MONTFORT SCHOOL – CBSE : NALGONDA 
STAFF DUTIES LIST FOR ACADEMIC YEAR 2025 - 26
	Sl. No:
	Subject
	Name of the Staff

	1
	Steering Committee
	Ms. Anitha, Mr. Anand, Ms. T. Jyothi, 
Ms. Haripriya, Ms. J. Divya, Ms. Kavitha (PET),   Mr. Rafi, Ms. Hima Bindu, Ms. Shabana,  
Mr. Srinivas

	2
	                                                    Coordinators

	
	General Coordinator
	Ms. Anitha

	
	Asst. General Coordinator
	Mr. Anand

	
	Coordinator for Classes IX & X
	Mr. Rafi,Ms. Shobha Rani

	
	Coordinators for Classes V to VIII
	Ms. Tasleem, Mr. Rajashekar

	
	Coordinators for Classes I to IV
	Ms. Shabana,     Ms.  Maria Showrilu 

	
	Coordinators for Pre-primary
	Ms. Hima Bindu,  Ms. Anusha

	
	CBSE Website uploading & checking
	Ms. Divya Prashanthi

	3
	                                          Coordinators : House wise

	
	Ms. Ayesha Afreen
Mr. Bala Swami
Ms. N. Kavitha
Mr. Bhaskar
	Asst. Mr. Rajashekhar
Asst. Ms. Sujatha
Asst. Ms. Bhargavi
Asst. Ms. Prasanna

	4
	                                          Coordinators : Subject wise

	
	English
Hindi
Telugu
Mathematics
Science
Social
Computer
	Ms. Maria,                   Asst. Ms. Meena
Ms. Tasleem Kouser,  Asst. Ms. Shabana
Ms. Sathamma,           Asst. Ms. N. Kavitha
Mr. Bhaskar,               Asst. Ms. Sridevi
Mr. Bala Swami,        Asst. Ms. Maria Showrilu
Mr. Anand,                 Asst. Ms. Vimala
Mr. Deexith Kumar,   Asst. Ms. Bhuvaneshwari

	5
	                                                    Club Incharges

	
	Literary Club
	Ms. T. Jyothi,   Mr. Rajashekar,    Ms. N. Kavitha

	
	Cultural Club
	Ms. Haripriya, Ms. K. Kavitha, Ms. Tasleem,     
Ms. Sravani,   Ms. Shabana,   Mr. Deexith Kumar,  Ms. Anusha

	
	Sports  Club
	Mr. Kumar,  Ms. Kavitha (PET), Mr. Praveen

	
	Language Club
	Ms. Maria,    Mr. Ramu

	
	Fine Arts
	Ms. J. Divya,  Mr. Vijay Kumar, Ms. Karunasree, Ms. Y. Swetha, Mr. Kumar, Ms. Mujibunnisa, 

	
	Maths & Science Club
	Ms. Santhoshe Rupadevi,   Mr. Bala Swami

	
	Social Environmental Club
	Ms. Meena,   Mr. Bala Joseph

	
	Technical Club
	Mr. Deexith Kumar,   Ms. Karunasree

	
	Annual Day Committee
	Steering Committee

	
	Awareness Programme Committee
(for special days)
	Social Environment Club

	
	Cleanliness & Hygiene
	P.E.T’s and Ms. J. Divya (Primary)
P.E.T’s and  Ms. Sai Leela (High School)

	6
	                   Catechism Classes – Every Saturday (8:15 am to 8:40 am)

	
	Classes  I,  II
Classes  III,  IV
Classes  V, VI,  VII
Classes   VIII,  IX,  X
	Ms. Vimala
Ms. Maria Showrilu
Mr. Vijay Kmar
Ms. K. Kavitha

	7
	                                Names of Incharge Teachers

	
	Minutes duty (staff meeting)
	Ms. Meena,             Ms. Vimala

	
	Examination Incharge
	Ms. Tasleem,          Ms. Santhoshe Rupadevi, 
Ms. Rosy Pavani

	
	Olympiads
	Ms. Ayesha Afreen,Ms. Hemalatha Rathnam

	
	Engaging periods
	Ms. Bhuvaneshwari, Mr. Bala Swami, 
Ms. Karuna Sree

	
	Green Boards
	Ms. J. Divya, Mr. Vijay Kumar

	
	Counselors for girls
	Ms. Tasleem, Ms. Shobha Rani,  Ms. Kavitha (PET)

	
	Counselors for boys
	Mr. Anand,  Mr. Kumar,Mr. Bhaskar

	
	Mass preparation
	All Catholic teachers –  Mr. Vijay Kumar (Incharge)

	
	Choir Incharge
	Ms. Anusha, Mr. Deexith Kumar

	
	Daily Prayer Incharge
	Mr. Rafi, Ms. Meena,  Ms. Divya Prashanthi

	
	Maths Lab Incharge
	Ms. Hemalatha Rathnam

	
	Science Lab Incharge
	Mr. Bala Swami

	
	Visitor’s Record
	Mr. Srinivas,  Ms. Gayathri

	
	Class wise bulletin boards
	Respective Class Teachers 

	
	Bulletin boards – on special occasions
	Ms. J. Divya, Fine Arts Club

	
	Health & Hygiene (First aid)
	Mr. Kumar, Ms. Kavitha (PET),          Mr. Praveen

	
	Incharge of Events (File / Notebook)
	Ms. Ayesha Afreen, Ms. J. Divya        

	
	Class Assembly’s Incharge
	Mr. Kumar, Ms. Kavitha (PET),      Mr. Praveen

	
	Various Committee Incharges
(Conducting meeting & maintaining records)
	Ms. Anitha, Mr. Anand

	
	SMC
	Ms. Divya Prashanthi

	
	Child Abuse
	Ms. Meena

	
	Women at work place
	Ms. Shabana

	
	Grievance
	Ms. Maria

	
	PTM
	Ms. T. Jyothi

	
	Photography / Video / setting songs in laptop
	Mr. Deexith Kumar, Ms. Karuna Sree

	
	IIT Incharge
	Mr. Bhaskar, Ms. Shobha Rani

	
	Myls Incharge
	Mr. Bala Swami, Ms. Maria

	
	Photo Gallery (near UPP-B)
	Ms. Divya Prashanthi, Ms. Sravani, Mr. Kumar





MONTFORT SCHOOL – CBSE : NALGONDA 
EVENT INCHARGE TEACHER’S LIST MONTH WISE 2025 - 26
	Sl. No:
	Subject
	Name of the Staff

	1
	                                         April – Ms. Anitha

	2
	Investiture Ceremony (17.04.2025)
	Ms. Laxmi,  Mr. Kumar        

	
	Orientation Programme for Class I 
	Class I Teachers, Ms. Shabana,  Ms. Maria Sowrilu

	3
	                                         June – Mr. Anand

	
	Telangana State Formation Day   02.06.2025
	P.E.T’s

	
	International Yoga Day 21.06.2025
	P.E.T’s,     Ms. Santhoshe Rupadevi

	4
	                                         July  – Ms. Shabana

	
	National Doctor’s Day 01.07.2025
	Ms. Maria Showrilu

	
	World Population Day  11.07.2025
	Mr. Rajashekar

	5
	                                       August  – Ms. Meena

	
	Independence day incharges 15.08.2025
	Mr. Kumar, Ms. Kavitha (PET),   Mr. Praveen

	
	Independence day speeches : English
                                                Hindi
                                               Telugu
	Ms. Y. Swetha
Ms. Mujibunnisa
Mr. Venkanna

	
	National Sports Day  29.08.2025
	Mr. Kumar, Ms. Kavitha (PET),    Mr. Praveen

	6
	                                    September  – Ms. Tasleem

	
	Teacher’s Day  05.09.2025
	Steering Committee

	
	World Literacy Day  08.09.2025
	Mr. Kiran Kumar

	
	Telugu Day  09.09.2025
	Ms. Sathamma

	
	World Suicide Prevention Day
	Ms. Tasleem 

	
	Hindi Day   14.09.2025
	Ms. Shabana

	
	International day for Preservation of Ozone layer  16.09.2025
	Ms. Y. Swetha

	7
	                         October  – Ms. Hemalatha Rathnam

	
	United Nations Day   24.10.2025
	Ms. B. Jyothi

	8
	                         November  – Ms. Bhuvaneshwari

	
	Children’s Day for I to IV classes
	Ms. Maria Showrilu,  Ms. Hemalatha Rathnam, 
Ms. Karunasree,   Mr. Vijaya Kumar

	
	Children’s Day for V to X classes
	Mr. Bala Swami,   Ms. Tasleem Kouser,   
Ms. Sridevi

	
	Constitution Day
	Mr. Anand

	9
	                              December  – Ms. Vimala

	
	World AIDS Day  01.12.2025
	Mr. M. Bala Swami

	
	Human Rights Day  10.12.2025
	Mr. Ramu

	
	National Mathematics Day  22.12.2025
	Ms. Hemalatha Rathnam

	
	Christmas Celebrations
	Ms. Maria Showrilu,  Ms. Anusha,  
Mr. Deexith Kumar

	
	Collection & Distribution of things
	Mr. Bala Joseph, Mr, Kumar, Ms. Sujatha, (Clothes, Tooth pastes … etc.)

	10
	                              January  – Mr. Rafi

	
	Republic Day Incharges  26.01.2026
	Mr. Kumar, Ms. Kavitha (PET),   Mr. Praveen

	
	Independence day speeches : English
                                                Hindi
                                               Telugu
	Mr. Ramu
Mr. Rafi
Ms. Sandhya Rani

	
	Martyr’s Day  30.01.2026
	Ms. K. Kavitha

	
	Montfort Day  31.01.2026
	Ms. Maria

	11
	                              February  – Ms. Santhoshe Rupadevi

	
	Annual Day
	Steering Committee Members

	
	World Cancer Day  04.02.2026
	Ms. Y. Swetha

	
	National Science Day  28.02.2026
	Ms. Fazilath Zabeen

	12
	                              March  – Ms. Ayesha Afreen

	
	National Safety Day  04.03.2026
	Mr. Bala Joseph

	
	Women’s Day  08.03.2026
	Ms. Karuna Sree

	
	National Vaccination Day  16.03.2026
	Ms. Rosy Pavani

	
	World Water Day  21.03.2026
	Ms. Bhuvaneshwari




















STAFF ROOM ALLOTMENT
	Old building Staffroom Places

	Sl.No:
	1st Floor
	2nd  Floor

	1
	Ms. M. Vimala  (Incharge)
	Ms. Meena Kumari Rai (Incharge)

	2
	Ms. Ayesha Afreen
	Ms. Y. Swetha

	3
	Ms. Ch. Sujatha
	Ms. Alviya Zahara

	4
	Ms. P. Hemalatha Ratnam
	Ms. Fazilath Jabeen

	5
	Ms. Shabana
	Ms. K. Kavitha

	6
	Ms. R. Vineela
	Mr. G. Rajashekar

	7
	Ms. Rosy Pavani. M
	Ms. K. Niharika

	8
	Ms. Reshma
	Mr. P. Vijaya Kumar

	9
	Ms. M. Sandhya Rani
	Mr. S. Ramu


	New building Staffroom Places

	Sl.No:
	Ground Floor
	1st Floor
	2nd  Floor

	1
	Ms. P. Sathamma (Incharge)
	Ms. V. Sridevi (Incharge)
	Mr. M. Bala Joseph (Incharge)

	2
	Mr. M. Anand
	Ms. T. Jyothi
	Mr. B. Venkanna

	3
	Ms. J. Shobha Rani
	Mr. K. Ajay Kumar
	Ms. G. Santhoshe Rupa Devi

	4
	Mr. T. Bhaskara Chary
	Ms. Tasleem Kouser
	Mr. M. Bala Swami

	5
	Ms. N. Anitha
	Ms. Mujibunnisa Begum
	Ms. K. Karuna Sri

	6
	Ms. G. Maria
	Ms. K. Maria Showrilu 
	Ms. V. Sagarika

	7
	Mr. Md. Rafi
	Ms. N. Kavitha
	Ms. B. Jyothi

	8
	Mr. B. Kiran Kumar
	
	



Computer Lab :	Ms. Bhuvaneshwari,    Mr. Deexith Kumar

Fine Arts Room :	Ms. J. Divya				Sports & Games :     Ms. Kavitha (PET)
									
Library :        Ms. Saileela					Examination Room :    Mr. Kumar, 

Indoor Games Room :  Mr. Praveen

FLOOR MINDING DUTIES
			
	8.25am to 8.50am   &  04:00pm to 04:15pm 

· Old Block, Principal’s Office  	: Mr. Rafi
· Main gate				: Mr. Kumar, Mr. Praveen
· Back Side gate				: Ms. S. Kavitha
· Old Building- 1st floor			: Ms. Sandhya Rani, Ms. Reshma
2nd  floor		: Ms. Sai Leela
2nd floor Ramp  (near 5A)	: Mr. Vijaya Kumar
· Ground floor (before Old building)	: Ms. Divya Prashanthi
· New Building- Ground Floor		: Ms. Sathamma (Ramp), Mr. Kiran Kumar (stair case)
I Floor			: Ms. Bhuvaneshwari (Ramp),  Ms. J. Divya (Stair case)
II Floor             	: Ms. Karunasree (Ramp), Ms. B. Jyothi (Stair case)

			 

6

