THE LAWRENCE SCHOOL ORDERS.
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Sanawar, 2Ist January, 1966,
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Part II

No. 1. APPOINTMENTS.

Mr. P.R.V. Nair is appointed Compounder on one year’s
probation with effect from 1st January, 1966, vice Mr. Phool Chand,
resigned.

(2) Mr. Krishan is appointed Mali on one year’s probation with
effect from 16th November, 1965, vice Mr. Jagroop, resigned.

(3) Mr. Bish Ram, Tuck shop clerk was granted 15 days’ earned
leave with effect from 15-12-65 to 29-12-65, and was retired from
service on expiry of his leave.

(4) Mr. Phool Chand, Compounder, is granted 34 days’ earned
and 44 days’ half pay leave with effect from 6th December, 1965.
He will vacate his appointment on expiry of his leave.

(5) Mr. Ram Murti, cook, is granted 123 days’ earned 60 days’
half pay leave with effect from 6th December, 1965. He will re-
linquish his appointment on expiry of his leave.

(6) Mr. Jagroop, Mali, was granted 9 days’ earned and 15 days’
half pay leave with effect from 12th October, 1965. He relinquished
his appointment on expiry of his leave.

(7) Mr. Jit Ram, Mazdoor, is granted 69 days’ earned and 60
days’ half pay leave with effect from 6th October, 1965. He will
relinquish his appointment on expiry of his leave.

No. 2. LEAVE.
The following members of the staff are granted earned leave

for"he period shown against their names :—

Major R. Som Dutt  Headmaster 10-12-65— 4- 1-66—26 days
Mr. S‘df"r'endr_avNath- Engineer 6-12-65—31-12-65—26 ,,
,»..1:D. Sharma Clerk 10- 1-66—20- 1-66—11 ,,
,, “ Harcharan Singh 16-12-65—31-12-65—16 ,,
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Mr.

D.R. Sharma
Bakshish Singh
Chet Ram

2

Bead Printer

Sundar Lal Verma Compositor

Nek Ram
Bala Ram
Khiali Ram
Joti Singh
Jagat Ram
Sobha Ram
Hem Singh
Gian Singh
Mahabali
Harji Ram
Sarwan Singh
Lajjva Ram

. Marry

Marium
Kashmiro
Savitri

. Babban

Ishar

Khiali Ram
Sadhu No. 1
Bachna
Kanshi

Bishna

Ram Kishen
Parsa

Sadhu No. 1[I
Shankar
Rulda

Taroo

Kishen No. I
Kishen No. II
Ram Sarup
Baboo Ram
Gangoo Ram
Parkash

Book binder
Black smith
Khalasi
Tailor

Peon

3
E2 4
Mali
s

Mazdoor

2

Baker
Ayah

6-12-65—18-12.65—13 days
T. shop clerk 13-12-65—24-12-65—12
Asstt. Printer 29-12-65—31-12-65— 3

9-12-65—10-12-65— 2
27-12-65—28-12-65— 2
6-12-65—18-12-65—13
6-12-65—18-12-65—13
10- 1-66—24- 1-66—15
10- 1-66— 9- 2-66-—31
8-12-65—31-12-65—24
20-12-65—15- 1-66—27
2-12-65—31-12-65—30
4- 1-66— 3- 2-66—31
10- 1-66— 9- 2-66—31
6-12-65—20-12-65— 15
10- 1-66-- 29- 1-66—20
20-12-65—19- 1-66—31
20-12-65—19- 1-66—31
3- 1-66— 2- 2-66—31
20-12-65— 8- 1-66—20
7-12:65—26-12-65—20
15-12-65—15- 1-66—32
22-12-65—-20- 1-66-—30
27-12-65—25- 1-66—30
4- 1-66—23- 1-66—20
3- 1-66— 3- 2-66—32
6-12-65— 5- 1-66—31
3- 1-66—22- 1-66—20
6-12-65— 5- 1-66—3!
6-12-65—25-12-65—20
3- 1-66— 3- 2-66—32
3- 1-66—22- 1-66—20
5- 1-66—19- 1-66—15
3- 1-66— 3- 2-66—32
6-12-65— 5- 1-66—31
6-12-65—25-12-65—20
6-12-65—25-12-65—20
11-12-65— 5- 1-66—26
6-12-65—21-12-65—16
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Smt. Gomti Sweeperess  5- 1-66—19- 1-66—15 days
Mr. Battoo Head Cook 17-12-65—16- 1-66—31 ,,

»» Shakat Ram Cook 13-12-65—31-12-65—19 ,,

,» Chet Ram » 3- 1-66— 2- 2-66—31 ,

»» Mool Chand ’s 3- 1-66—29- 1-66—27 ,,

» Rattan Singh ' 4-12-65—15-12-65—12 ,,

_» SantRam o {26 a0 nr 6= 2 vy
,» Gurditta Bearer 17-12-65—16- 1-66—31 ,,

. Pachhkuri . (V6501265 15 7 ipay
,» Basanta ' 13-12-65—12- 1-66—31 ,,

,» Paras Ram ' 17-12-65—16- 1-66—31 ,,

»» Chet Ram ’ 13-12-65—-20-12-65— 8 ,,

» Lachhi Ram . 17-12-65—10- 1-66—25 ,,

» Sant Ram ’ 13-12-65—31-12.65—19 ,,

. Rati Ram . {23710/651512:65—52 Wipay
,» Raunki . 21-12-65— 9. 1-66—20 days

,» Roop Ram v 17-12-65— 5- 1-66—20 ,
Smt. Shubhwanti Dai 10- 1-66 —24- 1-66—15 ,,

No. 3. EXTENSION OF SERVICE.

The following members of the staff are granted extension of
service for one year each from the dates shown against their names:-

Miss D. Sinclair Matron .. 23-11-1965.
Mr. Bishna Sweeper ... 8-12-1965.
R. Som Dutt

Major,

Headmaster.
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THE LAWRENCE SCHOOL ORDERS,
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SANAWAR, 25TH FEBRUARY, 1966.
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No. 1. WELCOME.

The Headmaster would like to welcome to Sanawar all
members of the staff and the children, and w-u'd like to wish them
a very happy and successful term in school.

No. 2. SCHOOL PROGRAMME.

Normal timings will be observed with effect from Monday.
28th February. Supper will be at 7-00 p.m. until further notice. M.1.
timings will be as for last term. A detailed programme will issue
later.

No. 3. MEDICAL.

On return to school on February 26th, 1966, children must
report first to their Matrons. Leave Slips, which incorporate Medical
Certificates, will be handed over to the Matron concerned, who will
forward them to the R.M.O. on Sunday, 27th February, 1966,
In no case will a child be accepted in a Department without a medi-
cal certificate. Any child without this certificate, as also any child
who appears unwell on arrival, will be sent immediately to the
R.M.O. This applies in particular so children who have coughs
and colds. Any case of unfitness for admission on medical grounds
will be reported immediately to the Bursar by the R, M.O. for orders.

No. 4. WATER SHORTAGE EMERGENCY.

The winter rains have again failed almost totally. Counse-
quently there is a very serious water shortage throughout these
hills. Qur water supplies from Kasauli have already been drastically
reduced and will probably be reduced even further as the weather
gets warmer.

As a result, extremely strict water rationing has had to be
imposed throughout the school and the consumption of water for
all purp.ses whatever has to be restricted to the absolute minimum by
all children and all categories of staff whatsoever. Staff quarters will
receive water only for one hour dajly between 7-00 and 8-00 a.m.
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All concerned are also reminded that the sanitary flushes will not
refill themselves except during those hours when the water supply is
turned on. Indiscriminate use of the chain is to be avoided.

Due to the water shortage it has also not been possible to
wash any durries during the vacation, nor will it be possible to do
so until further notice. The dhobis have strict instructions not to
accept durries from any source for washing.

THE USE OF FRESH TAP WATER FOR WATERING~
PLANTS AND GARDENS IS COMPLETELY PROHIBITED.

It must be emphasised once again that the water position is
extremely serious and precarious and that it is absolutely essential
that every one at the school, including ali children and all categories
of staff, do everything in their power all the time to ensure the mini-
mum consumption of water This includes, among other things, the
proper closing of all taps and the immediate reporting to the Engineer
of all leaking taps, pipes. tanks, flushes etc., etc.

Since some storage of water will be necessary, the Engineer
has prepared—and has ready for sale—empty kerosene oil tins, which
may be drawn from him on payment.

THE ENGINEER HAS EXPLICIT INSTRUCTIONS
TO DISREGARD ABSOLUTELY REQUESTS FOR RELEASE
OF WATER OUTSIDE THE HOURS MENTIONED ABOVE.

Any unauthorised tampering with water pipe connections
or taps will be viewed very seriously indeed and will automatically
incur disciplinary action.

No. 5. RECEPTION.

New admissions will be made on 28th February to 4th March.
All new parents on their arrival will be guided to the Parents’ Rooms,
where the Quartermaster will arrange for fires, hot water, towels,
soap etc., to be available. B.D. Kitchen Matren will arrange for tea
and biscuits to be available for parents at the School Office from
10-00 a.m. till 12-30 p.m. and from 3-00 p.m. to 4-00 p.m. daily.

The Quartermaster will also please arrange for the gard_a
umbrellas etc. to be put up in the garden opposite the Mistresses
Common Room.

Mr. Jagdish Ram and Mr. Pillai will be on duty from 9-00

a.m. to 4-00 p.m. in the Parents’ Rooms to guide parents on the re-
ception dates.
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From the Parents’ Rooms, parents and the children together
with their luggage, will be taken to the office. From there children
will be directed to the Deputy Headmaster in the case of Senior
School, and to the Mistress I/c Prep. School in the case of children
for admission to the Prep. School, for an interview and test. When
a number of children are waiting while others are being tested, they
should first be taken along with their parents to the hospital for
~nedical examination by the R.M.O. Miss Rudra will arrange for
children to be tested in the School office. After having tested them
the Deputy Headmaster/Mistress 1/c Prep. School will return the
children to the School office along with their reports. All financial
and other formalities will then be completed there by parents in the
School Office. Thereafter the children will proceed to their respective
dormitories along with their Admission Slips, duly signed by the
Bursar, which will be handed over to the Asstt. Matrons concerned.
No. 6. LATE ARRIVALS. ‘

All Housemasters/Housemistresses are requested to report
to the Headmaster late arrivals among the older children, i.e. of LIV
and upwards, together with their explanations for late arrival. If
children arrive late for reasons which are not covered by a Medical
Certificate or the Headmaster’s sanction disciplinary action will be
taken against them as under :—

(1) They will be denied WOPs for the whole of March.
(2) They will be denied pocket money till the 7th March.

(3) They will not be permitted to attend any cinema shows till
the 7th March.

No. 7. NEW ADMISSIONS—RATIONS.

New children will be arriving as below, and in every likeli-
hood parents accompanying them will require lynch or, in some
cases, tea. Would Matrons I/c Kitchens please indent for three extra
rations per new admission from the Quartermaster to enable parents
to lunch/tea in the respective departments :—

. B.S. G.S. P.S.B. P.S.G.

& 28th February 13 10 1 —
1st March 15 4 2 3
2nd March —_ —_— 21 2

3rd March —_ — 15 10




No. 8. CLOTHING. ,

February 26th and 27th will be devoted to issuing clothes to
the children according to the scale laid down. All clothes will bear
either the names or the numbers of the children and initials of the
House in the case of B.D. and initials of the Departments in the case
of G.D. and P.D. All this work of marking clothes must be com-
pleted by the evening of Saturday 5th, March.

Clothes will be issued to Day Scholars in all Deptts. at 2-93,
p-m. on Sunday 27th February.

All Matrons will please try to provide new children with new
clothes as far as possible,

All Matrons will please ensure that children are in possession
of and do, in fact, wear warm woollen vests in order to prevent
children taking chills and colds.

Long grey flannel trousers will be worn by all boys until
further notice.

No. 9. STRENGTH RETURNS.

Matrons will send numbers of children present and the names
of the children on leave or absent to the office every day by 3-00 p.m.
If there is no change a slip saying no change will be sent.

No. 10. LOSSES.

All Matrons are requested to ensure that losses on account
of dhobi shortages, theft, or by chilrens, are reported immediately
to the Bursar. All these reports should be in writing and dated.
For Matrons’ information, losses reported at the end of the term,
‘particularly when these losses concern losses by children, lead to very
angry comments from parents and it is then too late for either the
Housemaster or the School to mvestlgate the matter. Dhobi short-
’agcs onr ‘account of dhobi washes, or damage done to clothing by
‘dhobies must be- reported in writing ‘to the Bursar forthwith and
the- sngnature of the dhobi obtained on the dhobi-account book. A
Loss Slip duly signed by the dhobi must also be sent along with the
report.

No. 11. CRICKET. >

The festival match will take place on Sunday, 7th March :—

Houss of play :
10-00 a. m. to 12-30 p.m.

1-00 p.m. to 3-45 p.m.
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B.D.K. Matron will arrange lunch for 30 players and officiajs
and tea for 80. Staff and their wives and/or husbands are cordially
invited to witness the match and to stay on for tea.
No. 12. NETS.
The Head Boy will ensure that none of the prepared pitches

is used without permission. Nets for the Ist XI and the Staff will be
arranged by Mr. Jagdish Ram,

No. 13, WEIGHING. & MEASURING.
Dates will be intimated later.

No. 14, WALKING OUT PASSES—NEW ADMISSIONS.

No newly admitted children will be granted WOPs, nor will
their parents be permitted to visit them until the 2nd Sunday of
April, namely Sunday the 10th April. This will give these children
time in which to settle down. This must be explained by House $taff
and Asstt. Matrons to parents or guardians when they arrive.

No. 15. DOGS.

All dogs must be registered with the School office immediat-
ly. A fee of Rs. 5/- per dog is levied. Steps are being taken to re-
move all stray dogs by the end of this week. All servants have been
informed that they lay themselves open to serious action if any
unregistered dogs are found around their quarters.

The co-operation of the Staff is asked in helping to remove
stray dogs completely from Sanawar. Decisive action now will rid
us of the problem for months ahead.

No. 16. SANITATION.

Members of the staff are requested to ensure that their
private sweepers 410 NOT throw rubbish, etc., down the khud side or
into drains. Shomnld any private syeeper bg found doing so, he will
be liable to a fine, and should there be any difficuity in.the recovery
of.the fine, the.sum will be recovered fram the employer ; failing this
the sweeper will be. rpmoved from the School premises.

Members of the Staff are- -requested to make this quite clear
tetheir servands and to explain .to them that this rule will be a
condition of employment.

No. 17. HOUSE FOUND ACCOUNTS. :
;- Will all.Housemasters and Housemistresses please obtain an

_advance of Rs.100/- each from the Cashier and arrapge payments
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of the bills for the purchases made by them for their Houses. When
the balance of the advance is exhausted will they kindly submit the
statement of the expenditure along with receipted bills to the Bursar,
who will arrange for the recoupment of the advance.

No. 18. HOSPITAL TIMINGS.

10-00 — 10-30a.m.
430 —  5-30 p.m. } ... Members of the Staff
3,%% a_l?_égg B rl?l } ... Children of the School

Staff are requested that, except in emergencies, children
should not be sent to the hospital except during working hours.

The R.M.O. will not visit sick members of Staff in their
quarters except when such members are too ill to report to the
hospital at the timings given above.

No. 19. MATERNITY CASES. -
Maternity cases will be undertaken by the School Hospital
subject. to the following provisions :-—

(1) The R M.O. must ‘be informed of all pending maternity
cases within the first three months of pregnancy. This is most
necessary_ in the interests of the expectant mothers themselves, and
Staff in charge of Deptts, are requestd to emphasize the importance
of this on all their Class- 1V staff.

(2) Attendance at the hospital for ante-natal care as instructed
by the R.M.O. or the Nursing Sister.

(3) Admission to the School hospital at the time of confinement
.or when instructed by the R.M.O.

‘Neither the R.M.O. nor the Nursing Sister will take cases
except on these conditions, and Staff are advised in their own interest
to abide by them.

Subject to the conditions mentioned above Rs. 10/- per case
will be charged for a maternity case if conducted in the hospital,
and Rs. 25/- if conduct at the residence of the person concerned.

This order applies particularly to Class IV employees. X

A Dai is available for conducting mateinity cases of Class
IV employees only, and, when not so engaged, for assistance in the
School hospital. It is regreétted that her services are not available

except for these purposes.




10

No.”20. SCHOCL OFFICE.

Members of the Staff are requested not to deal directly with
the office staff, except through the Bursar, as this interferes with
their routine duties.

No. 21. ELECTRICITY CONSUMPTION.

Will all concerned kindly take special pains to effect the
greatest possible economy in the use of electricity ? Asstt. Matrons
lifc of dormitories in particular are requested to exercise effective
supervision in this matter.

No. 22. ISSUE OF INDENTS BY QUARTERMASTER.

Will all members of staff concerned and the Quartermaster
kindly note that, when an indent is to be issued to the person making
the indent, the actual time of the issue is to be fixed in personal
consultation between the indenting member concerned and the
Quartermaster, ‘according to the mutual convenience of both and not
merely according to the convenience of the one or the other. Fur-
thermore, such time once fixed shall not be changed unilaterally by
either the member concerned or the Quartermaster, but only after
mutual consultation. Such changes should not ordinarily be necessary
at all but only in emergent and unforseeable circumstances. The
time so fixed should not be between 3-00and 4-00 p.m. on full work-
ing days or between 12-00 noon and 1-00 p.m. on Saturdays.

It is the duty of the Quartermaster to have all items to be
issued ready for immediate issue punctually at the time fixed, thus
ensuring that no unnecessary delay occurs and that indenting staff
members are not held up at the Stores for more than the minimum
time necessary to actually issue the articles indented for.

Any difficulties in implementing this order should be brought
to the notice of the Bursar.

No. 23. STAFF VISITS TO Q.M. STORES.

All staff members are reminded that any staff member wish-
ing to see the Quartermaster on business should see him in his office
bgtween- 3-00 and 4-00 p.m. only on all working days of the week
ékcept Saturdays when they should see him between 12-00 noon and
1-00 p.m., except for taking indents and also as provided below.

Members of the staff will please not visit the Quartermaster
or the Q.M. Stores at other times, except by !ior mutual arrange-
ment with the Quartermaster (for receiving indents, for example), or
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in really emergent circumstances, or where, by reason af routine
School duty, it-is not possible for thens to- visit the Stores at the
specified times.

The three Kitchen Matrons will continue to go to Stores
daily between 10-00 a.m. and 11-00 a.m. as usual.

No. 24. STAFF SUPPER TIMINGS.

Those members of the Staff who take their supper in depar .
ments are reminded that they are required to sit down to supper not
Iater than 7-30 p.m. at the very latest. This timing, which is very
necessary for administrative reasons, may please be strictly observed.

No. 25. STAFF CLUB: BADMINTON.

Gaskell Hall will be available for badminton from 5-30 p.m.
to 8-00 p.n: daily for all members of the Staff Club.

1t is requested that members playing badminton will kindly
bring their own badminton rackets. Shuttlecocks will be provided
by the Staff Club.

No. 26. STAFF RATIONS & FUEL.

) On return to School on Saturday, 26th February, 1966,

Staff members/families in need of milk, sugar, atta etc., may obtain
small quantities on loan from Kitchen Matrons for their immediate
use.  The equivalent amounts must be returned to Kitchen Matrons
as soon as possible and Kitchen Matrons will ensure that this is done.
For wood and coal Staff Members/families will send chits to the
Quartermaster giving their minimum requirements for their immediate
needs. The Quartermaster will arrange for the fuel to be delivered
to the quarters of the persons concerned not later than the same
evening, ie. Saturday, 26th, evening. Rations on payment will
normally by issued to staff between 3-00 p. m. and 4-30 p.m. on the
first and third Thursdays of éach month.*

H

" Woed fuel, coal and k. oil on-payment will be issued between

3-00 p.m ‘and 4-00 p.m. on the first and third Wednesdays of each
“month. §es

Staff are ‘requested to send their requirements slips to the
Quartermaster by 11-00 a:m. on ISSUE DAYS. They should also
send necessary packing material to-collect items from -Stores as ‘no

packihg wilibe issued from Stores.
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The Quartermaster has™ authority to reduce indents, if he
considers it necessary. It is always advisable to submit full monthly
requirements in the first week of each month.

Staff are requested to obtain their requirements of vege-
tables, fruit, eggs, etc., from the contractors. Servants may not be
sent to the Q.M. Stores for these items as it interferes with official
routine, Meat requirements can, however, be obtained at the Ration

*Stand at 11-30 a.m. on the days when meat is supplied.

No. 27. LOSSES SUFFERED BY STAFF.

All members of the Staff are informed that the School is
unable to accept responsibility for the investigation of any losses
suffered by them on account of theft, resulting from their own
negligence with regard to their personal property left lying about
unprotected. '

No. 28. SCHOOL PURCHASES BY STAFF MEMBERS.

It has been found that, from time to time, certam staff
members have made purchases of various items for the School on
their own initiative without first obtaining permission to incur such
expenditure. In order to enable a proper control and regulation of
the Schooi finances it is emphasized that no purchases of whatever
nature may be made against the School account without the  express
permission in writing of the Headmaster or the Bursar. Failure to
observe this procedure will render the person concerned liable to
make good from his own pocked the sum involved.

No. 29. FURNITURE INVENTORY BOARDS.

Detailed furniture inventory boards are provided in all
School departments and residenc:s of Staff members. Itis the per-
sonal responsibility all concerned to ensure that these inventories
are kept carefully and made available when required. All concerned
are requested to check these inventories carefully on return to School
and to report any discrepancies immediately to the Quartermaster.

In this connection it is also specifically brought to the
nstice of all concerned that articles of School furniture provided in
departments and Staff quarters may not be removed therefrom or
exchanged or interchanged without the permission of the Bursar or
the Quartermaster. When any such changes are permitted, they shall
be noted in the furniture inventory of the department/quarter con-
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cerned under the joint signatures of the staff members concerned and
the Quartérmaster. Departments and Staff members are held res-
ponsible for the proper maintenance of all School furniture on issue
with them.
No. 30. SCHOOL BUS.

Wednesday has béen fixed as the ‘off day” for the School
bus driver. It is, therefore, notified for the information of all con
cerned that, except for emergent reasons, the bus will not be availab.
for any purpose on Wednesdays. Nor will the bus ordinarily be
be available before 8-00 a.m. and after 6-00 p.m. for privaté purposes
of staff members on any day.

No. 31. STAFF VACATION PAY.
Staff members who are to draw their pay and vacation pay
on their return to School may do so from the School Office between
"11-00 a.m. and 1-00 p.m. on Tuesday the st March.

No. 32. TUCK SHOP TIMINGS.

The Tuck Shop will open daily from 11-00 a.m. to 1-00
p.m, -from Wednesday, 23rd February, and observe the normal tim-
ings from Saturday, 26th February.

No. 33. ALTERATIONS AND ADDITIONS TO BUILDINGS
AND STAFF QUARTERS.

Staff are reminded that all requests whitsoever involving
alterations or additions of any nature to or in any school buildings,
including staff quarters, must be addressed to the Bursar.

Requests regarding petty and routine repairs etc. not involv-
ing alterations or additions should ordinarily be addressed direct to
the Erigineer.

No. 34. VEGETABLES, FRUIT AND EGG CONTRACTOR’S
SHOP.

The contract for the supply of vegetables and fruit as well
as eggs, fowls and fish has this year been given to M/s Delhi Cloth
House, Garkhal. %

Their shop at the Bakery will remain open daily from 11-00
a. m. to 1-00 p. m. and 3-00 p. m. to 6-30 p. m,

The contract rates for all items of supply are displayed promi-
nently in the shop itself.




14

No. 35. CINEMA,

The following films will be shown in Barne Hall at 7-00
p.m. on the dates mentioned :—

Sunday, 27th February.
ODONGO—A real African adventure shot in location in
Cinemascope and colour, starring Rhonda Fleming & MacDonald

erey.
Tuesday, 1st March
WALKING MY BABY BACK HOME—A comedy starring
Donald O’Connor & Janet Leigh.

R. Som Dutt
Major,
Headma ster,







