
m~Pbv t (Introduciton)  

 
¯’vbxq m¤ú` I m¤¢vebv mg~n Kv‡R jvwM‡q Z…Yg~j Rb‡Mvôxi Av_©-mvgvwRK Dbœq‡b mn‡hvwMZvi j‡¶¨ 

e„nËi gqgbwms‡n Avievb weMZ K‡qK eQi hver wbijmfv‡e KvR K‡i hv‡”Q| wewfbœ Kgm~wP ev¯Íevqb 

Ki‡Z msMV‡b wewfbœ mgq wewfbœ ch©v‡q †jvKe‡ji cÖ‡qvRb n‡q _v‡K| †mB we‡ePbv gv_q †i‡L 

Avievb msMVb Kg©iZ Kgx©e„‡›`i Rb¨ GKwU PvKzix wewagvjv cÖYq‡Yi D‡`¨vM MÖnY K‡i|  

 

Avievb cÖYxZ PvKzix wewagvjvq ewY©Z welqvw`i GKwU aviYv wnmv‡e we‡ePbvq †i‡L RybÕ 06Bs †_‡K 

ev¯Íevq‡bi D‡`¨vM MÖnY K‡i| msMV‡bi Avw_©K mxgve×Zv we‡ePbvq †i‡L mKj wewa-weavb cwic~Y©fv‡e 

cvjbnq‡Zvev m¤¢e bq, Zvm‡Ë¡I D³ wewagvjvwU ev¯Íevq‡b ms¯’v †hmKj cÖwZeÜKZv/mxgve×Zvi 

m¤§yLxb n‡e Zv we‡kølY K‡i Rvbyqvix 2007Bs †_‡K c~b©v½ wewagvjv cÖYq‡Yi D‡`¨vM MÖnY Kwi‡e|  

 

D‡jøwLZ welqvw` Abyaveb c~e©K wewagvjv ev¯Íevq‡b f~wgKv ivLv Ges mywPwšÍZ gZvgZ cÖ`v‡bi Rb¨ 

me© Í̄‡ii Kgx©e„‡›`i Kv‡Q D`vË Avnevb iBj|   

 

ab¨ev`v‡šÍ 

 

‰mq` Avwidz¾vgvb  

wbev©nx cwiPvjK 

Avievb 



cÖ_g Aa¨vq 

1. PvKzixi kZv©ejx (Terms and condition of Services) 

1.1. Kgx© wb‡qvM c×wZ (Staff Appointment Procedure) 

1.1.1. mKj ai‡bi Kg©x wb‡qvM Avievb cwiPvjbv cwil` (Governing Body) Gi 

Aby‡gv`b mv‡c‡¶ wbe©vnx cwiPvjK m¤úbœ Ki‡e| gvV cvh©v‡qi wcqb I KzK Avievb 

Gi mvaviY †eZb KvVv‡gv  (General Pay Scale) Gi AšÍf~©³ bq weavq D³ 

Kgx©MY‡K ¯’vbxqfv‡e wb‡qvM †`qv n‡e, Gi Rb¨ wbev©nx cwiPvjK/†K›`ªxq Awd‡mi 

†Kvb Aby‡gv`‡bi cÖ‡qvRb n‡e bv|  

1.1.2. RvZxq ˆ`wbK  cwÎKvq ev ‡Kv‡bv †ÿ‡Î ¯’vbxqfv‡e  weÁwßi gva¨‡g wb‡qv‡Mi Rb¨ 

`iLv¯Í Avnevb Kiv n‡e|  

1.1.3. wjwLZ/†gŠwLK cix¶vi wfwË‡Z cÖv_x©‡`i‡K wbev©Pb Kiv n‡e| wbev©nx cwiPvjK mg‡q 

mg‡q wbev©PK gÛjx MVb Ki‡eb|  

1.1.4. wbe©vwPZ cÖv_x©MY‡K ÒAvievbÓ Gi Kgx© wn‡m‡e wjwLZfv‡e wb‡qvMcÎ cÖ`vb KKiv 

n‡e| wb‡qvMc‡Î Kgx©i †eZb I Ab¨vb¨ kZ©vejx D‡jøL _vK‡e|  

1.1.5. wbev©nx cwiPvjK wb‡qvM c‡Î wb‡qvMKZ©v wnmv‡e ¯^v¶i Ki‡eb|  

 

Kgx©‡`i wb‡qvM msµvšÍ hveZxq Kvh©vejx †K›`ªxq Awdm †_‡K m¤úbœ n‡e|  

 

1.2. Kgx©‡`i †kªYx wefvM (Category of Personnel)  
 

1.2.1. wk¶vbexk (Probationary): 

 

mKj Kgx©‡K cÖv_wgKfv‡e †hvM`v‡bi ZvwiL n‡Z GK erm‡ii Rb¨ wk¶vbexk wnmv‡e wb‡qvM 

Kiv n‡e| D³ wk¶vbexk Kvj KZ©„c‡¶i m‡šÍvlRbK g‡b bv n‡j wk¶vbexkKvj e„w× Kiv 

hv‡e| wk¶vbexkKvj mgvwßi ci Kgx©i wjwLZ Av‡e`‡bi cwi‡cÖw¶‡Z Zvi PvKzix ¯’vqx Ki‡bi 

e¨vcviwU KZ©„c¶ we‡ePbv Ki‡eb| wk¶vbexk Kvj DËxY© nevi ciI ¯’vqx nevi Rb¨ Av‡e`b bv 

Ki‡j Zv‡K wk¶vbexk Kgx© e‡jB we‡ePbv Kiv n‡e| we‡kl †¶‡Î wbev©nx cwiPvjK wk¶vbexk 

Kvj GK erm‡ii KgI Ki‡Z cvi‡eb|  

 

1.2.2. ’̄vqx/wbqwgZ (Permanent):  

Aby‡”Q` 1.2.1. Abyhvqx wk¶vbexk Kvj DËxY© nevi ci ¯’vqx Kgx© e‡j we‡ewPZ n‡e|  

 

1.2.3. Pzw³e×/LÛKvjxb Kgx© (Contractual/Part-time):  

cÖ‡qvRb Abymv‡i ms¯’vi ¯^v‡_© Pzw³e× Kgx©/LÛKvjxb Kg©x wb‡qvM Kiv hv‡e| Pzw³e× Kgx© ej‡Z wbqwgZ 

KvVv‡gvi AšÍf©~³ bq wKš‘ gvwmK †eZb MÖnY Ki‡eb Ggb Kgx©‡K eySvq| Pzw³e×/LÛKvjxb Kgx© GKwU wbw`©ó 

Kv‡ji Rb¨ (†hgb 1/2 ermi) wb‡qvM †`qv n‡e| LÛKvjxb ej‡Z c~Y© w`em KvR bv K‡i ˆ`wbK Aa© 

w`em/mßv‡n K‡qK N›Uv KvR K‡i Ggb Kgx©‡K eySvq, LÛKvjxb Kgx©‡`i †eZb Pzw³i kZ© Abyhvqx cwi‡kva 

Kiv n‡e| 

 

 

1.2.4. ‰bgwËK Kgx© (Casual Staff) :  



ˆ`wbK Kv‡Ri wfwË‡Z ˆ`wbK nv‡i †Kvb Kgx©‡K †eZb cÖ`vb Kiv n‡j Zv ˆbgwËK Kgx© eySv‡e| 

D³ Kgx©‡K ˆ`wbK wfwË‡Z wnmv‡e K‡i gvwmK †eZb cwi‡kva Kiv n‡e|  

 

1.2.5. A¯’vqx Kgx© (Temporary Staff):  

ms¯’vq Awbw`©ó Kv‡ji Rb¨ Kg©iZ Ges w ’̄iK…Z (Consolidated pay) gvwmK †eZb MÖnY 

K‡ib Ggb Kgx©‡K eySv‡e| 

 

1.2.6. ‡¯^”Qv‡meK t (Volunteer):  

Avievb I Gi Kg© GjvKvq emevmiZ Rb‡Mvôxi Dbœq‡bi e„nËi ¯^v‡_© hw` †Kvb †hvM¨Zvm¤úbœ 

e¨w³/e¨vw³eM© †¯^”QvcÖv‡bvw`Z n‡q we‡kl kZ©vejxi AvIZvq webv †eZ‡b ms¯’vi KvR Kivi 

B”Qv †cvlY K‡ib, Zvn‡j KZ©„c¶ ms¯’vi Kvh©wbev©nx cwil‡`i Aby‡gv`bµ‡g G ai‡bi 

e¨w³/e¨w³eM©‡K †¯^”Qv‡meK wnmv‡e wb‡qvM Ki‡Z cvi‡eb| †¯^”Qv‡meK wnmv‡e wb‡qvMcÖvß 

e¨w³ KZ©„c‡¶i mv‡_ m¤úvw`Z kZ©vbymv‡i ms ’̄vi KvR Ki‡Z cvi‡eb|  

 

1.2.7. civgk© `vZv (Consultant) :  

ms¯’vi e¨e ’̄vcbv I Kvh©µg chv©‡q c×wZMZ Dbœqb I cwiPvjbvq cÖ‡qvRbxq mn‡hvwMZvi Rb¨ 

we‡kl kZ©vejxi AvIZvq KZ©„c¶ KZ©„K wbw`©ó †gqv‡`i Rb¨ wb‡qvMcÖvß we‡kl AwfÁZv I 

`¶Zvm¤úbœ †clvMZ evsjv‡`kx A_ev we‡`kx Kgx©/Kgx©e„›`, Kvh©vjq A_ev  G‡RÝx‡K eySv‡e| 

civgk©`vZvi mv‡_ m¤úvw`Z Pzw³c‡Î D‡jøwLZ kZ©vejxi wfwË‡Z ms¯’v civgk©`vZvi m¤§vbx I 

Avbylw½K myweavw` cÖ`vb Ki‡e|  

 

1.2.8. PvKzix ïiæ ÑÑ (Starting of Service) 

K) wb‡qvMc‡Î D‡jøwLZ ZvwiL I Kvh©vj‡q (cÖavb A_ev kvLv Kvhv©jq) wbev©wPZ 

e¨w³/e¨w³eM© mswk­ ó Kg©KZ©vi wbKU wbav©wiZ di‡gU Abyhvqx †hvM`vb cÎ †ck 

Ki‡eb|  

L) D‡jøwLZ Zvwi‡L 9:00-1:00 Uvi g‡a¨ wbev©wPZ e¨w³ PvKzix ¯’‡j †hvM`vb Ki‡Z e¨_© n‡j 

D³ Zvwi‡L Zvi †hvM`vb cÎ MÖnY Kiv n‡e bv|  

M) mswkøó Kg©KZ©v KZ©„K †hvM`vb cÎ MÖn‡Yi ZvwiL n‡Z mswkøó e¨w³i PvKzix ïiæ n‡e|  

N) ms¯’vi cÖavb Kvh©vjqmn mKj Kvh©vj‡q cÖwZw`b Awdm mgq n‡e mKvj 8:00 †_‡K 

weKvj 4:00 NwUKv ch©šÍ| Gi g‡a¨ `ycyi 1:00 Uv †_‡K 2:00 Uv ch©šÍ `ycy‡ii Lvevi I 

cÖv_©bvi weiwZ _vK‡e| Z‡e igRvb gv‡m Awd‡mi mgqm~Px KZ©„c¶ wba©viY Ki‡eb|  

 

1.2.9. ‰`bw›`b Dcw ’̄wZ (Daily Attendance) :  

K)  wba©vwiZ mgq mswkøó mKj Kgx©‡K cÖavb Awdmmn mKj Awd‡m Dcw ’̄Z n‡q nvwRiv 

eB‡Z (Attendance Register) ¯̂v¶i Ki‡Z n‡e|  

 

L)  Kvh©w`em ïiæi cieZx© 15 wgwb‡Ui g‡a¨B (mKvj 8.15 wgwbU) mswkøó mKj Kgx©‡K 

nvwRiv eB‡Z ¯^v¶i Ki‡Z n‡e|  

M)  D‡jøwLZ mg‡q g‡a¨ †Kvb Kgx© nvwRiv eB‡Z ¯^v¶i Ki‡Z e¨_© n‡j D³ Kgx© wej‡¤̂ 

Dcw¯’Z n‡q‡Qb e‡j we‡ewPZ n‡e| Gfv‡e ci ci wZb w`b Awd‡m Dcw¯’Z n‡j Zvi 

GK w`‡bi †eZb KZ©b Kiv n‡e|  

 



N) GKBfv‡e †Kvb Kgx© KZ©„c¶ A_ev mswkó ZËveavq‡Ki AbygwZ Qvov Awdm mgq †kl 

nevi c~‡e© Awdm Z¨vM Ki‡j Dc‡iv³ wbqg (ÔMÕ Aby‡”Q‡` D‡jøwLZ) Kvh©Kix n‡e|  

 

O) D‡jøwLZ mg‡qi c‡i Ges c~‡e© (ÔMÕ I ÔNÕ Aby‡”Q‡` D‡jøwLZ) Dcw ’̄Z Awdm Z¨v‡Mi Rb¨ 

KZ©„c¶ A_ev mswkøó ZË¡veavqK KZ©„K nvwRiv eB‡Z mswkøó Kgx©i bv‡g D³ Zvwi‡L jvj 

Kvwj Øviv L(Late) Ges B(Before) ‡jLv n‡e|  

 

P) kvLv Awd‡m Kg©iZ Kgx©MY †h w`b †nW Awd‡m Dcw¯’Z n‡eb, †mw`b nvwRiv eB‡Z 

¯^v¶imn Avmvi KviY Ges cÖavb Kvh©vj‡q Ae ’̄v‡bi mgq D‡jøL Ki‡Z n‡e|  

 

Q) mswkøó mKj ZË¡veavqK Kgx©e„›` Awdm msµvšÍ mKj cÖKvi åg‡Yi Rb¨ Awd‡mi 

msiw¶Z ågY eB‡Z (Movement Register) Aek¨B cÖ‡qvRbxq Z_¨ D‡jøL K‡i 

¯^v¶i Ki‡eb|  

 

1.2.10. Kgx©i Ae¯’vb (Location Based) :  

K) mswkøó mKj Kgx© Zv‡`i Kg©¯’‡ji (cÖavb A_ev kvLv Awd‡mi) wbKUeZx© ¯’v‡b Ae¯’vb 

Ki‡eb| 

L) ms¯’vi cÖavb I kvLv Awd‡m wb‡qvMcÖvß †Kqvi‡UKviMY ˆbk cÖnix wb‡qvM bv Kiv ch©šÍ 

Awd‡mi wbivcËvi Rb¨ ivwÎKv‡j Awd‡m Ae ’̄vb Ki‡eb|  

 

1.3. ¯’vbvšÍi/e`jx (Transfer) :  

K) ms¯’vi cÖ‡qvR‡b KZ©„c¶ †h †Kvb Kgx©‡K †h †Kvb ¯’v‡b (cÖavb A_ev kvLv Kvh©vj‡q) 

e`jx Ki‡Z cv‡i|  

 

L) e`jxi Rb¨ wb‡ ©̀wkZ Kgx© Zvi `vwq‡Z¡ msiw¶Z ms¯’vi bw_cÎ, `wjjvw`, ’̄vei I 

A ’̄vei m¤úwË, fvÛvi, Avw_©K wnmve cÖf„wZ KZ©„c¶ KZ©„K g‡bvbxZ Kgx©‡K wjwLZfv‡e 

n¯ÍvšÍi Ki‡eb|  

 

M) ¯’vbvšÍwiZ Kgx© Zvi wb‡`©wkZ bZzb †hvM`v‡bi ci Zvi Ges Zvi mv‡_ emevmiZ 

†cvl¨‡`i by¨bZg ågY LiPmn cvwievwiK AvmevecÎ cwien‡bi cÖK…Z by¨bZg LiP 

cÖ`vb Ki‡e| c~‡e©i Kg©¯’j †_‡K bZzb Kg©¯’j (wb‡`©wkZ Kg©¯’j) ch©šÍ GB ågY I 

AvmevecÎ cwienb LiP wba©vwiZ n‡e|  

 

N) ¯’vbvšÍwiZ Kgx© h_vwbq‡g cwiewZ©Z Kg©¯’‡j wb‡qvwRZ mswkøó `vwqZ¡cÖvß Kg©KZ©vi wbKU 

†hvM`vbcÎ †ck Ki‡eb|  

 

1.4. `vwqZ¡ weeiYx (Job Description) :  

K) †hvM`v‡bi ci mswkøó Kgx©‡K Zvi c`bv‡gi (Designation) wfwË‡Z KZ©„c¶ `vwqZ¡ 

weeiYx cÖ`vb Ki‡eb|  

 

L) `vwqZ¡ weeiYx‡Z D‡jøwLZ wb‡`©kbvejxi (Kv‡h©i bvg, Ae¯’vb, cwi‡ek, cÖ‡qvRbxq 

hš¿cvwZ, Revew`nxZv, cÖf„wZ) wfwË‡Z mswkøó Kgx© h_vwbq‡g Zvi `vwqZ¡ cvjb 

Ki‡eb|  

 



1.5. mvßvwnK Kvh©Kvj (Weekly Working Hours) :  
K) ˆ`wbK ga¨vý weiwZ ev‡` mKj †MÖ‡Wi Kgx© mßv‡n 40 (Pwjøk) N›Uv KvR Kivi Rb¨ 

wb‡qvwRZ _vK‡eb|  

 

L) mvßvwnK QywU wnmv‡e GKw`b c~Y© w`em I GKw`b Aa© w`em Avievb ‡K›`ªxq Kvh©vjq mn 

mKj Awdm eÜ _vK‡e|  

 

M) mKj †MÖ‡Wi Kgx©MY ms¯’vi cÖ‡qvR‡b cÖavb wbev©nx cwiPvjK/g‡bvbxZ e¨w³i c~e© 

AbygwZ mv‡c‡¶ Awdm e‡Üi w`‡bI KvR Ki‡Z cvi‡eb|  

 

N) ms¯’vi mKj Kvh©vj‡q GKwU ˆ`wbK nvwRiv LvZv _vK‡e| wbev©nx cwiPvjK e¨ZxZ mKj 

¯Í‡ii Kgx© D³ nvwRiv LvZvq Awd‡m AvMgb Ges cÖ¯’v‡bi mgq D‡jøL c~e©K ¯^v¶i 

Ki‡eb|  

 



wØZxq Aa¨vq  

2. Kgx© cÖwk¶Y (Staff Training) 

 
GKwUwfwU di widi‡gkb Ae †ewmK bxWm-Avievb G Kg©iZ I bZzb wb‡qvMcÖvß mKj ch©v‡qi Kgx©‡`i 

cÖ‡qvRbxq `¶Zv Dbœq‡bi †¶‡Î cÖwk¶Y AZ¨šÍ ¸iæZ¡c~Y© Dcvq wn‡m‡e wPwýZ K‡i ms¯’v Zvi cÖ‡Z¨KwU 

Kgx©‡K cÖ‡qvRbxq cÖwk¶Y cÖ`v‡bi e¨e ’̄v Ki‡e| G‡¶‡Î ms¯’v Avf¨šÍixb Ges evwn¨K Drm mg~‡ni 

gva¨‡g Kgx©i cÖ‡qvRbxq `¶Zv Dbœq‡b cÖ‡Póv Pvjv‡e| we‡klfv‡e D‡jøL¨ †h, bvix Kgx©‡`i‡K Zv‡`i 

we‡kl we‡kl `vwqZ¡ cvj‡bi AwaKZi `¶ Ges ms ’̄vi cÖwZ AvMÖnx K‡i †Zvjvi Rb¨ we‡kl cÖwk¶‡Yi 

e¨e ’̄v _vK‡e|  

 

2.1. bZzb fv‡e wb‡qvMcÖvß Kgx©i cÖwk¶Y (Training for the Nearly     Recruited 

Staff): 
K) bZzb wb‡qvcÖvß mKj ¯Í‡ii Kgx©‡K wb‡qv‡Mi 15 (c‡bi) w`‡bi g‡a¨B ms¯’vi wbqg-

Kvbyb, Kg© c×wZ, Kvh©µg, j¶¨ I D‡Ï‡k¨i wfwË‡Z  ‡gŠwjK avibv (Basic 

Orientation) cÖ`vb Kiv n‡e|  

 

L) bZzb wb‡qvMcÖvß Kgx©‡K Zvi wba©vwiZ KvR I `vwqZ¡ cvj‡b m¶g K‡i †Zvjvi j‡¶¨ 

Zv‡K †gŠwjK cÖwk¶Y (Basic Training) cÖ`vb Kiv n‡e|  

 

M) wb‡qvMcÖvwßi 1 (GK) gv‡mi g‡a¨B mswkøó Kgx©‡K D‡jøwLZ †gŠwjK aviYv (Basic 

Orientation) Ges †gŠwjK cÖwk¶Y (Basic Training) cÖ`vb Kiv n‡e|  

 

N) Avf¨šÍwib e¨e ’̄vi gva¨‡g ms¯’vi cÖwk¶Y wefvM n‡Z G ai‡Yi †gŠwjK avibv I 

cÖwk¶‡Yi e¨e ’̄v Kiv n‡e| Kgx©i †gŠwjK avibv Dbœq‡bi e„nËi ¯^v‡_© KZ©„c¶ cÖ‡qvRb 

g‡b Ki‡j Ab¨ †Kvb ms¯’v Av‡qvwRZ cÖwk¶Y †Kv‡m© AskMÖnY Kivi Rb¨ cÖ‡qvRbxq 

my‡hvM w`‡Z cvi‡eb|  

 

O) mswkøó Kgx©‡`i cÖ‡qvRbxq aviYv Dbœq‡bi Rb¨ ZvwË¡K (Theoretical) Ges gvV 

ch©v‡qi cwi`k©‡bi (Field Orientation) ev¯Íe AwfÁZv cÖ`v‡bi e¨e¯’v _vK‡e| 

 

P) Kgx©‡K Zvi Kv‡Ri AwaKZi g‡bvbœqb Ges we‡kl `¶Zv Dbœq‡b mn‡hvwMZvi j‡¶¨ 

ms¯’v †`‡ki Af¨šÍ‡i A_ev cÖ‡qvR‡b †`‡ki evB‡i cÖwk¶Y cÖ`v‡bi e¨e¯’v Ki‡eb|  

 

Q) ‡`‡ki Af¨šÍ‡i `xN© †gqv`x (GK gv‡mi AwaK) Ges ˆe‡`wkK cÖwk¶Y (Abroad 

Training) mg~‡ni my‡hvM ms¯’vi Kgx© Dbœqb bxwZgvjvq (Staff Development 

Policy) D‡jøwLZ kZ©vejxi wfwË‡Z mswkøó Kgx©‡K cÖ`vb Kiv n‡e|  

 

R) mKj ai‡Yi AvbyôvwbK cÖwk¶Y I aviYv MÖn‡Yi ci jä Ávb I aviYvi wfwË‡Z wjwLZ 

cÖwZ‡e`b Dc ’̄vcb Ki‡eb|  

 

S) ms¯’vi bZzb wb‡qvMcÖvß I Kg©iZ Kgx©‡`i‡K h_vwbq‡g I myôzfv‡e Pvwn`v wfwËK 

(Need Based) cÖwk¶Y cÖ`v‡bi Rb¨ cÖKí wfwËK (Project Based) Ges mgq 

wfwËK (Periodical) Kg©x cÖwk¶Y cwiKíbv (Staff Training Plan) _vK‡e| Kg©x 

cÖwk¶Y cwiKíbv Gi wfwË‡ZB mKj cÖKvi Af¨šÍixb (In House) Ges evB‡ii 

cÖwk¶Y mg~‡ni e¨e¯’v Kiv n‡e|  



 

T) cwiewZ©Z Pvwn`v A_ev Ab¨ †Kvb ms¯’v KZ©„K cÖ¯ÍvweZ cÖwk¶Y MÖn‡Yi †¶‡Î ms ’̄v Zvi 

cwiKwíZ cÖwk¶‡Yi evB‡iI ms¯’vi cÖ‡qvRb I Avw_©K mvg‡_©i wfwË‡Z Kgx© g‡bvbqb 

Ki‡Z cvi‡e|  

 

U) ms¯’vi bvix Kgx©‡`i we‡kl we‡kl †¶‡Î (wbivc` gvZ…Z¡ I cÖke, avÎx we`¨v cÖf„wZ) 

we‡kl cÖwk¶‡Yi e¨e ’̄v Kiv n‡e|  

 

V) ms¯’vi e¨e ’̄vcbv KwgwUi gva¨‡g Kgx© cÖwk¶Y cwiKíbv cÖYqb I Kgx© g‡bvbqb Kvh© 

m¤úbœ Kiv n‡e| D‡jøL¨ †h, cÖ‡Z¨KwU cÖwk¶‡Yi Rb¨ bvix I cyiæ‡li mgZvi cÖwZ 

(Gender Balance) cÖ‡qvRbxq ¸iæZ¡ cÖ`vb Kiv n‡e|  

 

2.2 evB‡ii cÖwZôvb †_‡K cÖwk¶Y (Training from External Sources):  

mswkøó Kv‡Ri cÖZ¨vwkZ gv‡bvbœqb Ges we‡kl `¶Zv Dbœq‡b mn‡hvwMZvi j‡¶¨ GKwUwfwU di 

widi‡gkb Ae †ewmK bxWm-Avievb Zvi mswk­ ó Kgx©‡`i evB‡ii cÖwZôvb †_‡K cÖwk¶‡Yi 

e¨e ’̄v Ki‡e| evwn¨K cÖwk¶Y mvaviYZt ‡`‡ki Af¨šÍ‡i Ges ‡`‡ki evB‡i †Kvb ms¯’v KZ©„K 

Av‡qvwRZ ¯̂íKvjxb I `xN©‡gqv`x cÖwk¶Y †Kvm©‡K eySv‡e|  

 

2.3. evwn¨K cÖwk¶‡Yi Rb¨ wb‡gœv³ welq mg~n AbymiY Ki‡Z n‡e t  

2.3.1. ‡`‡ki Af¨š—‡i cÖwk¶Y (In Country):  

K) †`‡ki Af¨šÍ‡i Ab¨ †Kvb ms¯’v KZ©„K Av‡qvwRZ cÖwk¶Y †Kvm© mg~n ms¯’vi mswkøó 

cÖKí A_ev Kvh©µ‡g Kg©iZ bvix A_ev cyiæl Kg©x‡K AskMÖn‡Yi my‡hvM †`Iqv 

n‡e|  

L) wk¶vbexkKvj mdjZvi mv‡_ m¤úbœ K‡i‡Q G ai‡Yi Kgx©‡KB †KejgvÎ Gai‡bi 

cÖwk¶Y MÖn‡Yi Rb¨ wbev©Pb Ki‡Z n‡e| Z‡e ms¯’vi e„nËi ¯^v‡_© KZ©„c¶ cÖ‡qvR‡b 

wk¶vbexk Kgx©‡KI G ai‡bi cÖwk¶Y MÖn‡Yi my‡hvM cÖ`vb Ki‡Z cvi‡eb|  

M) Af¨šÍixb cÖwk¶Y MÖn‡Yi †¶‡Î ms ’̄v A_ev Av‡qvRbKvix ms¯’v A_ev Ab¨ †Kvb 

mn‡hvMx ms¯’vi Avw_©K Li‡Pi cwigvY Kgc‡¶ 25,000/- UvKv n‡j Aek¨B 

wbev©wPZ Kgx©‡K cÖwk¶Y MÖn‡Yi ci Kgc‡¶ ỳB eQi ms¯’vq KvR Kivi Rb¨ 

Pzw³e× n‡Z n‡e|  

N) cÖwk¶Y MÖn‡Yi ci ỳB eQi c~‡e© †Kvb KviYekZ D³ Kgx©  PvKzix n‡Z c`Z¨vM 

Ki‡j Zvi †eZb A_ev mwÂZ A_© A_ev Ab¨ †Kvb Dcv‡q ms¯’v mgš^q Ki‡Z 

cvi‡e| D³ Kgx©I LiPK…Z A_© ms ’̄v‡K †diZ cÖ`v‡b eva¨ _vK‡e|  

 

2.3.2. ‰e‡`wkK cÖwk¶Y (Abroad Training)  

K)  †`‡ki evB‡i †Kvb cÖwkÿ‡Yi my‡hvM G‡j ms¯’vq Kgc‡¶ `yB eQi PvKzix Ki‡Qb 

G ai‡bi †hvM¨ Kgx©‡K ˆe‡`wkK cÖwk¶Y MÖn‡Yi Rb¨ g‡bvwbZ Kiv hv‡e|  

 

L) g‡bvwbZ Kgx©‡K Aek¨B ms¯’vi mvwe©K Kvh©µg m¤ú‡K© AwfÁ n‡Z n‡e Ges 

Bs‡iRx fvlvq †jLv I ejvq cvi`kx© _vK‡Z n‡e|  

 

M) ms¯’vi e¨e ’̄vcbv KwgwUi wm×všÍµ‡g KZ©„c¶ ˆe‡`wkK cÖwk¶Y MÖn‡Yi Rb¨ mswkøó 

Kgx©‡K g‡bvbqb cÖ`vb Ki‡eb|  



 

N) ‰e‡`wkK cÖwk¶‡Yi Rb¨ g‡bvwbZ Kgx©‡K cÖwk¶Y MÖn‡Yi ci Kgc‡¶ wZb †_‡K 

cvuP eQi ms¯’vq KvR Kivi Rb¨ Pzw³e× n‡Z n‡e| ˆe‡`wkK cÖwk¶‡Yi Li‡Pi 

cwigv‡Yi wfwË‡Z D‡jøwLZ mgqmxgv ms¯’vi e¨e ’̄vcbv KwgwU KZ©„K wba©vwiZ n‡e| 

cÖwk¶‡b Mg‡bi c~‡e©B D³ Kgx© ms ’̄vi mv‡_ Pzw³ m¤úv`b Ki‡eb|  

 

O) wba©vwiZ mg‡qi c~‡e©B †Kvb KviYekZ Kgx© PvKzix n‡Z c`Z¨vM Ki‡j Kgx© ms¯’vi 

e¨e ’̄vcbv KwgwU KZ©„K wba©vwiZ cwigvY A‡_©i ¶wZc~iY w`‡Z eva¨ _vK‡eb| 

cÖwk¶‡Yi Li‡Pi wfwË‡ZB e¨e ’̄vcbv KwgwU GB A_© ¶wZc~i‡Yi cwigvY wba©viY 

Ki‡eb|  



Z…Zxq Aa¨vq 

3. PvKzix my‡hvM myweav (Job Facilities)t  

3.1. †eZb I fvZvw` (Salary & Allowances)  

ms¯’vi mKj ¯Í‡ii Kg©x‡`i Rb¨ †eZb fvZv mn Ab¨vb¨ myweavw` wb‡gœ D‡jøwLZ wbq‡g cÖ`vb Kiv 

n‡e| 

 

3.1.1. cÖ_g Aa¨v‡qi1.2. bs Aby‡”Q‡` D‡jøwLZ mKj ¯Í‡ii Kgx©MY ÒAvievbÓ Gi wba©vwiZ 

†eZb KvVv‡gv Ges wb‡qvM c‡Îi kZ© Abyhvqx cÖ‡Z¨K gv‡mi 25 Zvwi‡Li ci †eZb 

fvZvw` MÖnY Ki‡eb| †eZb MÖn‡Yi Rb¨ cÖ‡Z¨K Kgx©‡K †hvM`v‡bi ci ciB wbR bv‡g 

ÒAvievbÓ Gi g‡bvbxZ e¨vs‡K wnmve Lyj‡Z n‡e| Kgx©‡`i ¯^ ¯^ e¨vsK wnmv‡ei gva¨‡g 

‡eZb fvZvw` cÖ`vb Kiv n‡e| Z‡e KZ©„c‡¶i wm×všÍ †gvZv‡eK bM‡`I †eZb-fvZv 

cÖ`vb Kiv hv‡e| 
 

3.1.2. w ’̄iK…Z †eZbf~³ Kgx©MY gv‡mi gvSvgvwS †hvM`vb Ki‡j mswkøó gvm hZ w`‡bi ZZ w`‡q 

ˆ`wbK nvi‡K †ei Ki‡Z n‡e| 

 

3.1.3. Kgx©‡`i ÒAvievbÓ n‡Z cÖvß †eZb Gi Dci hveZxq AvqKi Ges Avbymw½K LiPvw` Kgx© 

wb‡R enb Ki‡e|  

 

3.1.4. ms¯’vi Kv‡R Kg© GjvKvi evB‡i hvZvqvZ I Ae¯’v‡bi Rb¨ mKj ¯Í‡ii Kg©xMY hvZvqvZ, 

†nv‡U‡j _vKv I Lvev‡ii cÖK…Z LiP ms ’̄v †_‡K MÖnY Ki‡Z cvi‡e| 

 

3.2. Bbwµ‡g›U I mswkøó welqvw` t 
 

K) ¯’vqx/wbqwgZ Kgx©MY evrmwiK Bbwµ‡g›U cvIqvi †hvM¨ e‡j we‡ewPZ n‡eb hw`  wk¶vbexk 

Kgx©MY †h ZvwiL †_‡K ’̄vqx Kgx© wnmv‡e ÒAvievbÓ Gi wbqwgZ ‡eZb KvVv‡gvi AšÍf~©³ n‡eb 

cÖ‡Z¨K ermi †mB ZvwiL †_‡KB evrmwiK Bbwµ‡g›U Kvh©Kix n‡e| †Kvb Kgx©i 

c‡`vbœwZ/c`vebwZ n‡jI evrmwiK Bbwµ‡g›U wbqwgZ †eZb KvVv‡gvi AšÍf©~³ ( ’̄vqx) nIqvi 

w`b †_‡KB Kvh©Kix n‡e|  

L) Bbwµ‡g›U I c‡`vbœwZ GKB ZvwiL n‡Z Kvh©Kix n‡j cÖ_‡g c~e©eZx© †MÖ‡W Bbwµ‡g›U †hvM 

Ki‡Z n‡e| Zvci c‡`vbœwZ Kvh©Kix n‡e|  

M) ‡eZb wiwfD Ges c‡`vbœwZ GKB ZvwiL n‡j cÖ_‡g c‡`vbœwZ cÖvß †MÖW Ges c‡i †eZb wiwfD 

Kvh©Kix n‡e|  

N) ‡h †Kvb Aciv‡ai Rb¨ kvw Í̄g~jK e¨e ’̄v wnmv‡e wbev©nx cwiPvjK †h †Kvb ‡MÖ‡Wi Kgx©i evrmwiK 

Bbwµ‡g›U †h †Kvb mg‡qi Rb¨ ’̄wMZ ev evwZj Ki‡Z cvi‡eb|  

O) Kgx©i KvR AZxe m‡šÍvlRbK g‡b n‡j ev AwZwi³ wk¶vMZ †hvM¨Zv ev AwfÁZvi wfwË‡Z 

wbev©nx cwiPvjK †Kvb Kgx©‡K †h †Kvb GKwU ev GKvwaK mg‡q we‡kl Bbwµ‡g›U cÖ`vb Ki‡Z 

cvi‡eb|   

P) Kgx©i †h †Kvb cÖKvi webv ‡eZ‡b QywUi Rb¨ PvKzixi ‡Rô¨Zv n«vm cv‡e Ges evrmwiK Bbwµ‡g›U 

†mB Abyhvqx wcwQ‡q hv‡e| Z‡e ms ’̄vi cÖ‡qvR‡b †Kn QywU‡Z †M‡j wbev©nx cwiPvj†Ki 

Aby‡gv`bµ‡g Zvi PvKzixi aviv Pjgvb _vK‡e Ges h_vixwZ wbqwgZ †eZb KvVv‡gv‡Z AšÍf~©³ 

nIqvi w`b †_‡KB ermiv‡šÍ Bbwµ‡g›U Kvh©Kix n‡e|  

 



3.3 Drme fvZv (Festival Allowance)  

 

K) mKj wk¶vbexk I wbqwgZ/¯’vqx Kgx© erm‡i ỳBwU Drme fvZv cv‡eb| wKš‘ D³ ỳwU 

Drme fvZv cÖ`v‡bi †¶‡Î wm×všÍ cwieZ©‡Yi ¶gZv wbev©nx cwiPvjK msi¶Y iv‡Lb|  

L) wk¶vbexk I wbqwgZ/¯’vqx Kgx© e¨ZxZ Ab¨vb¨ †kªYxi Kg©x Drme fvZv cv‡eb bv|  

M) ¯’vqx Kgx©MY‡K cÖwZ Drme fvZv GKwU g~j †eZ‡bi (Basic Pay) Gi mgvb n‡e| 

wk¶vbexk Kgx©MY gvV chv©‡q gvV fvZv e¨wZZ †gvU †eZ‡bi A‡a©K Ges †K› ª̀xq 

Awd‡m mswkøó ‡MÖ‡Wi hvZvqvZ fvZv e¨wZZ †gvU †eZ‡bi A‡a©K cv‡eb|  

N) wk¶vbexk Kgx©MY Kgx© wnmv‡e PvKzix‡Z †hvM`v‡bi ZvwiL n‡Z miKvix K¨v‡jÛvi 

Abyhvqx Drm‡ei w`b (Dfq w`b AšÍf~©³) ch©šÍ GKkZ Avwk (180) w`b c~Y© n‡jB 

Drme fvZv cv‡eb| †h †Kvb ai‡bi webv ‡eZ‡b QywU D³ GKkZ Avwk w`‡bi g‡a¨ 

MY¨ n‡e bv|  

O) Drme fvZv miKvix K¨v‡jÛvi Abyhvqx Drm‡ei w`b ch©šÍ g~j †eZ‡bi mgcwigvY n‡e|  

P) gvV ch©v‡qi wcqbMY ỳwU Drme fvZv cv‡eb| cÖwZwU †gvU †eZ‡bi A‡a©K n‡e|  

 

 

3.4 wPwKrmv myweav (Medical Facilities) :  
Kg© GjvKvi g‡a¨ Awdm Kv‡R ågY Kv‡j ỳN©UbvRwbZ Kvi‡Y (evm/†gvUi mvB‡Kj/mvB‡Kj 

GKwm‡W›U) Kgx©i †Kvb Avw_©K LiP n‡j D³ LiP ms¯’v enb Ki‡e| gvV ch©v‡q Kgx©‡`i 

AwaKvsk mgqB evwn‡ii KvR Ki‡Z nq e‡j wbqwgZ Awdm Kv‡Ri Rb¨I ¯^ ¯^ Kgx©i 

wbav©wiZ Awdm Kvh©vj‡qi wZb wK‡jvwgUvi `~‡i ỳN©Ubvi Rb¨ D³ wbqg cÖ‡hvR¨ n‡e| G 

†¶‡Î mKj ¯Í‡ii Kgx©MY ỳN©Ubvi Ae ’̄v‡f‡` wbev©nx cwiPvj‡Ki AbygwZ mv‡c‡¶ mKj cÖKvi 

wba©vwiZ QywUi AwZwi³ m‡ev©”P mvZ w`b (gv‡S †h †Kvb eÜ e¨wZZ) QywU †fvM Ki‡Z 

cvi‡eb| cÖ‡qvR‡b D³ QywUi mv‡_ ms¯’vi wbKU n‡Z cvIbv  †h †Kvb cÖKvi QywU †fvM Ki‡Z 

cvi‡eb|  

 

3.5 AemiKvjxb myweavw` (Retirement Benefits)  
mKj Í̄‡ii Kgx© m‡ev©”P mvZvbœ (57) ermi ch©šÍ ¯^vfvweK Ae¯’vq ms¯’vq PvKzix Ki‡Z 

cvi‡eb| we‡kl †hvM¨Zv m¤úbœ Kgx©i †¶‡Î cwiPvjbv cwil‡`i Aby‡gv`b mv‡c‡¶ wbev©nx 

cwiPvjK m‡ev©”P emq mxgv wk_xj Ki‡Z cvi‡eb| D³ AemiKvjxb mg‡q GKRb Kgx© 

wbgœwjwLZ myweavw` cv‡eb t  

 K) MÖ¨vPzBwU|  

 L) Kw›UªweDUwi cÖwf‡W›U dvÛ|  

 

3.6 MÖ¨vPzBwU t  

MÖ¨vPzBwU eve` GKRb ¯’vqx/wbqwgZ Kgx© me©‡kl g~j †eZb Abyhvqx wk¶vbexkKvjmn hZ 

ermi PvKzix n‡e me©‡kl g~j †eZb Abyhvqx ZZ gv‡mi †`o¸‡bi mgcwigvY UvKv cv‡eb| 

¯’vqx/wbqwgZ Kgx© e¨wZZ Ab¨‡Kvb Kgx© MÖ¨vPzBwU cv‡eb bv|  

MÖ¨vPyBwU UvKvi cwigvY evwni Kivi digyjv- 

me©‡kl PvKzixKvj ch©šÍ gvwmK gyj †eZb 51.6  3,655 ‡gvU PvKzixi w`b (webv †eZ‡b 

PvKzix Kvj e¨wZZ)|  



 

3.7 Kw›UªweDUwi cÖwf‡W›U dvÛ (wc, Gd) t  

K) Kw›UªweDUwi cÖwf‡WÛ dvÛ eve` cÖ‡Z¨K ’̄vqx/wbqwgZ Kgx©i gvwmK †eZb †_‡K g~j 

†eZ‡bi `k fvM (10%) KZ©b Kiv n‡e| KZ©bK…Z UvKvi mgcwigvY ms¯’vI cÖ‡Z¨K 

gv‡m Aby`vb wnmv‡e w`‡e| Kgx©‡`i wbKU n‡Z KZ©bK…Z Ges ms ’̄vi Aby`vbmn †gvU 

A_© cÖ‡Z¨K gv‡mi †k‡l ÒcÖwf‡W›U dvÛ Uªvwó †evW© bv‡g GKwU †evW© MVb K‡i Gi 

wba©vwiZ e¨vsK wnmv‡e Rgv ivLv n‡e| c`vwaKvi e‡j D³ Uªvwó †ev‡W©i †Pqvig¨vb I 

†m‡µUvix n‡eb h_vµ‡g wbev©nx cwiPvjK I A_© mgš^qKvix Ges Av‡i wZb(3) Rb mn 

†gvU cvuP (5) Rb wb‡q G †evW© MwVZ n‡e| †h‡Kvb Kvi‡Y †Kvb c` k~b¨ n‡j Uªvwó 

†ev‡W©i ‡Pqvig¨vb Gi mycvwi‡ki wfwË‡Z D³ c` cyiY Kiv n‡e|  

 

cÖwf‡W›U dv‡Ûi RgvK…Z A_© G wewa‡Z Ab¨ wKQz D‡jøL bv _vK‡j Kg©xMY PvKzix †_‡K Ae¨vnwZ wb‡j 

PzovšÍ †jb-‡`‡bi mgq GB UvKv †diZ wb‡e| 

 

L)  cÖwf‡WÛ dvÛ n‡Z FY t  

mKj Kgx© Zvi wc, Gd G my`v`‡j RgvK…Z wbR As‡ki wecix‡Z Uªvó n‡Z FY MÖnY 

Ki‡Z cvi‡eb| D³ F‡Yi Dci Uªvó wba©vwiZ nv‡i my` Av‡ivc Ki‡e| FY MÖn‡Yi Rb¨ 

wbav©wiZ di‡g †K›`ªxq Kvh©vj‡q Av‡e`b Ki‡Z n‡e| †K›`ªxq Kvhv©jq n‡Z Aby‡gv`b 

nIqvi ci gvV ch©v‡qi Kg©xMY ¯̂ ¯^ BDwbU Awdm n‡Z F‡Yi UvKv D‡Ëvjb Ki‡Z 

cvi‡eb| wc, Gd F‡Yi †¶‡Î wbgœwjwLZ wbqgvejx cÖ‡hvR¨ n‡e t-  

 

1. GK erm‡ii g‡a¨ (Rvbyqvix-wW‡m¤^i) wc, Gd F‡Yi A_© m‡ev©”P `yB evi MÖnY Kiv 

hv‡e| 

2. MÖnYK…Z F‡Yi A_© FY MÖnxZvi Av‡e`‡bi †cÖw¶‡Z my`vm‡j m‡ev©”P GK erm‡ii 

g‡a¨ mgvb fv‡M gvwmK †eZb †_‡K KZ©b Kiv n‡e| ‡Kvb Kgx© GK erm‡ii Kg 

mg‡qi g‡a¨ my`vm‡j F‡Yi UvKv KZ©Y Ki‡Z PvB‡j †mB Abyhvqx my` avh© Kiv n‡e| 

†Kvb Kgx© F‡Yi UvKv †gqv` c~wZ©i c~‡e©B GKKvjxb Rgv w`‡Z PvB‡j bM`/†eZb n‡Z 

KZ©b mv‡c‡¶ Rgv †bqv n‡e| Gi Rb¨ gvV ch©v‡qi Kgx©i †¶‡Î †K› ª̀xq Kvh©vj‡qi 

†Kvb Aby‡gv`b jvM‡e bv|  

3. RgvK…Z wc Gd Gi 80% FY wnmv‡e MÖnY Ki‡Z cvi‡eb|  

 

†bvUt  D‡jøL _v‡K †h, wc Gd I MÖvPzBwU msµvšÍ wbqgvejx cieZ©x‡Z ms¯’vi Kvh©wbe©vnx 

cwil‡`i wm×všÍ †gvZv‡eK wba©vwiZ ZvwiL †_‡K Kvh©Kix n‡e| 

 

3.10. Kg©xi RvgvbZ (Staff Security) t 

 

cÖ‡Z¨K Kg©x‡K RvgvbZ wnmv‡e ms¯’v KZ…©K wba©vwiZ cwigvY UvKv PvKzix‡Z †hvM`v‡bi mgq 

ms¯’vq bM` Rgv w`‡Z n‡e| PvKzix Z¨vM K‡i P‡j hvIqvi mgq Kg©x D³ UvKv my` m‡gZ 

wbgœiƒc †diZ cv‡eb- 

K) PvKzixi †gqv` wZb gvm n‡j RgvK…Z A‡_©i (50% my` wenxb)| 

L) PvKzixi †gqv` Qq gvm ev Z ỳ×© n‡j my` m‡gZ m¤ú~Y© RgvK…Z A_©| 

M) my‡`i nvi miKvix e¨vs‡Ki mÂqx Avgvb‡Zi my‡`i Dci wfwË K‡i wba©vwiZ n‡e|  



N) cÖwZ GK eQ‡ii Rb¨ my` cÖ`vb Kiv n‡e|  

 

3.11. Kg©x†`i Rb¨ evB-mvB‡Kj FY (Staff Bi-Cycle Loan) :  

gvV ch©v‡qi Kg©iZ wba©vwiZ †MÖ‡Wi Kg©xMY PvKzix‡Z †hvM`v‡bi ci evB mvB‡Kj Fb eve` 

ms¯’v KZ…©K wba©vwiZ UvKv my` Qvov ms¯’v n‡Z cv‡eb hv cieZ©x‡Z gvwmK †eZb n‡Z GKwU 

wbw`©ó nv‡i KZ©b Kiv n‡e| †Kvb Kg©x GKKvjxb F‡Yi UvKv cwi‡kva Ki‡Z cvi‡eb|  

 

5.12 Awd‡m _vKv I LvIqvi myweav (Accommodation & Fooding Facilities) 

gvV ch©v‡qi Kg©xMY Awd‡m _vKv I g¨v‡P wbR Li‡P LvIqvi myweav cv‡eb| Awd‡m _vKvi Rb¨ 

gvwmK †eZb †_‡K wbw`©ó nv‡i fvov KZ©b n‡e| LvIqvi Rb¨ Awdm †_‡K ivbœvi miÄvgvw` I 

evmbcÎ †`qv n‡e|  

 

 

 

 



PZz_© Aa¨vq 

4. QzwU (Leave) 

4.1. AwR©Z / evrmwiK QzwU (Earn Leave) : 

K) ms¯’vq Kgc‡¶ GK ermi PvKzix K‡i‡Qb Ggb Kg©xMY GKwU el© cwÄ‡Z (Calender 

year January to December) m‡e©v”P wek w`b G QzwU ‡fvM Ki‡Z cvi‡eb| D³ 

wek w`‡bi g‡a¨ AvswkK QzwU ms¯’v we‡kl †Kvb ag©xq ce© (†hgb- C`, ỳM©vc~Rv 

BZ¨vw`) Gi QzwUi mgq †hvM K‡i w`‡Z cv‡i A_©vr H mgq¸‡jv‡Z ÔAvievbÕ Gi mg¯Í 

Awdm eÜ _vK‡e| G †¶‡Î ag©xq c‡e©i mv‡_ †fvM Kiv QzwU ev` w`‡q evKx QzwU Kg©xMY 

†hvM`v‡bi ZvwiL n‡Z 1 erm‡ii g‡a¨ †Kej gvÎ c~‡e©vwjøwLZ c‡e©i mshy³ evwl©K 

QzwU¸‡jv †fvM Ki‡Z cvi‡eb| GK erm‡ii g‡a¨ evrmwiK QzwU eve` evowZ †Kvb QzwU 

†fvM Ki‡Z cvi‡eb bv|  

L) mvßvwnK/miKvix QzwU G QzwUi mv‡_ _vK‡j ïay AwR©Z QzwUB MY¨ n‡e|  

M) Amy¯’Zvi QzwU e¨wZZ Ab¨ †Kvb cÖKvi QzwU mv‡_ mv‡_ †hvM K‡i AwR©Z QzwU †fvM Kiv 

hv‡e bv|  

N) GKB mv‡_ m‡e©v”P mvZ w`b G QzwU †fvM Kiv hv‡e| Z‡e wZb w`‡bi †ekx QzwU †fv‡Mi 

†¶‡Î Dci¯’ wbqš¿bKvix Kg©KZ©v‡K Kg©c‡¶ c‡bi w`b c~‡e© wjwLZfv‡e QzwU †fv‡Mi 

ZvwiL D‡jøL mn AewnZ Ki‡Z n‡e|  

O) Kg©x QzwU‡Z _vKvKvjxb mg‡q wbe©vnx cwiPvjK Awd‡mi cÖ‡qvR‡b wZb w`b mgq w`‡q 

QzwU evwZj c~e©K Awd‡m †hvM`vb Kivi wb‡`©k w`‡Z cvi‡eb|  

P) Giƒc QzwUi Av‡e`‡b Kg©x‡K Aek¨B QzwU‡Z Ae¯’vKvjxb mg‡q Kg©xi mv‡_ †hvM`v‡bi 

wVKvbv mn †dvb/ †gvevBj b¤^i D‡jøL Ki‡Z n‡e|  

Q) †Kvb Kg©x G QzwU mswkøó erm‡ii g‡a¨ †fvM bv Ki‡j evKx cvIbv QzwU H erm‡iB 

Zvgvw` e‡j MY¨ n‡e|  

 

4.2. Hw”QK QzwU (Casual Leave) :  

mKj cÖKvi Kg©x GKwU el© cwÄ‡Z evi (12) w`b Hw”QK QzwU †fvM Ki‡Z cvi‡eb| Z‡e GK 

mv‡_ wZb w`‡bi AwZwi³ G QzwU †fvM Kiv hv‡ebv|  

 

4.3. Amy¯’Zvi QzwU (Madical Leave) :  

K) mKj cÖKvi Kg©x kvixiwK Amy¯’Zvi Rb¨ GKwU el© cwÄ‡Z †gvU Qq (6) w`b QzwU †fvM Ki‡Z 

cvi‡eb| cvIbv QzwU mswkøó erm‡i †fvM bv Ki‡j H erm‡iB Zvgvw` e‡j MY¨ n‡e|  

L) ‡Kvb cÖKvi RwUj †iv‡Mi †¶‡Î †Kvb Kg©xi QzwU wbe©vnx cwiPvjK wbgœiƒc AwZwi³ mg‡qi Rb¨ 

QzwU gÄyi Ki‡Z cv‡ib|  

i. Dc‡ivwjøwLZ AwR©Z QzwU cvIbv _vK‡j cÖ_‡g H QzwU¸‡jv †`qv n‡e|  

ii. cieZ©x wÎk (30) w`b gvV fvZv / hvZvqvZ fvZv e¨wZZ c~Y© †eZ‡b QzwU gÄyi|   

iii. cieZ©x AbyaŸ© wZb gvm webv †eZ‡b QzwU wKš‘ PvKzixi avivevwnKZv (Continuation) eRvq 

_vK‡e A_©vr evwl©K Bbwµ‡g›U I mvwf©R †ewbwdU Gi †¶‡Î webv †eZ‡b QzwU e‡j MY¨ n‡e bv| 

 

 

4.4. gvZ…‡Z¡i QzwU (Meternity Leave) :  



K) bvix Kg©xMY ÔAvievbÕ Gi PvKzix Rxe‡b m‡e©v”P `yBevi gvZ…‡Z¡i QzwU †fvM Ki‡Z cvi‡eb| 

cÖwZev‡i wZb gvm QzwU cv‡eb| AvbygvwbK cÖme Zvwi‡Li Qq mßvn c~e© †_‡K G QzwU ïiæ n‡e| 

QzwUKvjxb mg‡q gvV fvZv / hvZvqvZ fvZv e¨wZZ c~Y© †eZb cv‡eb|  

L) wbqwgZ / ¯’vqx bvix Kg©xMYB †Kej gvÎ gvZ…‡Z¡i QzwU †fvM Ki‡Z cvi‡eb| †Kvb Kg©x 

wk¶vbexkKv‡j gvZ…‡Z¡i QzwU †fvM Ki‡j Zv‡K webv †eZ‡b QzwU wb‡Z n‡e|  

 

4.5. we‡kl QzwU (Special Leave) : 

AwR©Z QzwU Ges Hw”QK QzwU †fvM Kivi ci †Kvb we‡kl Kvi‡Y (Amy¯’Zv/gvZ…‡Z¡i QzwU e¨wZZ) QzwUi 

`iKvi n‡j wbe©vnx cwiPvjK Ae ’̄vi cwi‡cÖw¶‡Z we‡kl we‡ePbvq QzwU gÄi Ki‡Z cvi‡eb|  

 

4.6. Dc‡ivwjøwLZ QzwU Qvov mvßvwnK QzwU Ges mKj cÖKvi miKvix QzwU mKj Kg©xMY †fvM 

Ki‡eb|  

 

 



cÂg Aa¨vq 

5. Kg©x g~j¨vqb (Staff Evaluation) 

 

ms¯’vi Pjgvb Kg©x e¨e ’̄vcbv cÖwµqv (Personnel Management Process) Kg©x g~j¨vqb c×wZ‡Z 

GKwU Ab¨Zg ¸iæZ¡c~Y© welq wnmv‡e wPwýZ K‡i GKwUwfwU di widi‡gkb Ae †ewmK wbWm- Avievb 

Gi mKj ch©vq wbqwgZ Kg©x h_vwbq‡g g~j¨vqb Ki‡e| Kg©xi Dci Awc©Z `vwq‡Z¡i (Job 

Resposibilities or Job Description) wfwË‡Z eQ‡i GKevi K‡i Kg©xi m¤úvw`Z Kv‡Ri 

msL¨vMZ I ¸bMZ gvb wbY©q Ges Kg©xi †gav I m„RbkxjZv, mZZv I wek¦¯ÍZv, AvPiY, †ckvMZ Ávb 

I avibv jv‡fi D‡Ï‡k¨ Kg©x g~j¨vqb cwiPvjbv Kiv n‡e| Kg©x g~j¨vq‡bi gva¨‡g cÖvß djvd‡ji 

wfwË‡Z mswkøó Kg©xi Ae ’̄vbMZ Dbœq‡bi Rb¨ KZ…©c¶ h_vwbq‡g cÖ‡qvRbxq c`‡¶c MÖnY Ki‡eb| Kg©x 

g~j¨vqb memgq mgq wfwËK (Periodical) n‡e|  

 

5.1. evrmwiK Kg©x g~j¨vqb (Annual Evaluation of Staff) :  
K) cÖwZ wW‡m¤^vi gv‡m Kg©xi m¤úvw`Z Kv‡Ri wfwË‡Z Kg©x‡K g~j¨vqb Kiv n‡e|  

L) mswkøó Kg©xi mivmwi ZË¡veav‡b mswkøó Kg©KZ©v KZ…©K Kg©xi cÖv_wgK g~j¨vqb Kvh© m¤úbœ Kiv 

n‡e|  

M) mivmwi ZË¡eav‡b Kg©iZ Kg©KZ©vi cÖv_wgK g~j¨vq‡bi wfwË‡Z mswkøó wefvMxq cÖavb A_ev 

Kg©m~Px cÖavb †cÖwiZ cÖwZ‡e`‡bi Dci Zvi gZvgZ D‡jøL Ki‡eb|  

N) ms¯’vi wba©vwiZ evwl©K †Mvcb cÖwZ‡e`b Gi gva¨‡g h_vwbq‡g Kg©x g~j¨vqb Kiv n‡e|  

O) Kg©x g~j¨vqb Kvh© h_vwbq‡g m¤úbœ Kivi j‡¶¨ mswkøó eQ‡ii ïiæ †_‡KB Kg©xi cwiKwíZ I 

m¤úvw`Z KvR Ges Avbylw½K welqmg~n h_vh_fv‡e ch©‡e¶b Ges (Monitoring) Gi gva¨‡g 

cÖ‡qvRbxq Z_¨ msi¶Y Ki‡e|  

 

5.2. wk¶vbexkKvjxb g~j¨vqb (Staff Evaluation During Probation Period) :  

K) wk¶vbexk Kg©xi ms¯’vq †hvM`v‡bi ci n‡Z Zvi wb‡qvMc‡Î D‡jøwLZ wk¶vbexkKvj ch©šÍ 

g~j¨vqb Kiv n‡e|  

L) mswkøó ZË¡veavqK KZ…©K wk¶vbexkKvj g~j¨vqb I D‡jøwLZ Kg©Kvj‡K KZ…©c¶ PzovšÍ wn‡m‡e 

we‡ePbv Ki‡eb|  

M) wk¶vbexk Kg©xi g~j¨vq‡bi djvd‡ji wfwË‡Z Zvi PvKzix wbwðZ Kiv A_ev wk¶vbexkKvj 

cwiea©b (Extension) A_ev cÖ‡qvRbxq Ab¨ †Kvb e¨e¯’v MÖnY Kiv n‡Z cv‡i|  

 

 

5.3. AšÍ©eZ©xKvjxb Kg©x g~j¨vqb (Staff Evaluation on Interim Period) :  
K) ms¯’vi †Kvb k~b¨ c` c~i‡Yi Rb¨ ms¯’vq Kg©iZ A‡c¶vK…Z †hvM¨Zg Kg©x‡K Zvr¶wbK 

g~j¨vq‡bi gva¨‡g KZ…©c¶ mswkøó Kg©x‡K k~b¨ c‡` AwawôZ Ki‡Z cv‡ib|  

L) cieZ©x g~j¨vq‡bi djvd‡ji wfwË‡Z †Kvb Kg©xi cÖvc¨ mvgwqKfv‡e wbw`©ó mg‡qi Rb¨ eÜ ivLv 

n‡j (Held-up) wbw ©̀ó mgq c‡i KZ…©c¶ mswkøó Kg©x‡K AšÍe©ZxKvjxb g~j¨vqb Ki‡Z cv‡ib|  

 

5.4. Kg©x g~j¨vq‡bi bxwZgvjv (Principles of Staff Evaluation) :  
K) mKj cÖKvi Awbq‡gi D‡aŸ© †_‡K cÖ‡qvRbxq mZZv I c¶cvZnxb mKj cÖKvi Kg©x g~j¨vqb 

Kvh©µg cwiPvwjZ n‡e|  

L) wbe©vnx KZ…©c‡¶i wbqš¿‡b mKj cÖKvi Kg©x g~j¨vqb Kvh©µg cwiPvwjZ n‡e|  

M) me©vwaK †MvcbxqZv msi¶‡Yi gva¨‡g Kg©x g~j¨vqb Kvh©µg cwiPvwjZ n‡e|  



N) mswkøó Kg©x‡K GKK fv‡e h_vwbq‡g g~j¨vqb Kiv n‡e| 

O) mswkøó `vwqZ¡cÖvß ZË¡eavqK Zv‡`i Aax ’̄ mKj ch©v‡qi Kg©x‡K ms¯’vi wba©vwiZ di‡gU Abyhvqx 

cÖv_wgK fv‡e g~j¨vqb K‡i cieZ©x mycvifvBRvi h_v¯’v‡b Zvi gZvgZmn D×©Zb KZ©„c‡¶i 

wbKU †cÖiY Ki‡eb|  

P) mswkøó †Kvb ZË¡veavqK KZ…©K †Kvb Kg©xi g~j¨vqb h_vh_ I hyw³c~Y© we‡ewPZ bv n‡j KZ…©c¶ 

c~bivq D³ Kg©xi g~j¨vqb Ki‡Z cvi‡eb| G‡¶‡Î cÖ‡qvRb‡ev‡a †hvM¨Zvm¤úbœ Ab¨ †Kvb 

gva¨‡g KZ…©c¶ Kg©x g~j¨vqb Ki‡Z cvi‡eb| Z‡e Zv mvaviY wbq‡gi AvIZvf~³ n‡ebv|  

Q) h_vh_ †MvcbxqZv msi¶‡Yi gva¨‡g ms¯’vi Kg©x e¨e ’̄vcbv wefvM mKj ch©v‡qi Kg©xi e¨w³MZ 

bw_ g~j¨vqb cÖwZ‡e`bmn mswkøó msi¶Y Ki‡eb|  

R) ms¯’vi Kvh© wbe©vnx cwil` ms¯’vi wbe©vnx KZ…©c‡¶i g~j¨vqb Ki‡eb|  

 

5.5. Kg©x g~j¨vqb djvdj (Results of Staff Evaluation) :  

K) Kg©xi g~j¨vqb BwZevPK (Positive) n‡j KZ…©c¶ mswkøó Kg©x‡K cÖksmv cÎ, †eZb e„w× A_ev 

c‡`vbœwZ A_ev Kv‡Ri aib I `vwqZ¡ cwieZ©b, wk¶v mdi, D”PZi cÖwk¶Y cÖf„wZ cÖ`v‡bi 

gva¨‡g DrmvwnZ Ki‡Z cv‡ib|  

L) g~j¨vq‡bi d‡j cÖvß Z‡_¨i wfwË‡Z Kg©x‡K ms ’̄vi cieZ©x Dbœqb cwiKíbv AšÍf~©³ Kiv n‡e|  

M) Kg©x g~j¨vq‡bi BwZevPK djvd‡ji wfwË‡Z mswkøó Kg©xi Rb¨ cieZ©x c`‡¶c wba©viY I MÖn‡Y 

KZ…©c‡¶i wm×všÍ PzovšÍ wn‡m‡e we‡ewPZ n‡e|  

 

5.6. wdWe¨vK cÖvwßi my‡hvM (Opportunity for Feed-Back) :  

K) g~j¨vq‡bi d‡j Kg©xi cÖvß djvdj †bwZevPK n‡j KZ…©c¶ mswkøó mycvifvRv‡ii gva¨‡g Kg©x 

Zvi NvUwZ mg~n D‡jøLc~e©K wjwLZfv‡e Rvbv‡eb Ges GKwU wbw`©ó mg‡qi g‡a¨B Zv‡K 

ms‡kva‡b civgk© cÖ`vb Ki‡eb|  

 



lô Aa¨vq 

6. ewa©Z †eZb, c‡`vbœwZ, wmwbqwiwU, c`bvg cwieZ©b (Increament, Promotion, 

Seniority & Change of Desigantion)  
 

Kg©xi Kg© DÏxcbv Drmvn I AvšÍwiKZv‡K Ae¨vnZ ivLv Ges Kg©xi h_vh_ gh©v`v cÖ`v‡bi j‡¶¨ Avievb 

mKj ¯Í‡ii wbqwgZ Kg©x‡K h_vh_ c×wZ‡Z c‡`vbœwZ I †eZb e„w× Ki‡e| c‡`vbœwZ I †eZb e„w×i 

†¶‡Î wb‡gœv³ welq¸‡jv we‡ePbv Kiv n‡e|  

 

6.1. c‡`vbœwZ (Promotion) t 

K) m‡šÍvlRbK fv‡e wbw ©̀ó mgq ch©šÍ PvKzix Ki‡j mKj Í̄‡ii wbqwgZ Kg©x‡K Kg©xi †hvM¨Zvi 

wfwË‡Z c‡`vbœwZ cÖ`v‡bi welq KZ…©c¶ we‡ePbv Ki‡Z cv‡i|  

L) c‡`vbœwZ †Kvb Kg©xi `vwe wnmv‡e bq Ges Kg©xi m‡šÍvlRbK Kv‡Ri wfwË‡ZB Zv wba©vwiZ n‡e|  

M) mvaviYZ †Kvb Kg©xi c‡`vbœwZi mgqmxgv n‡e Kgc‡¶ wZb eQi| Z‡e Kg©xi Kv‡Ri gvb I 

ms¯’vi cÖ‡qvR‡b KZ…©c¶ †h †Kvb Kg©x‡K wZb eQi c~‡e©B c‡`vbœwZ cÖ`vb Ki‡Z cv‡ib|  

N) Kg©xi c‡`vbœwZi welqwUi mv‡_ ms¯’vi Avw_©K mvg‡_©i welqwU mivmwifv‡e RwoZ| d‡j †h 

†Kvb Kg©x‡K c‡`vbœwZ cÖ`v‡bi c~‡e© KZ…©c¶ ms ’̄vi Avw_©K mvg‡_©i welqwU we‡ePbv Ki‡eb|  

 

6.2. wmwbqwiwU (Seniority) t 

K) GKwUwfwU di widi‡gkb Ae †ewmK bxW&m-Avievb G †hvM`vb I c‡`vbœwZi ZvwiL n‡Z Kg©x 

¯Íi Abyhvqx mswkøó Kg©xi wmwbqwiwU wnmve Kiv n‡e|  

L) GKB mg‡q GKvwaK e¨w³ wb‡qvMcÖvß n‡j KZ…©c¶ †gav I †hvM¨Zvi wfwË‡Z KZ…©c¶ wbe©vwPZ 

e¨w³‡K wmwbqwiwU cÖ`vb Ki‡eb|  

M) GKB c‡` c‡`vbœwZ cÖvß Kg©x‡`i c‡`vbœwZi ZvwiL I bZzb wb‡qvMcÖvß Kg©x‡`i †hvM`v‡bi 

ZvwiL GKB n‡j c‡`vbœwZcÖvß wmwbqi wn‡m‡e we‡ewPZ n‡eb|  

N) Avievb Zvi mKj ch©v‡qi wbqwgZ I cÖKí Kg©xi wmwbqwiwUi ZvwjKv i¶Yv‡e¶b I msi¶Y 

Ki‡e|  

 

6.3. c`bvg cwieZ©b (Change of Desigantion) t 

K) ms¯’vi cwiweZ©Z Ae¯’vb I Pvwn`vi wfwË‡Z KZ…©c¶ †h †Kvb Kg©xi c`bvg I `vwqZ¡vejxi 

cwieZ©b Ki‡Z cv‡ib|  

L) ms¯’vi e¨e ’̄vcbv KwgwUi mv‡_ civgk©µ‡g Kg©xi c`bvg I `vwqZ¡vejx cwieZ©‡bi †¶‡Î 

KZ…©c¶ Aek¨B Kvh©wbe©vnx cwil‡`i m¤§wZ MÖnY Ki‡eb|  

 

6.4. AvPiY I k„•Ljv (Decorum & Discipline) t 

ÔAvievbÕ Gi D‡Ïk¨‡K mdjfv‡e ev¯Íevqb I ms¯’v‡K DË‡ivËi cÖmvi I cÖwZwôZ Kivi Rb¨ Kg©x‡`i 

DbœZ gv‡bi AvPiY I k„•Ljv‡eva _vKv `iKvi, G e¨vcv‡i K‡qKwU w`K wb‡gœ D‡jøL Kiv n‡jv t-  

6.4.1. wbqgvbyewZ©Zvt 

K) mKj Kg©xB Zvi DaŸ©Zb Kg©x hvi Aax‡b wZwb KvR Ki‡eb Zvi Av‡`k I Dc‡`k †g‡b 

Pj‡eb|  

L) ÔAvievbÕ Gi mKj cÖKvi Kvh©µ‡g KZ©e¨ civqb I wbôvevb n‡eb| m‡e©v”P †MvcbxqZv i¶v 

Ki‡eb Ges wek¦¯Í _vK‡eb| ÔAvievbÕ ¯^v_© i¶vq I Dbœq‡b me©`v m‡Pó _vK‡eb| mnKg©x I 

gvV ch©v‡q `jxq m`m¨v‡`i mv‡_ f`ª e¨envi I †mŠRb¨g~jK AvPiY Ki‡eb|  



M) mswkøó KZ…©c‡¶i webv AbygwZ‡Z msev` c‡Î A_ev Rbmvavi‡Yi D‡Ï‡k¨ †Kvb wee„wZ cÖ`vb 

Ki‡Z cvi‡eb bv|  

 

6.4.2. wbwl× e¨emv ev PvKzixt  

KZ…©c‡¶i wjwLZ c~e© AbygwZ Qvov †Kvb Kg©x wb‡gœv³ Kv‡R RwoZ n‡eb bv|  

 

K) ms¯’vi Kvh©µg e¨wZZ Ab¨ †Kvb e¨emv evwY‡R¨ wb‡qvwRZ nIqv| 

L) m¤§vbx ev webv m¤§vwb‡Z evwn‡ii †Kvb PvKzix‡Z wb‡qvwRZ nIqv|  

M) ‡Kvb mvs¯‹…wZK †RvU ev K¬v‡ei m`m¨ nIqv| 

N) ‡Kvb ‡emiKvix Dbœqbg~jK msMV‡bi mv‡_ RwoZ nIqv|  

 

6.4.3. `vb MÖnY ev avi Kiv t  

K) ‡Kvb Kg©xB Zvi wbgœ c`¯’ mnKg©xi wbKU †_‡K †Kvb avi MÖnY Ki‡eb bv ev 

Avw_©K †jb‡`‡b Rov‡eb bv|  

L) KZ…©c‡¶i c~e© AbygwZ Qvov ÔAvievbÕ Gi c‡¶ Ab¨ †Kvb e¨w³ / ms¯’vi wbKU 

†_‡K `vb / avi MÖnY Ki‡eb bv|  

M) ÔAvievbÕ Gi mv‡_ hv‡`i e¨emv/ Avw_©K †jb‡`b Av‡Q Ggb †Kvb e¨w³ gvwjKvbv 

cÖwZôvb ev Zvi Kg©x‡`i mv‡_ Avw_©K †jb‡`‡b †Kvb Kg©x RwoZ n‡Z cvi‡eb 

bv| e¨vsK ev †Kvb A_© jMœxKvix cÖwZôvb Gi AvIZvq ci‡e bv|  

 

 

6.4.4. AvPiY I Aciva Gi KviY (Ground of Misconduct & Crime) t mKj cÖKvi 

Kg©xi Rb¨ wb‡gœvwjwLZ KvR¸‡jv‡K Am`vPiY I Aciva e‡j MY¨ Kiv n‡e- 

6.4.4.1. B”QvK…Zfv‡e R¨vô mnKg©xi b¨vqm½Z Av‡`k Agvb¨ Kiv|  

6.4.4.2. B”QvK…Zfv‡e kVZv K‡i ÔAvievbÕ Gi †Kvb m¤úwËi ¶wZ mvab Kiv|  

6.4.4.3. Nyl MÖnY ev Ab¨vqfv‡e †Kvb e¨w³/ms¯’vi wbKU n‡Z †Kvb myweav MÖnY|  

6.4.4.4. Af¨vmMZfv‡e †`ix‡Z Awd‡m Avmv| 

6.4.4.5. mnKg©x ev †Kvb evwn‡ii †jv‡Ki mv‡_ `vsMvevRx, Dk„sLjZv A_ev †Kvb A‡kvfb 

AvPiY Kiv|  

6.4.4.6. B”QvK…Zfv‡e ms ’̄vi KvR I KZ©‡e¨ Af¨vmMZfv‡e AeÁv ev Ae‡njv cÖ`k©b Kiv| 

6.4.4.7. B”QvK…Zfv‡e ms ’̄vi †Kvb †iKW© ev †iwRóv‡ii ¶wZ mvab Kiv|  

6.4.4.8. KZ…©c‡¶i AbygwZ e¨wZZ Awd‡m †h †Kvb m¤úwË †iKW© A_ev †iwRóªvi Awdm   

Avw½bvq evwn‡i Avbv, A_ev Ab¨ KvD‡K cÖ`vb Kiv|  

6.4.4.9. KZ…©c‡¶i webv AbygwZ‡Z QzwU †fvM Kiv|  

6.4.4.10. ms¯’vi wfZ‡i A_ev evwn‡i †h †Kvb cÖKvi AmvgvwRK Kv‡R wjß nIqv, †hgb-  

bvix cyiæ‡l AmvgvwRK Kg©KvÛ, †bkvMÖ¯Í, Ryqv †Ljv, †Pviv Kvievix|  

6.4.4.11. ms¯’vi ¯^v_©cwicš’x †h †Kvb Lei jywK‡q ivLv|  

6.4.4.12. ‡h †Kvb cÖKvi A_© AvZ¥mvr Kiv A_ev A_© AvZ¥mvr G Ab¨ KvD‡K cÖ‡ivwPZ Kiv|  

6.4.4.13. Awd†m ev gv‡V `jxq Kvh©µg Pvjv‡bvi mgq aygcvb|  

6.4.4.14. ‡Kvb D×©Zb Kg©xi †idv‡iÝ w`‡q Pvc †`qv|  

6.4.4.15. Awd‡mi †MvcbxqZv f½ Kiv|  

6.4.4.16. ms¯’v‡K bv Rvwb‡q ÔAvievbÕ Gi ỳRb Kg©x †Mvc‡b weevn eÜ‡b Ave× nIqv| 



6.4.4.17. ms¯’vi Ab¨ †Kvb Kg©x m¤ú‡K© wg_¨v Awf‡hvM DÌvcb|  

6.4.4.18. ms¯’vi wbqg Ges ¯^v_© cwicš’x A_ev ms¯’vi gvb ¶zbœ K‡i Ggb †h †Kvb cÖKvi KvR 

Kiv ev Ab¨ KvD‡K cÖ‡ivwPZ Kiv|  

 

6.4.5 PvKzix n‡Z we`vq (Left from Service) t wbgœwjwLZ wewfbœ fv‡e GKRb Kg©x ÔAvievbÕ 

n‡Z we`vq wb‡Z cv‡i t- 

6.4.5.1 Aemi (Retirement) 

6.4.5.2 c`Z¨vM (Resignation)  

6.4.5.3 Ae¨vnwZ (Termination) 

6.4.5.4 eiLv¯Í (Dismissal) 

6.4.5.5 eva¨Zvg~jK Aemi (Force Retirement) 

 

 

6.4.6 wbqwgZ Kg©xi PvKzix n‡Z we`vq t 

‡h †Kvb Kg©x Zvi e¨vw³MZ †h †Kvb Kvi‡Y PvKzix n‡Z c`Z¨vM Ki‡Z cvi‡eb| wb‡qvM c‡Î G 

e¨vcv‡i Ab¨ wKQz D‡jøL bv _vK‡j mKj wbqwgZ Kg©x‡K c`Z¨vM cÎ Kvh©Kix nIqvi ZvwiL 

†_‡K Kgc‡¶ GK gvm c~‡e© wbe©vnx cwiPvjK eive‡i Zvi Dci¯’ wbqš¿bKvix Kg©KZ©v 

(Controlling Officer) Gi wbKU wjwLZfv‡e c`Z¨vM cÎ `vwLj Ki‡Z n‡e| c`Z¨vM cÎ 

wbe©vnx cwiPvjK ev Zvi g‡bvbxZ e¨vw³ MÖnY Ki‡eb| ms¯’vi ¯^v‡_© c`Z¨vM cÎ Kg©xi D‡jøwLZ 

ZvwiL †_‡K Kvh©Kix bv K‡i cieZ©x ZvwiL †_‡KI Kvh©Kix Kiv hv‡e| †Kvb Kg©x GKgvm c~‡e© 

†bvwUk cÖ`vb bv K‡i c`Z¨vM Ki‡Z PvB‡j c`Z¨vM cÎ Kg©xi D‡jøwLZ ZvwiL †_‡KB MÖnY 

Kiv n‡e| wKš‘ GKgvm c~‡e© †bvwUk cÖ`vb bv Kivi Kvi‡Y PzovšÍ cvIbv n‡Z GK gv‡mi †gvU 

†eZb KZ©b K‡i ivLv n‡e|  

 

6.4.7 wk¶vbexk I Ab¨vb¨ Kg©xi PvKzix n‡Z we`vq t  

wbqwgZ / ¯’vqx Kg©x e¨vZxZ Ab¨vb¨ wk¶vbexk I Ab¨vb¨ Kg©xMY‡K Kgc‡¶ c‡bi w`b c~‡e© 

†bvwUk cÖ`vb Ki‡Z n‡e, c‡bi w`b c~‡e© †bvwUk cÖ`vb bv K‡i c`Z¨vM Ki‡Z PvB‡j PzovšÍ 

cvIbv n‡Z c‡bi w`‡bi †gvU †eZb (gvV fvZv / hvZvqvZ fvZv e¨vZxZ) KZ©b K‡i ivLv n‡e|  

 

6.4.8 Ae¨vnwZ t  

 

Kg©xi GK ev GKvwaK Aciv‡ai Rb¨ kvixwiK / gvbwmK Amy¯’Zv A_ev A`¶Zvi Rb¨ Kg©x 

PvKzixi A‡hvM¨ e‡j MY¨ n‡j KZ…©cÿ Kg©x‡K PvKzix n‡Z Ae¨vnwZ w`‡Z cvi‡e| Kg©xi Aciva 

A_ev Abyiƒc †h †Kvb mgq cÖ`vb bv K‡i Zvr¶wYKfv‡e Ae¨vnwZ cÖ`vb Ki‡Z cvi‡e| G 

†¶‡Î Kg©x‡K †Kvb cÖKvi †bvwUk-‡c cÖ`vb Kiv n‡e bv| Dc‡ivwjøwLZ kvixwiK / gvbwmK 

Amy¯’Zv, Kg© A`¶Zvi Rb¨ A_ev Abyiƒc Kvi‡Y Kg©x PvKzixi A‡hvM¨ e‡j Ae¨vnwZ cÖ`vb 

Ki‡j wbgœwjwLZfv‡e †bvwUk-‡c Kvh©Kix n‡e t- 

K) Ae¨vnwZ cÖ`v‡bi mgq wbqwgZ Kg©xM‡Yi †¶‡Î Kvh©Kix nIqvi ZvwiL n‡Z Kgc‡¶ 

GK gvm c~‡e© Rvbv‡bv n‡e A_ev GK gv‡mi †gvU †eZb cÖ`vb Kiv n‡e|  

L) wbqwgZ Kg©x e¨wZZ Ab¨vb¨ Kg©xM‡Yi †¶‡Î Kgc‡¶ c‡bi w`b c~‡e© Rvbv‡bv n‡e 

A_ev c‡bi w`‡bi †gvU †eZb cÖ`vb Kiv n‡e|  

 



6.4.9 eiLv¯Í t  

 

K) Kg©xi GK ev GKvwaK Aciv‡ai Rb¨ ¸iæ`Û wnmv‡e ms¯’v Kg©x‡K PvKzix n‡Z eiLv¯Í 

Ki‡Z n‡e| eiLv‡ Í̄i c~‡e© †Kvb mgq †`qv n‡e bv|  

L) ‡Kvb Kg©x‡K eiLv‡ Í̄i c~‡e© Kg©xi weiæ‡× AvbxZ Awf‡hv‡Mi Dci wfwË K‡i mvZ (7) 

†_‡K wÎk (30) w`b ch©šÍ Kg©x‡K ÒmvgwqK eiLv¯ÍÓ Kiv hv‡e| D³ mg‡qi g‡a¨ 

AvbxZ Awf‡hv‡Mi Dci Z`šÍ Kvh© mgvav c~e©K PzovšÍ wm×všÍ wb‡Z n‡e|  

M) mvgwqK eiLv‡ Í̄i mgq Kg©x‡K Awd‡mi †Kvb KvR Ki‡Z n‡e bv| G mg‡qi Rb¨ gvV / 

hvZvqvZ fvZv e¨wZZ †gvU †eZ‡bi A‡a©K cv‡e|  

N) Z`šÍmv‡c‡¶ Kg©x wb‡`©vl cÖgvwYZ n‡j Zv‡K mvgwqK eiLv‡ Í̄i ïiæi ZvwiL †_‡K 

PvKzix‡Z c~Y©envj Kiv n‡e Ges GKRb ’̄vqx Kg©xi mKj cÖKvi my‡hvM myweav cv‡eb| 

mvgwqK eiLv¯ÍKvjxb mg‡q †h UvKv MÖnY K‡i‡Qb Zv ev` w`‡q evKx UvKv GKKvjxb 

cv‡eb| Z`šÍ mv‡c‡¶ †Kvb Kg©x AvswkK †`vlx cÖgvwYZ n‡j KZ…©c¶ Zvi c~‡e©i 

PvKzixi AwfÁZv Ges †hvM¨Zv we‡ePbv K‡i PvKzix‡Z mvgwqK eiLv‡ Í̄i cieZ©x †h 

†Kvb ZvwiL †_‡K PvKzix‡Z c~Y©envj Ki‡Z cvi‡eb| G †¶‡Î mvgwqK eiLv¯ÍKvjxb 

mg‡q †h myweav MÖnY K‡i‡Qb ZvB cv‡eb| evowZ †Kvb myweav cv‡eb bv| c~Y©env‡ji 

ZvwiL †_‡K GKRb ¯’vqx Kg©xi mKj my‡hvM myweav cv‡eb| G †¶‡Î mvgwqK eiLv¯Í 

Kvjxb mg‡qi Rb¨ PvKzixi R¨vóZv n«vm cv‡e|  

O) ïaygvÎ wbqwgZ / ¯’vqx Kg©xM‡Yi †¶‡Î eiLv‡ Í̄i wbqg Kvh©Kix n‡e| Ab¨vb¨ Kg©xMY 

ms¯’vi ¯’vqx Kg©x bq weavq| G †¶‡Î ’̄vqx e¨wZZ Ab¨vb¨ Kg©xi Rb¨ eiLv¯Í AKvh©Kvix|  

 

6.4.10. eva¨Zvg~jK Aemi (Force Retirement) t  

ms¯’vi ¯^v‡_© wbe©vnx cwiPvjK †h †Kvb mgq †h †Kvb Kg©x‡K †Kvb cÖKvi KviY e¨wZ‡i‡K 

eva¨Zvg~jK Aemi cÖ`vb Ki‡Z cvi‡eb| AemiKvjxb myweavw` (wc.Gd. Ges MÖvPzBwU) 

wba©vi‡Yi †¶‡Î eva¨Zvg~jK Aemi cÖ`v‡bi ZvwiL ch©šÍ MYbv Kiv n‡e| G ai‡bi Aem‡ii 

†¶‡Î Kg©xi †Kvb cÖKvi Avcxj Kivi my‡hvM _vK‡e bv|  

 

6.4.11. Avwcj (Appeal) t  

 

Ae¨vnwZ Ges eiLv¯Í Gi weiæ‡× Kg©x Avievb cwiPvjbv cwil` Gi eive‡i Avwcj Ki‡Z 

cvi‡eb| G †¶‡Î Kg©x‡K Ae¨vnwZ / eiLv¯Í cÖ`v‡bi ZvwiL n‡Z el©cÄx Abyhvqx wÎk 

w`‡bi g‡a¨ Avievb- cwiPvjbv cwil` Gi eive‡i wjwLZ Av‡e`b Ki‡Z n‡e|  

 

6.4.12. evrmwiK †Mvcbxq cÖwZ‡e`b (Annual Confidential Report ‘ACR’) t 

 

Kg©xi Kg©`¶Zv I Ab¨vb¨ welqvw` we‡ePbv K‡i DaŸ©Zb Kg©KZ©vi cÖwZ erm‡ii Rb¨ evrmwiK 

†Mvcbxq cÖwZ‡e`b (ACR) cÖ`vb Ki‡eb| D³ ‘ACR’ Kg©xi c‡`vbœwZ, c`vebwZ, eiLv¯Í, 

Ae¨vnwZ BZ¨vw`i †¶‡Î e¨venvi Kiv n‡e|  

 

 

= mgvß = 



mshyw³- 1 

 

wbe©vnx cwiPvjK,  

Avievb, c~e©ajv, †bÎ‡KvYv| 

 

welq t wc.Gd. F‡Yi Rb¨ Av‡e`b|  

 

gva¨g t h_vh_ KZ…©c¶| 

 

Rbve, 

 Avwg wbgœ ¯^v¶iKvix Avcbvi ms¯’vi 
----------------------------------------------------------------

 AÂ‡ji 
------------

-----------------

 BDwb‡U 
------------------------------------------

 c‡` Kg©iZ AvwQ| Avwg Avgvi wc.Gd.-G RgvK…Z 

UvKv n‡Z --------------------- (K_vq 
--------------------------------------------------------

) UvKv ms¯’vi wbqgvbyhvqx Fb 

wb‡Z B”QzK| Avgvi wbKU wc.Gd. Fb eve` ms ’̄vi †Kvb c~e© cvIbv bvB|  

 

 AZGe, Rbve mgx‡c Av‡e`b GB †h, D³ wc.Gd F‡bi UvKv Aby‡gv`b Ki‡Z AvÁv nq|  

 

wb‡e`K        mycvwikKvix 

 

¯^v¶i  t 
-----------------------------------------------

       ¯̂v¶i t 

bvg  t 
-----------------------------------------------

       c`ex I †KvW- 

c`ex   tÑÑÑÑÑÑÑÑÑÑÑÑÑ  

†KvW bs t 
---------------------------------

 

 

wnmve wefvM 

 

---------------------------------

 ZvwiL ch©šÍ Kg©xi  wnmv‡e 
----------------------------------

 UvKv (K_vq 
-----------------------------

------------------------------------------

 ) Rgv Av‡Q|  

 

------------------------------------------------ 

¯^v¶i (wnmve wefvM) 

--------------------------------------

 

--------------------------------------

 

       A_© mgš̂qKvix         

 

wbe©vnx cwiPvjK 

 

 



 

mshyw³- 2 

 

g‡bvbqY cÎ 

 

Avwg wbgœ ¯^v¶iKvix 
----------------------------------------------------------------------------

 Avgvi cÖwf‡W›U dv‡Û RgvK…Z 

A_©, MÖvPzBwU, MÖæc Bbmy‡iÝ Ges ms¯’v †_‡K Ab¨vb¨ cvIbv MÖn‡Yi Rb¨ wb‡gœvwjwLZ e¨vw³ / e¨vw³MY‡K 

g‡bvYqb Kijvg| Avgvi g„Zz¨i ci g‡bvbxZ e¨vw³ / e¨vw³MY ms¯’vq cÖvc¨ mKj cÖKvi cvIbv UvKvi 

gvwjK n‡eb Ges wZwb / Zviv D³ UvKv D‡Ëvjb Ki‡Z cvi‡eb| Avwg ms¯’vq PvKzixiZ Ae¯’vq my¯’ 

gw Í̄‡®‹, ¯^Áv‡b Ges ¯^B”Qvq G g‡bvYqb cÎ cÖ`vb Kijvg|  

 

µ: bs g‡bvbxZ e¨vw³/ e¨vw³M‡Yi bvg wVKvbv m¤úK© kZvsk 

01 
 

   

02 
 

   

03 
 

   

 

¯^v¶xM‡Yi bvg, wVKvbv I ¯^v¶i t  

µ: bs ¯^v¶xM‡Yi bvg wVKvbv ¯^v¶i 

01 
 

  

02 
 

  

03 
 

  

 

g‡bvbqYKvix e¨vw³i ¯^v¶i I Z_¨vejx t  

 

--------------------------------

   
--------------------------------

  
--------------------------------

 

¯^v¶i      †KvW bs    ZvwiL  

 

 

--------------------------------------

     
---------------------------------------

 

c`ex         Kg©iZ ’̄vb 

 

wet`ªt- GK ev GKvwaK e¨w³‡K g‡bvbqY Kiv hv‡e| †h †Kvb cÖvß eq¯‹ e¨w³ ¯̂v¶x n‡Z cvi‡eb|  

 

 


