Office of the Director of Higher Sccondary

Education. Housing Board Building.

Santhi Nagar, Thiruvananthapuram
Ad.D2/10121/2009 &} Dated : 29/09/2009

Circular

Sub: Implementation of Pay Roll System and Personnel Management “SPARK™ in al!

Government and Aided Higher Secondary Schools-Data entry schedule in respect of
Kozhikode, Malappuaram, Wayanad, Kannur & Kasaragod Districts-reg,

Ref: 1.Government Circular No. 4917/B2/09/[TD dated 13/05/2009.
3 Circular No. Ad.D2/10121/2009 dated 17/07/2009, 22.7.2009. 31.7.2009 and
26/08/2009 of the Director of Higher Secondary Education

As part of Implementation of SPARK Programme in Higher Secondary Department, Data Entry
of Service details of the staff of Higher Secondary schools has been entrusted to Mfs. KELTRON.
Schedule of the data entry of details pertaining to the staff of Kozhikode, Malappuaram, Wayanad,
Kannur & Kasaraged Districts are given below:

|
SLNo Schools Date allotted
_ I | Schools o.f School code (rom 10001 to 10G15 | N UI;"IO;’EOH(-]C)
2. Schools of School code }rom 10016 to 10030 03.5](1}"200()
3. i Schools of Schoo! c"ode from 10031 to 100060 | ) 05/10/2009
4, _ Schools of School code from 10061 to ](]0.68 & 10093 to I-UII()? 06/ 1"("J.-’2009
5. 1 Schools of School code from 10108 to 10119 & 10133 to 10140 0?5012009
B .6. Shchools of Scl;hool code from 11001 to 11015 08/10/2009
7 | Schools of School code from 11016 to 11030 09/10/2009
8. Schools of School code from 11031 to 1105¢ 12/10/2009
9. Schools of School code from 11051 to 11079 13/10/2009
B 10. Schools of School code from 1112010 11135 14/10/2000 __
N Schools .of School code from | l. ]36 to 11150 - IS.-*'IO.-"E(_).(")Q _—
- 12. . Schools of School code from 11151 .lo es . 16:10:2009
13 Schools o‘r:SchooI code; from 1200j to 12015 | - 1941052009
B 14, i gc.hools of Sc.hool code from 12016 to -12024 & 12030 I(_-} I2{)4.2. . 20/ 10/2009




| Schools of School con.i.e from 13001 to 13-015 .. | 31.-"1(}-’2{}_[_)-9

16. Schools of School code (rom ]3(}.16 to 13(330 | | 22.-"]0*’2006 -

l? S\,hoolc of School c,ode from lJU'ﬂ] 0 lgU‘ﬁ ” _. 2311442 {}09. N
a 18. Schools of School uodc from 130‘36 to 13071 & 13095 10 13100 ._ 244104 “(]{)9“
19. . Schools of School code from 13101 to 13113 & 13122 to 13131 26714/ ”()09
) 20. Schools of School code from 14001 to 14015 ”74()*’2009
21, Schools .of School code from 14016 to 14030 | 28/1 0»’2009
__IEi S@hools of School code .from 14038 to 14052 2‘).!'16a"2009
23. | Schools of School code from 1405? 1o 14067 ! 3[),.-'i(}f2009
54, | ?:I{;g(])ls of School code 14068, 14069, 14078. 14079, 14080 & 3].!_,]'0;2009

The service details of all junior teachers and lab assistants in respect of Government Higher
Secondary Schools and all staff of Aided Higher Sccondary Schools have to be entered in the
SPARK System. Ihe data entry work is entrusted to KELTRON. For the implementation of the scheme.
following steps have to be adhered to by each Principal.

1.

I3

Lt

A

The nodal officer should collect the Service Book of the required statf ( on proper receipt)
from the Principal and hand it over to KELTRON Data cntry centre. Keltron Equipment
Complex at Karakulam, Thiruvananthapuram. On completion of the data entry. necessary
verification has to be made by the nodal officer and a certificate in the prescribed format
{(format-03) has 1o be given to  KELTRON. A duplicate copy of the certificate has to be
forwarded to the DHSE by post. A triplicate copy has to be kept in the school. Afler the
completion of the data entry. the Service books have to be returned to the Principal by the
Nodal Officer.

Correctness of data entered is of utmost importance as subsequent salary and other service
related decisions will be based on the data entered. Any data entry error can have very serious
consequences and therefore the Nodal officer should ensurc that no errors have crept n the
data entered. A penalty of Rs.1/-has been imposed on the data entry agency for every error.
Hence the Nodal officer should compare the data entered with the original and a certificate
has to be issucd regarding the number of errors entered during the entry.

A Temporary Permanent Employee Number (PEN) will be generatcd at the time of data entry
of each emplovee record which should be pasted on each Service Book in legible form with
out fail. The Temporary Permanent Employee Number (PEN) shall be prefixed with TPEN.

The service details of those employee’s whose details have been entered while working in
other departments need not be entered again. This can be confirmed by checking whether a
PEN has been noted in the Service Book of that employee.

If the Service Book of a particular employee has not been apened. the details have 1o be given
to the data entry agency in the prescribed format { format -04.)



6.

-1

Data entry of the employecs of the majority of the Aided Schools have been completed.
Principals should ensure that only the scrvice book of those employees whose data entry
have not been made are handed over to the Nodal officer (Service bvoks without PEN only
may he handed over to KELTRON for data entryy. Data Entry of the Service Books of the
staff who have availed LWA for long period have to be muade.

The Nodal officers are requested to make nccessary arrangements with the KELTRON
authorities before leaving the headquarters. For more information the following persons can
be contacted.

Sri.Ramesh, Deputy officer (SPARK), Keltron- Mobile -9447525134

Sri.Aseef Reju.M.1. . DHSE — Mobile 19961499166,

Smt. Zeenath. Deputy Officer (SPARK). KELTRON, Mobile- 9495623299

The Nodal officers are cligible for TA and DA as per Rules for their travel to Keitron for
conducting Data Entry work. The Principals are hereby directed to strictly adhere to the
above directions scrupulously. Any delay will affect the disbursement of salary of the staff as
it is has been decided to generate the Pay Bills for the month of November using SPARK
System.

Sd/-

Director
To.

Principals of Al! Government and Aided Higher Secondary Schools

Copy 10.

1. The Director. Kerala State [T Mission, Thirvvananthapuram

2. The Regional Deputy Directors,
Thiruvananthapuram, Ernakulam and Kozhikode
3. Deputy General Manager {DEIT). KELTRON.

Forwarded/By Qrder




Format -03

Directorate of Higher Secondary Education
Thiruvananthapuram

Implementation of SPARK SYSTEM

Name of School: School Code :
District : Date of Data Entry:

CERTIFICATE

Certificd that the data entry works of the following Service Books have been made by the
KELTRON. T have verified the details with the original and found correct.

. . Number of
. Year of .
SLNo Name of the Destgnation Joining in Temporary errors
T Employee Servi PEN allotted | found in the
Service

data entry
1
2
3
4
5
)
7
8
9
10

Total Errors

Signature of the Nodal officer

Countersigned by the KELTRON authorities.




SPARK FORM NO.1
(JOINING REPORT-FRESH APPOINTMENT)

Instruction = This form cequired 1o be duly fifled wp und submitted by the prospective emplovees while reporting for dut on fresh
appointment The officer before wham the prospective emplovee reports for dutv and the appointing anthority requived 10 cownter sign
the duly Hilled wp jorm submitted v the prospective emplovee. After getting the forny counter signed by the uppointing cuthority the
Subfect Assistant will feed the data mto SPARK and nhiain Permanent Fmplovee Number fronr the sustem ancd-write dovwn i in the box
provided belov for the pus prose.

Specimen Signature Specimen Signature Affix a
Signcture shall not towch the laes recently
taken
passport
PART-A (For Office use) size photo
i ' “F,mploycc Cede '

Depzihment Ofﬁé-e

PART-B: PERSONAL DETAILS

{To be filled up by the prospective employee)

Name
{In capital lerters and initials after the
Eltl

Date of birth ' Sex

——

' Name of father

" Name of Mother

?_T_\TatiﬁJHzilit}' - ' " State
Caste . Religion
Calegory ” Whether physically
General/ SC/ST/OBC/OLC ‘ _ handicapped (yes or no)
VY i : T oo . . o
Whether ex-servicemen? (ves or PAN Number
no)
Vater 1D Card Number i Ration Card Number

Identifications marks of the ..
prospective employvee

2.
. ' Marital status '
Height Marital status |
= (unmarried/married/divorced) '
Spouse’s Name
_ Spouse’s religion _ | Spouse’s caste

i Whether inter religion‘cas:

marriage (vesno) _ Whether spouse is employed

Spouse employed in (specify
arganization)

Forwat Yo 04

-



PART-C: CONTACT DETAILS

Present Address

House No. and
Name

Permanent Address

House No. and
Name

Strect Name

Street Name

Place Place
I*in Pin
State | State
Pistrict District _.
Taluk “Faluk !
L Village . Village —:
é : -
. Phone No. : Phone No. i
| Home Town Home Town
Mobile No. ! - Email address
? |
PART-D: RECRUITMENT DETAILS
" Source : Type " o
{PSC or other agency) ~ (General or Special recruitment)
i Method {Direct’ By Scale of Pay
transter
Advice Memo No. Advice Memo date |
[s District recruitment If District recruitment specify the
{YN) : Districl
- Serial No. in the advice Entry category (state services
- Memo state subordinate service) i
Appointment Order No. Appointment Order date
PART-E: {F ALREADY WORKING IN GOVERNMENT, GIVE DETAILS
Department - Designation ? ]
" Relieving Order No. Relieving Order date

Oftice last worked

. Earlier Recruiting agency

Earlier Advice Memo Nc

Earlier Advice Memo Date

Larlier Appointment

I Order No.

Earlier Appointment Order
Dale

do

Formet No-04

.



r

PART-F: EDUCATIONAL QUALIFICATIONS

| il ' !
Course L | . ‘ TST i Class/ : .
Title Subject University Board !| Lastitution studied Percentage | Reg No. & Year

e ' .

| N ]

PART-G: DECLARATION

Declaration by the prospective cmployee

The information furnished by me in this joining report is correct to the best of my knowledge and are based on
valid documents. | also hereby produce the original documents in respect of all the information given below before the
reporting officer for verification. [ am also aware of the fact that penal action would be taken against me if any of the

information provided by me is found fraudulent.

Station: Name
Date Signature

PART-H: VERIFICATION (For office use)

Verified the original documents and found eligible for admission (o duty.

Name & dated signature of the
Reporting Officer

Admitted to duty. Employee details may be furnished into SPARK and PEN obtained.

Name & dated signature of the
Appointing Authority

Formiot No-{3



