donors, or external 

organiza�ons shall remain professional and aligned with ins�tu�onal values.

Employees shall:

Ÿ Avoid making unauthorized public statements on behalf of the ins�tu�on. 

Ÿ Refer sensi�ve issues to authorized management personnel. 

Ÿ Maintain confiden�ality regarding students and ins�tu�onal ma�ers. 

Ÿ Ensure respec�ul parent engagement and �mely response to academic concerns. 

Only authorized personnel may issue official press statements, media interviews, public announcements, or 

ins�tu�onal commitments.

16.8 Communication with Parents and External Stakeholders
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Employees using digital pla�orms or social media in connec�on with ins�tu�onal ac�vi�es shall:

Ÿ Maintain professional behavior online. 

Ÿ Avoid pos�ng harmful, offensive, poli�cal, discriminatory, sectarian, or misleading content linked to the 

ins�tu�on. 

Ÿ Obtain approval before publishing official photos, videos, branding materials, or ins�tu�onal 

informa�on. 

Ÿ Protect student safeguarding and privacy standards. 

Ÿ Avoid sharing confiden�al internal discussions, documents, or disputes publicly. 

The ins�tu�on reserves the right to take disciplinary ac�on against misuse of digital communica�on 

pla�orms affec�ng ins�tu�onal reputa�on or safety.

16.9 Digital Communication and Social Media Conduct

Ÿ Staff mee�ngs shall be conducted regularly according to ins�tu�onal schedules. 

Ÿ A�endance in official mee�ngs is mandatory unless formally excused. 

Ÿ Mee�ng minutes shall be documented and shared appropriately. 

Ÿ Employees assigned ac�on points shall ensure �mely comple�on and repor�ng. 

Ÿ Supervisors may require addi�onal reports or updates whenever necessary. 

16.10 Meeting and Reporting Protocols

The Principal, Vice Principal, HR Office, MER Unit, and authorized management personnel shall monitor 

compliance with communica�on and repor�ng procedures.

Regular reviews may include:

Ÿ Report quality and submission �melines 

Ÿ Documenta�on accuracy 

16.11 Monitoring and Compliance
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Ÿ Professional conduct in communica�on 

Ÿ Record management prac�ces 

Ÿ Confiden�ality compliance 

Ÿ Digital communica�on conduct 

The following may result in disciplinary ac�on:

Ÿ Deliberate misinforma�on 

Ÿ Unauthorized disclosure of confiden�al informa�on 

Ÿ Submission of false or manipulated reports 

Ÿ Failure to maintain required records 

Ÿ Repeated delays in repor�ng 

Ÿ Disrespec�ul communica�on 

Ÿ Misuse of ins�tu�onal communica�on pla�orms 

Ÿ Defama�on of colleagues, students, or the ins�tu�on 

Disciplinary ac�ons may include verbal warning, wri�en warning, suspension, withholding of benefits, 

termina�on of employment, or legal ac�on depending on the severity of the viola�on.

16.12 Violations and Disciplinary Actions
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17. EXIT MANAGEMENT POLICY

The purpose of this policy is to ensure that all employee exits or separa�ons from GRACE Public School & 

College (GPSC) are managed professionally, fairly, respec�ully, and in compliance with ins�tu�onal policies 

and applicable laws. The policy aims to protect the interests of both the ins�tu�on and employees while 

ensuring proper handover, accountability, and con�nuity of school opera�ons.

17.1 Purpose

G
P

S
C

-S
E

R
V

IC
E R

U
L

E
S &

 C
O

D
E O

F 
C

O
N

D
U

C
T

S F
O

R
 E

M
P

LO
Y

E
E

S

This policy applies to all permanent, proba�onary, contractual, part-�me, visi�ng, administra�ve, 

academic, support, and project-based employees of the ins�tu�on.

17.2 Scope

Separa�on from service may occur under the following circumstances:

1. Resigna�on by the employee 

2. Comple�on of contract period 

3. Re�rement 

4. Termina�on due to misconduct or disciplinary ac�on 

5. Termina�on due to poor performance or redundancy 

6. Absence without authoriza�on or abandonment of service 

7. Medical incapacity or long-term inability to perform du�es 

8. Death of an employee 

17.3 Types of Separation from Service

1. Any employee intending to resign shall submit a formal wri�en resigna�on le�er to the Principal or 

designated authority. 

2. The no�ce period shall be as follows unless otherwise stated in the employment contract: 

Ÿ Permanent employees: 30 to 60 days no�ce 

Ÿ Contractual employees: As per contract agreement 

Ÿ Proba�onary employees: 15 days no�ce 

3. The ins�tu�on may:

Ÿ Accept the resigna�on immediately, 

Ÿ Require comple�on of the no�ce period, or 

Ÿ Approve payment in lieu of no�ce where applicable. 

4. Employees shall con�nue to perform assigned du�es responsibly during the no�ce period. 

5. Resigna�on shall not be considered finalized un�l officially accepted by the competent authority. 

17.4 Resignation Procedures
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The ins�tu�on reserves the right to terminate employment in accordance with ins�tu�onal policy, service 

rules, and applicable laws under the following circumstances:

1. Serious misconduct or viola�on of the Code of Conduct 

2. Fraud, corrup�on, the�, or misuse of ins�tu�onal property 

3. Repeated negligence or poor performance 

4. Unauthorized absence or abandonment of du�es 

5. Harassment, violence, discrimina�on, or unethical conduct 

6. Breach of confiden�ality or safeguarding policies 

7. Insubordina�on or deliberate non-compliance with ins�tu�onal decisions 

8. Financial or opera�onal constraints requiring staff reduc�on 

Termina�on procedures shall include:

Ÿ Proper inquiry or inves�ga�on where required, 

Ÿ Opportunity for explana�on or defense, 

Ÿ Wri�en warning(s) where applicable, 

Ÿ Documenta�on of decisions and proceedings. 

17.5 Institutional Termination of Employment
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Employees reaching the official re�rement age as determined by ins�tu�onal policy or contract terms shall 

re�re honorably from service. The ins�tu�on may organize an apprecia�on or recogni�on ceremony for 

re�ring staff members in acknowledgment of their contribu�ons. Any employee reaching to his/her 60 

years old or a service of 20 years completed may re�re from service.

17.6 Retirement

Ÿ Mutual fund

Ÿ Next of kin job offer if eligible 

Ÿ Group insurance policy benefits (where applicable)

17.7 Retirement Benefits

GRACE PUBLIC SCHOOL & COLLEGE (GPSC) SERVICE RULES & CODE OF CONDUCT | REVISED JUNE 2026 | PAGE 61

All exi�ng employees must complete formal clearance and handover procedures before final se�lement 

and release of service-related documents or benefits.

The employee shall:

1) Return all ins�tu�onal property including: 

Ÿ Iden�ty cards 

Ÿ Office or classroom keys 

Ÿ Laptops, devices, equipment, and tools 

Ÿ Books, documents, records, and files 

17.7 Exit Clearance and Handover Procedures
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Ÿ Financial advances or assets 

2) Complete academic, administra�ve, financial, and opera�onal handovers. 

3) Submit updated records, reports, passwords, WhatsApp Group Admin role, lesson plans, inventories, or 

pending work assignments where applicable. 

4) Obtain clearance signatures from relevant departments including: 

Ÿ Administra�on 

Ÿ Accounts/Finance 

Ÿ IT Department

Ÿ Library/Labs 

Ÿ Logis�cs/Inventory 

Ÿ Principal

Ÿ Managing Director

Ÿ Board of Director (where applicable)

Upon successful comple�on of exit clearance procedures, the ins�tu�on shall process:

Ÿ Outstanding salary payments 

Ÿ Approved leave encashment where applicable 

Ÿ Provident fund or benefits as per policy 

Ÿ Experience cer�ficate or service le�er 

Ÿ Any other approved dues 

The ins�tu�on reserves the right to deduct any outstanding liabili�es, damages, or unreturned assets from 

final payments in accordance with policy and law.

17.8 Final Settlement

The ins�tu�on may conduct an exit interview with depar�ng employees to:

Ÿ Understand reasons for separa�on, 

Ÿ Gather feedback for ins�tu�onal improvement, 

Ÿ Iden�fy workplace strengths and challenges, 

Ÿ Improve employee welfare and organiza�onal culture. 

Informa�on shared during exit interviews shall remain confiden�al and professionally handled.

17.9 Exit Interview

Employees leaving the ins�tu�on shall remain bound by confiden�ality obliga�ons related to:

Ÿ Student informa�on, 

Ÿ Ins�tu�onal records, 

Ÿ Financial informa�on, 

Ÿ Internal policies, 

17.10 Confidentiality After Separation
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Ÿ Donor or partner informa�on, 

Ÿ Staff and organiza�onal ma�ers. 

Unauthorized disclosure or misuse of ins�tu�onal informa�on a�er separa�on may result in legal or 

disciplinary ac�on as per applicable government laws.

An employee absent from duty without approved leave or official communica�on for more than the 

prescribed period determined by the ins�tu�on may be considered to have abandoned service. 

Appropriate no�ces shall be issued before final ac�on is taken.

17.11 Abandonment of Service

Employees who complete all clearance procedures in good standing may receive:

Ÿ Experience Cer�ficate 

Ÿ Service Cer�ficate 

Ÿ Recommenda�on Le�er (where applicable) 

Ÿ Relieving Le�er 

GPSC reserves the right to withhold such documents in cases involving unresolved disciplinary, financial, or 

legal ma�ers.

17.12 Issuance of Service Documents

GRACE Public School & College is commi�ed to maintaining dignity, fairness, professionalism, and mutual 

respect during all employee exit processes. Both the ins�tu�on and employees are expected to ensure a 

healthy, responsible, and coopera�ve separa�on process that protects ins�tu�onal integrity and 

professional rela�onships.

17.13 Respectful and Ethical Exit Practices
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18. COMPLIANCE AND LEGAL 
OBLIGATIONS POLICY

The purpose of this policy is to ensure that all employees of GRACE Public School & College comply with 

applicable laws, ins�tu�onal policies, professional ethics, and regulatory requirements while performing 

their du�es. Compliance with these standards is essen�al to maintain professionalism, ins�tu�onal 

integrity, child protec�on, accountability, and public trust.

18.1 Purpose
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This policy applies to all permanent, contractual, temporary, proba�onary, visi�ng, volunteer, and part-�me 

employees, including teachers, administra�ve staff, support staff, consultants, interns, and management 

personnel.

18.2 Scope

All staff members shall:

1. Comply with all applicable laws, regula�ons, and government requirements relevant to educa�on, labor, 

child protec�on, taxa�on, safety, safeguarding, and ins�tu�onal opera�ons. 

2. Adhere to all approved school policies, procedures, guidelines, circulars, administra�ve instruc�ons, and 

Board resolu�ons issued by the ins�tu�on from �me to �me. 

3. Perform du�es honestly, responsibly, professionally, and ethically in the best interest of students and the 

ins�tu�on. 

4. Maintain high standards of integrity, accountability, transparency, confiden�ality, and professionalism. 

5. Respect the ins�tu�onal hierarchy, repor�ng mechanisms, and administra�ve decisions made by 

authorized management. 

6. Avoid involvement in any illegal, fraudulent, discriminatory, abusive, corrupt, or unethical ac�vity. 

7. Ensure that their conduct inside and outside the school does not damage the dignity, reputa�on, or 

credibility of the ins�tu�on. 

18.3 General Compliance Obligations

All employees must strictly comply with the ins�tu�on’s Child Protec�on and Safeguarding Policies. Staff 

members shall:

1. Ensure the safety, dignity, and wellbeing of all children at all �mes. 

2. Immediately report any suspected abuse, neglect, exploita�on, harassment, bullying, or safeguarding 

concern to the designated authority. 

3. Avoid any physical, emo�onal, verbal, or psychological misconduct toward students. 

4. Maintain professional boundaries with students in physical and online interac�ons. 

5. Follow all safeguarding procedures during educa�onal trips, extracurricular ac�vi�es, online classes, 

photography, media coverage, and communica�on with students. 

6. Failure to comply with safeguarding requirements shall be treated as serious misconduct.

18.4 Child Protection and Safeguarding Compliance
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Employees shall comply with all academic and administra�ve systems including but not limited to:

Ÿ A�endance and punctuality requirements 

Ÿ Lesson planning and curriculum implementa�on 

Ÿ Student assessment and examina�on procedures 

Ÿ Classroom management standards 

Ÿ Repor�ng and documenta�on systems 

Ÿ Inventory and resource management procedures 

Ÿ Financial accountability requirements 

Ÿ ICT and digital pla�orm usage policies 

Ÿ Workplace health and safety procedures 

Ÿ Ins�tu�onal communica�on protocols 

18.5 Compliance with Academic and Administrative Policies
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Staff members shall:

1. Avoid conflicts between personal interests and ins�tu�onal responsibili�es. 

2. Not misuse ins�tu�onal property, funds, informa�on, authority, or resources for personal benefit. 

3. Refrain from accep�ng bribes, unauthorized gi�s, commissions, or favors that may influence professional 

decisions. 

4. Disclose any actual or poten�al conflict of interest to management immediately. 

5. Avoid favori�sm, discrimina�on, harassment, in�mida�on, or abuse of authority. 

18.6 Ethical Conduct and Conflict of Interest

All employees are responsible for protec�ng confiden�al ins�tu�onal informa�on including:

Ÿ Student records 

Ÿ Staff informa�on 

Ÿ Examina�on materials 

Ÿ Financial documents 

Ÿ Donor or partner informa�on 

Ÿ Internal reports and communica�ons 

Ÿ Digital passwords and ins�tu�onal accounts 

Unauthorized disclosure, sharing, copying, or misuse of confiden�al informa�on is strictly prohibited.

18.7 Confidentiality and Data Protection

Employees shall use ins�tu�onal digital pla�orms, internet facili�es, and social media responsibly. Staff 

members shall not:

Ÿ Share confiden�al or misleading informa�on online 

Ÿ Post content that harms the ins�tu�on’s reputa�on 

18.8 Compliance with Digital and Social Media Ethics
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Ÿ Engage in cyberbullying, harassment, or hate speech 

Ÿ Use ins�tu�onal pla�orms for poli�cal, sectarian, or inappropriate ac�vi�es 

Ÿ Communicate with students through unauthorized channels without ins�tu�onal approval 

All staff members have a professional obliga�on to report any known or suspected:

Ÿ Policy viola�ons 

Ÿ Fraud or corrup�on 

Ÿ Child protec�on concerns 

Ÿ Safety risks 

Ÿ Financial misconduct 

Ÿ Harassment or discrimina�on 

Ÿ Abuse of authority 

Ÿ Illegal ac�vi�es 

Reports shall be submi�ed to the Principal, HR, Safeguarding Focal Person, or authorized management 

without fear of retalia�on.

18.9 Reporting Violations

The ins�tu�on reserves the right to:

Ÿ Monitor compliance with ins�tu�onal policies 

Ÿ Review records and official communica�ons 

Ÿ Conduct internal audits and inves�ga�ons 

Ÿ Verify documenta�on and reports 

Ÿ Take correc�ve and disciplinary ac�ons when necessary 

All employees are required to cooperate fully during inves�ga�ons and reviews.

18.10 Institutional Monitoring and Investigations

Viola�on of ins�tu�onal policies, legal requirements, or ethical standards may result in disciplinary ac�on 

depending on the severity of the misconduct, including:

Ÿ Verbal warning 

Ÿ Wri�en warning 

Ÿ Performance improvement measures 

Ÿ Suspension 

Ÿ Financial recovery for damages or losses 

Ÿ Termina�on of employment 

Ÿ Repor�ng to legal or regulatory authori�es where applicable 

Serious viola�ons involving child abuse, fraud, corrup�on, harassment, violence, or criminal conduct may 

lead to immediate termina�on and legal proceedings.

18.11 Disciplinary Actions for Non-Compliance

All employees shall sign an acknowledgement confirming that they have read, understood, and agreed to 

comply with the GRACE Public School & College Service Rules, Code of Conduct, and ins�tu�onal policies. 

Failure to sign does not exempt any employee from compliance obliga�ons.

18.12 Staff Acknowledgment
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19. POLICY REVIEW AND AMENDMENTS

This policy shall be reviewed periodically by the Board of Directors. Amendments may be made as necessary 

and communicated to all staff.

20. APPROVAL
This Service Rules and Code of Conduct Policy is approved by the Board of Directors of GRACE Public School 

& College and is effec�ve from:

Effec�ve Date:  June 1, 2026

GPSC Service Rules & Code of Conduct

Revised Version 1.1, Dated: June 1, 2026
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21. ANNEXURE 

21.1. Annexure

A

1 Employee Full Name

2 Father’s / Spouse Name

3 Designation

4 Department / Section

5 Employee ID

6 Date of Joining

7 Contact Number

B

1

3

4

5

6

7

C

1 Employee Name

2 Employee Signature

3 Date

4 Place

5 Signature

D

1 Verified By

2 Designation

3 Signature

4 Date

E

1 Declaration Received On

2 Employee File Updated (Yes / No)

3 Remarks

4 Name and Signature of Principal

Employee Code of Conduct Declaration Form

Witness / MER Verification

Official Use Only

I understand that confidential institutional information must not be disclosed or misused.

I understand that violation of institutional policies may result in disciplinary or legal action.

I agree to maintain professional conduct and uphold the dignity and reputation of GPSC.

I confirm that the information provided by me is true and accurate.

Employee Signature Section

I agree to comply with all institutional rules, regulations, safeguarding requirements, and professional 

standards.

Employee Information

Employee Declaration

I have carefully read, and understood the GPSC Service Rules, Code of Conduct and all othe policies of 

the GRACE Public School & College (GPSC)
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21.2. Annexure

Name Employee ID

Designation Date of Incident

Department
Reporting 

Officer

☐ Late Attendance

☐ Absenteeism

☐ Misconduct

☐ Policy Violation

☐ Negligence of Duty

☐ Insubordination

☐

� Verbal Warning

� Written Warning

� Suspension

� Termination

� Final Warning

�

Decision

E3. Description of Incident

Effective Date

Authorized By Signature

Employee Disciplinary Action Form

E4. Action Taken

Other: ____________________

E5. Employee Response

E6. Final Decision

(Provide detailed explanation with date, evidence, and witnesses if applicable)

(Employee may provide written explanation or response)

E1. Employee Details

E2. Nature of Misconduct

Other: ____________________
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21.3. Annexure

Sr. 

No.
Field Details /  Response

1 Name of Employee (Optional)

2 Designation

3 Department / Section

4 Contact Number (Optional)

5 Date Submitted

6 Nature of Complaint
� Workplace Issue   � Harassment    � Management Issue                       

� Discrimination     � Salary/Benefits Issue   � Other
7 If Other, Please Specify

8 Description of Complaint / Grievance

9 Date(s) of Incident (if applicable)

10 Person(s) Involved (if applicable)

11 Witness(es) (if any)

12 Supporting Documents Attached � Yes � No

13 Suggested Resolution (Optional)

14 Employee Signature (Optional)

Sr. 

No.
Official Review Section Details

1 Complaint Received By

2 Date Received

3 Complaint Reference No.

4 Preliminary Review Conducted By

5 Investigation Required � Yes � No

6 Action Taken / Findings

7 Corrective Measures Recommended

8 Date of Resolution

9 Status � Pending � Under Review � Resolved � Closed

10 Reviewed By (Principal/HR/Committee)

11 Remarks

12 Authorized Signature

Employee Grievance Redressal Form

For Official Use Only
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21. 4. Annexure 

Employee Name:

Designation:

Department:

Type of Leave:

Leave Period:

Reason for Leave:

Work Handover Details:

Employee Signature:

Immediate Supervisor:

Principal:

Remarks:

Leave Application Form

Approval Section

Approved / Not Approved

Approved / Not Approved

☐ Ca su a l   �  Sick    �  A n n u a l   �  M a t e rn it y / Pa t e rn it y    �  O t h e r

From: __________   To: __________   Total Days: __________

Annexure E: 

Name
Casual 

Leave

Sick 

Leave

Annual 

Leave

Total 

Taken
Balance

Leave Record Register
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21.5. Annexure 

Sr. # Evaluation Area
Indicators / 

Descriptions

Weightage 

(%)

Evaluator / 

Source

Score 

Achieved

1
Teaching 

Effectiveness

Student Engagement, 

Instructional Methods, 

Assessment Techniques

8
Principal Classroom 

Observation Form

2 Content Knowledge

Subject Mastery and 

understanding of subject 

matter

8
Principal Classroom 

Observation Form

3
Classroom 

Management

Positive environment and 

fair discipline
8

Principal Classroom 

Observation Form

4

Student Learning 

Outcomes / 

Assessment Results

1st & Final Term Exam 

Results (3 subjects selected 

by board members)

30
Board Members / 

Academic Records

5
Interpersonal Skills / 

School Values

Understanding and 

application of school values
10

Observation & 

Feedback

6 Professionalism

Attendance, punctuality, 

dressing, learning 

certificates

10
Attendance & HR 

Records

7
Innovation / Co-

curricular Activities

Creative teaching methods, 

technology integration, co-

curricular engagement

10
Principal Classroom 

Observation Form

8
School Community 

Feedback

Students, Principal, 

Academic Director & Parents 

feedback

16
Stakeholder 

Feedback Tools

Remarks /  Recommendations

GPSC BEST TEACHER AWARD EVALUATION CRITERIA

90% and Above Score Achievers in APR
Cash Prize: Rs. 20,000, Certificate & Best 

Teacher Award Shield & 25% Salary Increment

45% and Below Termination Letter

Total Score (%)
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21.6. Annexure 

Employee Name Designation
Date of 

Joining

Last Working 

Date

Employee 

ID

Reason for 

Leaving

Department / 

Section

Clearance 

Responsibility

Status            

(✔  /  � )

Signature & 

Date

Principal Office
ID Card, office keys, access 

cards or files returened

MER Department
Exit interview completed, 

records updated

Accounts 

Department

Salary settled, advances 

cleared, dues paid

IT & 

Communication 

Department

Email, systems, LMS access 

deactivated

Library / Labs Books/materials returned

Section Cooridnator
Lesson plans, student 

records handed over

Security Staff: 

Inventory / Store  

Equipment, devices, 

furniture returned

Transport (if 

applicable)
Transport dues cleared

Canteen (if any 

dues)
Any due/payable cleared

Other Dues (if any) Any other staff due cleared

Name & Employee Signature:

Personal Email ID: Date:

WhatsApp #:

EMPLOYEE CLEARANCE FORM

Work Handover Completed To Pending Tasks (if any)

1. Employee Information

3. Handover Details

Remarks

2. Clearance Checklist

I hereby confirm that I have returned all school property and completed all required 

4. Employee Declaration
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Final Settlement 

Status:                
Cleared / Pending

Experience Letter 

Issued:                             
Yes / No

Relieving 

Letter 

Issued:      
Yes / No

Healthy 

Resignation 
(Yes/No)

Authority Date

Immediate 

Supervisor

Principal

Board Chairperson

Name Signature

5. Official Decleration

6. Final Approval

Principal Final Remarks
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21.7. Annexure
Annual Performance Review (APR) Summary Template

20
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