
UNION TERRITORY OF JAMMU AND KASHMIR 
OFFICE OF THE CHIEF EDUCATION OFFICER KATHUA 

Email-Id:-ceo-kathua@jkgov. in, ceokathua10@gmail.com 

Minutes of the meeting held under the Chairmanship of Worthy Project Director 
Samagra Shiksha, JK-UT on 07-01-2025 regarding Review of JK-Smart Attendance 
and Samiksha App. 

The below given actions are required to be taken by all the Principals, 
ZEOs, Headmasters of Govt. High Schools, HO1s of Govt. MS/PS. 

1) Total UDISE and Non-UDISE Employees: ZEOs_(Al) are hereby directed to 
submit the detailed information as per the format enclosed regarding Employees 
with UDISE and Non-UDISE of your respective zones (HSS/HS/Lonal 

Office/MS/PS) in Hard copy (Signed Copy) as well as Soft copy (Excel Sheet). 
2) Detail of Teaching/Non-Teaching Staff posted in 

Department/Sector:- ZEOs (All) are hereby directed to submit the detailed 
information as per the format (viz. S.No, Name of Employee, Designation, 

Place of Posting, Department/Sector where attached, Order No. of 
attachment) of your respective zones (HSS/HS/Zonal Office/MS/PS) in Hard 

Other 

3) Updation of Employee Data (Transfer/Posting/Retirement):- Principals 

Govt. HSS/ZEOs/Headmasters Govt. HS, HOls of Govt. MS/PS are hereby directed 
to update employee data on JK Smart Attendance on monthly basis. 

4) HOI/ZNO shall approve Leave/Duty on the same day:- Principals Govt. 

HSS/ZEOs/Headmasters Govt. HS, HOls of Govt. MS/PS are hereby directed to 
approve Leave/Duty of employee on the same day by or before 10:30am. 
Moreover all officials who want to avail Leave or be on duty are again directed to 

apply leave well in time on the same day for further approval by the competent 

authority. 

5) Compilation of Leave On monthly basis:- Principals Govt. 

HSS/ZEOs/Headmasters Govt. HS, HOls of Govt. MS/PS are hereby directed to 
take note of Leaves availed by their staff and compile it on monthly basis as well 

as carry forward it and mandatorily update it on their Service book on routine 

6) Least important duties should be avoided by HOIS: Principals Govt. 
HSS/ZEOs/Headmasters Govt. HS, HOls of Govt. MS/PS are hereby directed not 

copy (Signed Copy) as well as Soft copy (Excel Sheet). 

basis. 
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