
To

Subject:

Oficeof �irectorateof SchoolEducation(Elementary),Punjab

VidyaBhawan,Block-E,6 Floor,Phase-8, SAS Nagar (Servicebranch)

Email: dpiee.service@punjabeducation.gov.in,Ph. no. 0172-2233916

AllDistrictEducationOfficers(EE/SE),

AllDeputy DistrictEducationOficers(EE/SE),

AllBlockPrimary EducationOfficers,

AllSchool Principal/SchoolHeads,

Stateof Punjab.

Memo No.;E-858308/2025/ )M
Date:SAS Nagar; ]-o7Zo25
RegardingFormationofSchool Management Committees(SMCs)fortheYear2025-27.

Most urgent/

Date bound

InaccordancewithSection 21of the Right of Childrento Free and Compulsory EducationAct,

2009, Rule 13 ofthe PunjabRightto Free and Compulsory Education Rules,2011, and the Government

Notificationdated26/04/2025, instructionsfor the constitutionof School Management Committees(SMCs)

areas follows:

AllGovernmentPrimary,Middle,High,and SeniorSecondary Schools,exceptunaidedschools,are

requiredto constituteSMCs. The tenureof the existingSMCs (2023-2025)willend on 15th July,2025.

Accordingly,the processforconstitutingnew SMCs forthe term 2025-2027 (twoyears)shallbe conducted

between8h July,2025 and 15h July,2025.

The followinginstructionsare to be followedforthe constitutionof new SMCs forthe period2025

2027 (twoyears).The participationof parentsand community members inthisprocess iswarmly welcomed.

The definition,electionprocess,and timelineforthe constitutionof SMCS areas followS:

1. The number of members ineach SMC willbe 16,alongwith2 invitee

ofSMC willbe as follows:

members. The composition

SchoolManagement CommitteeComposition

ParentorGuardianMembers 12 SMC members willbe from the parentsor guardiansofthe

studentsstudyinginthesaidschool.

- Out of these12 parentmembers, atleast06 shallbe women

parentmembers.



Member-Secretaryand Convener 01 member willbe the Principal,Headmaster, or Head Teacher

of the school,or,in the absence of such an oficial,the senior

most teacherof theschool.

Teacher 01member willbe a teacheremployed inthesaidschool.

ElectedPublicrepresentativeofthearea

or his/hernominee

O1 member shallbe an electedpublicrepresentativeof the

area,orher/hisnominee.

EducationWorker 1member shallbe an educationworker who preferablyholds a

graduationdegree or more, but at leasthas passed XIl,and is

interestedinthe fieldof education.

InviteeMembers

(Inthisregard,guidelinesshallbe issuedseparatelyfortheirappointment)

InviteeMember A socialworker withoperations(relatedtosocialwork) in the vicinityshall

be an Inviteemember (1member)

SpecialInviteemember The SMC may, by a resolutionpassed by it,appointany personwith aspecial

background in education,health,sports, and industryas a SpecialInvitee

member of theSMC

(1member)

2. The constitutionof SMCs shallfollowthe guidelinesand processof selectionforeach representative

as mentioned below:

a. Parentor GuardianRepresentative:

i.

The School Head shallcallfora SikhyaSamudaay Baithakand inviteallparentson a

singleday, at same timeforthe constitutionof the new SMC, on any day between 8h

July,2025 to 15thJuly,2025.

The schoolshallproactivelytakemeasure toimprove theattendanceof parentson the

day of SikhyaSamudaay Baithakviathefollowingways:

i.

�v.

Sending invitesby students

WhatsApp Messages

III. Phone callsby teacherto parents

IV. Distributionof pamphlets

V. Newspaper articles,etc.

The schoolhead shallinviteinterestedparentsto nominate themselvesas part of the

SMC and expresstheirinterestby raisingtheirhands infrontof the attendees.

The School head furtherasks nominated parentsto introducethemselvesand share



V.

vi.

vii.

vii.

the reasonforbecoming an SMC member witheveryone.

Ifthereare 12 or fewerparentnominations,allnominatedparentsstandselectedas

SMC members.

Ifthe number of nominationsismore thanthe number of seats(12seats),the decision

can be takenby consensusorvoting (byshow of hands)from allparentspresentin

themeeting.

Incase consensusisnot achieved,thenthe School Head willget the voting

done and ask the parentsto raise theirhands in favourof a particular

nominee.

II. At the end of thisvoting,the schoolhead willannounce the names of all

parentsselectedwiththe majorityof votes.

Each parentcan casta voteformultiplenomineesof theirchoice.

Pleasenote thatitismandatory to selectat least6 women members from among the

parentmembers inthe SMC.

b. Member Secretaryand Convenerof SMC:

The Principal/Headmaster/ Head Teacherof the school,or where the schooldoes not have

a Principal/Headmaster./Head Teacher,the senior-most teacherof the schoolshallbe ex

officioMember-Secretaryand Convenerof the SMC.

C. Teacher Representative:

One teachermember shallbe selectedfrom among the teachersemployed in the school.The

School Head shallsensitizeallstaffmembers about the roleof theSMC in a staffmeeting.

d.�lected Publicrepresentativeor his/hernominee:
One member willbe the electedpublicrepresentative,orhis/hernominee

i. School Heads to reach out to ElectedPublicRepresentativesand ask them to

nominate a member as theirrepresentativein the SMC, by givingitin writing on

letterheadand also urge them to nominatesomeone who can activelyparticipatein

schooldevelopment.

ii. The nominated person is to be sensitizedabout theirrole in SMC, and this

sensitizationhas to be done by the schoolhead.

iii. Wherever nominationsare received,the schoolmust ensure the presence of the

electedpublicrepresentativeor his/hernominee on the day of the SikhyaSamudaay

Baithak.



e. Educationworker:

An educationworker,i.e.,an individualwho preferablyholdsa graduationdegree or more,but
at leasthaspassed Xll,and isinterestedinthefieldof education.

The schoolmust ensure the presence of the EducationWorker on the day of the Sikhya

Samudaay Baithak.

f. Inviteemember:

i. SocialWorker:Guidelinestobe issued separately.

ii. Special InviteeMember: To be appointedafterallSMC constitutionformalitiesare

completed,througha formalresolutionpassed by at leasta two-thirds(2/30)majority

of allSMC members.

g. Chairpersonand Vice-Chairperson:

Chairperson:The SMC shallelecta Chairpersonfromamong the 12 Parentmembers

by consensus ofthe SMC.

Vice-Chairperson:The SMC shallelecta Vice-Chairpersonfrom among the 14 non

officialmembers (ParentMembers, ElectedPublicrepresentativeor his/hernominee.,

and Educationworker)by consensus ofthe SMC.

i. The member secretaryor theteachermember cannot be the Chairpersonor theVice

Chairperson.

Note: Detailsof allselectedSMC members to be uploadedon the MIS even ifallpositionsare notyet

filled,as per instructionsbelow.

3. Alldecisionsof the SMC shallbe takenthroughmutualdiscussion and consensus.In case consensus

isnot possible,decisionsshallbe made throughmajorityvoting.In theeventofatie,the Chairperson

shallhave the castingvote.

4. Criteriaand process of replacingexistingmembers:

a. Duringthetenureofthe SMC, an existingmember (includingChairperson& Vice-chairperson)

may be replacedincase ofthe following:

i. Ifthey remain absent from fouror more consecutiveSMC meetings withoutprior

notice.

ii. Ifthefamilymigratesand dulyinformthe school.

Ifthechildisno longera studentof thesaidschool.

�y. Intheeventofthe deathof the member.

V. In thecase of a transferofthe Member Secretaryor TeacherMember.

vi. Insituationsof consistentderelictionofduties.

vii. Ifa member hasbeen chargesheetedforany offence.

b. To replacea member, a two-thirds(2/3°)majorityof allSMC members must agree.The



member tobe replacedshallalso be invitedtothatmeeting,and an explanationshallbe heard

fromthem beforea decisionismade.

C. SMC members shallfindinterestedpeople who can replace the member as per the

compositionand finalizethedecisioninthenextSMC meeting.

5. Documentation & Reporting:

Once the schoolsubmitsthe detailsof the newly constitutedSMC, evenifallpositionsare not yet

flled,a provisionhas been made in the portalto automaticallyfoward the approvalrequestto the

respectiveDEO (Secondaryand Elementary).

a. Incase any positionsremain vacant,the SMC shallbe responsibleforfillingthe remaining

positionsof the 16-membered SMC by 31"July,2025.

b. Everytime a new SMC member isadded,theschooluploadsthedetailson the MIS and seeks

approvalfrom theDistrictEducationOfficer(DEO).

6. Following the Sikhya Samudaay Baithak, School Heads must upload the required

details/documents on thee-Punjab/MISportalby 16hJuly,2025, as follows:

The followingdocument istobe submittedon theportal:

i. AttendanceSheetoftheday of SikhyaSamudaay Baithak(AppendixA)

Detailsofthe new SMC Members (AppendixB)

ii. The resolution/ConsensusSheet of the SMC isformed(AppendixC)

Alldocuments are to be scanned and uploadedas a singlePDF by the School Head. The School

Head must alsoensure that allinformationenteredon the portal,suchas names, spellings,phone

numbers, childenrollmentstatus,and otherrequireddetails, accuratebeforesubmission.

7.Once the schoolhas submittedthe detailsofthe newlyformed SMC, an approvalrequest,willbe sent

to the respectiveDEO (Secondary & Elementary),Aftercheckingthe documents, the DEO shall

approve the newiy formed SMC on the E-Punjab/MIS portalitself(within2 days of receivingthe

request,as and when itisreceived).

8. Ifthereare any disagreementsregardingthe newly constitutedSMC, the DEO shalldirectthe School

Head to submit a revisedSMC compositionfor approvalthrough the e-portalafterresolvingthe

disagreements.The School Head shallthereafterreapply on the portalto complete the SMC

constitutionprocess.

9. Any disputeinthe processwould be sortedout by the concernedDEO, and he/shewould be the final

authorityinthematter.

10.SchoolHeads shallensurethat,afterthe constitutionofthe SMC or Sikhya Samudaay Baithak,a joint



introductorymeeting withthe new SMC members isconducted at the schoollevel,preferablyby 31#

Julv.2025, anda dedicatedWhatsApp grOup forallSMC members iscreated.

11.The followingactivitiesshallbe carriedout before,during,and aftertheday ofthe SMC constitutionor

SikhyaSamudaay Baithak:

Activity Responsibleperson/s Dates

Beforethe SMC ConstitutionorSikhya Samudaay Baithak

Sharetheschedule (date& time)ofthe SikhyaSamudaay Schoolhead On 4h July,2025

BaithakthroughGoogle Form.

< https://forms.gle/1K1QUTDWkzkuHo88 >

Online orientationof all School Heads, BPEOs, BNO, Directorof School < To be shared

CHTS, DRPs, SRPs, throughGoogle Meet/Zoom/YT Live Education separately>

on theprocessof SMC constitution.
(Elementary)

<Link,date & time willbe sharedseparately>

On the day of theSMC Constitutionor SikhyaSamudaay Baithak

Conduct the followingactivitieson the day of Sikhya Schoolhead Between

Samudaay Baithak
8th July,2025 to

a. School Head's address: Parents are informed
15thJuly,2025

about updates from the school,the importance,

roles,composition,tenure,and expectationsfrom

the SMC.

b At leastone parentof every student enrolledin the

schoolshallbe invitedto the schoolon the day of

theSikhyaSamudaay Baithak.

c. Felicitationof previousSMC Members for their

workand contribution.



d Invitingnominationsfrom parentsby raisinghands.

e. Finalizingparentrepresentatives,Chairperson,&

Vice-Chairperson,ElectedPublic representative

or his/hernominee,and Educationworkerand

Inviteemembers.

f.Refreshments(teaand snacks)canbe served.

g. Collectingdetails:New SMC members' detailsare

collected,and names & signatures of all

participantsare takenin the SMC registerin the

formatgivenin Appendix A, B, & C.

h. Introductionof the new SMC formed & distribution

of ID cards toSMC members

selected.

i. The detailsof the newly formed SMC shallbe filled

and submitted through the e-Punjab/MISportal

withinone day ofthe SikhyaSamudaay Baithak.

Observe the process of SMC constitutionin schools by MPs, MLAS, MLA

randomly selectingschools across differentblocksof the
Coordinators,DEO

districtand fillingout a Google form to share their
OFFICERs,

observations.
Deputy DEOs,

BPEOs, CHTS, and other

< https://forms.gle/H7snoC491YU78QWr5 >
relevantofficers

The school head is to reportthe activitiesof the SMC School Head

constitutionviaa reportingform.

< https://forms.gle/9MjJdBZD9 Mo18pYe6 >

Callsto a few SMC Members willbe made to

monitortheprocess.

Afterthe SMC Constitutionor SikhyaSamudaay Baithak

Between

8h July,2025 to

15thJuly,2025

Between

8h July,2025 to

15thJuly,2025

Detailsof allmembers of the newly constitutedSMC are

uploadedby the schoolhead viathe e-Punjab/MISportal,

as per Pointno. 2.

Approvalof the newly formed SMC on thee-Punjab/MIS

portal.

Inviteal SMC members, includingspecialinvitees,tothe 1

SMC meeting and introducethem to all students and

teachers.

Important Note:

SchoolHead

DEO (EE/SE)

Schoolhead

Uptil

16thJuly,2025

By

17thJuly,2025

By

21"July,2025



1,

2.

3.

4.

5.

Allrecordsrelatedtotheformationof SMCs willbe maintainedattheschoollevel.
Detailsof newlyelectedSMC members willbe displayedon theschoolnoticeboard.
Google forms fordata entryas pertheprescribedformatwillbe circulatedfrom timeto
time.

The SchoolHead willensurethattheSMC bookletsarecollectedfrom the outgoing
SMC members and handed overto thenewlyelectedSMC members.

These instructionswillsupersede allpreviousguidelinesissuedearlierby thisofficefor
the formationofSMCs.

priorityand importance.

Itshouldbe ensuredthatthe above guidelinesarefollowedstrictly.Itshould be givenutmost

Thisletterisissuedafterapprovalfromthe competent authority.

Endorsement No.

HarkiratKaurChanne, P.C.S

DirectorSchool Education(Elementrary),Punjab

Date:07-� - 20 5
A copy ofthe same isforwardedtothefollowingforinformationpurpose only:

1. P.A.toH' Secretary,School Education,Punjab.

2. P.A.toH' DirectorGeneral,School Education,Punjab.

3. P.AtoDirector SchoolEducation(Elementaryand Secondary),Punjab.

4. D.M.,MIS Wing, Punjab.

SuperintendentServiceBranch



Appendix A:AttendanceSheet

Sr.No.

1

Name Position Gender Phone Number
Signature

3

4

5

6

10

11

12

13

14

15

16

SuperintendentSepi�es Branch



AppendixB: Detailsof the new SMC

schoolName:

School Head Name:

District:

Ph.No.

Block:

E-Mail:

Sr

No

1

Name Position

Parent

Gender

Name

ofthe

pupil

Relationship

withthe pupil

Class

ofpupil

Admission

Number

Phone

Number

Signat

ure

2 Parent

3 Parent

Parent

5 Parent

6 Parent

7 Parent

Parent

Parent

10|
11

Parent

Parent

12 Parent

13 Teacher N/A N/A N/A N/A

14 �ected

Public

representati

Ve or

his/her

nominee

N/A N/A N/A N/A

15 Education

Worker

N/A N/A N/A N/A

16 Member

Secretary

and

Convenor

N/A N/A N/A N/A

akerancthSuperintendentS



AppendixC: Resolution/ConsensusSheet

InternalNoting/Resolution

School Name:
Date:

Members Present

Sr.

No.

1

2

3

5

6

10

11

12

13

14

Name
Signature

This is to formallynote thatthe

School Management Commitee

(SMC) of has been

constitutedas per the provisions

of the Right to Education Act,

2009. The firstmeeting oftheSMC

was held on Date]at Venue)

where all members were

introduced,and the objectivesand

responsibilitiesof the committee

were discussed.

The SMC comprises a totalof 16

members. The committee shall

work towards ensuringthe holistic

development of the school and the

effective implementation of

policies for the welfare of

students.

The detailsof SMC members, their

roles,and the resolutionspassed

in this meeting will be duly

recorded in the officialSMC

register.The next meeting is

tentativelyscheduled for (Next

MeetingDate].

This note isissuedforrecord and

necessaryaction.

15

16

SuperintendentSefces'Branch


