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FEA Scholarship Program Overview

Problem: Young adults from poor families cannot attend FEA classes as they need to go and
earn their livelihood. Most of them perform very low paying manual labor. Since they are
unable to gain the skills needed for service sector jobs, most of them will never be able to
move up from manual labor.

FEA has been informed that if they work locally, they earn Rs. 5,000 — Rs. 7,000 per month. If
they move to other towns to work in factories or at construction sites they earn Rs. 10,000 to
Rs. 15,000 per month. They have to incur additional living expenses in this case.

Program overview: Offer a scholarship of Rs. 31,200 to 40 young adults who work locally
close to their homes. This scholarship is for six months to study at FEA. Scholarship will be
paid via a weekly direct bank deposit of Rs. 1,200 for 26 weeks.

Students will be told at great length that if they miss more than one class will be dropped from
the program and they will not receive further payments. This is important for them to
comprehend and accept.

Publicize the program to about 100 students, so we can select students who are fully
committed to attending.

Enroll 40 students (mix of male and female) in the age range of 20 - 30 years. Selection
criterion - students are currently engaged in manual labor earning Rs. 5,000 - Rs. 7,000 per
month.

They must have or agree to obtain an Aadhar number and a bank account.

Class timings, 8 hours of lessons per day for each group. Monday to Saturday

Group 1: 8:30 am — 12:45 pm class (with 15min break)/ 1:25 pm — 5:40pm self-study

Group 2: 8:30 am — 12:45 pm self-study/ 1:25 pm — 5:40 pm class (with 15min break)

Class location: Centrally located Mandi / Market town, with stable internet availability.

The teacher will be provided with accommodation very near the two classrooms so there is no
commute time.



Students should be able to reach the classroom on their own.
Curriculum: English, Al + Digital Literacy, Productive mindsets

Data needed for each student: Name, Aadhar, Bank, current occupation, current income,
education, age, address, contact phone. Each immediate family member’s occupation,
education and income

Students must agree to provide an update about their income and occupation every six
months after completion at FEA.

Code of Conduct

The purpose of this Code of Conduct is to outline the professional standards and ethical behaviors
expected by all managers within our organization. As leaders, managers play a pivotal role in shaping
the culture, values, and success of our organization. This document serves as a guide to ensure that
all managerial actions and decisions align with our core principles and foster a positive, productive,
and respectful work environment. Here is the document-

Code of Conduct Document

Roles & Responsibilities of Territory Manager (TM) and
Recruitment Scout

e Branch Operations

Branch Opening / Re-location / Closure ™

Resignation & Termination ™
o Staffing & HR

Hiring of Staff TM & Recruitment Scout
Staff Performance Assessment ™
Staff Leave Management ™
Staff Reporting ™

e Program Quality & Student Support



https://docs.google.com/document/d/1fSmMuj4x4Q48xz54-dcOynm1_0WTfESWP_2YJ9YfRHM/edit?tab=t.0

Capacity Utilization ™
Mobilization ™
Enrolment, Attendance, & PTC ™
Community Engagement ™
Dropouts Follow-up ™
Career Guidance & Mentorship Program ™
e Logistics & Administration
Branch Stationery & Housekeeping Reimbursement ™
Travelling Reimbursement ™
IT Support ™
LMS Accuracy
e Team Collaboration ™
e Team Meetings & trainings ™

Note: Refer to the Document for detailed roles and responsibilities.




Be a Servant Leader

Seiwant L

FREEDOM EMPLOYABILITY ACAD

At FEA, Servant Leadership is our guiding principle, inspiring a culture
of kindness, growth, and success for all. Here's what it means to us:

PUBLIC PRAISE, PRIVATE DISCIPLINE

We celebrate achievements openly
and address concerns privately,
respecting individual dignity.

ACTIVE LISTENING

We listen actively, value feedback
from all sources, and reflect on it
to make meaningful improvements.

NO TOLERANCE FOR DISHONESTY
We emphasize that FEA has zero

tolerance for dishonesty, upholding
our values of integrity and trust.




Branch Set-up Overview

Process/Policy
Name

Details

Objectives

Branch Set-up

Survey 1

To identify the tentative locations to open
new branches

Candidate hunt

To find potential candidates to work as
teachers

Tentative Branch Allocation

To share the tentative allocated villages
with the inductees in the induction

Survey 2

To finalize villages to open new
branches

Property Search

To search for a suitable property where
the branch can be opened

Tentative and Final Branch
Requirement

To place tentative and final request to
get the assets, posters, books, etc. From
IT team and Property team for new
centers

Asset Guidelines and
Dashboard

To purchase standard assets for new
centers

Expense guidelines and
dashboard (Includes

Purchasing)

To request for advance

To claim reimbursement for the
expenses made during the set-up of new
centers

Final Branch Allocation

To share the final work location with the
new hires

Joining of Staff

To get the joining related formalities
done

Pin Creation

To get the pin created on LMS to be able
to upload quotation for purchasing
through Asset dashboard

Branch Set-up

To make the branch ready to operate

Laptop Dashboard

To maintain records of the receipt and
movement of IT assets, such as laptops,
data cards, and trolleys.

Predeployment training

To bridge the gap between induction
training and independent branch
management through structured
grooming and mentoring.

Week 1 support

To make the new joiner feel welcomed
and comfortable




To ensure that he/she is well equipped
with the skills and resources to run the
classes

To ensure that the branch meets the
expectation of 100% enrolments and
100% attendance

Survey 1 by AM

o Area Manager conducts field visits to understand the educational needs, socio-economic
conditions, and overall suitability of the community.

e The assessment is based on a combination of field observations and discussions with
community stakeholders such as village leaders, parents, and local residents.

An area may be approved for Scholarship Program expansion when the assessment indicates:
e Presence of a significant population of underserved youth.
e Limited access to quality education or skill development opportunities.
o Potential student demand for the Scholarship Program.
e Positive community support.
e Feasibility of establishing one or more Scholarship Branches.

Candidate hunt Process

¢ Minimum 50 interested applicants' resume to be sent for 10 seats three weeks prior to
induction. (Along with the selected villages list)

e Applicants should be 18 years and above

o Minimum qualification is graduation (any subject)

o Get updates from HR in next 3-4 days (Questionnaire used by HR team- For Reference)

¢ Interview by HRs at least 10 days prior to induction start date

e Candidates search to be continued if seats are not filled

o Book 3 sessions to be visited by TT to inform about potential vacancies after they graduate

Script for Candidate Hunt: Script

For Prospective Hires:
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https://docs.google.com/spreadsheets/d/15UXYAhgnSZBUQsqWVGLPpQhXJRbc1HHh/edit?usp=sharing&ouid=102868451316853954722&rtpof=true&sd=true
https://docs.google.com/document/d/1p5Q9OSta-MONFg07wD1_jMozQ5V5ILpT/edit?usp=sharing&ouid=102868451316853954722&rtpof=true&sd=true

Greetings (Good morning, afternoon or evening)

I am (Name). | am from an NGO that provides free English classes along with basic computer
knowledge, interview and group discussion techniques, career guidance, resume building and job
search skills. Now we are opening a branch in your area. We are enrolling students and hiring
teachers. If you are a graduate and want to be a teacher we have a job for you. Even if your English is
basic and you are a fresher we will train you free of cost, so that you can qualify and get the job.

You are not required to teach like traditional teachers as our class is full of fun learning activities, such
as group discussion, role plays, videos, typing, group presentation, learning through mobile apps and
English language activities.

The salary is Rs.14,500/- and there are many benefits, such as EPF, medical coverage, career growth
as we hire from within, free & optional training for promotion.

The name of our NGO is Freedom Employability Academy by AAM Foundation. Let me show you the
website www.feaindia.org. We are 25 years old. We have more than 1700 branches in 10 states -
Delhi, UP, MP, Bihar, Chhattisgarh, Haryana, Punjab, Rajasthan, Jharkhand & Uttarakhand. We have
more than 80,000 students and 1900 employees. We are a registered NGO & you can find the details
on our website as well as government web portal https://ngodarpan.gov.in/

If you are interested, please provide me with your information. If someone you know may be interested
in this please give these flyers to them. Request them to call me for more information between 9 am -
6 pm.

Use the links for more details: Video 1, FEA Gahru Campus Pictures

In Hindi
qu wiifaceed & form:
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http://www.feaindia.org/
https://ngodarpan.gov.in/
https://drive.google.com/file/d/1vUl6-H-auvEYle2K0a_8MPg_ORD9hXVL/view?usp=sharing
https://docs.google.com/document/d/1Ob1pHIFmlOR7WM7mZoWxG_ujG5-iDZep/edit?usp=sharing&ouid=102868451316853954722&rtpof=true&sd=true

THIPR

H (Name) §1 H T NGO T § ST i<t U & v Wt Hf Riarar g1 S b - wer fere, Il
HueR fere, Tevey 3R YU S & adb-id, HRAR My, Regh F911 3R st gg11 §H 3Mud
ERANG | U Fs T Wi I & | §H 18 T U1 Y 98 WKecd P USHYH A I3 8 3R T Bt Hlf
PR IE 8| R 31T IYUC & 3R TR §91 918d ¢ ol gHR TN 31D [ T bl 5| SR MU
37oT 9 § SR 31U ThRR § dl 310 eR1ST -Ta| 81 S9! gud § ¢+ &7, a1fds Siu 9 ko At U1
T | T g9 3UfeIT v § Fife 89 NGO g

SHR T8I Hiaie 3R Wpd BI a¥e UGS ol gidl ¢ | FAR o™ H UeTs AvleR Ufaefadisl & gRI S §,
9 fo U fexmem, I @, difsa, e, Ju IoiexH, TeeHd fhed, Margd U 3R 3ol 1T &
T 3R Tfaefad |

JRT 14,500/- TUT g 3R Y &1 g M Y §, O fop PR, AfSwa wavst, e & forg S g9 gl
90 % TR 3R 4 g g g

BHR NGO T -TH AAM Foundation & STl &1 FEA TiSige g YeT & | & 3! daurge fexaran/fexadt g
www feaindia.org §H 24 ITd T HTH B e & | AR 10 I! - faeel, UP, MP, Chattisgarh, Punjab,
fSeR, i, o 3R IS | 1700 F 31fdd = &1 §HR URY 80,000 ¥ 31fA% T3y 3R
1900 § TET HHIART § | 89 U registered NGO | 31T THR} JTT1ZC & TY-T1Y WBHRT I9 G
(ECfUT) R THHRI ¢ Johd %https://ngodarpan.gov.in/

3R 3T A< BT A8 &, < PUAT ol U THBRI S | 3R 3T bl S a7 Bl 39 A6 D
THd B Fe¥we §Y, A HUAT 3¢ I8 WIRR ¢ | freft off o) & e 3 0 Yag 9 991 - XMW 6 9ol & &
H Bidt B2 gohd g
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Strategies to do Candidate Hunt-

1. Door to Door
1. Nearby zones of FEA

2. Local shops/ villagers .
2. Distributing flyers- Bus

stand. Railway stations,
Villages. PG colleges/
competitive coaching centers

3. Referrals/ Connections

4. PG Colleges/ Competitive

classes/ Computer :
etc.
centers/Library

3. Social Media- WhatsApp,
Instagram. Facebook

5. Pradhan/ Other powerful or
famous personality

: 4. PMKVY or Other NGOs
6. Local Job fair

5. Local group events sports.

7. Employment Exchange/ Job

tal/ A Education etc.
portal/ Apps

Candidate Hunt Dashboard

The TMs/RSs need to use the following link to upload the details of the candidate interested
to join.

https://dashboard.feaindia.org/#/auth/login
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Tentative Branch Allocation

Process- Tentative branch allocations should be sent to trainer by day 3 of induction after the
telephonic discussion with candidates Format of tentative branch: Lucknow West- Jagatpur,
Vyappur

After the telephonic conversation send the below message to the trainee-

Hello [Name of inductee],

Welcome to the induction training. Your tentatively allocated locations are [Location 1], [Location 2], .
We will talk about the final allocation when your training is completed. Based on survey results, there
may be a change in the final allocated village. Though the location assigned to you for work will most
probably be a near area from the list of locations shared above.

As the location could be more than 30KM away from your home location, your stay and food grocery
will be managed by organization. In case, the branch requires a daily travel, the travel allowances will
be paid within FEA policy.

Feel free to reach out to me in case of any queries.

Thanks,

[Name of the TM]

Territory Manager- [Territory Name]

Survey 2 by TMs

e TM to start survey 2 to conduct awareness sessions as per the planning done with AM

During the awareness session TM to,
o Explain:
o The Scholarship Program.
o Six-month commitment.
o Eight-hour learning schedule.
o Career opportunities after completion.
e Understand:

14



Format of collecting the details of students during Survey-2

O O O O

Students' aspirations.

Willingness to travel.

Current employment status.

Preferred commuting routes.
Generate a preliminary list of interested students 60—100 genuinely interested students and

have the confidence that sufficient students are willing to join the program.

Name

Father’s | Age
Name

Village

contact number

Current occupation

Property Checklist

Important Tip: Always have 3-4 prospect properties for the branch and analyze the owner’s availability
to assist in running the branch smoothly. Instead of looking for the cheaper property, look for the best

owner who is involved the most in community engagement, wellbeing of community and education.
Such properties are found to be long lasting and giving good results in long run.

Name of Branch/Date/:
Name of TM:

Location of classroom,

distance from mobilized
villages

Max. 15KMs

Does the area follow

casteism? If yes, how
does this impact our
branch?

Talk to people around
the surroundings, no
such issues to be
there

If | were a teacher, will |
be able to work here for 1
year of time

Property should be
suitable enough

15



Survey 2 Data:
approved by Area
Manager

Is the surrounding
clean? (No garbage
heap should be within
50 meters of branch)

Clean

Is property ready to use
(should be completely
free from the
possession of landlord
and have water supply)
or any construction
work required before
use?

Ready/ will be ready
before rent start date

Is a washroom Must

available with
water supply?
(Water supply
preferred. Nearby
access to water
(hand pump/tank)
is also
acceptable.)

Area of the room, 2 rooms plus one additional
Length* Width room for the teacher/TM

Name of the Same as bank passbook
landlord, as per Name

the bank
account

Contact Details Mobile Number

16



Complete
Address of the
property with Pin
code

Includes complete
Address

Ex. Name of the
owner/property, House
number, Street number,
Landmark, Area name, Pin
code

Google
coordinates of the
property

Must (to be taken)

Rent as per the
guidance by Area
Manager

(Negotiation
required for
minimum amount)

Is Air Fiber
Connectivity
available?

(If no, check
Airtel/Jio network
for dongle or look
for other
arrangement)

Must

Entry and Exit
points

No. of Entry and Exit

points. Secondary Entry and
Exit point to be
closed. Possibility of

Fixing interlock.

17



Doors and Strong Wooden Material or
Windows Iron Grilled/plated doors and
windows.
Proper Locking system.
Ceilings and Cemented Ceilings, no
Skylights seepage/ leakage. No Open

passage from roof. No open
staircases.

Structurally strong

Walls

Cemented walls are preferred
with no weak spots.
Structurally strong, with no
major cracks or weak spots

Power outage
hours

Report if it more than usual (i.e.
6 hours)

Electricity
Type: Meter,
Sub- meter,
Fixed

Electricity
Charges: ifit is
separate meter

Meter CA No : Box for CA
number
An electricity bill is required.

Note: Prepaid meters will not be
considered/accepted.

Electricity
Charges: ifitis
fixed:

e Domestic- Rs.300-
Rs.500
e Commercial-Rs.500-
Rs.1000
Note: No changes will be made
in the price before the
completion of a cycle.

18



Electricity
Charges: If it has
sub meter:

Rate of electricity

e Domestic- Rs.4 to Rs.7 per
unit

e Commercial- Rs. 7 to Rs.12
per unit

(Unit price to be supported by

the electricity bill of the property)
Note: No changes will be made
before the completion of a cycle.

Is the property
owner informed
that 10 functional
laptops and up to
30 tablets will be
placed?

Proper communication to be
made

Is the property
owner made aware
that 40 students will
come to the branch
daily?

Proper communication to be
made

Is the property owner
inform that all
students will wear
footwear and not put
them off before
attending the
classes?

Proper communication to be
made
(Students must not be asked to
put off footwear before entering
the class)

Is it informed that
both male and
female students
will come to the
branch?

Proper communication to be
made

19



o Is the property Proper communication to be
owner made aware | made

of 10 days-notice
period for vacating
the property?

m Is property 6-month agreement
owner ready for without Notary stamp
the 6 Month
agreements,
Without Notary
Stamp

m Is property owner Preference of non-notary
asking for notary agreement.

stamp agreement?
(No Need to ask
this from Landlord
until he/she
demands)

Note:

e Priority should be given to properties that maximize student attendance and enroliment
potential (100% capacity utilization). Properties that demonstrate superior strategic
advantages—such as property inside the market area that are near main roads connecting
multiple villages, proximity to schools/colleges and accessibility to all community groups as
these factors directly drive higher attendance and stronger enrolments.

o A printed copy to be carried during property search. The document to be filled by FEA staff
ONLY and handing over to the property owner.

¢ Identified locations to be verified by AM: TM must record a video of the property beginning
from the main road, covering the surroundings, and proceeding up to the classroom entrance
for verification purposes.

Property Search

The TM to:
20



Map the villages from which students will travel.

Identify a centrally located market town or mandi that minimizes travel time for the majority of
students with the help of shortlisted students and villagers during survey 2.

Note:

Rather than asking, "Where should we open a branch?"

The TM should ask, "Where can the maximum number of interested students reach safely and
conveniently every day?"

If no suitable market town exists, identify the safest and most accessible alternative location.
Ensure the selected location does not create an unnecessary barrier to attendance.

Use Checklist given above. A printed copy of the checklist to be carried during property search.
(Note-This checklist is to be filled by FEA staff ONLY'.)

Finalize the most suitable property.

Complete the rental formalities to initiate branch setup activities.

Note:

Before the property is finalized, the TM shall verify the availability of internet connectivity (wi-fi).

Only for reference- Details Required for Renting rural Property:

Landlord as per bank record:

Landlord’s Father's Name: —Select-- v

Address & Mobile number: y
Pin Code:

Start Date: dd / mm / yyyy (4

Apreement End date: dd / mm / yyyy

Rent:

Electricity:

Bank Account:

IFSC:

Suggest FEA Branch Name For This Property:

Security: 0

Bank Passbook: You can upload multiple files Browse... | No files selected.

Coordinates

# data collected 1n Survey 2
Comment:

Back Save

TM to upload the property on the dashboard using Property dashboard:
http://43.252.88.75:89/propertyrural.aspx

By BV2, AM to audit Survey 2 data and review video of the property before approving the entry
on the property dashboard.
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using http://43.252.88.75:89/propertyrural.aspx

Typel: Fixed Electricity Amount

[ 1. Login to the

Note- TM to make request to pay rent and electricity amount every month to the landlords

N — e
Password: | e /
Remember me next time. | . //
_
Log In
; .
| Proparty List Expente Category Record H LegOut || New Reg Far LMS H Rent Retumad ‘
lu" 2. Click on Expense w__\___--——-""'___
\ Category. '
\\\ / | Export To Excel
. ,/
. _— Landlord
T~ i} Nameds | Address & Start lnﬂd&l& Security | Reat |Loan|Eectricity | Bank Accont  [FSC Brinch  |Status € t
PerBank | Mobile umber |date nty ] an meiy NE Accoun| B 5 Lommen!
Record agreement
[ .\-I“ Dhaza Tasa [ .an Liped | .Flmririn-
E::;"I“ ? ear 2204~ gy g:: y O El::e ~=-yyy O Days Amourt Caloudate
] v | Year:| 202 || Subs -u [
©) —
-~ ™
mches with Fived Electricity Amount o \
£ 7. This popup will |
Centername Address & Mobile number Landlard Reat Eleetricity Amount Comment i frer clicki
° MuthuraEast UP- Yaskgal, Opp Panchayar Ghar, Dbana Teja, Mashura, UP MRS Masis Devi __ |I R ecicking |
 Dhana Teja 281005 | | | | \ on submit. Then |
S B Soni i ke, Mt (2261206 s — ‘ click on Ok.
preeaaai - e ET—— — /
i N Py Schol Man Mk A LPISIS01 | ~
e Bt P o, Hkras, Mathu, UP 281306 o ses EC (O [
+ + ] ] Il + I 4
Mathusa East, UP- Near Disesh Sharma Janseva Kendra & Sarasuats Vidhya | Mr Ravi Kuimar — [/
i Masdic Schoal, Bardass, UP 204213 Skarms [/
Mathusa East, UP- : |
- Kusihs, Bishana, Mashiza, UP 261206 Arshoe EZTHEE R 1/
Red e skons R O nowendll 4
@ ME T 5 oS, Vg Mo, 28108 Kt Ko SR T o

1. Select month,
2. Select Year,

3. Select all the boxes otherwise entry won't be created,
4. If required make changes in amount,

5. Additional: If required we may update comments also in comment section.
6. click on submit.
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Type 2: Sub meter.

ave As

Fie rame: | Submener, hune, M|

Srvemtype PG Fie

A Ve Fokdens

Cancel

First take the picture
of sub meter. Units
should be clearly |
visible. Then save |
with branch name /
and month. /

1. Mention start and end unit.
2. Click on choose files.

3. Select the pic of sub meter or search by saved name.
4. Tick the box and then by scrolling up click on submit.

Note: Month and year to be selected before submitting as shown in above slide.

@ Open *
" . & £ Home » »
M ASR [0 Curiculum I Team Meeting Minu... Zonal Meetin)
Organize » o e
0 Rent Electricity Amount
k access
i o vome Quick access _
— PR Gallery U Desktop dt | — | T
d 4.
N & OneDrive Observation Reparts B | | | 5. Agaln thls
A revciongmrtits ¥ ‘ popup will come |
. | . NCERT b ! | 2
8 Desitcp © after clicking on |
By Observati Images ] F !
servation ge i submit. Then
i Petrol and ot # Flenwers ] Electricity Units click on Ok.
1 NCERT - [ N
L e —_ R ||’_
1 File narne: [ sub Al Files - |__ Ji Choass Filas B \ |
| Subghetes, Gonga, Junejpg o = | '.I |
L o (oo — \ |
. Subi veter, June, Mursan.jpg - (|
hoose Fi
LN < o eter, Juneipg | || Choose Files );.oﬁle osen \ |
e (e ' | \/
-+ . 3 400
Mursan Mathur UP 204213 e ] . \f
Choose Files | No file chosen | || e
© | '
anches with Meters
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Type 3: Electricity amount is included in Rent

* We need to follow the same as we follow for fixed electricity
type. We only need to keep electricity amount zero.

Cenfername Address & Mobile number Landlord Rent Electricity Amount Comment
o U o, s, Mabur, UP 51306 vownses [N N 000
Mathura East, UP- | Near Dinesh Sharma Janseva Kendra & Saraswati Vidhya | Mr. Ravi Kuimar 3500 _
Bardwari Mandir School, Bardwan, UP 204213 Sharma —
]

Always cross check all

Property List " Expersss Gategory || Recard __=|_|__t._nmu._ | IO | E— the entries if created or .
IL — —_— not. We can check all |
_ the entries by clicking
Flease select v | yopr (AU Y] R | Swart  |dd-mm-yyyy O End  |dd-mm-yyyy Days | on Record. /
Date Date m L -
_~

Landlordsame ) Amount ~ | Last
Propertid |wid | asperbask  (Brasch | Starudate| Clomuredate Fixed| Rate Usit Month | Year | Eupence | Roathly 705 ™ EMCrG) | ¢, pny | Russon | Crestedhy Crosteden Statws | B Acsion D™ Brbaccomnt  |ifc Raceipts
recerd ey Pl |U 7 [oa |™*
I [ NeBme  Em ne. |3 =10 T [ =] | 1 IR T T 1 I | [
s Eeas B Erl e S U 7 [dulred (30 |%0 R (et | 2500100119615 | PUNBE142500
156 20011 Smgh & At_:gn':r. o [nhm i fo 7 (doelRe  [3000 |30 ?3 5 Peting 14250001001 19615 | PUNBA142%0
s aypos DS M m inve 1 ale 2 5 R S Lin (2= o o
NPT %nt“§;‘ St ,‘Ln.\—f 'vo 0 NM[Faed (00 [s00 s [ Pendizg , 4701000031966 |10BADNC4T2
s o dESMes BRR IRFe s ia |0 7 |d4iRe (3000 (300 e - | | 0472010003196 | 10840000472
| Den Dhaatea ¢ | | [San R
Nokm o 7
11y [oofaRAnek Ean 17 a0 Dmes | fo 7 [xoulrea 10 (s e [Pk [161310110000425 | BRIDIARYAGS
. mase  [Em Toge | ] S 4 e s | | N " |
20 Emr (ZE0 im0 |0 o4fRet (100 (100 s ER |t 1613101000048 | BRIDOARYAGE
01620006 Ak Ko (Eat 0P (UNF 15152025 1500 [0 7 oMlrmd (0 |%0 7;‘_: = Py SOM251811489 | HDFOM04320
206 (2015 AlnbKemar [Eat UP- | Sh0eT (315325 |50 0 7 |aiRe (300 |30 B B |pes [ soronastsinass | EDRCIGNI0
8
> 4
i o _ /
.
If any modification /
/  isneeded, we can ¢
& - \
/ click on modify, and \
\ can modify the |
\ |
\ amount also. /
\\ Example is in next /
\ slide. 4
= >
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Landlordsame Amount . o Last
Pl ud [sperbuak  Brach S Cloreue Fed Rt it oot Yer P S g, ™ Y0, o | ety Creedon S 258 e D% Bt e Reciph
record . Paid " 0n
08 [ Ea T DT sl 00 6 iRm0 |00 il SSHI0
Kol i} Smg |20
[P ' o ||
0 Bl (25 neslo [0 [6 [nufRm [0 [0 Lt S5
i a4 Smgk
an =
P : T - e “"1. Amount for these branches
2. We can use calculator also \\\ _',/ to be changed as amount to be N\
to calculate the amount. For N [ paid only for 10 days for \
A - -
this, we need to fill all the III { Kajrothi and 9 days for |
\ details. Like- month, rent \ Bardwari branch. For !
\ amount, start date and end / \\ modifying the amount we j V4
\\ date, then click on calculate. /,/ L need to click on modify. -
. - - — -y . _
— —
\ )
\'\\ [ Propeny List | Expense Categary " Record || LogQut “ New Req For LMS || Rent Retumed
\‘.\ !.-'
N,
CalcBa Month dun * Year 22 Rent 4000 Sarf - {21-¢6-202¢_ O] End |EJ-06-2022 O Days Amount Calculate
Rent Date Date >
Property List ” Expense Category ” Record || LogOut ” New Req For LMS ” Rent Returnad |
g:::tulale Month Jun | Vear 2024 v — 4000 %;m" dd-mm-yyyy O E:i ad-nm-yyyy O Days [10 P ‘333/3}3333 —
,.--—————--/ /
o y o
/ \\,
Modify I'I Calculated III
\ amount. |
usd: 21022 \ /
Landlord: Mulayam Singh \\ Vi
Branch: Mathura East, UP-Kajrothi e . ~ v
MonthYear 62024 T ™~ el
7 S
Current E-Type: Rent / \
Amount: 1933~ 5 After clicking on modify, we \
Rate per unit: need to change the amount,
need to mention the details |
Comment: - - /
\ in comment section, then
Start Unit AN click on modify. /
End Unit: \\\\ - 4
Description: _— R -
Images o
Re-Uploadimage:
Modify
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Landlordsame

| Amount S . |Last 7
Propertyid |uid |asperbank | Branch |Startdate| Closuredate Fived Rate/Unit Moath| Year Sxpeme{euibly ToBe E.k.“m"‘ Comment Reason|Createdby | Createdon  Status P‘_'d Action Payment Bankaccount ifec
record Category |Rent Paid Unit

Mathwra 3 amount of ~
b T ;:‘;"“ Eax, P :5“_:" VxS0 0 16 melRer [0 (133 e hs;nh; e Py ::g:"j‘“ | SS4000006817 | CNRA

Kagrothi mouth for
ﬂ 10days.

/ Now amount is changed. This is how we can \
modify the amount also. \

|| Note: No popup comes after modifying the
\ amount. So do not worry if the amount is

changed or not. Check once after clicking on /
\ ‘Record’. /

Tentative and Final Branch Requirement

o By BV1, Tentative branch requirement to be shared with IT department using Branch
Requirement Dashboard: htips://feaindia.org/BranchsSetupRequirement/login.php

e By next day of BV2, Final branch requirement to be shared with Property and IT Dept via-
Branch Requirement Dashboard: https://feaindia.org/BranchsSetupRequirement/login.php

e Changes in plan to be discussed between TM-AM, if any

Branch Pin Creation

e By next day of BV 2, TM to share area pin code with the IT team to create the branch code on
asset dashboard.

¢ No need to create the pin in case branch assets are available in stock

Demo Email for Pin code

TO: Mohd.Abid@feaindia.org;
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CC: sandeep.agrawal@feaindia.org AM, SAM
Sub: Request to create pin code Territory Name

Dear Abid,

Please create new branch pin for Territory Name as per the details tabulated below:

Pin Code
Village Name
Dist. Name
State

Commencement
date

Fixed Assets Guidelines

¢ While the inductees are in induction, quotations are to be collected as per Assets Guidelines

e Please refer to demo quotations: Demo Quotation 1, Demo Quotation 2

o By next day of BV2, TMs to upload quotation on asset dashboard:
http://43.252.88.75:89/AssetHomepage.aspx as per branch essential list and asset dashboard.

¢ Once the quotations are approved and payment is made, assets to be delivered at the
branches.

e Bills to be collected from the vendor and to be uploaded on asset dashboard
http://43.252.88.75:89/AssetHomepage.aspx as per the guidelines

Note: No need to follow this step if branch assets are available in stock.

A. FOR NEW BRANCH SETUP (15t TIME PURCHASES FOR A BRANCH)

1. All Fixed assets bills should bear expense id before uploading on the dashboard. All bills
should be uploaded immediately ASAP after delivery of assets/receipt of bills.

2. Preferred vendor preference should be added in the ‘quotation+ Bank’ column otherwise
payment will not be made.
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10.

11.

12

Bank details of preferred vendor mandatorily provided either by Copy of cancelled cheque or
the details should be added on quotation along with account holder's name.

All bills should be made in the name of ‘AAM Foundation’. Branch name should be mentioned
in address space.

No. of Quotations to be obtained as under:

d) For purchases valued less than 5k- For purchases below Rs.5k, ops team are
allowed to purchase the items in cash (except fixed assets) and take
reimbursement on Expense Dashboard.

d) For purchases valued more than Rs.5k up to Rs.20k — Single quotation

d) For purchases valued more than Rs.20k up to Rs.50k- Two quotations

d) For purchases valued more than Rs.50k- three quotations

Note: Preferred vendor’s quotation should have correct GST no. and should be a fresh quote
with details of items to be purchased.

For points #c and d, comparative quotations (i.e., other than preferred vendor quote)
once obtained will be valid for a year.

One entry per branch will be created.

TMs should check HSN Nos. with the supplier (HSN List: Fan 8414, Cooler 8479, Chair/table
9403, Inverter 8504, Battery 8506, 8507) before getting the quotation to avoid questioning by
Property team later.

In case of rejection of quotation, resubmission of requests can be done through modify option
only. Kindly correct the reasons for rejection and then resubmit.

It is noticed that duplicate/triplicate/quadruplicate entries are sometimes added on the
dashboard for the same payment. The portal should be checked for already entered entries, and
then only new entries should be punched into the dashboard.

In case of closed/relocated rural branches, it is the responsibility of AM to ensure that the assets
of so closed rural branches are shifted to new location/storeroom.

Existing Assets would be first used from the storeroom and if required, then only new purchase
requests be made. Quotation and Bill should be in the name of AAM Foundation, Branch address.

. Bills should be signed and stamped.
13.
14.
15.
16.

Overwriting is not allowed on the bills.

Total amount should match the breakup of bills.

Blur pdf files should not be attached. Only legible pdf file shall be uploaded/approved.

In quotation, a specific description of the asset should be written. For example, for all categories
of fan like exhaust fan, ceiling fan, pedestal fan, etc. exact specification should be written instead
of just writing ‘fan’.
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17. Quotations for the total quantity to be purchased should be obtained. It is noticed that sometimes,
quotes are obtained with lesser no. of articles than required nos. to be bought. These quotations
get rejected and delay payment.

18. Categories should be correctly selected from the drop-down list on the assets portal. For
example, while purchasing fans, category inverter is selected from the drop-down list. This
should be avoided.

19. Link for checking vendor GST and items registered is
https://services.gst.gov.in/services/searchtp. You may check it yourself or accounts/property
team shall check it.

20. HSN No. of the item purchased be checked in GST certificate in above link.

a. Ifthe no. of HSN codes is five (i.e. maximum nos.), the vendor be asked to attach sample
crossed bills (1-2) issued by the vendor to some other party and the same be attached
along with the quotations for verification by property team.

b. If the no. of HSN codes are less than five, then the vendor be asked to get the same
added on their GST certificate. This ensures that the vendor’s claim for GST is genuine.
FYI, this can be completed within 24 hours.

21. AMs are responsible for ensuring that the assets purchase are delivered to respective branches.

22. Comment shall be added in case any branch is not opened, and assets are utilized for different
branch. Once decided, where these assets be used, it should be communicated to the property
team over email mentioning the EXPENSE ID-Follow up as Subject line.

23. Refer to courier guideline.

B. 2" & SUBSEQUENT PURCHASES OF FIXED ASSETS

1. TMs to create requests by selecting ‘Second Purchase’ from the dropdown ‘Submit Quotation’
button.

2. TMs to add preference for quotation from ‘2" Purchase’ button.

3. AMs to see and verify the request from ‘2" Purchase’ button.

4. Property team to reject/approve the request.

5. Accounts team to reject/pay the payment.

6. Once paid, TMs to upload soft copy of bill

7. Rest of the process will remain same as 1% purchase of assets for new branch setup

Courier all the RA/Annexure/ Joining Letter/Expenses bills/Fixed assets bills by following
dates:

Quarter Last date to courier assets bills
Apr-Jun 15" July
July-Sept 15" Oct
Oct-Dec 15" Jan
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Jan-Mar | 15" Apr

Property and Accounts will share receiving through email after the verifications of
RA/Annexure/ Joining Letter/Expenses bills/Fixed assets bills.

Assets Transfer demo:

Step 1:

Click on the link:

The dashboard will open.

Log in using your credentials.

Select the appropriate login option (e.g., Supervisor).

Travelling Teacher
F E A Supervisor

Area Manager

Training Department

Enter Emp ID Senior Area Manager
Regional Manager
Property Tearm

Accounts Executive

Teacher ~

e ’ [ sienn |
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Step 2:
After logging in with your credentials, choose the Supervisor option.
Navigate to Asset Tracking to view assets.

] A\ Notsecure  43.252.88.75:8185/promotion/registrationList & Yr ¥
FEA India = 2
Dashboard Home / Registrat
il Select Filters for Excel Export
Pending. e Status From Date To Date
Al ~ ad-mm-yyyy o ad-mm - yyyy o Export To Excel

Reset

No promotion data available.

Step 3:

After selecting Asset Tracking, a dashboard will appear displaying all
Branch Names and Store Room Branches.

Use the Filter option to narrow down the view by selecting specific
Branches or Store Rooms as needed.

~ | FEA - Freedom Employability & % + = [= ] ®
€ > @ ANotseowe 4325288758185/ tracking/Index # O @
a
= . k]
@ Welcome, Shubham Srivastaval - Supervisor
Dashboard Home | Dashboard
Filter by Location Branches -
Type
t
Show 1 & ent Search:
D +. CenterName Modified Date Modified By Action
1 Siwan, BR-Mathiya (SR) 01-09-2025 Aman Kumar 2 #
2 Shwan, BR-Bhithi 06-08-2025 E 4~
3 Siwan, BR- Pachrukhi 06-08-2025 T ZZ
4 Sivean, BR Hatt W
= Chaean ARMadarnor NENALINIS = & s -
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Step 4:
On the right corner of the dashboard, you will see the Action menu. ‘
It includes the following three options:

View Movement Records - To check the history of asset movements.
Transfer Asset - To initiate asset transfer between branches or store rooms.
Dispose Quantity - To remove/dispose of a specific quantity of an asset.

»

S Transfer Asset i ]
View Movement Records _ P S

izz Z%Z zz.%
= = = = [= = =z [= =
= & = == [= = == [= =
= = = = = = VB (= =
= A A = [ == - X [~ [~

View Movement Records:
This option allows you to view a complete history of all asset
movement records.

¥ | FEA - Freedom Employability x 4+ - o X
€ 5 G ANotsere 4325288758185/tracking/index -3 O 0 :
a a
%
@ Movement Records s [
Joshex
Center Name: Siwan, BR-Mathiya (SR)
Q, Movement #1: Siwan, BR-Mathiya (SR) — Siwan, BR-Mathiya (SR) |
06-08-2025 |
Q Movement #2: Siwan, BR-Mathiya (SR} — Siwan, BR-Samardah
07-09-202% |
74
Q Movement #3: Siwan, BR-Mathiya (SR) — Siwan, BR-Bagoura Z
09-09-2025
z
I z
Q 0 Movement #4: Siwan, BR-Mathiya (SR) — Siwan, BR-Shahi Takiya [
09-09-2025 v
Ll Q Search If'- L T 9 N B ' °3 A P o)
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Transfer Asset:

After selecting Transfer Asset, a page will open showing the available stock.
Scroll down to access the transfer section.

To transfer assets:

Select the Asset.

Choose the Centre Name (the destination branch/store).

Enter the Quantity.

For transferring multiple assets, use the Add Row option to include additional entries.

A Mot ors 4125108 TEO 1B Arachiog Db

w 0O @

B — J | cooe

Dashboard

Available Stock Siwan, BR-Mathiya {SH)

[e—— e e
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Image Reference (Transfer Asset):
After selecting the Asset, entering the Branch Name (Centre), and specifying the
Quantity, click on Update to complete the transfer process.

Dispose Quantity:

Select Dispose Quantity from the Action menu.

Enter the Quantity to be disposed of for the respective branch.

Provide a Comment and specify the Amount related to the disposed items.

Dashboard =

Asset Details Totdeg sl

[
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Dashboard

=1 i .
R re——

Dashboard

it

Pdaghiged v dmgy 0 dmp 0

W Dbl Gl Wollwet et Rt Ipdeidie ke

Daily food and stay allowance for management staff during official

travel:
Food:

Recruitment Scout/TM/M-
TM/AM and above

Breakfast- Up to Rs.
100/-

Lunch- Up to Rs. 200/-
Dinner- Up to Rs. 200/-

TMs stationed and working in

4000/- per month

the designated loaction

Stay:

Branch staff relocates to the other location

Room is rented along with branch property

TM relocates to the other location

Room is rented along with branch property

AM relocates to the other location

Room is rented along with branch property

Recruitment Scout/TM for hotel stay

Up to Rs. 800/- per day+ GST

Recruitment Scout/TM for a longer than usual
stay

PG is preferred- 300/- per day
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Advance, Purchasing and Expenses

Advance-

o By the next day of BV2, TM to request Branch set up advance amount through Expense
Dashboard: http://43.252.88.75:8086/login.aspx . AM to forward the request to property team (5k-

6K per branch)
e Property to make the payment within 24-48 working hours
Purchasing-

e TM to complete purchasing of variables once final report of induction is out

Expenses-

Expense Dashboard Bills Guidelines

1. All bills should bear expense id before uploading on the dashboard.

a. Forgeneration of expense id, staff need to first make an entry into the dashboard without
uploading the bills. On creation of expense id, it shall be written manually on the bills and
then upload of bills will be done on the dashboard.

2. Managers shall not approve bills if expense id is not written on the uploaded bills.
3. Payee name and employee code shall be written at the end of the bill.
4. Timeline of expenses upload/approval/payments: -

St | Activity Timeline

e

p

1 Upload expenses on dashboard + 7" of next Month
Approval/verification by manager on
expenses

2 Approval by property dept. 11" of next Month
(of verified expenses)

3 Payment by accounts 18" of next month

4 Receiving of payment 21st of next month

5 Monthly Unspent advance with staff (if It shall be deducted from next
any) month’s salary
For example:-
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Total Advance given in March (A) Rs.10,000/-
Bills uploaded and approved against advance (B) Rs. 6,000/-
Unspent advance for March (A-B) Rs. 4,000/-

Unspent advance of Rs.4,000/- shall be deducted from April
month’s salary which is paid in May month.

N o

10.

11
12

15.

16.

17.

18.

19.

20.

In case of rejection of bills by the Accounts team, kindly resubmit the bill using modify option
after due correction. Kindly don’t submit it as a new addition as it creates duplication of bills in
our system.

All Bills should be made in the name of AAM Foundation with Head Office Address only.
‘Stationery & Cleaning expense’ be forwarded to AMs for verification and not to Property team
for quadrimester purchase.

No overwriting is allowed on bills.

Bills should bear the signature of the Manager.

Branch name should be mentioned in each bill either by way of stamp or manually.

. Bills against Advance should be uploaded on dashboard within 20-25 days of taking advance.
. The nature of expense should be categorized correctly on the dashboard for each bill.

13.
14.

Payment in cash for an amount more than Rs.5000/- per bill is not allowed.

If the bill amount is more than Rs.5000/-, payment shall be made preferably by Accounts Dept.
directly to the vendor’s account.

No quotation is needed for purchases up to Rs.5000/-. ltems can be purchased directly, and bills
should be received against the payment for office reimbursement.

In exceptional cases, where bills are not available by the vendor/service provider, kindly use
Performa for bills. (Annexure A). Please avoid sending expense details on blank paper, as this
will not be treated as a valid bill by Auditor/Income Tax Dept. and therefore, shall not be
reimbursed.

Reimbursement of approved bills shall be made by the Accounts team on checking scanned
images of bills on the Expense dashboard instead of waiting for hard copies of the bills. This is
being done to avoid delay in processing payments.

AMs should advise staff to upload all bills on dashboard before submitting the hardcopy,
otherwise the bills will be skipped for payment.

AMs shall collect all bills of his/her zone from the team on monthly basis and courier the same
to Accounts team at Head Office at following address: -

AAM Foundation, Vasant Gaon, Valmiki Temple-1, Delhi-110057 (Kind attention- Deevakar
Rajput (9560771651)/Suman Lata (9718737300)

AMs shall collect all original documents with TMs like bills, in case TMs submit resignation or
get terminated.
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21. AMs shall also email the list of quarterly bills with Accounts team along with courier
receipt/docket for checking/tracking purpose.

22. TMs to submit the quarterly bills to their area managers with the list of sequentially sorted bills
in the below format: -

Expense id # Bill(s)

Total no. of bills Xxx

Note: 1 TMs shall copy list of expense ids of their team from Expense Dashboard under
‘My team expenses’ tab
2. In the above format, expense ids shall be sequentially sorted.

3. TMs shall collect all pending original documents from the teacher like bills, in case when

teacher resigns/gets termination.

Expense Categories with Details:

S. No | Categories Details
Branch set up (new & relocation) expenses such as
electrical fitting, initial stationery and non-stationery +
1 Branch Set-up & Transportation amount
Relocation Expenses of new branch setup and relocation branch
set up are to be shared separately under respective
columns only as per prescribed format
2 | Freight Cost incurred for movement of goods from one Branch
9 to another/ Guest House, books delivery.
This expense is bifurcated into 2 parts:-
3 Stationery &
cleaning supplies Stationery amount and cleaning supplies amount for
running branches to be filled in separately.
4 | Courier charges Cost. of courier/speed post through Post Office, private
courier agency
5 Guest House Guest house food expenses like grocery, milk,
grocery vegetables
IT Repair & . .
6 Maintenance Repair of IT assets like laptop, charger, speakers, etc.
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7 | Branch Cleaning Branches cleaning staff monthly payment
Expenses incurred- Parichay Samaroh, Meeting with
8 | Local City Events Pradhan, Community Event, Group Interview, Sync-Up
60- Reconnect, training
Repair and Repairs- Electrical, Plumbing, Carpenter work
9 Mai (including White-wash, Flooring, Battery Water change,
aintenance etc.)
10 Telephone Mobile phone allowance for office work
allowance
This expense is bifurcated into 3 parts:-
iii) Conveyance-travel in local city
iii) Logbook
iii) Outstation travel+Meal+Lodging
11 TOUR and travel e Tickets/bills are mandatory for travel from bus,
expense train, cab and metro train.
e Current Tour and Travel format to be used from
Expense Dashboard
e Teachers are entitled to reimbursement of travel
expenses to and from the branch if it is located
more than 5 km from their residence.
12 | Others Photocopy and printing, A4 sheet rims

Courier all the RA/Annexure/ Joining Letter/Expenses bills/Fixed assets bills by
following dates:

Quarter Last date to courier assets bills
Apr-Jun 15M July
July-Sept 15" Oct
Oct-Dec 15™ Jan
Jan-Mar 15" Apr

Property and Accounts will share receiving through email after the verifications of
RA/Annexure/ Joining Letter/Expenses bills/Fixed assets bills.
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Above mentioned expense Guidelines to be followed while submitting the expenses for
branch set-up.

Use Branch Set-up expense format to upload the expense to get the reimbursement.
Branch Set-up expense format:

Sr. New branch setup | Relocation of Branch
Na | Bill Total Bill Branch Branch remarks, if
me | ID | Date |Particulars| amount Amount |name Amount |name any
22-
270 Jul-
1 00 23|4 locks 1000 200 800
2
3
4
Total spent 1000 200 800
Advance 15000
Balance Advance/(Déeficit) 14000

List of Essential Items for a New Branches: (ONLY FOR THE REFERENCE)

Estimated
Items Quantity Cost Person In-charge
10 Laptops + 30 Tablets along with
chargers Added in
40 Eaqrphones + 2 Air fiber column of
connection + 1 Pendrive items NA HO
Added in
Speakers- 1 pair + Microphone-1+ column of
USP cable-1 items NA HO
Laptop dusters 10 NA TM to buy
Between
White board- size: 3*4 2 2000 to 2400 | TM to buy
Power Backup (Batteries-2 +inverter-
1) 1 40000 Quotation
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https://docs.google.com/spreadsheets/d/1vJT5TvMVNW1HL9VfaUePkR7Jb1Yd2n5U/edit?usp=sharing&ouid=102868451316853954722&rtpof=true&sd=true

* Need to prefer the Luminous brand. If it is not
available, opt for the Microtek brand.

« Battery (200 AH): Price should not exceed
Rs.16,000. Warranty: 24 + 24 (48" Months).

* Inverter (1650 VA): Price range should be
Rs.6,000-Rs.8,000

Jeopardy tables (3 to 6 tables as per the

availability of laptops)
Chairs 6 +50 4200 + 12000 | Quotation
14-Way Extension boards 3 3000 HO
Electricity Wire (if needed) Need based TM to buy
SS Combine box Need based TM to buy
Fan (ceiling- based on need) 2 Quotation
Cooler 2 11000- 14000 | Quotation
Stationery (2marker, 1ink, 2 board
duster, 20 pencils, 4 chart papers, 200 1setas
A4 sheet, 1 cello tape) mentioned 300 TM to buy
Dustbin 1 300 TM to buy
Sanitary (broom, dustpan collector,
Harpic, brush, floor cleaner, hand
wash, Mop) 1 each 400 TM to buy
Wall Clock 2 400 TM to buy
Lock — Minimum 65mm of Link or
Harison 2 800 TM to buy
LED bulbs — 40 Watt. at least 2 1400 Quotation
Laminated Rural Certificates 2 HO
needed at
the time of
Rural Certificates and folders graduation HO
Blue Flex 1 NA HO
Students' activity book 40 HO
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(Separate notepads will no longer be
provided)
Posters 2 each HO
Status Count Comment
per

Posters branch
World Map Static 2
Rural students Static
laminated certificate 2
FEA Pledge Static 2
Branch Information Static Two nearby whiteboards and third at the
Sheet 3 entrance. To be printed by TMs
FEA has zero tolerance Static
for dishonesty 2

Static
Blue Flex 2
Team FEA Dynamic 2

Note: Dynamic posters and RA will be printed by Teachers locally. TMs will pay them amount and
generate expense of the month on expense dashboard. An excel sheet with details of poster provided
branch wise to be updated in expense dashboard in “Others” category. Format for expense

Date Branch Details of Poster/RA/Annexures |Amount

20

Total 20
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https://docs.google.com/spreadsheets/d/132G3CHQZNA0B_PrUTrSQlS-YbI7ZvWkN/edit?usp=sharing&ouid=102868451316853954722&rtpof=true&sd=true

Stationery Items

Items Quantity and frequency
Marker 2 once in 3 months
Duster 2 for one cycle
Inkpot 4 once in 3 months
Medium size Cello
tape 2 once in a cycle
Scissors 1-Need base
Chart paper 6- Need base
Fevicol 50ml once in a cycle
Pen 10 back-up pens once in 3 months
A4 sheet 200 pages for full cycle
Stapler 1-Need base
Stapler Pin 1-Need base
Register 1 for a cycle
Non-stationery items
Upper
Items Limit
Toilet cleaner 100/-
Broom 100/-
Mop 40/-
Dustpan 50/-
Phenyl floor 50/-
cleaner
Hand wash/Refill | 15/-
Bucket 120/-
Detergent 40/-
powder- (Ghadi
detergent)
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Final Branch Allocation

e By the next day of BV2, TM and AM to meet to finalize joining dates of candidates
e Final branch name and DOJ to be shared by TM between 5 pm to 7 pm on the same day

Student Finalization

e Finalize 40 students for the first batch.

Before classes begin:

The TM shall:
¢ Disburse the advance scholarship amount as per the approved process.
e Obtain written acknowledgements from all students in the prescribed format.
e Maintain proper records as shown in the image below.
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e Courier the original records to the Accounts Team at Head Office.

The TM must clearly communicate:
e Class timings.
e Daily reporting time.
¢ Attendance expectations.
¢ Punctuality expectations.
e Scholarship continuation policy.
e Student responsibilities.

Students should fully understand these expectations before the branch begins operations
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Branch Set-up

Branch Set-up is to be done before the day of the joining date of the branch staff.
Below guidelines to be followed for branch set-up-

v

v

AN NI NI NI <

AN

4-5 tables should be arranged in the center of one room. The 5" & 6" table can be
either kept in the center or at the side for branch staff's use in the other room.

2-3 Laptops are to be kept on each table.

The cable of laptop chargers and extension boards to be arranged using zip locks. Duct
tape to be used to paste the wire on the floor ONLY.

Laptops to be covered with laptop cloth.

Clock to hang on the opposite wall from the white board.

All the FEA posters to be pasted on the same wall as white board.

Blue flex is to be pasted outside the branch.

Two active Air Fiber connections and CCTVs to be installed and operational at the time
of branch set up only.

Inverter and batteries are installed and tested

Laptops & tablets are organized with charging stations

No stuff/assets of the landlord should be kept inside the classroom. Branch Pictures

Joining Letters Guidelines

Final report will be received on next day of branch visit 2 by 2 pm
TMs to share joining details with accounts on the next day of receiving the trainer’s final report
after the discussion with candidate.

Responsibility of completing joining of new staff

1.

As per the current practice, TMs send an appointment letter request to recruitment@feaindia.org
in specified format, addressed to Shivani Singh, who then sends the email to the candidates for
digitally signing the appointment letters.

Most of the appointment letters and joining kits are issued over email and signed digitally at the
Gahru, Lucknow Training Centre, with support from Shreya Singh.
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https://drive.google.com/file/d/1gZAh74Vu6fZxBXViQhT18UjnZOf_k9O4/view?usp=sharing
mailto:recruitment@feaindia.org

3. In afew exceptional cases, where the issuance of appointment letters and joining kits cannot be
completed at Gahru (due to reasons such as a change in joining date, branch not finalized, etc.),
the process is managed by Shreya Singh/Shivani Singh directly. If required, Shreya/Shivani
might reach out to TMs for their support to assist the candidate in digitally signing the
appointment letter.

4. No printing of appointment letters and employee’s manual signature are required now as
appointment letters are digitally signed. TMs are required to guide the new staff on the steps for
digitally signing the documents, as explained below:

Steps for Digital Signing of Appointment Letter:

e On receipt of email from TMs, Shivani will send a soft copy of appointment letter, Declaration &
Undertaking, and one page joining kit to the candidate’s email ID via Zoho Sign. TMs shall
also be informed about this over email by Shivani.

o The candidate must click "Start Signing" and follow the instructions (refer to the attached visual
guide).

o The candidate will:

o Digitally sign the appointment letter and declaration
o Fillin the joining kit and submit it online

o Once completed, | (Shivani Singh) will receive the digitally signed documents. On non-receipt
of signed document, follow up shall be done by Shivani with the concerned TM.

e The candidate also has the option to download and email the signed documents to their email
ID for future reference.

Please ensure the following:
¢ Provide the candidate with clear instructions on how to fill out the joining kit accurately.
o Emphasize the importance of carefully reviewing all details before submitting.

e Refer to courier guidelines

Demo Hiring Email

Email to be sent: Recruitment@feaindia.org (Sanjay Pandey, Vikas Kumar, Shivani Singh and Suman
Lata are the part of this group id)

Staff to be kept in CC: Concerned RH, RM, SAM, AM, Bhawna Bhatia, Sandeep Agarwal, Shreya
Singh

Subject Line: Appointment letter, induction Batch (number)

Dear Shivani,
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Please provide joining letter to following graduates from induction #.

Induc | CEF Bran
teelD | R FEA ch . ,
S. !nduct Leve | Candi | Gradu [ Nam Date | Mobil Em Emerge ™
N |'o" | date |ateID |e of |e ail | ™Y Sh |s
Batch . . Joini | Num Numbe |ift [ Na
o. No (B1/ | Name | (if with n ber ID . me

) B2) any) Cod 9
e

Note: Final induction report should be attached to the joining emails. Also, please use the
above format for joining emails in future.

As the outlook email ids will be created on the day of on-boarding Shreya Singh and TMs to
ensure the email ids get deactivated if candidate decides not join branch as mentioned below:

o Shreya will get the IDs deactivate for the candidates if they don’t join the branch
o TMs to get the email ids deactivated for the candidates, If Joining letter received but refused to join
the branch

Note: If there is any change in the date of joining (DOJ)/Branch Name or if the candidate refuses to
join, please update on the same email thread instead of sending a new email.

CCTV Guidelines and its Usage

Adding the Camera to the EzyKam App
1. Download and install the CP Plus EzyKam app from the Play Store or App Store.
Open the app and log in.
Tap Add Device (+).
Scan the QR code on the camera (or enter the Device ID manually, if required).
Complete the pairing process by following the on-screen instructions.
Once the camera is added, it will appear in the Device List.
Tap the camera to open the Live View.

NoO Ok

Rename the Camera to branch name
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Rename the camera using the Branch Name copied directly from LMS to ensure consistency and
avoid incorrect naming.

Steps to Change the Camera Name

N O RkoODdD =

8.

Open the CP Plus EzyKam app.

Log in to your account.

Select the required camera.

Tap the camera to open Live View.

Tap the Settings () icon.

Open Device Information — Device Name.

Enter the branch name exactly as it appears in LMS (e.g., Bulandshahr East, UP — Sahkari
Nagar).

Tap Save.

The camera will now appear with the correct branch name in the device list.

Camera display appears upside down

In some cases, the camera display may appear upside down after installation. This can be corrected
through the app.

Step to Fix

N =

Open the camera Live View.
Tap the Settings () icon.

Select Basic Function Settings.
Tap Flip Screen.

The camera display will now appear in the correct orientation.

All the branches to have CCTV camera installed and Do’s and Don’ts to be strictly followed

Do’s

Do's and Don’ts

Install the camera at a location that provides maximum coverage of the entire branch.
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Don'ts

Note

Ensure the CCTV camera and Wi-Fi remain operational 24x7.

Provide a dedicated power connection through the inverter for both the CCTV camera and Wi-
Fi router so they continue working during power cuts.

Rename the camera using the exact branch name from LMS.

Share camera access with the AM, SAM, RM and Arpita.Rathi@feagraduate.org.

Educate branch staff not to touch, cover, move, or switch off the CCTV camera or Wi-Fi router.
Review CCTV footage only when required for student safety, branch security, asset protection,
or complaint investigation.

Report any CCTV or connectivity issues to the IT team immediately.

Do not keep the default camera name.

Do not use the CCTV audio feature to communicate with teachers or students. CCTV is for
silent monitoring only.

Do not share live feeds, recordings, screenshots, or videos with parents, students, or any
unauthorized person.

Do not publicly criticize teachers or students based on CCTV observations. Provide feedback
privately through the appropriate reporting manager.

Do not allow staff or students to touch, move, cover, unplug, or tamper with the CCTV camera.
Do not switch off the CCTV camera or Wi-Fi unless instructed by the IT team for
troubleshooting.

Report all CCTV-related technical issues to the IT team immediately for timely resolution.
CCTV footage must be used only for official FEA purposes related to safety, security, and
operational review.

Usage of CCTV cameras:

A ON -

Verify Staff Reporting (Login/Logout Verification)
Student Head Count : Attendance

Asset Counting and Monitoring

Punctuality and Discipline of Students
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In-person Counselling and Telephonic Counselling Schedule Usage by Teachers : Branch
Structure & Time

Timely Commencement of Lessons in Each Session

Ensuring Ethical and Professional Conduct : Respectful behaviour, Personal Space and No
party/celebration

English environment in classroom as per level

Involvement of teacher/TA during session and monitoring of students

Laptop Dashboard

Once the IT assets like- laptop, data card, or trolley are received from IT team, the TM to
provide the confirmation of receiving using laptop dashboard:
http://43.252.88.75:89/laptophomepage.aspx

On the day on branch set-up, TM to transfer the laptops and data card from home to the
respective branch and update the same on the laptop dashboard:
http://43.252.88.75:89/laptophomepage.aspx

Whenever these IT assets (Laptop, dongle, and trolley) are moved from one location to
another, the same should be updated on the laptop dashboard:
http://43.252.88.75:89/laptophomepage.aspx

Guidelines of laptop dashboard

About Laptop Dashboard

1.

The dashboard allows us to monitor laptops' FA codes, status, and locations. It enables the
transfer of laptops between locations and provides branch-wise inventory insights. Additionally,
it offers visibility into the number of laptops managed by SAM, AM, and TM. Upon receiving
new laptops for a branch, we can confirm receipt with the IT department via the laptop
dashboard link.

The dashboard also provides functionality to track dongles by area and zone. It facilitates the
transfer of dongles between branches as required. Receipt of new dongles for a branch can be
confirmed with the IT department through the laptop dashboard link.

Furthermore, the dashboard link allows us to track the number of laptop trolleys within our zone
and add new trolley details to the system.
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Step- 1

Welcome to the login page

@ Use your Employee ID as your
username

Your Other dashboard
password will work here.( Leave
dashboard)

e

Summary

Click on Summary Option

\J

kK

FEA Laptops Dashboard

| Remember me next time.
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Laptops Summary

SAM: AM: ™: HO: Branch: Custodian: Others: TM-Home: All:  Statusin Total:

JSAM Wise OAM Wise CTM Wise JHO Staff ~ OBranch Wise OCustodian Wise COthers TM-Home DAl OStatus

Click the summary page to view the number
of laptops available by SAM, AM, TM, etc.

Click on View Option
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Check the number of laptops
View Laptop Sum mary in your zone branch wise.

<_ Download the Excel file.

Iglas, UP-Lutsan n
Iglas, UP-Asi 10
Iglas, UP-Tuksan n
Iglas, UP-Budhoo Nagla n
Iglas, UP-Rahana n
Iglas, UP-Mahua 10
Iglas, UP-Bhakruala 10

From Branch

Click on Move Option

Click on branch option
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Place where

Iaptop is
From
glas, UP-Aisi
0 SNo.
1
2
3
4
5

Date

16.04.2024

16.04.2024

16.04,2024

16.04.2024

16.04.2024

ace where
you are

transferring
the laptop

To

Dheeraj Roy Home-F ~

Code Status
FA3928  Working
FA46T2 Working
FA46T1 Working

FA4625 Warking

FA4668 Warking

Reason of
transferring
the laptops

ATwWays
Select Rural
for transfer

Laptops

Desciption Category

Shifted Branch to

Category
Rural
Rural
Rural
Rural

Rural

Click On All codes

Home Rural

From
Dheeraj Roy Home-Rural
Dheeraj Roy Home-Rural
Dheeraj Roy Home-Rural
Dheeraj Roy Home-Rural

Ctheeraj Roy Home-Rural

Laptops From Branches

Transfer laptops between branches|

Laptop status

working or
Mot working
Status
v Working v
To Present
Iglas, UP-Aisi Iglag, UP-Aisi
Iglas, LUP-Alsi Iglas, UP-Alsi
Iglas, UP-Aisi Iglas, UP-Aisi
Iglas, UP-Aisi Iglas, UP-Aisi
Iglas, UP-Aisi Iglas, UP-Aisi

Click

Transfer Selected Laptops

Moved By
Dheeraj Roy
Dheeraj Roy
Dheeraj Roy
Dheeraj Roy

Cheeraj Roy

Type
Laptop
Laptop
Laptop
Laptop

Laptop

Click on All Laptops Code
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.
View All Codes
Export to Excel
Show| 10 ¥ | entries Search all FA codes at one ploce—> Search:
Date * Code Branch Staff ™ AM Category Status Description Type
FAB910  Madhubani, BR- Ajit Jha Amit Singh  Rura Working Laptop
Dabhari
FAGI14  Madhubani, BR- Ajit Jha Amit Singh | Rural Working Laptop
Dabhari
FAG921  Madhubani, BR- Ajit Jha Amit Singh  Rural Working Laptop
Dabhari
FAG922  Madhubani, BR Ajit Jha Amit Singh | Rural Working Laptop
Dabhari

Click on indicate option

% Provdelastoplcedrmatonapc

Provide Laptops Confirmation

Confirm receiving of new
Provick Confriticn
<-Ioptops to the IT Department.

Jox| 1) v ove Seaxh
O XM 0 1 0 O N N
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Click on indicate option

Flace
where
dongle is
reflecting

glas, UP-Budhoo v

] SNo. date

10.11.2023

18.12.2023

Click on indicate option

Transfer Data Card from Branch

Flace wherz |
you are
transferring

Reason of
transferring

the dongles

Dheeraj Roy Hore

Number  Type

9810563089 Data

Card
Larg

7042736301 Data

Card

Branch to home

CompanyName Status From

Airtel Active  Iglas, UP-Jatwar
Rura

Ajrtel ctive  Delhi Head Office

working Or

37 the dongles - Mon working

Submit

Present

Iglas, UP-Budhoo
Magla

Iglas, UP-Budhoo
Magla

Transfer dongle
one branch to
another

Moved By

Arvind

Kumar

Sanjeev
Yadav
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Click here

Click here

Provide Data Card Confirmation

O 4

™

Total

Gautam Sharma
Jyoti Sharma
Guifam Abmed
Aisha Ansari
Akash Bhadauria

Anju Yadav

Ruchi Twan

Confirm receiving of new

dongles to the IT Department.

w10 ¥ e extt

| o
O N
1 by 0t o i | ¥

TM Wise Data Cards

-- Check Number of Dongles TM wise

Total Count

1328

Al

Al

0

0

0

0

0
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All Data Cards

Check dongles number
0 Vo and place

Grdin Dok ok
Narber Tt Compnfone  Sbhw Sy Decfin fom % b o WA

TANSINY Csti A ki Dl Aol Dbion Mitde Atk

(af noeret G I sy S

-m Add new trolley details
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Day 1 support

Before being deployed independently, every new Scholarship Teacher must:
¢ Shadow an experienced Scholarship Teacher.
e Observe classroom management.
¢ Understand the scholarship program.
¢ Practise conducting sessions using the prescribed methodology.
o Demonstrate readiness before taking charge of a new branch.
e TM to visit the branch on day 1 of joining
o Day 1 support checklist is to be used to provide all the necessary support.
o After Day 1 support is provided, the checklist is to be emailed to the reporting manager with all
the details.
No teacher should be deployed without completing this shadowing and practice phase.

Checklist:
On-boarding date
TM Name (Person in-charge)
Time
Description Status (Y/N) Spent
Do we require to conduct Replacement lesson? Y/N
Does the teacher know about the usage of onboarding kit
and its’s location on website? Y
Discuss the questions of assessment taken by the teacher.
(Questions for which the answers were wrong to be
emphasized) Y
Share the data fo finalized students with the teacher Y
Ask questions related to mobilization and help the staff
understand the process if required. Y
On field training/demonstration/support for mobilization if
required Y
To be done at the
Outlook Configuration designated branch
To be done at the
Help the teacher to log in to LMS designated branch
Check the understanding of Pendrive usage & guide if
required by demonstrating. Y
Discuss enrolment process & conditions. Y
Activate weblinks (Leave, Expense) Y
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To be done at the
Hand overing the branch assets designated branch

Are the ESI registration details filled on
http://43.252.88.75:89/ESIC Login.aspx dashboard?

Link to instruction video on how to use dashboard:
https://drive.google.com/file/d/1BQcfS-
5i yn8GYvJaYRWGUgsfJbbgBbl/view?usp=sharing Y

Total

Branch Launch

Classes should commence on the scheduled date without delay.
On Day 1, the TM to:
¢ Welcome students.
e Reiterate:
o Scholarship objectives.
o Attendance expectations.
o Punctuality.
o Classroom discipline.
o Self-study expectations.
e Introduce the teacher.
¢ Ensure classes begin as per schedule.

Initial Academic Monitoring (First Two Days)

The first two days are critical for identifying students who may struggle with the learning pace.

The TM to:
e Observe classroom participation.
¢ Monitor students' ability to cope with English instruction.
o Identify students requiring additional support.
Any significant concerns must be reported immediately to:
e Area Manager
e Avishek Singh
e Salman Ali
A support plan will be developed without delay.
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Teacher Stabilization (Week 1)

During the first week of branch operations, the TM must remain available to provide classroom
support.

In this model, the batch of 40 students is divided into two groups: while the teacher actively instructs
one group, the other group works independently on self-study material, and the groups rotate through
the session. This allows one teacher to manage a full batch effectively while ensuring every student
receives direct instruction time.

Responsibilities include:
o Assisting the teacher in managing the dual-classroom/self-study model.
e Monitoring the self-study session while the teacher actively teaches the other group.
e Coaching the teacher on:
o Classroom management.
o Student engagement.
o Effective transitions between instruction and self-study.

e Gradually transferring complete classroom responsibility to the teacher as confidence and
competence improve.

Processing the weekly scholarship payments for students
Krishnendu to add when Dashbord is ready. Meanwhile the TMs to do the below:

o AMto get the advance payment done to the TM to distribute the selected students

e Advance money is paid to the students in cash with a written confirmation from them.

e TMto send the relevant documents of written confriamtion to HO for the record purpose via email
and via courier too.

e Based onthe number of classes attended by the students, the TM to email the information to
account department for payments on Mondays for the previous week from the second week of
branch start onwards.

o To:

CC:
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TM to ensure the payments are made to the students and received by them on Tuesday. Any

concerns are reported by students by Wednesday morning and reported immediately to the

relevant stakeholders

Note- no payments should be uphold due to any reasons. TM is responsible to get the credit done

to the students on a weekly basis.

Branch Re-Location/Closure

Branch closure request is to be placed 15 days in advance using property dashboard in
case of relocation or closure. hittp://43.252.88.75:89/propertyrural.aspx

All the assets available at the branch to be shifted before the closure date. Note: IT assets
are not to be kept in the storeroom. These can either be kept at TMs home or to be shifted
to a newly opened branch for use.

Complete the closure formalities with landlord and submit the required document RA and
Annexure to property team. Refer to RA Guidelines, know what document is to be
submitted for which branch.

Once all the assets are shifted to TT's home/storeroom/another branch, inform the property
team and area manager with other stakeholders via email and update laptop dashboard:
http://43.252.88.75:89/LaptopHomePage.aspx

Students’ status should be changed before making branch inactive

Once all the actions mentioned above are performed, AM can inactive the branch using
property dashboard: http://43.252.88.75:89/propertyrural.aspx

Rent Agreement Guidelines
Please find the steps of new Web link. http://43.252.88.75:85/Document/account/login

1.

RA will be displayed automatically on the dashboard. A request letter to the landlord will also
be added on the 2nd page of RA, wherein the landlord be requested to provide his/her support
in creating awareness about FEA’s classes and encouraging students to join FEAclass.

TMs to get two printed COLOUR copies of RA and the request letter as stated above. Sign
both the copies and get both the copies signed by the landlord. TMs will take care not to add
their signatures on the AAMF stamp.
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TMs need to upload the signed copy of RA (ONLY 1st PAGE) to the dashboard for verification
within 15 days of the branch opening.

2nd PAGE OF RA shall be kept with TMs for verification by AM at any later stage.

Property team to approve/reject. If rejected, TMs to modify the RA and upload again with
landlord sign, following the reason provided by the property team on the dashboard.

Once RA is verified by the property team. The TM to handover one copy of RA to the landlord
and another copy of RA (ONLY 1st PAGE) to the area manager along with the quarterly bills.
The AMs to send all RAs to Property Team every quarter within the given timelines.

Once RAs received by property team, Property team will get it signed by Vikas
Kumar/Abhishek Singh. Once sign is completed, e-copy of RAs will be uploaded on the
dashboard http://43.252.88.75:85/Document/account/login

Note: It is noted that many landlords ask for written prior notice for vacation of branch.
Therefore, TM should issue this notice in writing and keep the same in their records. A copy
of notice is attached in Appendix 1 for ease of reference/use.

The RAs to be obtained from property team should be of 6 months duration.

For Annexure:

1.

Once the branch is closed, the TM/teacher to get the printout of annexure, get it signed
by landlord and uploaded it for verification.

PT to approve/reject. If rejected, TM/teachers to modify the Annexure and upload again,
following the reason provided by the PT.
TMs to ensure the approved annexure is sent to Property team via courier within the given

timelines with the help of AMs during quarterly bills submission

Note: Dynamic Poster and RA can be printed by Teachers locally. TMs will pay them amount and
generate expense of the month on expense dashboard. An excel sheet with details of poster provided
branch wise to be updated in expense dashboard in “Others” category.

Format for expense

Date

Branch Details of Poster/RA/Annexures |Amount

1 May 25|Aurangabad, BR Dehri | Team FEA poster + RA 20
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Total 20

Courier Guidelines

Expense dashboard bills and Asset dashboard bills are mixed in one envelope instead of separate
envelopes as guided in the guidelines.

Bills processed through emails like vendor payments, etc. are added in property team envelope.
Team should send it in ‘Accounts team’ envelope only as otherwise sometimes the bills get
misplaced.

Branch setup bills (Expense Dashboard) are mixed with Assets dashboard bills. Branch set up bills
are part of Expense dashboard bills only and therefore, should be kept for use by Accounts team
only. Property team does not take any action on these bills and therefore, should not be mixed with
Assets Dashboard bills.

. Avoid folding the bills more than once. It sometimes gets torn.

If any bills are half the size of an A4 sheet, please attach them to full A4 sheet, rather than stapling
them directly onto the other bills. It becomes easier to manage and verify the bills provided.

In short, bills pertaining to property and accounts team should be segregated as under:

a. Property team envelope shall contain Assets dashboard bills with Expense ids, RAs, Annexures
b. Accounts team envelope shall contain bills processed on emails (without expense ids),
Appointment letters, Expense dashboard bills

Courier all the RA/Annexure/ Joining Letter/Expenses bills/Fixed assets bills by following dates:

Quarter Last date to courier assets bills
Apr-Jun 15" July
July-Sept 15" Oct
Oct-Dec 15" Jan
Jan-Mar 15" Apr

In case of exceptional and unavoidable circumstances, with the manager’s prior permission,
the last date to courier bills can be 30th of the following month.

Property and Accounts will give share receiving through email after the verifications of
RA/Annexure/ Joining Letter/Expenses bills/Fixed assets bills.
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Support in Facilitation and Performance Assessment

Daily Observation and MPR Guidelines:

¢ TM to make at least 1 visit to the teacher while s/he is shadowing an existing teacher and 1
support visit to teachers every month.

o During the support visits, TM to observe the staff and share the relevant feedback verbally
and in writing

o TM must observe 15 Min counselling session by the teacher and schedule the visit to
Master Teacher in case of no or ineffective utilization of the 15 min slot

e MPR Link: http://43.252.88.75:8185/

o TM to release daily observation report only after feedback session with teacher, within
24hrs of the observation.

e Observation reports released after 30"/31s of the month will be not considered in MPR.

¢ TM must release minimum 1 observation report to release MPR of any teacher.

e TMs to use the (Observation-Feedback and MPR) given link to release MPR of the
teachers.

e TM to release MPR on the 3™ of every month. If 3 is Sunday, then 4™ of the month.

o Parameters: Attendance, Dropout out, Classroom Management, Branch Upkeep, Laptop
Management, will be automatically updated as per the scoring in the observation reports.

e TMs to update scores of “Timely informative emails”, “Timely reporting”, “LMS accuracy”
based on their observations.

e TMs to update the comments for “Laptop management”, “Branch upkeep”, “Timely
informative emails”, “Timely reporting”, “LMS accuracy”

¢ Total Classroom management contains the scoring of checklist 1

e Scoring pattern, If teacher has received checklist 1 in observation, then total is out of 12.
(Note: Laptop management and Branch Upkeep scores are considered separately in the
MPR).

Five Minute interaction by TMs

Note- Five-minute interaction must take place during every visit of TMs and in both the
sessions.
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Check Impact of Learning

¢ Please go prepared with notes/objectives of the last 4-5 lessons conducted at the branch
e Ask students a few questions about how they implement or should implement the learning of
the lesson in their day-to-day life?
¢ How will implementing learning impact their life?
Note- The questions can be asked about the same day lesson as well, feedback to be provided to the
Teacher based on findings

Issues and Solutions

o Ask students if they are facing any sort of issues at the branch
¢ Provide the feasible solution, suggestion, or explanation

Support in Capacity Utilization

Enrolments
o Expectations- TM to ensure that each branch maintains 100% enrolments from the first day
onwards.

o TM to provide support visits to help the teacher in mobilization/home visit whenever needed
with an immediate effect.
e TMto ensure all enrolled students are of the age of 20 and above in the branch.

Students Retention

o Expectations- TM to ensure that each branch maintains 100% attendance % against capacity
from the first day onwards of branch opening for students.

e TM to call 2 or more days’ absentees on regular basis as it is expected no student takes leave
during the course of FEA classes. Leave to be taken with the consent of teacher/TM. Link:
http://43.252.88.75:89/zonewisestudentattendance.aspx

e During the branch visit, TM to do in-person counselling of students for both the sessions within
the session time.

e TM to guide branch staff on updating phone logs for students on regular basis.

e TM to ensure 0 backlogs/outdated logs. To check the data use- Summary of Absentee link:
http://103.27.234.18:8080/summaryofzone.aspx

e TM to train/counsel branch staff if phone logs aren’t updated timely.

e TM to ensure that 100% of the enrolled students become graduates.

e TM to guide and support branch staff for home visit/PTC for irregulars as and when needed.
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¢ Plan meeting/discussion with teachers on weekly/bi-weekly basis to discuss the attendance
targets and plans as per the need.

e TM to train branch staff on students’ retention document.
A document o help in retention of students can also be explored on FEA Login page for
scenario wise details

Retention strategies for reference:

Post Absentees:

Pre-Absentees: Irregular Students:

Problem Solving

Station

Encouragement

during 5 minutes 1. In-person counselling by
interaction by TM Teacher or TM

Classroom

Management

Sppointing TA

1. Telephonic counselling

2.PTC

Community Engagement & Mobilization
Objective

To build trust and collaboration with the community, driving enrolments, attendance, and long-term
support for students’ growth.
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Guidelines

1. During each branch visit, actively engage with the community — do not wait for enrolments to
decline.

2. Interact with key stakeholders: parents/guardians of current students, Neighbours,
shopkeepers, village sarpanch/Pradhan/Anganwadi workers, and former students.

3. Build rapport by greeting warmly, introducing yourself, and inviting feedback on students’
progress and community expectations.

Remember — rapport is nurtured from the very first day of branch operations and grows
through consistent, genuine interaction.

4. Clearly communicate the program’s value — academic growth, character building, interview
skills, digital literacy, and life skills — highlighting its role in preparing students for real-world
success.

5. Address concerns regarding students’ attendance, punctuality, or regularity openly.

Invite parents/guardians to visit the branch or attend special events.

7. Encourage community volunteers to assist in classroom activities and outreach to boost
enrolments.

o

Community Interaction Questionnaire — Reference for TMs

A. For Parents/Guardians
1. How is your child finding the FEA classes?
2. Have you noticed any changes in their skills or confidence since joining?
3. Are there any topics or skills you would like us to focus on more?
4. Is the class timing suitable for your child’s routine?
5. Is there anything that stops your child from attending regularly?

B. For Neighbours & Local Shopkeepers
1. Are you aware of the FEA branch here and what we do?
2. Do you see students coming regularly?
3. What do you think about having a free English and skills centre in the community?
4. Have you noticed any changes in how they used to behave/talk and how they do it now or skills
or confidence in the students you know attend FEA classes?
Is there anything that may stop students of villages from attending the classes regularly?
Do you know any young people who might benefit from joining FEA classes?

o o
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C. For Community Leaders / Influencers
. What are the main education or skills needs you see among young people here?

—_—

2. How do you think FEA can help address these needs?

3. Have you noticed any changes in their skills or confidence in the students you know who attend
FEA classes?

4. Is there anything that may stop students of villages from attending the classes regularly?

5. Would you be willing to share information about our classes with others?

6. Are there local events or gatherings where we could reach more students?

D. For Former Students
1. How has FEA helped you after graduation?
2. What suggestions do you have for making the program better?
3. Would you be willing to speak to current students about your experience?

Tip: Keep the tone conversational — not like a formal survey. Choose 4-5 questions depending on
who you’re speaking to and the time available.

“Community Interaction Questionnaire — Reference for TMs” in Hindi
A. For Parents/Guardians

o IUDI T FEA BT FH&T (classes)ﬁﬁ %WWW%/EITW%?

o T MU T W BIS 71 SIS (Skill) TT STATIYTT (confidence) TN & Ta J I TGT AT IE fohar 872
o TIPS Y AW (topics) T IR (skills) & BT TR 30 A8 & b 89 3R STGT e &2

o T HE (class) BT AT 3MTTd §= B fG-=l (schedule) & feTTa T 3l 82

o TP VU TG & O 3HTUP & BT I (daily) 3 Aepeit 22

B. For Neighbours & Local Shopkeepers

o T 3MU GgT FEA XGT 3R §HR &9 & aR H S 82

o T3 WA § b 5=/ B (students) T8T Fafid &9 J / I (regularly/daily) 3Td 872

o 3 RUE Y 3MTUS TG/ P (community/area) H G (free) ST 7 b WRa o 718 8141 4T 82
o Ol faEnef (students) FET 3MMd &, T MU I7b TTER, &1d B &b &1, T STEAIY H BIS Seld o@T 82

o T B THE § R i & 9 I H B off Ui 81

o 73U Y fordt gaT ASHIASH! Ul & o T8 B! 7 BT BT 81 Wbl 87

C. For Community Leaders / Influencers
o 3T RS J Tl & Garshl &l [ kg $I UgTs 1 fbed &1 Yo TTGT SRevd 872
o 3 R J FEA 37 TReRdl & Bl YRT HR abell 82
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o SISHFEA T UG @ B/ S o=l oY 31U I €, o1 S 3N PiS Seald 30T s—oi SIaaTd, TGy I HINa?
o FPIs W a1/ g 8 FoRR 7T & T & fore Fafiid (regularly) 3T GiRed ghar 82

o T 3T THR TR & IR H R &Y I H §ARI A Bil?

o TG TH IS BRIHH AT 3AC BId 0, ST o 3R D T 0 Ugd Hbd 67

D. For Former Students
e FEA Y INUC §F & 91 3TUH! et it & 39 Aeg firct?
e T PHH (FEA program) P 3R IeR F 1 & fore smuss F&a g=ITd/ suggestions g2
o T 3MY YA 3{JHJ (experience) Pl aAHH BHEI (current students) & 1Y FleT AR?

Tip: Keep the tone conversational — not like a formal survey. Choose 4-5 questions depending on who you're
speaking to and the time available.

Dropouts

o TM to take final action on all the students who aren’t interested in continuing the program
before 14 days of absenteeism.

¢ TM to take final action on drop out by system by the end of the month before releasing MPR.
To check the data use- Dropout, Last Attendance weblink:
http://103.27.234.18:8080/mertracking.aspx

e TMis supposed to talk to the student and update the dropout reason.

Support in Branch Management

Branch Stationery and Housekeeping Management

e TM to request for advance amount on expense dashboard by 5" of the month for four months
stationery and cleaning materials requirements for the branches. Link:
http://43.252.88.75:8086/login.aspx

¢ TM to make purchases based on branch staff request as per the standard list of stationery and
non-stationery and handovers during a quadrimester reconnect.

e The bills of stationery and cleaning materials to be taken separately and updated onto expense
dashboard for single expense ID. Link: http://43.252.88.75:8086/login.aspx

o TM to be involved in branch maintenance approvals from property team with branch staff. TM
to approve the bills timely and get them uploaded onto the dashboard as the bill advisory.
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TM to upload monthly cleaning staff salary under miscellaneous expense category using
expense dashboard by 25™ of the month. The information regarding any change shall be
communicated timely with accounts.

Support in Miscellaneous Categories

Mentorship and Career Guidance

TM to ensure that the timely and necessary confirmations from branch staff about scheduled
VCC and MS sessions is shared with the VCC/MS team/Mentor.

TM to ensure floating/trigger lessons get conduct and reflect onto LMS timely.

TM to approach CG/MS team if VCC/MS sessions don’t get scheduled when needed.

TM to communicate with VCC and MS team timely about leave/training of branch staff or any
change in session timing is made after the call is scheduled.

TM to ensure the MS scheduling page is updated and the correct call dates are visible on it for
active mentorship calls.

TM to ensure that the timely communications are made with MS team for any correction
needed onto MS scheduling page . hitp://43.252.88.75:89/Scheduling-Login.aspx

Travelling Reimbursement

TM to train staff on monthly travel expenses format and proceed all these expenses by 5th of
each month for the previous month. Link: hittp://43.252.88.75:8086/login.aspx

TM to collect all the hard copies of bills of branch staff for tour and travel uploaded and
approved onto expense dashboard (if any) and submit to AM to courier to HO.

TM to ensure timely reimbursements of branch staff, reach out to accounts/property team/AM
by taking timely follow ups.

TM to request for own monthly advance tour and travel amount for branch/Lucknow Training
Centre visits on expense dashboard by 5th of each month for the current month. Link:
http://43.252.88.75:8086/login.aspx

TM to upload own travel expenses as well by 5th of each month for the previous month and
submit the required bills to AM to courier to HO.

Leave Policy
Paid Time Off (PTO) (Updated as on 1.4.2023)

Please find below updated FEA Leave Policy. If any queries, please contact your direct manager for
resolution.
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Please feel free to seek guidance from your dept. head, if needed.

1) We observe 11 public holidays every year. Employees accrue 2.25 PTO leaves for each pay period
of one calendar month. PTO consists of 15 Privilege Leave (PL) & 12 Casual cum Sick Leave (CL) per
year. This adds up to 27 days PTO per year plus 11 holidays for a total of 38 days off. To ensure
classroom continuity and to prevent students from losing interest in their studies, PTO should be taken
in consultation with your direct manager. It is necessary to apply for the leave in advance and
important to get the sanction before proceeding on leave.

2) Casual cum Sick Leave (CL) All employees are entitled to 1 Casual cum sick leave (CL) per month
at the beginning of each month. For new joiners, CL for the joining month shall be given if staff joins
before 15th of the month. Employees can have CL balance of up to —ve 3 days with prior approval of
staff manager, in which case the balance will be set off with the future CLs credited to the employee’s
leave account.

Four half-day CLs can be applied in one calendar year, however more than 4 half-day CLs can be
approved in exceptional circumstances. Unused CLs will not be carried forward for the next year.

Casual cum Sick Leave is granted for certain unforeseen situations or where you require leave to
attend to personal matters/sickness and not for vacation. CL should ideally be applied minimum 48
hours in advance, unless there is an unavoidable situation/ medical emergency. In such unique
situations, please call your direct manager to seek approval.

Casual Leave cannot be availed for more than 3 continuous days, above which it shall be treated as
PL or leave without pay, as per decision of direct manager. Sick Leave of more than 3 days should be
supported by a medical Certificate/Fitness Certificate to resume the duty, given by a registered
Medical Practitioner/MBBS Doctor.

3) Privilege Leave (PL)

Employees can accrue 1.25 days of privilege leave for each month of service. For new joinees, PL for
the joining month shall be given if staff joins before 15th of the month. 15

PLs per year can be accumulated to 45 days in total and after that no further accumulation is
permitted. PL should ideally be applied at least 7 days in advance, however in exceptional
circumstances it can be applied in less than 7 days after consultation with direct manager. In case CLs
are exhausted, PL can be consumed in place of CL after consultation with direct manager.

4) Accrued leave cannot be cashed.
5) For new joiners, CL is on pro rata basis and PL is allowed after three months of service on pro rata
basis.
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6) You may take unpaid leaves if you have exhausted your PTO, with the permission of your manager.
Unpaid leave should be avoided as it disrupts operations. Unsanctioned leave will lead to disciplinary
action and possibly termination. Abuse of the flexibility offered for medical emergency is an act of
dishonesty. FEA has zero tolerance for dishonesty and will terminate dishonest employees.

7) In the spirit of cooperation and of being helpful to each other, employees may voluntarily donate
Privilege leave (PL) to needy colleagues during emergency situations including medical contingencies,
if staff wish to, with the following guidelines:

Donor may give away as many of their Privilege leaves as they wish on approval of direct managers. A
single recipient may only receive a maximum of 10 Privilege leaves in a 12-month period, from all
donors added together.
o Leave(s) can be donated only if the receiving employees’ balance PL is less than 1.
o HO Staff - Intra-Department: Only employees at same designation can donate leave to each
other.
¢ Inter-Department: Employees can donate leave irrespective of designation.

Branch Staff

Allowed — All Branch Staff can donate leave to each other.

Not Allowed — Between Branch staff & HO Staff. 8) Any grievance regarding leave approval can be
shared directly with the Head of Finance & HR

TM to train branch staff about leave policy and approve the leave of staff by adhering to the same.

TM to mark branch staff on leave, training, FEA event, or other as per the requirement timely using
Leave Dashboard. http://43.252.88.75:8087/login.aspx

Staff Reporting

e TM to send staff reporting email to branch staff on daily basis by using web link:
http://43.252.88.75:8087/Staff tardiness.aspx

o Based on month’s performance, TM identifies tardy branch staff and take the necessary
actions after consulting with AM.
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LMS Accuracy

TM to ensure the attendance is updated timely onto the LMS and is accurate by checking the
monthly attendance page on daily basis.

Missed attendance log will be approved automatically within 24hrs of update by branch staff.
TM to audit and train branch staff to updating accurate student details onto the LMS (age, full
name, etc.)

TMs to correct incorrect lesson number within 24 hours by using the web link:
http://43.252.88.75:8086/UpdateAttendancelogin.aspx

IT Support

TM to train branch staff on reporting IT assets related concerns timely using LMS.

TM to exchange the non-working laptop of the branches from the TM'’s stock and update the
Laptop Dashboard within 10 days. Link: http://43.252.88.75:89/LaptopHomePage.aspx

TM to carry/send the non-working laptop with the help of any branch staff at Lucknow Training
Centre for repair or exchange and re-update the Laptop Dashboard once the issue is resolved.
Link: http://43.252.88.75:89/LaptopHomePage.aspx

TM to deliver IT assets as per the requirement updated onto the IT page and updates the
Laptop Dashboard/ IT link or gets it updated by IT custodian.

TM to ensure the dongles of the closed branches are submitted to AM or being utilized at
active branches (in case the branch re-opening date is short) and updates the Laptop
Dashboard for the same

Meetings/Trainings and Weekly Manager-Candidate Connect

Meeting/training

TM to organize meetings/trainings as per the need and with the consultation of Area manager
to communicate current updates/changes with branch staff and use this time to train them as
per the need of curriculum changes, policies, or other updates

TM to share the meeting invite to branch staff, AM, RM and SRM using calendar invite feature
of outlook before 2 weeks of the meeting.

TM to share the meeting outcomes within 24 hours with branch staff keeping SRM, RM, and
AM in loop using the below format.
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Weekly Manager Candidate Connect

e TMs to meet his/her candidates in induction on every Thursday from 04:00 PM to 05:00
PM

Call 1: Know Your Manager

Purpose:
To establish early trust and familiarity between managers and candidates.

Key Focus:

¢ Manager’s background and field journey
¢ Manager’s personal ethics and values that contributed to their growth
e Establishing mutual expectations during induction

Outcome:
Candidates feel comfortable approaching their manager and confident about working together.

Action Required:
Please share the Zoom link with your candidates via WhatsApp and ensure their participation.

Call 2: Know Your Team - The People You’ll Work With

Purpose:
To help managers understand the candidates as individuals and build early rapport by knowing who
they are beyond induction performance.

Key Focus:

e Candidate background and personal journey
e Strengths they bring to the role
¢ One challenge they want to overcome during induction/early field days

Outcome:
Managers develop familiarity and empathy towards candidates, and candidates feel seen, heard, and
more confident engaging with their manager on the field.
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To: IDs of all the attendees
CC: IDs of AM, RM, SRM and absentees
Subject: [Date], [Territory’s name], MOM

Dear All,

Please find the meeting minutes below.

Meeting called by
Date and Time

Joined in Time-

Attend
endees Joined Late-

Point Discussed Objective and Discussion outcome
Obijective:

Discussion outcome:

Objective:

Discussion outcome:
Obijective:

Discussion outcome:
Objective:

Discussion outcome:

Student’s Graduation

e TM to ensure that gowns and certificates are available at the branch on the day on graduation.

e TM to make visit on the day of graduation to provide certificates to students and to make them
graduate using link: http://103.27.234.18:8080/getstudentlessonpercentage.aspx
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Counselling, Warnings and Final Warning Letter
Templates

Counselling Letter

Warning letter

Final Warning Letter

Resignations and Terminations

Resignation guidelines

e Once resignation email is received from staff, TM to revert back to teacher within 24 hours
(refer to Response of Managers) or consult with AM if any discussion is required for
acceptance or rejection

o TM to email the resignation in prescribed format to accounts, IT and property within 24-48
hours. The email must be sent as a single email trail that includes:

o The teacher’s original resignation email, and
o The email confirming acceptance of the resignation.

e TM to visit branch on the last working day of staff to take the handover of branch assets, shift
the IT assets to TM’s home and to change the lock of the branch.

e TM to store the IT assets at home and send the information about shifting using laptop
dashboard

Note: Shreya to inactivate the employee ID within 24-48 hours of the last working day.

Response of Managers:

TO BE USED FOR EMPLOYEES ON PROBATION

We hereby accept your resignation from your position ................. at FEA. Your last working
day shall be ...... mention date........... , as stated in your resignation.

To ensure a smooth transition, you are requested to comply with below points:-
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1. Handover all the assets (if any) in your possession to FEA (e.g. laptop, charger, pen
drive, dongle, sim, etc.). Also, kindly send an email to us on such handover for
confirmation from our side. Please note that full & final settlement of your dues shall not
be cleared unless the handover of assets is completed.

2. To ensure timely payments, you are guided to share details and bills related to official
expenses, if any, incurred and not yet claimed by you immediately to us.

Please note that your all-pending dues including salaries and expenses shall be cleared by
Accounts team while processing salaries in the next month as per regular process.

In case of any query related to your dues and its payment you can directly reach out to Suman
Lata, Accounts team @ suman.lata@feaindia.org.

We are hopeful that you shall cooperate fully for smooth transition of your duties while leaving
the organization.

Wish you all the best for your future endeavours!

Note: Above mentioned format will also be used for “Asked to discontinue”.

TO BE USED FOR PERMANENT EMPLOYEES

We hereby accept your resignation from your position ................. at FEA. Your last working
day shall be ...... mention date........... , as stated in your resignation.

To ensure a smooth transition, you are requested to comply with below points:-

1. Handover all the assets (if any) in your possession to FEA (e.g. laptop, charger, pen
drive, dongle, sim, etc.). Also, kindly send an email to us on such handover for
confirmation from our side. Please note that full & final settlement of your dues shall not
be cleared unless the handover of assets is completed.

2. To ensure timely payments, you are guided to share details and bills related to official
expenses, if any, incurred and not yet claimed by you immediately to us.

Please note that your all-pending dues including salaries and expenses shall be cleared by
Accounts team while processing salaries in the next month as per regular process.
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As per terms of appointment letter, staff should either serve one month notice period or get the
salary deducted for the same. In cases wherein staff doesn’t comply with the same, we mention
the fact of not serving notice period in the staff’'s experience letter.

In case of any query related to your dues and its payment you can directly reach out to Suman
Lata, Accounts team @ suman.lata@feaindia.org.

We are hopeful that you shall cooperate fully for smooth transition of your duties while leaving
the organization.

Wish you all the best for your future endeavours!

Email to be sent: Suman Lata and Shivani Singh

Staff to be kept in CC: Concerned RH, RM, SAM, AM, HR (Vikas Kumar and Sanjay Pandey), Bhawna
Bhatia, Sandeep Agarwal, Sanjeev, Local IT Custodian, Shreya Singh, Md. Abid, Arpita Rathi

Subject line: Resignation /Asked to discontinue/Termination - Employee Name and Employee ID
Dear Suman,

Please be informed that the (Teacher name) from (branch name) has resigned from his/her position of
Teacher on (date). Resignation letter has been accepted/ was rejected (note: TM to provide
appropriate reasoning of rejection)

Please find required details mentioned tabulated below.

Empl | Teac | Branc | Date | Date | Last | Notic | Reason for | Eligible to Assets
oyee | her h of of work | e resignation | re-hire collected
Cod | Name [ Name | Joini | resign | ing serv | /Terminatio | (Yes/No) from
e ng ation | Day [ ed(Y | n/Askedto | Addreason | teacher(Y/
es/N | discontinue | if ineligible | N).
0) to re-hire
1234 | ABCD | Rampu | 2 Dec | 07 07 No Dishonesty Y, Laptop-1,
r, BR- 2024 | May May —Close the Charger-1,
Nangal 2025 2025 branch early Pendrive-1
Kalan every day. with TM
110078 Said he
wants to
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resign
because he
is not feeling
comfortable
here.

Note: TMs must mark “Eligible for Re-hire” as No if a staff member resigns before completing one
year, for any reason. The reason should be mentioned as “Did not complete one-year
commitment.”

The same message must be clearly communicated verbally by the TM to the teacher at the time of
accepting the resignation.

In cases of dishonesty, eligibility for re-hire will also be marked as No.

Sync-UP 60

Objective: To nurture authentic connections, celebrate team strengths, and build a shared sense of
belonging through creativity, appreciation, and collaboration.

e Sync-up60 to be organized once in 2 months (Sep, Nov, Jan, Mar, May, and Jul).

Pre-requisites:

¢ TM to make all the arrangements (location, etc.) for the event and send an invitation email
to all teachers well in advance.

¢ Inform everyone ahead of time that they are expected to bring a home-cooked dish they
personally enjoy for the potluck.

o Ask each team member to bring an object from their home or workspace that holds
personal significance.

o Arrange tea for both tea breaks.

o Purchase 4 chart papers and 2 sets of sketch pens. (within a budget of ¥100).

o Keep a small stock of chocolates (within a budget of ¥150).

o Note: Everyone, including the person leading, is expected to participate in the discussions
and activities.

o Expenses made for reconnect will be uploaded under “Local events” category on expense
dashboard: http://43.252.88.75:8086/login.aspx
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TM to ensure that his/her staff joins the event timely.

The agenda will be received form Arpita to TMs and Above

The event is to be led by TM. (Note- AM to provide support until the TM becomes
competent to lead the discussion.)

TMs to distribute stationery and non-stationery items during Sync-Up 60 in Jan, May and
Sep.

TM to ensure language assessment of teachers to take place in every reconnect.

Note- AM/SAM to inform VCC and MS team about the reconnect dates in advance.

No Party Policy

Process to be followed in reconnect for training staff by AM or a competent TM-

o Step 1- General discussion on what is no party policy. (To check understanding of staff.)

o Step 2- Check if the staff can follow it? (Ask them to share some examples how they did it.)

e Step 3- Providing situations which have come in past, and the staff found difficult to refuse the
gifts or celebrations. (Real challenges faced at branches.)

e Step 4- Role plays to be given to groups and provide the script to be used while addressing the
issue to students for practicing. (Each team comes on stage and addresses the class using the

provided script.) No Party Policy Script.docx

TM Schedule

TM to update the schedule of the week or 2 weeks weekly/bi-weekly after the meeting with
their AM using the link: http://43.252.88.75:89/DailyReportLogin.aspx

Monthly Saturday Off Criteria

All HO staff members are privileged to avail a Monthly Saturday Off once in a month. The initial idea of

having this privilege is to reward staff with one additional day off for their achievements. However, the

approval from your immediate manager is to be given based on the below mentioned eligibility criteria.

Eligibility Criteria to Avail Monthly Saturday Off

o Timely Daily Reports: Daily reports to be sent within 24 hrs.
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o Work Hygiene: It is required to respond to the emails as per email guidelines, avoid getting
reminders, completing the monthly and weekly assigned tasks as per the timelines mentioned
in the process or agreed upon with manager.

o Placing the Request in Time: It is recommended to place this request though leave
dashboard on 1%t of every month for one of the Saturdays and not wait to use it as CL in
emergency.

Note- Monthly Off can be cancelled at any point of time, if needed.

Meeting: TM-AM Checklist

o Weekly/biweekly discussion to be done by using the checklist
e MOM to be released within 24 hours of the discussion.

Agenda and Discussion points (For reference) Outcome

Changes in the schedule of the previous week and updated on the
weblink (all changes shall be discussed before implementing)

Branch Audit performed through CCTV; login-logout, attendance

# branches: 7

Enrolment (%) 100%

Capacity Utilization | Attendance (%): 100%
Branches that need attention:
Enrolment (Name of branches)
Attendance (Name of branches)

Induction Requirement | Induction seats requirement
and details Candidates in Induction and graduation dates
Candidates on Bench, Joining Dates

Branch requirement

Branch/location name, request placed to IT
Dashboard

and Property on time:

Name of branches- final bill uploaded
(Yes/No)

Branch assets in spare

Name of Branches- Request updated for
New/existing branch assets

Fixed asset Dashboard

Branch Closure:
Name of branches to be closed in next 4
weeks

Property Dashboard
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Communication with property owner/team
Branch name: RA to be submitted

Branch name: Annexure 1 to be submitted
Branch name: Annexure 2 to be submitted
Branch name- closed but active on LMS
Rent and electricity payment and action on
Property page:

IT Dashboard

Total laptops/tablets- (Kept at home and
storeroom)
No. Air Fiber connections in territory:

Request of assets: Request for existing
locations, confirmation of receiving assets

http://43.252.88.75:89/LaptopHomePage.aspx

vCC

VCC schedule of next 15 days (Names of
Branches):

Timely confirmation in given format:
Adverse observation reported by VCC
session:

#Session cancelled in last week (with
reasons):

MS

Are all the dates updated on the tracker?
Timely confirmation on scheduling email

# Session planned in next 8 days:

Invitation email with students details:
Feedback form and next call update:
#Session cancelled in last week (with
reasons):

MS Tracker-
http://52.172.195.227:8080/scheduling.aspx

Others

Any challenges?

Feedback from AM (If any):
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Schedule Plan schedule for the next 3-4 weeks

Guidelines for Logbook:

1. Always upload the logbook on a monthly basis on expense dashboard under tour and travel
category

2. Petrol Bill: Collect computerized bills for petrol reimbursement. Only use handwritten bills (with
the fuel station name printed) if the fuel station does not provide computerized bills. Also, kindly
note that, nowadays; almost all fuel stations including at rural locations are issuing
computerized bills. Therefore, property team reviews the handwritten bills more vigilantly, and
these bills may be subjected to frequent audits and rejections, if found fraudulent.

3. Vehicle servicing frequency: Employees are required to get their bikes serviced regularly after
every 1400 kms.

4. Service billing conditions: Always prefer an authorized service center for servicing to ensure
quality maintenance and valid billing. If an authorized center is not available in your locality,
you may visit a mechanic who can provide a valid bill with the shop name printed at the top.
Bills that do not meet this criteria, will not be eligible for reimbursement.

5. Reimbursement structure: For any major engine work, employees are strictly advised to visit
only authorized service center. Reimbursement Structure is as follows-

a. Full reimbursement for vehicle service costs up to ¥2500.
b. For bills exceeding 32500, Rs.2500/- plus 50% of amount in excess of Rs.2500/-.

(e.g. If bill amount is Rs.4000, reimbursement amount shall be 2500+50% of 1500.)
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10.

In case of an emergency, such as a breakdown midway, the staff should discuss the matter
with their manager and proceed with a local mechanic. If they are unable to provide a printed
bill, they must send an email to the Property Department.

No reimbursement will be provided without a bill.

No cutting or overwriting on handwritten bills. Attach the bills in chronological order.

Manager shall verify the arithmetical accuracy of the bill before approving such expense on
Expense dashboard.

In case of an accident, you must contact the insurance company to claim for vehicle repairs. An
FIR is required to process the insurance claim. You need to file an FIR if you're involved in an
accident, as insurance claims for vehicle damage can only be made if we have the FIR.

Teacher list link: http://103.27.234.18:8080/facilitatorlist.aspx

Teaching Assistants- Links

TM to ensure that TAs are hired at all locations where teachers are on training or leave even
for 1 day. TA should coordinate with teacher for branch key handover.
http://43.252.88.75:89/Signupform.aspx
http://43.252.88.75:89/Ruralattendancebystudent.aspx

Script of announcing TA at the classroom:

Today, | have some information for you all. I'm going on training/leave for the next (# of) days.

But do not worry, we are appointing a TA who will be opening the branch for you all every day so you
can continue to practice the things we have learnt in previous days. | understand it might feel a bit
different without me here, but | want you to see this as a golden opportunity for practicing previously
learnt lessons.

How does it sound everybody? (Expect some 2-3 responses from students)
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During these days, come every day and learn with TA through activities, conversations, and use your
laptops/tablets to keep your curiosity alive.

Do you remember all the learnings from the lessons we have covered so far? (Expect some response)

Now is the time to put them into action. Use these laptops, engage in activities, and practice the laptop
software we have covered so far. Practice is the secret ingredient to become the best version of
ourselves. A long break from branch may disconnect you from the pace of learning with others (Share
the example of running practice).

Let's not forget our soft skills — the way we communicate, solve problems, and work together. | believe
in each one of you. | believe you all will make it a wonderful learning experience together. So, when |
come back please share your experience of learning and the skills you practice in my absence.

Teacher Referral Amount Process
GUIDELINES FOR REFERRAL SCHEME

Do you know someone who would make a great teacher at FEA? Here’s your chance to help them
start a rewarding career while earning 31,000 for each successful referral!
How It Works:
o Refer a friend, colleague, or acquaintance to become an FEA Teacher. If they clear induction,
join a branch and complete three months, you earn ¥1,000 per person!

No limits—the more referrals, the more you earn!
e 1 referral =%1,000
e 2 referrals =%2,000
e 10 referrals =310,000
Who Can Refer:
o Current FEA Teachers, FEA graduates and enrolled students.
¢ Referrals should be new candidates (FEA graduates being referred do not qualify).
How to Refer: It's simple! Just fill out this referral form: Job Referral Link
How to Claim Your Reward?
e  Submit your claim within one months after your referral completes three months.
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o Email Shreya Singh, Suman Lata, and Shivani Singh with your bank details to process your

reward.

Start referring today and get rewarded for helping others grow!

FEA Events

o TM to ensure all the arrangement for the events get done in time
e TM to encourage 100% participation in all events from their territories

Teacher Performance Improvement & Escalation

Process:
Performance Stage 1: Stage 2: Corrective Stage 3: Formal Action (If no
Indicator Development Action (If no improvement)
Support improvement)
Facilitation Schedule Issue counselling and | Issue a formal warning and place
Skills Score Facilitation assign mandatory re- | the teacher and send to Gahru
below 71% for | Skills training under a for a week for the intensive
two Improvement | Master Teacher. facilitation skills training.
consecutive visit with a
months Master If performance does not improve,
Teacher for conduct final warning and
min of 3 days monitor performance to review
continuation of employment.
4 or more Schedule Issue counselling and | Issue a formal warning and place
student Students assign mandatory re- | the teacher and send to Gahru
dropouts for Retentions training on student for a week for the intensive
two mentoring engagement and students retention training.
consecutive visit with a retention strategies at
months Master Master Teacher’s If performance does not improve,
Teacher for branch. conduct final warning and
min of 2 days monitor performance to review
continuation of employment.
Notes:
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1. The above mentioned expectations to be met by new teachers by completing 6 months of

tenure.

Each stage should normally be reviewed over a one-month period before escalation.

3. All coaching, counselling, and warning actions must be documented and maintained in the
employee's records on LMS.

N

Work responsibility of Recruitment Scout:

1. Candidates hunt
2. Branch set-up/Closure/Relocation

Note: Communication (email/ dashboard/ telephonic conversation) regarding candidates hunt, branch
set-up/closure/relocation will be done by TM. TTs are only responsible for doing the groundwork.
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Guidelines on Releasing Master Teachers Promotion
Email:

There are 2 steps to it:
Step1-Send promotion email
Step-2- make necessary communication with other departments

Step 1: After the master teachers are certified from the training, a TM needs to
send an email on his promotion

To: Master Teacher
CC: RM, SAM, AM, All Teachers of the zone

Sub: Promotion of (Name of the Master Teacher) to Master Teacher

Sample email:

Dear XYZ,

We are delighted to announce your promotion to the role of Master Teacher! Effective from

MMM DD, YYYY (Jan 15, 2026). This recognition comes as a result of your consistent excellence in
teaching, your ability to ensure student regularity, and your strong branch management skills.

As a Master Teacher, you will now play a crucial role not only in continuing to deliver our curriculum
with the best of your capabilities but also in guiding and training new teachers during their Pre-
Deployment Grooming. Your experience and job knowledge will be instrumental in shaping the next
generation of FEA teachers.

Congratulations once again on this well-deserved promotion!

Step 2: Forward the Promotion email to make the necessary communication with
other departments

Forward To: Suman.Lata@feaindia.org, Sanjay.Pandey@Feaindia.orq,
Mohd.Abid@feaindia.org

CC: Bhawna.Bhatia@feaindia.org , RM, SAM, AM
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Email Body:

@Suman, please revised the salary of (name of master teacher) Employee ID (__ ) effective
from (date) to

@Sanjay, please make the necessary changes on the title of (name of employee) on
organization chart

@ADbid, please add him/her to master teachers group email ID
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Master Teachers Role and Responsibility:
Master Teacher’s Role For Pre-Deployment Grooming Program

{A new teacher who has worked alongside a Master Teacher does not just know how to run a branch.
They know who they need to be and that makes all the difference}

Who is a Master Teacher?

A Master Teacher is not just an experienced teacher but also an example of what it means to do this
job with excellence, integrity and heart.

What sets a Master Teacher apart is their mindset. They are calm under pressure and when faced
with a challenge, they assess the situation and find a way forward.

When students stop attending, a Master Teacher does not feel defeated. Instead, they ask: What more
can | do? How can | connect better? How can I inspire this student and their family to believe in the
program? They exhaust every possibility; improving their facilitation, reaching out personally,
engaging parents, etc. And, only when all avenues are explored do they escalate to the management.
They know who to reach out to and when.

This is the attitude, the spirit and the example that every new teacher must experience first-hand and
that is the true purpose of the Pre-Deployment Grooming Program.

The Purpose of Pre-Deployment Grooming

New teachers often arrive with enthusiasm but without the lived experience of running a branch
independently. In the early days, it is easy to feel overwhelmed, to do what just feels right or to be
shaken by the unpredictability of the job.

The Pre-Deployment Grooming Program (12 to 24 days) exists to bridge this gap; not just by teaching
new teachers what to do, but by showing them how to think and how to act when things get hard.

As a Master Teacher, your role during this period is threefold:

o Mentor — Share your experience, your stories and your perspective. Help the new teacher
understand the deeper purpose behind every task.
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o Guide — Walk alongside them day by day. Provide the finest demonstration of facilitation,
counselling, and administrative tasks. Let them observe, practice, make mistakes and grow
under your watchful eye.

e Coach — Give honest, constructive feedback. Push them to reflect, improve and develop the
sense of self-reliance they will need when they are on their own.

By the end of the grooming period, a new teacher leaving your branch should become capable of
facing the challenges of their own branch with confidence And, that’s not because everything will be
easy, but because they have seen, through you that challenges are meant to be solved, not feared.

Pre-Deployment Grooming Program — Day-wise Plan

The following plan outlines the structured activities across the grooming period. As a Master Teacher,
treat each day not just as a task to complete but as an opportunity to model your mindset in action.

Day # Your Responsibilities as Master Teacher

Day 1 ¢ Conduct all sessions as you normally would. This is the new teacher's
first exposure to your standard of work. Let your practice speak for
itself.

e Ensure the new teacher observes with focus on: Facilitation flow,
student engagement/ participation and classroom management.

e Do not assign any teaching or admin tasks today. Observation is the
only goal.

Note: From Day 1 onwards, include the new teacher in your 10-minute
counselling session after each class. Let them watch how you engage with
students.
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Day 2

Day 3

Day 4

Introduce the new teacher to all admin tasks. Guide them hands-on
through: marking attendance, updating phone logs, verifying the laptop
log.

Continue conducting all 3 sessions. Ensure the new teacher observes
and participates alongside you.

Take follow up on ESIC information from a new teacher and guide if he needs
any support in filling the details.

ESIC Dashboard http://43.252.88.75:89/ESIC Login.aspx
Link to instruction video on how to use dashboard:
https://drive.google.com/file/d/1BQcfS-

5i yn8GYvJaYRWGUgsfJbbgBbl/view?usp=sharing

Conduct Session 1 yourself. Let the new teacher observe your
facilitation once more before they attempt it.

Hand over Session 2 to the new teacher to conduct. Observe them
carefully.

Conduct Session 3 yourself. Use this as a moment for the new teacher
to reflect on the gaps in their own facilitation.

Guide the new teacher through calling irregular students and updating
phone logs.

Note: Release the report (section D from provided annexure) addressing to
the induction trainer and TM, with a CC mark to AM.

Continue the same structure as Day 3.

Your focus today: Ensure the new teacher is gaining a stronger hold
on facilitation and beginning to understand the basics of counselling
and phone log updates.

Provide feedback after each session. Be specific, be honest, be
encouraging.
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Day 5

Day 6

Day 7
to
Day
12

Let the new teacher conduct the 1st session independently. Observe
closely and give structured feedback on facilitation and counselling
skills immediately after.

Conduct the 2nd session yourself as a demonstration. Show them how
to apply the feedback you just gave.

Let the new teacher conduct the 3rd session independently, applying
all the feedback received.

Ensure the new teacher calls irregular students from all 3 sessions
under your supervision.

Ensure they handle all basic admin tasks: Mark attendance, update
phone logs, verify laptop log, etc.

Conduct the 1st session yourself as a demonstration.

Let the new teacher conduct the 2nd session.

Take the new teacher out into the field for mobilization training (3
hours). This is their first true exposure to mobilization, make it count.
Ensure they understand how to create and maintain a waitlist of
potential students for vacant seats / next cycle.

Note: Plan mobilization across different sessions to ensure no gap in lessons
across all 3 sessions.

Note: Release the report (section D from provided annexure) addressing to
the induction trainer (if needed) and TM, with a CC mark to AM.

Follow the structure of Day 5 each day

By this stage, your role shifts more towards coaching. Give daily
feedback, push the new teacher to self-reflect and begin reducing
hand-holding so they build independence.

Watch for signs of panic or self-doubt. Address these directly and
calmly. Model the mindset you want them to carry to their own branch

Note: Release the report (section D from provided annexure) addressing to
the TM, with a CC mark to AM.

Note: In case of an extension, continue following the Day 7—12 structure. Under no
circumstances should the pre-deployment grooming period extend beyond 24 days.
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Informal Interaction & Mentorship

During the grooming period, the Master Teacher should create space for informal conversations (such
as during lunch or breaks) that do not feel like an extension of assessment. These interactions should
focus on building comfort and trust.

Use this time to share personal experiences, challenges, and how they were managed, while also
encouraging the new teacher to openly discuss doubts or concerns. The intent is to help the new
teacher see the Master Teacher not just as a trainer, but as a mentor they can approach even after

deployment.

Informal Conversation Guide (During Lunch / Breaks)

These themes are intended to support natural, non-evaluative conversations that build trust,
confidence, and a sense of ongoing mentorship.

Theme

Introduction & Comfort
Building

Personal Motivation

Open Check-in

Early Struggles

Suggested Focus

Build initial comfort and
openness; establish a mentor
connect through sharing
backgrounds and early
experiences

Reflect on what keeps one
committed and motivated in
this role (purpose and
challenges)

Encourage the new teacher to
share doubts, concerns, or
early experiences openly

Share initial challenges and
key learnings from your own
journey

Conversation Starters

Tell me a little about yourself. /
What are you most looking forward
to? (Master Teacher to also share
one early challenge and how they
overcame it)

What made you choose teaching? /
What are you most looking forward
to?

How was your experience today? /
Is there anything you’re unsure
about or want more clarity on?

When you observed or conducted
sessions, what felt most
challenging?
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Common Mistakes

Handling Students

Building Relationships

Counselling Impact

Managing the Branch

Learning & Improvement

Open check-in

Note:

Highlight frequent errors and
how to avoid them in the early
phase

Discuss examples of irregular
or low-confidence students
and what has worked

Share how trust with students
is developed over time

Share cases where repeated
follow-ups or even 1-2
conversations made a
difference

Talk about handling multiple
responsibilities and difficult
days

Reflect on what is working
and what can be improved
through practice and feedback

Encourage the new teacher to
share doubts, concerns, or
challenges

What do you think new teachers
often overlook in the beginning?

What would you try if a student
stops attending regularly?

How comfortable did you feel
interacting with students today?

What do you think worked better
during counselling?

If multiple issues come up together,
how would you prioritize?

What worked well for you so far? /
What would you like to improve?

“Is there anything you’re unsure
about or want more clarity on?”

These conversations should remain informal and supportive. The objective is not to assess, but to
help the new teacher feel comfortable reaching out and to build a mentor relationship that continues

beyond the grooming period.

You can pick 1-2 topics daily or repeat when needed.

After the Grooming Period

Once the pre-deployment grooming is complete, the Master Teacher is required to share the overall
experience with the Territory Manager and Induction Trainer via email. This must include a specific
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flag if the new teacher has not shown adequate improvement in intent or behaviour during the
grooming period, so that the right intervention can be planned before deployment.

This feedback is not a formality. It is your final act of mentorship; ensuring that the right people are
informed, and that the new teacher's journey into their own branch begins with the right support in
place.

Master Teacher’s Role For Existing Struggling Teachers

{A Master Teacher supports struggling teachers in improving the skills required to run a branch
effectively. Through this support, a struggling teacher learns from the Master Teacher how to become
more self-reliant, develop the right mindset, and apply effective techniques to execute lesson plans
and counsel students. This ultimately helps improve branch attendance and ensures the curriculum
objectives are achieved as intended.}

The Purpose

A struggling teacher often arrives with low energy, demotivation, and a belief that the current situation
cannot improve. They may feel overwhelmed, frustrated, and may even consider quitting or taking
shortcuts.

The support provided by a Master Teacher (typically 3 to 6 days) exists to bridge this gap — not only
by teaching struggling teachers what to do, but by showing them how to think and how to act when
situations become difficult.

As a Master Teacher, your role during this period is threefold:

¢ Mentor — Share your experience, your stories and your perspective. Help the teacher
understand the deeper purpose behind every task.

¢ Guide — Walk alongside them day by day. Provide the finest demonstration of facilitation,
counselling, and administrative tasks. Let them observe, practice, make mistakes and grow
under your guidance.

e Coach — Give honest, constructive feedback. Encourage reflection, improvement, and the
development of self-reliance.
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Under your mentoring, a struggling teacher leaving your branch should become capable of facing the
challenges of their own branch with confidence. Because, they have learned from you that challenges
are meant to be solved, not feared.

Existing Struggling Teacher Support Plan

Visits to Master Teacher

Situation Visit Duration
Teacher struggling with participation (80:20) 3 days
Facilitation skills improvement 3 days
More than 4 dropouts for 2 consecutive months 2 days

Day-wise Plan
Day # Your Responsibilities as Master Teacher

Day 1 e Conduct Session 1 yourself as you normally would. Allow the
struggling teacher to observe your facilitation closely.

e Hand over Session 2 to the struggling teacher to conduct. Observe

carefully in order to identify learning gaps and provide feedback.

e Allow the struggling teacher to conduct Session 3 independently,
applying the feedback provided. Use this as an opportunity for
reflection on gaps in facilitation.

Under your guidance, the struggling teacher should:

Call irregular students

Update phone logs

Use the 10-minute counselling session effectively after each class
Mark student attendance accurately

Verify the laptop log

Ensure the struggling teacher observes carefully with focus on:
Facilitation flow

VVVVYYVY?®

Y
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Day 2

» Student engagement and participation

» Classroom management
Notes: Watch for signs of panic or self-doubt. Address these directly and
calmly. Model the mindset you want them to carry to their own branch
Use the facilitation checklist to clearly highlight areas of improvement and
explain specific techniques to improve each area
Note: Where relevant during the course of these 2 or 6 days, share success
stories of student improvement through counselling. Highlight how, in some
cases, consistent follow-up over multiple counselling sessions led to positive
outcomes, while in others, even 1-2 focused interactions were sufficient to
drive change. Wherever possible, support these examples with data (e.g.,
improvement in attendance, participation, or retention) to help the teacher
understand the impact of effective counselling.

e Allow the struggling teacher to conduct Session 1 independently.
Observe closely and provide structured feedback immediately after the
session.

e Conduct Session 2 yourself (if required) as a demonstration to show
how to apply the feedback given.

e Allow the struggling teacher to conduct Session 3 independently,
applying the feedback received.

e Ensure the struggling teacher:

» Calls irregular students from all three sessions under your supervision

» Handles all basic administrative tasks such as marking attendance,
updating phone logs, and verifying the laptop log

Note: Where relevant during the course of these 2 or 6 days, share success
stories of student improvement through counselling. Highlight how, in some
cases, consistent follow-up over multiple counselling sessions led to positive
outcomes, while in others, even 1-2 focused interactions were sufficient to
drive change. Wherever possible, support these examples with data (e.g.,
improvement in attendance, participation, or retention) to help the teacher
understand the impact of effective counselling.
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Day 3

Continue the same structure as Day 2.

Your focus now should be to ensure that the struggling teacher:
Gains a stronger hold on facilitation

Understands the basics of counselling students

Properly updates phone logs

Provide feedback after each session. Be specific, honest, and
encouraging.

YVVVYVY ®

Note: Where relevant during the course of these 2 or 6 days, share success
stories of student improvement through counselling. Highlight how, in some
cases, consistent follow-up over multiple counselling sessions led to positive
outcomes, while in others, even 1-2 focused interactions were sufficient to
drive change. Wherever possible, support these examples with data (e.qg.,
improvement in attendance, participation, or retention) to help the teacher
understand the impact of effective counselling.

Note: In case of an extension, continue following the Day 3 structure. Under no
circumstances should the support extend beyond 6 days.

After the support

Once the support period is completed, the Master Teacher must share the overall experience and
reports with the Territory Manager and Area Manager via email.

This report must clearly indicate if the struggling teacher has not shown adequate improvement in
intent or behaviour during the support period so that appropriate interventions can be planned by
management.

This feedback is not merely a formality. It is your final act of mentorship — ensuring the right people
are informed and that the teacher receives the necessary support going forward.

Annexure: Pre-Deployment Grooming
Making a New Teacher Self-Reliant

Teacher Name
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Master Teacher
Grooming Start Date
Grooming End Date

A. Your Role as Master Teacher — What to Do

The goal of this grooming period is not to create a teacher who performs well only under supervision. It is to
prepare someone who can run a branch confidently and independently. Keep this in mind every single day.

As a Mentor- Share your experience, stories, and perspective. Help the new teacher understand the
deeper purpose behind every task — not just the what, but the why.

As a Guide- Demonstrate facilitation, counselling and administrative tasks at your highest standard. Let the
new teacher observe, practice, make mistakes, and grow under your watchful eye.

As a Coach- Give honest, specific feedback after every session — while the experience is still fresh. Push
them to reflect, self-correct, and gradually take ownership without waiting to be told.

B. Common Mistakes to Avoid

Mistake What to Do Instead

Doing most of the work yourself Let them conduct sessions, handle counselling,
It feels faster, but it prevents the new teacher = and manage admin tasks. You observe and
from taking ownership. guide.

Giving feedback only at the end Provide specific feedback after each session so
Delayed feedback reduces learning it can be applied immediately in the next one.

opportunities.

Correcting during the session Let the session continue. Discuss improvements
Interrupting reduces the new teacher's calmly afterward.

confidence.

Focusing only on teaching skills Observe and guide across all areas —

Branch success also depends on discipline, facilitation, admin, mobilization, and mindset.

counselling, and student follow-up.

C. Red Flags — Act Early if You See These
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If you observe any of the following in the first few days, address it directly and inform the Territory Manager
if it persists.

e Frequently distracted or inattentive during sessions and demonstrations

e Spending time on personal calls or outside the classroom during working hours
o Waiting passively for instructions instead of asking questions or seeking clarity
e Showing resistance to feedback or unwillingness to improve

e Lack of seriousness toward students or branch responsibilities

D. Observation & Rating

Rate each indicator from 1 (poor/disengaged) to 5 (highly committed and proactive).

Section 1: Mindset & Professional Behaviour

Indicator What to Observe Rating (1-5)
Initiative to learn Approaches Master Teacher for

questions or clarification without waiting

to be asked
Engagement Attentive during sessions, takes notes,

during observation = observes facilitation actively

Discipline & focus Does not spend time on phone or
outside class; shows respect toward
students, work, and schedule

Accepts feedback Listens and applies feedback in the next
session

Confidence growth = Gradually becomes more independent
and handles tasks without constant
reminders

Section 2: Facilitation Practice
Indicator What to Observe Rating (1-5)
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Lesson flow Follows lesson structure correctly

Student participation Encourages engagement and
questions

Classroom Maintains discipline and learning

management focus

Confidence while Conducts session without excessive

teaching hesitation

Section 3: Branch Responsibilities

Indicator What to Observe Rating (1-5)
Counselling students Uses 10-minute counselling time effectively
Independent follow-ups Calls irregular students without reminders
Attendance accuracy Marks attendance correctly
Admin responsibility Updates phone logs and laptop logs
correctly

E. Daily Observation Notes

Day 3

Day 6

Day 10

Day 12/ 24

F. Deployment Decision
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3 Ready for Deployment (Day 12) — Teacher demonstrates sufficient facilitation ability, responsibility,
and professional seriousness.

3 Needs Extended Grooming (Up to Day 24) — Teacher shows potential but requires additional guided
practice.

3 Not Ready for Deployment — Teacher currently lacks the required seriousness, capability, or mindset.

Master Teacher Remarks:

G. Section-wise Scoring Meaning

Section 1: Mindset & Professional Behaviour (Look for pattern of intent)

e This is not just a score — this is a threshold

e Itanswers: “Can this teacher run the branch alone?”

e Even if other sections are strong, Section 1 must be =4 for Day 12 deployment
Initiative to learn

e 1-2: Waits to be told, rarely asks questions

e 3: Asks when prompted

e 4: Approaches MT on their own occasionally

e 5: Regularly seeks clarity, asks thoughtful questions
Engagement during observation

o 1-2: Distracted, passive

3: Watches but limited involvement

4: Attentive, takes notes

o 5: Actively observes, connects learning to practice
Discipline & focus

e 1-2: Frequent distractions, phone use, leaves class
3: Mostly present but occasional lapses

e 4: Consistently focused and respectful

5: Highly disciplined, sets example

Accepts feedback
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e 1-2: Defensive or ignores feedback

3: Listens but inconsistent application

4: Applies feedback in next session

e 5: Seeks feedback and shows clear improvement
Confidence growth

1-2: Dependent, hesitant

3: Tries but needs support

4: Handles tasks with minimal support

5: Independently manages sessions/tasks

Section 2: Facilitation Practice (Look for quality of execution)

e This measures how well they teach, not whether they can survive alone
e Can still deploy at >3.5 if Section 1 is strong
Lesson flow

e 1-2: Disorganized, misses steps
e 3: Basic structure but inconsistent
4: Follows structure correctly

e 5: Smooth, confident flow
Student participation

e 1-2: Passive class

e 3: Some engagement

e 4: Regular participation encouraged

e 5: High engagement, interactive class
Classroom management

e 1-2: Loss of control

e 3: Handles but with difficulty

e 4: Maintains discipline

e 5: Proactive and smooth control
Confidence while teaching

e 1-2: Hesitant, unsure

e 3: Moderate confidence

4: Confident delivery

5: Strong presence and clarity
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Section 3: Branch Responsibilities (Look for reliability of work)

e This ensures they know the processes correctly
e Should ideally be = 3.5 for deployment
Counselling students

e 1-2: Superficial or skipped

e 3: Basic conversation

4: Structured and meaningful

o 5: Effective, leads to visible response
Independent follow-ups

e 1-2: Does not follow up

e 3: Needs reminders

4: Follows up independently
e 5: Proactive and consistent
Attendance accuracy

1-2: Frequent errors

3: Some mistakes

4: Mostly accurate

e 5: Fully accurate and consistent
Admin responsibility

1-2: Incomplete or incorrect
e 3: Done with errors

4: Correct with minor gaps
5: Accurate and timely

One Golden Rule (Very Important)

e Rate based on consistent behaviour over multiple observations, not one good or bad instance.
e Ratings should reflect observed behaviour over multiple sessions. A single instance should not
disproportionately influence the rating.
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How to Schedule Teachers to Visit Master Teachers

Step 1: Go to https://dashboard.feaindia.org/performance/#/auth/login and log in.
| a

> |
Employee Id
Employee Id
| Password
Password (o]
F E A
_| Remember Me
[ o |

Step 2: From the left-hand menu, click on Performance Check and select Schedule Master Teacher.

u' =  Q Search here... he 6 Q &, Welcome - Deepak Verma

F E A

# Dashboard

Home Dashboard
il Performance Check >
Adnan Ahmad Amit Shukla
T Schedule Master
Teacher Employee Name of The Master Teacher Visit Type Vi
) View Teachers Record
Step 3: Select the AM and TM from the respective drop-down menus.

Enter the required details of the teacher who is scheduled to visit the Master Teacher. Then: Select the
Name of the Master Teacher, choose the Visit Type, select the Visit Duration (From and To dates)
and click on schedule.

107


https://dashboard.feaindia.org/performance/#/auth/login

FoE oA

Home Dashboard
@ Dashboard
Gunit Dubey Himanshu Chauhan
il Performance Check >
Employee Name of The Master Teacher Visit Type Visit From Visit To Comments
T Schedule Master
Teacher
Damini Kumari Ritu Devi Existing Struggling Teacher Support 02/02/2026 07/02/2026 5
[ View Teachers Record
Visit Type Gurpreet Singh Sudha Rajput Pre Deployment Training 0z/02/2026 [ 070272026 9
Add Row Delete Selected schedule

You may schedule more than one teacher at a time by using the Add Row option and filling in the
required details for each teacher.

In the Comments section, mention any specific points or focus areas you want the Master Teacher to
observe or support the teacher on, if applicable.

Important Note:
Please ensure that new teachers’ IDs are created on Day 1 itself, as scheduling is possible only for
teachers whose IDs are available on the dashboard.
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Assessment of Master Teachers Performance Assessment:

Indicator Objective Scoring
. 3 — 100% teachers require no further support
Teachers require no
1. PDT additional support to run
training PP 2 — At least 75% require no further support
. students led classroom
effectiveness

after 4 months of PDT.

1 — Less than 75%

2. Facilitation

Effective demo and
coaching sessions with
feedback by master

3 — All teachers achieve students led classroom in 2 or less visits (3 to
6 days visit)

2 — All achieve students led classroom in 4 or less visits (3 to 6 days

coachmg teachers to trainees to visit)
effectiveness
enable students led
classroom 1 — Teachers achieve students led classroom in more than 4 visits (3
to 6 days visit)
3 — High Ownership: Most or all tasks are completed by teachers
without reminders, challenges are reported on time and the majority of
feedback is implemented before the next observation.
Teachers show
. ownership, solution- 2 — Moderate Ownership: Some tasks are completed without
3. Mindset of . . : .
ownership seeking and reminders. Some challenges are reported on time and partial feedback

receptiveness to feedback
(post PDT & in-branch)

is implemented before the next observation.

1 — Low Ownership: Few or no tasks are completed without reminders.
Challenges are not reported timely and feedback is largely
unimplemented.
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Links to change session time and change students’
session:

e To be used by AMs to change session time of the branch:
http://43.252.88.75:8086/sessiontime.aspx

e To shift students, form one session to another session:
http://103.27.234.18:8080/transferstudentfromoneclasstoanother.aspx

Promotion Criteria for Teachers

e TMs to refer to resource page of FEA website
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