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cÖ_g Aa¨vq 

wk‡ivbvg, Kvh©KvwiZv, msÁv, e¨vLv I ms‡kvabx 

 

AuvZzoK_v (Introduction) t 
 

mg¯Í cÖksmv GKgvÎ AvjøvnZvqvjvi| 
 

RbKj¨vYg~jK, ‡¯^”Qv‡mex cÕwZôvb wn‡m‡e ÔG‡mW nweMÃÕ (G‡mvwm‡qkb di †mvwmI-BK‡bvwgK †W‡fjc‡g›U) 

nweMÃ †Rjvi AbybœZ Rb‡Mvwôi Av_©-mvgvwRK Dbœq‡bi `„p A½xKvi wb‡q 1991 mv‡j 1jv Rvbyqvix gv‡m 

cÖwZôv jvf K‡i| †m †_‡K Zvi nuvwUnuvwU cv‡q c_Pjv, wewfbœ PovB DrivB †cwi‡q G‡mW nweMÄ Zvi eZ©gvb 

Ae¯'v‡b my`„p|  

 

wbeÜb KZ…©cÿ (Registration Authority) t 

mgvR‡mev Awa`ßi, mgvRKj¨vY gš¿Yvjq 

MYcÕRvZš¿x evsjv‡`k miKvi  

wbeÜb bs: nwe - 125 
 

hye Dbœqb Awa`ßi, hye I µxov gš¿Yvjq 

MYcÕRvZš¿x evsjv‡`k miKvi 

¯^xK…wZcÎ bs: 34.01.3600.000.49.262.17-19 
 

gwnjv welqK Awa`ßi, gwnjv I wkï welqK gš¿Yvjq 

MYcÕRvZš¿x evsjv‡`k miKvi 

wbeÜb bs: nwe-58 
 

GbwRI welqK ey¨‡iv 

cÕavbgš¿xi Kvh©vjq 

wbeÜb bs: 2895 

 

g~jZt gvV ch©v‡q Dbœqbg~jK Kvh©µg MÕn‡Yi gva¨‡g ¯'vbxq `wi`ª, wbiÿi, Kzms¯‹viv”Qbœ I myweav ewÂZ 

Rb‡Mvôxi Av_©-mvgvwRK Dbœq‡bi †ÿ‡Î Kvh©Ki mn‡hvwMZv cÕ`vb K‡i GKwU †kvlbnxb ¯^-wbf©i AvZ¥m‡PZb 

mgvR MVbB G‡mW nweMÃ ms¯'vi Ab¨Zg jÿ¨| 

 

G‡mW nweMÃ ms¯'v AvšÍwiKfv‡e wek¦vm K‡i ‡h, ms¯'vq Kg©iZ mKj Kg©KZ©v I Kg©Pvixi mwµq I ¯^ZtùzZ© 

AskMÖnY (Active and Spontaneous Participation) Qvov †Kvb cÕwZôvbB Zvi jÿ¨ I D‡Ïk¨ AR©b 

Ki‡Z cv‡i bv| d‡j G‡mW nweMÃ ms¯'vi jÿ¨ I D‡Ïk¨ AR©‡bi e„nËi ¯^v‡_© ms¯'vi Kvh©µg cÕYqb, Dbœqb I 

ev¯Íevqb ch©v‡q mKj Kg©KZ©v/Kg©Pvixi Kvh©Ki I ¯^ZtýzZ© AskMÕnY Ges mwVK I myôfv‡e Kg©x e¨e¯'vcbv 

(Personnel Management) wbwðZ KivB GB PvKzixwewa cÕeZ©‡bi g~j jÿ¨| 

 

PvKzixwewa G‡mW nweMÃ I Zvi m¤ú„³ mKj ch©v‡qi Kgx©i Dbœqb, ¯^v_© msiÿY I e„nËi Kj¨vY mva‡b e¨eüZ 

n‡e| 

 

32 c„ôvi GB PvKzixwewa †gvU 10wU Aa¨v‡q wef³ Ges GLv‡b †gvU 67wU Aby‡”Q` i‡q‡Q| 

 



 

 

1.01. msÁv (Definition) t 

K.  ms¯'v ej‡Z ÔG‡mW nweMÃÕ (G‡mvwm‡qkb di †mvwmI-BK‡bvwgK †W‡fjc‡g›U)  ms¯'v‡K eySv‡e| 

L.  wbe©vnx KwgwU (Executive Committee) ej‡Z ÔG‡mW nweMÃÕ ms¯'vi Kvh©wbe©vnx cwil`‡K eySv‡e| 

M.  Kg©x ej‡Z ÔG‡mW nweMÃÕ ms¯'vi KwgwU‡Z Kg©iZ mKj cÕKvi Kg©Pvix I Kg©KZ©v‡K eySv‡e| 

N.  KZ©„cÿ ej‡Z ÔG‡mW nweMÃÕ ms¯'vi cÕavb wbe©vnx (Chief Executive) A_ev wbe©vnx cÕavb KZ…©K 

g‡bvbxZ mswkøó Kg©KZ©v‡K eySv‡e| 

O.  Ôe¨e¯'vcbv KwgwU× (Management Committee) ej‡Z ÔG‡mW nweMÃÕ ms¯'vi cÕavb wbe©vnx A_ev 

KZ©„cÿ KZ©„K wbe©vwPZ Kg©KZ©v‡`i mgš^‡q AskMÕnYg~jK e¨e¯'vcbv (Participatory 

Management) wbwðZ Kivi j‡ÿ MwVZ KwgwU‡K eySv‡e| 

P.  †hvM`v‡bi mgq (Date of Jonining) ej‡Z wb‡qvMcÕvß Kg©xi wb‡qvMc‡Î (Letter of 

Appointment) Ges e`jxi Rb¨ wb‡ ©̀k cÕvß (Official Order) Kgx©i e`wjc‡Î (Letter of 

Transfer) D‡jøwLZ Kg©¯'‡j †hvM`v‡bi mgq‡K eySv‡e| 

Q. QywUi w`b (Holyday) ej‡Z mvßvwnK QywUi w`b Qvov evsjv‡`k miKvi KZ©„K †NvwlZ QywUi w`b‡K 

eySv‡e| 

R.  Contributory ej‡Z Provident Fund Gi Rb¨ Kg©xi †eZb n‡Z KwZ©Z UvKvi mgvb A_© ms¯'v 

KZ©„K Kg©xi bv‡g Pvjy Provident Fund G wbqwgZfv‡e cÕ`Ë A_©‡K eySv‡e| 

S.  Drme fvZv (Bonus) ej‡Z ms¯'vq Kg©iZ Kg©x‡`i cÕavb agx©q Drme (Prime Religions 

Festival) Dcj‡ÿ cÕ`Ë wbw`©ó fvZv‡K eySv‡e| 

 

1.02 e¨vLv (Interpretation) t 

K.  GB PvKzixwewai †Kvb Aby‡”Q‡`i †Kvb Ask A¯úó we‡ewPZ n‡j A_ev gZ‰ØaZv †`Lv w`‡j KZ©„cÿ cÖ`Ë 

my¯úó e¨vL¨vB PzovšÍ e¨vL¨v wn‡m‡e we‡ewPZ n‡e| 

L.  GB PvKzixwewa‡Z D‡jøwLZ welq QvovI cÕ‡qvR‡b Ges cwiewZ©Z Ae¯'vi ‡cÕwÿ‡Z ms¯'vi Kg©x e¨e¯'vcbv 

(Personnel Management) I mswkøó wel‡q †Kvb wm×všÍ MÕn‡Yi cÕ‡qvRb n‡j Kvh©wbe©vnx cwil‡`i 

Aby‡gv`bµ‡g KZ©„cÿ cÕ‡qvRbxq Av‡jvPbv mv‡c‡ÿ h_vh_ wm×všÍ MÕnY Ki‡Z cvi‡eb| 

 

1.03 ms‡kvabx (Amendment or Rectification) t 

K.  cwieZ©bkxj I cwieZx©Z Ae¯'vi mv‡_ mvgÃm¨ iÿvi (Adaptive) j‡ÿ¨ GB PvKzixwewa Gi †Kvb 

Aby‡”Q` G ewY©Z †Kvb Ask cwieZ©b, cwiea©b Ges we‡qvRb A_ev †Kvb bZzb Aby‡”Q` ms‡hvR‡bi 

cÕ‡qvRb n‡j KZ©„cÿ Kvh©wbevnx© cwil‡`i Aby‡gv`bµ‡g Zv Ki‡Z cvi‡eb| 

L.  G ai‡Yi ms‡kva‡bi Rb¨ Kvh©wbe©vnx cwil‡` Dc¯'vcb I Aby‡gv`b MÕn‡Yi c~‡e© KZ©„cÿ ms¯'vi e¨e¯'vcbv 

KwgwUi mv‡_ cÕ‡qvRbxq Av‡jvPbv Ki‡eb| 
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wØZxq Aa¨vq 

PvKzixi kZ©vejx 

(Terms and Condition of Service) 

 
2.01 Kgx©i †kªYx wefvM (Classificattion of Staff) t 

 

ms¯'vi jÿ¨ I D‡Ïk¨ AR©b Ges Dbœq‡bi ¯^v‡_© G‡mW nweMÃ ms¯'v Zvi M„nxZ Kvh©µg I cÕK‡íi Pvwn`vµ‡g 

cÕ‡qvRbxq kZ©mv‡c‡ÿ wewfbœ ai‡Yi Kg©x wb‡qvM Ki‡Z cvi‡e| Kvh©µg I cÕK‡íi AvIZvq Kg©x‡`i Kv‡Ri 

aiY, wb‡qvM cÕK…wZ I PvKzixi kZ©vejxi wfwË‡Z ms¯'vq 4 (Pvi) ai‡bi Kg©x _vK‡Z cv‡i| 
 

1. wbqwgZ Kg©x (Regular Staff) 

2. cÖKí wfwËK Kg©x (Project Staff) 

3. Pzw³ wfwËK/ LÛKvjxb Kg©x (Contract & Parttime Staff) 

4. †¯^”Qv‡meK (Development Volunteer) 
 

GQvovI cÕ‡qvRbxq mg‡q G‡mW ms¯'v †¯^”Qv‡mex I we‡klÁ (Consultant) wb‡qvM Ki‡Z cvi‡e| cÕ‡Z¨K 

wbqwgZ Kg©x, cÕKí wfwËK Kgx©, Pzw³wfwËK/LÛKvjxb Kgx©‡K AvBwW bs mn cwiPq cÎ cÕ`vb Ki‡Z n‡e|  
 

D‡jøL¨ †h, ‡K› ª̀xq Kvh©vj‡q cÕavb wbe©vnx, Kg©KZ©vMY I civgk©`vZvMY‡`i (Consultent) cwiPq cÎ (AvBwW 

bs wenxb)  cÕ`vb Kiv †h‡Z cv‡i| 

 

cwiPqc‡Îi bgybv t 

wbe©vnx Kg©KZ©vMY ev civgk©`vZv MY  ms '̄vi Kgx© 

 

           IDENTITY CARD 

 

NAME : ................................................................. 

DESIGNATION : ............................................... 
 

ASED HABIGONJ 

Assocition for Socio-Economic Development 

 

  

cwiPqcÎ 

 

mbv³KiY bs t A-H-N-0001 

bvg t ......................................................  

c`ex t .................................................... 

Kg©¯'j t .................................................. 

G‡mW nweMÃ 

 

wb‡¤œ wewfbœ ai‡Yi Kg©x‡`i e¨vL¨v cÕ`vb Kiv n‡jv t 
 

1. wbqwgZ Kg©x (Regular Staff) t 

‡h mKj wb‡qvc‡Î Kg©x G‡mW ms¯'vi wba©vwiZ Kg©xi ¯Íi (Grade) Ges †eZb KvVv‡gv (Salary Structure) 

my¯úófv‡e D‡jøL _vK‡e Zviv ms¯'vi wbqwgZ Kg©x wn‡m‡e we‡ewPZ n‡eb| G ai‡bi Kg©x ms¯'vi cÕPwjZ 

hveZxq my‡hvM myweav cv‡eb|  
 

2. cÖKí wfwËK Kgx© (Project Staff) t 

‡h mKj Kg©x ms¯'vi wbw`©ó †Kvb cÕKí A_ev cÕKímg~‡ni Rb¨ wb‡qvMcÕvß n‡eb, Zviv cÕKíwfwËK Kg©x wn‡m‡e 

we‡ewPZ n‡eb| cÕK‡íi †gqv‡`i wfwË‡Z G ai‡bi Kg©xe„‡›`i PvKzixi †gqv` wba©vwiZ n‡e| cÕKíwfwËK 

Kg©xe „›` Avby‡ZvwlK (Gratuity) Qvov ms¯'vi cÕPwjZ Ab¨vb¨ myweavw` cv‡eb| 

 

3. Pzw³wfwËK I LÛKvjxb Kg©x (Contract and Parttime Staff) t 

g‡bvMÕvg Qwe 



 

ms¯'v KZ…©K mvgwqKfv‡e M„nxZ †Kvb Kvh©µg ev¯Íevq‡bi Rb¨ Pzw³wfwËK Kg©x (Contract Staff) Ges Kv‡Ri 

cÖPzi Pvc (Work Load) A_ev Riæix gyû‡Z© (Emmergency Period) LÛKvjxb (Parttime Staff) 

wb‡qvMcÕvß Kg©x Pzw³wfwËK I LÛKvjxb Kg©x wn‡m‡e we‡ewPZ n‡eb| Pzw³c‡Î D‡jøwLZ kZ©vejxi wfwË‡Z G 

ai‡bi Kg©xi †eZb/m¤§vbx I Ab¨vb¨ myweavw` wba©vwiZ n‡e| 

 

4. †¯̂”Qv‡meK (Development Volunteer) t 

G‡mW nweMÄ ms¯'v I Zvi Kg© GjvKvq emevmiZ jwÿZ Rb‡Mvôxi Dbœq‡bi e„nËi ¯^v‡_© hw` †Kvb ‡hvM¨Zv 

m¤úbœ e¨w³/e¨w³eM© †¯^”Qv cÕ‡Yvw`Z n‡q we‡kl kZ©vejxi AvIZvq webv †eZ‡b ms¯'vq KvR Kivi B”Qv †cvlY 

K‡ib, Zvn‡j KZ©…cÿ ms¯'vi Kvh©wbev©nx cwil‡`i Aby‡gv`bµ‡g G ai‡bi e¨w³/e¨w³eM©‡K ‡¯^”Qv‡meK 

wn‡m‡e wb‡qvM Ki‡Z cvi‡eb| †¯^”Qv‡meK wn‡m‡e wb‡qvMcÕvß e¨w³ KZ©„c‡ÿi mv‡_ m¤úvw`Z kZv©bymv‡i 

ms¯'vq KvR Ki‡Z cvi‡eb|  

 

civgk©`vZv (Consultant) t 

ms¯'vi e¨e¯'vcbv I Kvh©µg ch©v‡q c×wZMZ Dbœqb I cwiPvjbvq cÕ‡qvRbxq mn‡hvwMZvi Rb¨ we‡kl kZv©ejxi 

AvIZvq KZ…©cÿ KZ…©K wbw`©ó †gqv‡`i Rb¨ wb‡qvMcÕvß we‡kl AwfÁZv I `ÿZvm¤úbœ †ckvMZ (Specialised 

Profesional) evsjv‡`kx A_ev we‡`kx Kg©x/Kg©xe„›`, Kvh©vjq A_ev G‡RwÝ‡K eySv‡e| civgk©`vZvi mv‡_ 

m¤úvw`Z Pzw³c‡Î D‡jøwLZ kZ©vejxi wfwË‡Z ms¯'v Dc‡`óvi m¤§vbx I Avbylvw½K myweavw` cÕ`vb Ki‡e| 

 

2.02 Kg©x wb‡qvM c×wZ (Procedures of Staff Recruitment) t  

Kvh©wbev©nx cwil‡`i Aby‡gv`bµ‡g ms¯'vi Dbœqb cwiKíbv I mvg‡_©¨i wfwË‡Z G‡mW nweMÄ ms¯'v KZ…©cÿ 

bZzbfv‡e m„ó c` (Newly Created Post) I k~b¨ c‡` (Vacant Post) ms¯'vi wb‡qvM bxwZgvjv (Satff 

Recruitment Policies) AbymiY K‡i mKj cÕKvi Kg©xi wb‡qvM Kvh© m¤úbœ Ki‡eb| h_v¯'v‡b (Designated 

Post) h_v‡hvM¨ (Qualified) Kg©x wb‡qv‡Mi j‡ÿ¨  
 

K) Af¨šÍixY cybwe©b¨vm (Internal Re-arrangement) I 

L) weÁwß cÕPv‡ii (Advertisement) gva¨‡g Kg©x msMÕn Kiv †h‡Z cv‡i| 
 

h_v¯'v‡b (Designated Post) h_v‡hvM¨ (Qualified) Kg©xi wb‡qvM wbwðZ Kivi Rb¨ myôz Kg©x wb‡qvM c×wZ 

AZ¨šÍ ¸iæZ¡c~Y© welq| ms¯'vq k~b¨ A_ev m„ó c`mg~‡n cÕ‡qvRbxq Kg©x wb‡qv‡Mi Rb¨ wb‡æv³ welqmg~n we‡ePbv 

Kiv n‡e|  

 

K.  Af¨šÍixb cybwe©b¨vm (Internal Re-arrangement) t 

 m„ó I k~b¨ Senior c`mg~n c~i‡Yi Rb¨ Kg©iZ Kg©xi wkÿvMZ ‡hvM¨Zv, `ÿZv, AwfÁZv, `vwqZ¡‡eva, 

ms¯'vi cÕwZ AvšÍwiKZv, Kg© m¤úv`bv cÕf„wZ welq¸‡jv we‡ePbv Kiv n‡e| D‡jøwLZ welqvewj we‡kølY I 

we‡ePbvi gva¨‡g ‡Kvb Kg©x‡K m„ó k~b¨ c‡`i Rb¨ †hvM¨ g‡b n‡j wbev©wPZ Kg©x‡K h_vwbq‡g c‡`vbœwZ 

A_ev e`wji e¨e¯'v Kiv n‡e| e¨e¯'vcbv KwgwUi mv‡_ cÕ‡qvRbxq civgk©µ‡g KZ…©cÿ mswkøó †ÿ‡Î 

cÕ‡qvRbxq e¨e¯'v MÕnY Ki‡eb| 
 

L.  wb‡qvMcÎ weÁwß cÖPvi (Advertisment for Recruitment) t  

 Af¨šÍixb cybwe©b¨v‡mi (Internal Re-arrangement) gva¨‡g m„ó I k~b¨ †R¨ô c`mg~n c~iY Kiv n‡j 

mswkøó Kg©xi c~e©eZx© c` / c`mg~n k~b¨ n‡e| d‡j evB‡ii Drm (External Sources) †_‡K Kg©x msMÕn 

Ki‡ZB n‡e| 
 

K.  ms¯'vi Dbœqb cwiKíbvi wfwË‡Z Kvh©wbev©nx cwil‡`i Aby‡gv`bµ‡g KZ©…cÿ mKj cÕKvi Kg©xi wb‡qvM Kvh© 

m¤cbœ Ki‡eb| 
 

L.  mKj cÕKvi I ch©v‡qi cÕ‡qvRbxq Kg©x wb‡qv‡Mi 1 (GK) gvm c~‡e© Aek¨B weÁwß cÕPvi Ki‡Z n‡e| 

PvKzixi wb‡`©kvejx I kZ©vejx mswÿßfv‡e D‡jøL K‡i ¯'vbxq I RvZxq ch©v‡qi ‰`wbK msev`cÎ Ges 



 

ms¯'vi c¨vW G ¯§viK bs D‡jøL c~e©K wb‡qvMcÎ cÕPvi Ki‡Z n‡e| Avw_©K mxgve×Zv A_ev Ab¨ †Kvb 

hyw³msMZ Kvi‡Y msev`c‡Îi gva¨‡g wb‡qvM weÁwß cÕPvi Kiv m¤¢e bv n‡j ms¯'vi c¨v‡W PvKzixi 

wb‡`©kvejx (Specification or Conditions) D‡jøL K‡i GjvKvi Rbeûj I ¸iæZ¡c~Y© ¯'v‡b (evRvi, 

cÕwZôvb cÕf„wZ) Ges mswkøó Ab¨vb¨ miKvix I †emiKvix ms¯'vi †bvwUk †ev‡W© GB weÁwß cÕPvi Ki‡Z 

n‡e| 
 

M.  ms¯'vi wb‡qvM bxwZgvjvq (Recruitment Policy) D‡jøwLZ bxwZi kZ©vbymv‡i cÕPvwiZ c`/c`mg~‡n 

`iLv¯ÍKvixi eqm (Kgc‡ÿ 18 eQi Ges m‡ev©”P 50 eQi) Ges wkÿvMZ †hvM¨Zv Ges Ab¨vb¨ 

cÕ‡qvRbxqZv (Requirements) wba©vwiZ n‡e|  

 (wb‡qvM weÁwß‡Z Aek¨B i‡³i MÕ“c Ges weevwnZ gwnjv Kgx©i †ÿ‡Î mšÍvb mšÍwZi c~Y© weeiY `vwLj Ki‡Z 

n‡e|) 

 

myôzfv‡e Kg©x wb‡qvM Kg© m¤ú‡bœi Rb¨ wb‡¤œv³ welq¸‡jv AbymiY Ki‡Z n‡e t 
 

1.   civgk©`vZv e¨ZxZ G‡mW ms¯'vi †h †Kvb c‡` †Kej gvÎ evsjv‡`kx bvMwiKMY‡K wb‡qvM cÕ`vb Ki‡Z 

n‡e| we‡kl †ÿ‡Î Kvh©wbe©vnx cwil‡`i Aby‡gv`bµ‡g we‡`kx Kg©x wb‡qvM Kiv †h‡Z cv‡i| 

2.  myôfv‡e wb‡qvM Kvh© cwiPvjbvi j‡ÿ¨ KZ©„cÿ ms¯'vi e¨e¯'vcbv KwgwUi mv‡_ Av‡jvPbv mv‡c‡ÿ wbe©vwPZ 

Kg©KZv©‡`i mgš^‡q mvgwqK wb‡qvM KwgwU (Temporary Recruitment Committee) MVb Ki‡eb| 

3.  mvgwqKfv‡e MwVZ D³ wb‡qvM KwgwU cÕPvwiZ c‡` wb‡qv‡Mi Rb¨ wbe©vPbx cixÿvi c×wZ (wjwLZ I 

†gØwLK A_ev †gØwLK cixÿv) wba©viY Ki‡eb Ges Z`vbyhvqx wbe©vPbx cixÿv AbywôZ n‡e| 

4.  mKj cÕKvi wb‡qvM Kvh© mvgwqKfv‡e MwVZ wb‡qvM KwgwUi gva¨‡gB m¤úbœ Kiv n‡e| Kg©x wbe©vP‡bi †ÿ‡Î 

wb‡qvM KwgwUi wm×všÍB PzovšÍ wn‡m‡e we‡ewPZ n‡e| 

5.  mKj cÕKvi I ch©v‡qi Kg©x wb‡qv‡Mi †ÿ‡Î bvix - cyiæ‡li mgZv (Gender Balance) weav‡bi Dci 

me©vwaK ¸iæZ¡ Av‡ivc Kiv n‡e| Z‡e †h mKj c‡` gwnjv Kgx©i wb‡qvM`vb Acwinvh©, †m mKj †ÿ‡Î 

†hvM¨Zvm¤úbœ gwnjv Kgx©‡KB wb‡qvM cÕ`vb Kiv n‡e|  

6.  wbe©vPbx cixÿvi gva¨‡g wbe©vwPZ e¨w³/e¨w³e‡M©i bv‡g KZ©„cÿ h_vwbq‡g wb‡qvMcÎ (Appointment 

Letter) †cÕiY Ki‡eb| 
 

me ai‡Yi cÕfvegy³ (Unbiased) Ges Awbq‡gi D‡a© †_‡K G‡mW nweMÄ ms¯'v Zvi mKj cÕKvi I ch©v‡qi 

Kg©x‡`i wb‡qvM Kvh© m¤úbœ Kivi Rb¨ msKíe× _vK‡e|  

 



 

G‡mW Gi wb‡qvMcÎwU n‡e wbæiƒc (bgybv Kwc) t- 

 

Öwb‡qvMcÎÓ 

G‡mW/nwe/wb‡qvM-03-520 (50) 

ZvwiL t ÑÑÑÑÑÑÑÑÑÑÑÑ 

‡cÕiK t  cÖavb wbe©vnx 

 G‡mW nweMÄ (G‡mvwm‡qkb di †mvwmI BK‡bvwgK †W‡fjc‡g›U) 

 nweMÄ| 

 

cÖvcK t  ÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑ 

           ÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑ 

¯'vqx wVKvbv t  ÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑ 

 ÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑ| 

 
 

G‡mW nweMÄ ms¯'vi ÑÑÑÑÑÑÑÑÑ Zvwi‡Li wb‡qvM weÁwß Abymv‡i Avcbvi Av‡e`b I wkÿvMZ †hvM¨Zv, 

AwfÁZv hvPvB c~e©K wb‡qvM KwgwUi wm×všÍ †gvZv‡eK Avcbv‡K ÖÑÑÑÑÑÑÑÑÑ Kgx©Ó wn‡m‡e G‡mW ms¯'vi 

ÑÑÑÑÑÑÑÑÑÑ kvLvi ÑÑÑÑÑÑÑÑÑÑÑÑ  c‡`  wb¤§ewY©Z kZ© mv‡c‡ÿ wb‡qvM cÕ`vb Kiv nBj| 

 

  

1.  KZ©„c‡ÿi wbKU †hvM`vb cÎ Rgv `v‡bi ci nB‡Z wb‡qvMcÎ Kvh©Ki n‡e| 

2.  ms¯'vi cÕ‡qvRbxq mKj cÕwkÿ‡Y Ask MÕnY Kwi‡Z n‡e| 

3.  ms¯'vi PvKzix wewa I Avw_©K e¨e¯'vcbv bxwZgvjvmn mKj weavb gvwbqv Pwj‡Z eva¨ _vK‡e|  

4.  †eZb ms¯'vi wewa †gvZv‡eK A_ev me©mvKz‡j¨ UvKv ÑÑÑÑÑÑÑÑ K_vq ÑÑÑÑÑ UvKv cÕ`vb Kiv n‡e| 

5.  mZZv, mgqvbyewZ©Zv, Kg©`ÿZv, PvwiwÎK DrKl©Zvi Aeÿq A_ev ms¯'vi ¯^v‡_©i cwicš'x †Kvb Kvh©Kjv‡c 

RwoZ n‡j KZ©„cÿ ‡h †Kvb KviY `k©v‡bv e¨vwZ‡i‡K 07 (mvZ) w`‡bi g‡a¨ PvKzix n‡Z Ae¨vnwZ ev 

wb‡qvMcÎ evwZj Ki‡Z cvi‡eb| 

6.  ms¯'vq PvKzixiZ  Kgx©‡K †h †Kvb cÕ‡qvR‡b Amnvq e¨w³‡`i i³ cÕ`vb Kwi‡Z eva¨ _vK‡e| 

7.  ms¯'vq Kg©iZ †h †Kvb weevwnZ gwnjv Kg©KZ©v/Kgx©‡K 2 (`yB) Gi AwaK mšÍvb aviY/MÕnY PvKzixi †ÿ‡Î 

Abychy³Zv e‡j cÕgvwYZ n‡e|  

7.  Avcbv‡K AvMvgx ÑÑÑÑÑÑÑÑÑ Zvwi‡L mKvj 09.00 Uv nB‡Z 11.00 NwUKvi g‡a¨ ¯^c‡` †hvM`vb KiZt 

KZ©„c‡ÿi wbKU Ö†hvM`vb cÎÓ Rgv w`‡Z n‡e| 

 

mvÿi- 

 

cÖavb wbe©vnx 

G‡mW nweMÃ| 

 

 



 

2.03 PvKzix ïiæ (Starting of Service) t 

K. wb‡qvMc‡Î D‡jøwLZ ZvwiL I Kvh©vj‡q ( cÕavb Kvh©vjq A_ev cÕKí Kvh©vjq) wbe©vwPZ e¨w³/e¨w³eM© mswkøó 

Kg©KZ©vi wbKU wba©vwiZ di‡gU Abyhvqx †hvM`vb cÎ 02 (`yB) Kwc †ck Ki‡eb| 

 

G‡mW nweMÄ Gi ‡hvM`vbc‡Îi (bgybvKwc) n‡e wb¤œiƒc t 
 

‡hvM`vb cÎ 

 

gvbbxq 

cÖavb wbe©vnx 

G‡mW nweMÃ| 

 

 

welq t Kg©¯’‡j †hvM`vb cÖm‡½| 

 

 

Rbve, 

h_vwenxZ m¤§vb cÕ`k©b c~e©K webxZ wb‡e`b GB †h, Avwg wbæ¯^vÿiKvix G‡mW KZ©„cÿ KZ©„K ÑÑÑÑÑÑÑÑÑ 

Zvwi‡L †cÕwiZ wb‡qvMc‡Îi cÕvwß mv‡c‡ÿ h_vmg‡q Avgvi Kg©¯'j ÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑ †ejv 

ÑÑÑÑÑÑÑÑÑÑÑÑÑÑ †hvM`vb Kwi| 
 

AZGe, webxZ wb‡e`b GB †h, Avgvi †hvM`vb cÎ MÕnbKiZt Avgv‡K G‡mW ms¯'vq PvKzix Kivi my‡hvM`v‡b 

Avcbvi m`q wewnZv‡`k nq| 

 

ZvwiL tÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑ 

 

wb‡e`K 

(ÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑ) 

ÑÑÑÑÑÑÑÑÑÑ 

ÑÑÑÑÑ 

 

L.  D‡jøwLZ Zvwi‡L mKvj 09.00-10.00 Uvi g‡a¨ wbe©vwPZ e¨w³ PvKzix¯'‡j †hvM`vb Ki‡Z e¨_© n‡j D³ 

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

M.  mswkøó Kg©KZ©v KZ…©K †hvM`vbcÎ MÕn‡bi ZvwiL n‡Z mswkøó e¨w³i PvKzixi Kvh©Kvj ïiæ n‡e| 

N.  Awdm mgqm~Px n‡e wbæiƒc t 

  

mswkøó mKj cÕKí / KwgDwbwU Awdm mg~‡n mgqm~Px m¤ú©‡K AewnZ Ki‡Z n‡e| 
 

Awdm mgqm~Px 
 

Kvh©vjq ‡h mg‡qi Rb¨ cÕ‡hvR¨ Kg© w`em ïiæ weiwZ Kg© w`em †kl 

cÖavb Kvh©vjq 
mviv ermi 09.00Uv 01.00-02.00Uv 05.00Uv 

igRvb 09.00Uv 01.00-01.30Uv 04.00Uv 

KwgDwbwU chv©‡q 

MÖx¯§Kvj 

(1jv GwcÕj †_‡K 30†k A‡±vei) 
09.00Uv 01.00-02.00Uv 05.00Uv 

kxZKvj 

(1jv b‡f¤̂i †_‡K 31†k gvP©) 
08.30Uv 01.00-02.00Uv 04.30Uv 

igRvb 08.00Uv 01.00-01.30Uv 04.00Uv 



 

ms¯'vi we‡kl cÕ‡qvR‡b KLbI KLbI D‡jøwLZ mgqmxgvi ciI mswkøó mKj ch©v‡qi Kg©x‡K Awd‡m KvR Kivi 

cÕ‡qvRb n‡Z cv‡i| Z‡e Zv wbqwgZ Abykxjb wn‡m‡e cÕwZwôZ n‡e bv| 

 

2.04 Kg©w`em I Awd‡mi mgq (Working day and Office time) t 

K.  ms¯'vi cÕavb Kvh©vjqmn mKj Kvh©vjq cÕ‡Z¨K mßv‡ni kwbevi †_‡K e„n¯úwZevi ch©šÍ †gvU 06 (Qq) w`b 

†Lvjv _vK‡e| we‡kl Kvi‡Y ms¯'vi e¨e¯'vcbv KwgwUi mycvwik I Kvh©wbe©vnx cwil‡`i wm×všÍ mv‡c‡ÿ 

Kg©w`em cwieZ©b Kiv hv‡e| 

L.  cÕ‡Z¨K ïµevi mvßvwnK QywUi w`b wn‡m‡e avh© _vK‡e| mvßvwnK QywUi w`‡b cÕavb Kvh©vjq mn mKj 

Kvhv©jq eÜ _vK‡e| miKvi Aby‡gvw`Z Ab¨vb¨ QywU mg~n cÕavb Kvh©vj‡qi wb‡`©k †gvZv‡eK cvjb Kiv 

n‡e| 

 

2.05 ˆ`bw›`b Dcw ’̄wZ (Daily Attendance) t 

K.  wbav©wiZ mg‡q mswkøó mKj Kg©x‡K cÕavb Awdmmn mKj Awd‡m Dcw¯'Z n‡q nvwRiv eB‡Z (Attendance 

Register) ¯^vÿi Ki‡Z n‡e| 

L.  Kvh©w`em ïiæi cieZx© 15 (c‡bi) wgwb‡Ui g‡a¨B (mKvj 09.15wgt) mswkøó mKj Kgx© nvwRiv eB‡Z 

¯^vÿi Ki‡eb| 

M.  D‡jøwLZ mg‡qi g‡a¨ ‡Kvb Kg©x nvwRiv eB‡Z ¯^vÿi Ki‡Z e¨_© n‡j D³ Kgx© wej‡¤̂ Dcw¯'Z n‡q‡Qb e‡j 

we‡ePbv Kiv n‡e| Gfv‡e cici 03 (wZb) w`b Awd‡m Dcw¯'Z n‡j Zvi 01 (GK) w`‡bi †eZb KZ©b 

Kiv n‡e| 

N.  GKBfv‡e †Kvb Kgx© KZ©„cÿ A_ev mswkøó ZË¡veavq‡Ki AbygwZ Qvov Awdm mgq †kl nIqvi c~‡e© Awdm 

Z¨vM Ki‡j Dc‡iv³ wbqg (M. Aby‡”Q‡` D‡jøwLZ) Kvh©Kix n‡e| 

O.  D‡jøwLZ mg‡qi c‡i Ges c~‡e© (ÔM× I ÔN× Aby‡”Q‡` D‡jøwLZ) Dcw¯'wZ I Awdm Z¨v‡Mi Rb¨ KZ©„cÿ A_ev 

mswkøó ZË¡veavqK KZ©„K nvwRiv eB‡Z mswkøó Kg©xi bv‡g D³ Zvwi‡L jvjKvwji Øviv L (Late) Ges B 

(Before) †jLv n‡e|  

P.  KwgDwbwU ch©v‡q Kg©iZ Kgx©MY †hw`b Awd‡m (Kg©¯'‡j) Dcw¯'Z n‡eb †mw`b nvwRiv eB‡Z 

(Attendance Register) ¯^vÿi Ki‡eb| KwgDwbwU ch©v‡q Kv‡Ri w`b¸‡jv‡Z nvwRiv LvZvq F (Field) 

D‡jøL Ki‡Z n‡e| 

Q.  mswkøó mKj ZË¡veavqK ch©v‡qi Kg©xe„›` Awdm msµvšÍ mKj cÕKvi åg‡Yi Rb¨ Awd‡m msiwÿZ ågY 

eB‡Z (Movement Register) Aek¨B cÕ‡qvRbxq Z_¨ D‡jøL K‡i ¯^vÿi Ki‡eb| 

 

ågY †iwRóvi n‡e wb¤œiƒc t 

gyf‡g›U †iwRóvi 
 

ZvwiL 
Kg©KZ©v/Kg©Pvixi 

bvg 

Awd‡m 

AvMgb 
ewnivMg‡bi D‡Ïk¨ 

‡h mKj ¯'v‡b 

Mgb Kiv nB‡e 

Awd‡m 

†divi mgq 
¯^vÿi 

1 2 3 4 5 6 7 

       

 

2.06 Kg©xi Ae ’̄vb (Location or Based) t 

K.  mswkó mKj Kg©x Zv‡`i Kg©¯'‡ji (cÕavb A_ev cÕKí A_ev †hvMv‡hvM Awd‡mi) wbKUeZ©x ¯'v‡b Ae¯'vb 

Ki‡eb| 

L.  ms¯'vi cÕavb, cÕKí I †hvMv‡hvM Awd‡m wb‡qvMcÕvß †Kqvi‡UKviMY ˆbk cÕnix wb‡qvM bv Kiv ch©šÍ Awd‡mi 

wbivcËvi Rb¨ ivwÎKv‡j Awd‡m (wb‡qvM ¯'‡j) Ae¯'vb Ki‡eb| 

 



 

2.07 ’̄vbvšÍi / e`jx  (Transfer) t 

K.  ms¯'vi cÕ‡qvR‡b KZ©„cÿ †h †Kvb Kg©x‡K †h †Kvb ¯'v‡b (cÕavb A_ev cÕKí Kvh©vj‡q) e`wj Ki‡Z cv‡ib| 

L.  e`wji Rb¨ wb‡`©wkZ Kg©x Zvi `vwq‡Z¡ msiwÿZ ms¯'vi bw_cÎ, `wjjvw`, ¯'vei I A¯'vei m¤úwË, fvÛvi 

(Store), Avw_©K wnmve cÕf„wZ KZ„©cÿ KZ©„K g‡bvbxZ Kg©x‡K wjwLZfv‡e n¯ÍvšÍi (Hand Over) Ki‡eb| 

M.  ¯'vbvšÍwiZ Kg©x Zvi wb‡`©wkZ bZzb Kg©¯'‡j †hvM`v‡bi ci Zvi Ges Zvi mv‡_ emevmiZ †cvl¨‡`i b~¨bZg 

ågY LiPmn cvwievwiK AvmevecÎ (Family Furniture) cwien‡bi cªK…Z b~¨bZg LiP cÕ`vb Ki‡e| 

c~‡e©i Kg©¯'j †_‡K bZzb Kg©¯'j (wb‡`©wkZ Kg©¯'j) ch ©šÍ GB ågY I Avmeve cÎ cwienb LiP wba©vwiZ 

n‡e| 

N.  ¯'vbvšÍwiZ Kg©x h_vwbq‡g cwiewZ©Z Kg©¯'‡j wb‡qvwRZ mswkøó `vwqZ¡cÕvß Kg©KZ©vi wbKU †hvM`vb cÎ †ck 

Ki‡eb| 

 

2.08 `vwqZ¡ weeiYx (Job Description) t 

K.  †hvM`v‡bi ci mswkøó Kg©x‡K Zvi c`bv‡gi (Designation) wfwË‡Z KZ©„cÿ `vwqZ¡ weeiYx cÖ`vb 

Ki‡eb| 

L.  `vwqZ¡ weeiYx‡Z D‡jøwLZ wb‡`©kvewji (Kv‡h©i bvg, Ae¯'vb, cwi‡ek, cÕ‡qvRbxq h‡š¿i e¨envi, 

Revew`wnZv cÕf„wZ) wfwË‡Z mswkøó Kg©x h_vwbq‡g Zvi `vwqZ¡ cvjb Ki‡eb| 

M.  cÕavb Kvhv©jq mn mKj cÕKí Awd‡m Rbej weeiYx m¤úwK©Z PvU© wWm‡c †ev‡W© Uvwb‡q ivL‡Z n‡e| 

 

Rbej weeiYx t 
 

Kvh©vjq 

Kg©iZ Kg©KZ©v/ 

Kg©Pvixi bvg 

c`ex 

 

Aby‡gvw`Z 

c‡`i msL¨v 

‡gvU Kg©KZ©v/Kg©Pvix †h c`wU ïb¨ 

i‡q‡Q cyiæl  gwnjv ‡gvU 

1 2 3 4 5 6 7 8 

        

 

2.09 wkÿvbexkKvj (Probation Period) t 

mKj ch©v‡qi wbqwgZ I cÕKí Kg©x‡K wb‡qvMcÕvwßi ci wbw`©ó mgq ch©šÍ G‡mW nweMÄ ms¯'v I Zvi Kvh©µg 

m¤ú©‡K my¯úó aviYv cÕ`vb (Orientation) Ges Kgx©i †hvM¨Zv, g‡bvfve, AvPiY cÕf„wZ ch©‡eÿY Kiv n‡e| 

KZ…©cÿ KZ…©K wba©vwiZ GB mgq‡K wb‡qvMcÕvß bZzb Kg©xe„‡›`i Rb¨ GKwU cixÿvg~jK mgq wn‡m‡e we‡ePbv 

Kiv n‡e| Kg©xi wkÿvbexkKv‡j wb‡¤œv³ welq¸‡jv we‡ePbv Kiv n‡e| 
 

K.  bZzb wb‡qvMcÕvwßi ci mswkøó Kg©x‡K Kgc‡ÿ 6 (Qq) gvm wkÿvbexk wn‡m‡e ms¯'vq KvR Ki‡Z n‡e| 

L.  wkÿvbexkKv‡j mswkøó Kg©x‡K ms¯'vi Kvh©µg I Zvi `vwqZ¡vewj myôzfv‡e cvj‡b mn‡hvwMZvi j‡ÿ¨ †gØwjK 

cÖwkÿY I aviYv cÕ`v‡bi (Basic Training and Orientation) e¨e¯'v Kiv n‡e| 

M.  wkÿvbexkKv‡j Kg©xi m¤¢vebv, AvPiY, g‡bvfve, Kv‡Ri ¸bMZgvb, †ckvMZ `ÿZv, m„RbkxjZv cÕf„wZi 

cÕwZ KZ…©cÿ myZxÿè I wbi‡cÿ `„wó ivL‡eb| 

N.  wkÿvbexkKv‡j Kg©x Zvi c`gh©v`vi wfwË‡Z †KejgvÎ wba©vwiZ gvwmK †eZb I mswkøó b~¨bZg myweavw` 

(Coslodidated Salary and Refevant Facilities) e¨ZxZ Ab¨ †Kvb myweav cv‡eb bv| 

O.  cÕ‡qvRb‡ev‡a KZ©„cÿ 1 (GK) eQi ch©šÍ mswkøó Kg©xi wkÿvbexkKvj ea©b Ki‡Z cv‡ib| 

P.  wkÿvbexkKv‡j Kg©xi †eZb I Avbylw½K myweavejx KZ…©cÿ KZ©„K wba©vwiZ n‡e| 

Q.  wkÿvbexkKv‡j †Kvb Kg©xi m¤úvw`Z KvR, AvPiY A_ev g‡bvfve m‡šÍvlRbK we‡ewPZ bv n‡j †Kvb KviY 

`kv©‡bv QvovB †KejgvÎ GKwU cÕkvmwbK c‡Îi (Administrateve Letter) gva¨‡g KZ©„cÿ Kg©x‡K PvKzix 

†_‡K Ae¨vnwZ w`‡Z cvi‡eb| 

 



 

2.10 PvKzix‡Z wbwðZKiY (Confirmation to Service) t 

K.  m‡šÍvlRbKfv‡e wkÿvbexkKvj mgvwßi ci mKj ch©v‡qi wbqwgZ Kg©x‡K Zvi †hvM`v‡bi ZvwiL n‡Z 

Kvh©Kix K‡i h_vwbq‡g PvKzix‡Z wbwðZ Kiv n‡e| 

L.  mKj ch©v‡qi cÕKí Kgx©‡K m‡šÍvlRbKfv‡e wkÿvbexkKvj mgvwßi ci mswkøó cÕK‡íi †gqv` ch©šÍ PvKzix‡Z 

wbwðZ Kiv n‡e| 

M.  PvKzix‡Z wbwðZ Kivi ci mswkøó I cÕKí Kg©x‡K ms¯'vi cÕPwjZ (Adminissible) my‡hvM-myweav h_vwbq‡g 

cÕ`vb Kiv n‡e| 

 

 

ÑÑÑÑÑÑÑÑÑÑÑÑÑÑ 

 

 



 

Z…Zxq Aa¨vq 

Kg©x cÖwkÿY 

(Staff Training) 

 

G‡mW nweMÄ ms¯'v‡Z Kg©iZ I bZzb wb‡qvM cÕvß mKj ch©v‡qi Kg©x‡`i cÕ‡qvRbxq `ÿZv Dbœq‡bi †ÿ‡Î 

cÖwkÿY‡K AZ¨šÍ ¸iæZ¡c~Y© Dcvq wn‡m‡e wPwþZ K‡i ms¯'v Zvi cÕ‡Z¨KwU Kgx©‡K cÕ‡qvRbxq cÕwkÿY cÕ`v‡bi 

e¨e¯'v Ki‡e| G‡ÿ‡Î ms¯'v Avf¨šÍixY Ges evwn¨K Drm mg~‡ni gva¨‡g Kg©xi cÕ‡qvRbxq `ÿZv Dbœq‡bi cÕ‡Póv 

Pvjv‡e| we‡klfv‡e D‡jøL¨ †h, gwnjv Kg©x‡`i‡K Zv‡`i we‡kl we‡kl `vwqZ¡ cvj‡b AwaKZi `ÿ Ges ms¯'vi 

cÕwZ AvMÕnx K‡i †Zvjvi Rb¨ we‡kl cÕwkÿ‡Yi e¨e¯'v _vK‡e| 

 

3.01 bZzbfv‡e wb‡qvMcÖvß Kg©xi cÖwkÿY (Training for the Newly Recruted Staff) t 

K.  bZzb wb‡qvMcÕvß mKj ¯Í‡ii Kg©x‡K wb‡qv‡Mi 15 (c‡bi) w`‡bi g‡a¨B ms¯'vi cwiwPZ wbqg-Kvbyb, 

Kg©c×wZ, Kvh©µg, jÿ¨ I D‡Ï‡k¨i wfwË‡Z †gØwjK aviYv (Basic Orientation) cÕ`vb Kiv n‡e| 

L.  bZzb wb‡qvMcÕvß Kg©x‡K Zvi wba©vwiZ KvR I `vwqZ¡ cvj‡b mÿg K‡i †Zvjvi j‡ÿ¨ Zv‡K †gØwjK cÖwkÿY 

(Basic Training) cÕ`vb Kiv n‡e| 

M.  wb‡qvMcÕvwßi 1 (GK) gv‡mi g‡a¨B mswkøó Kg©x‡K D‡jøwLZ †gØwjK aviYv (Basic Orientation) Ges 

cÖwkÿ‡Yi e¨e¯'v Kiv n‡e| Kg©xi †gØwjK aviYv Dbœq‡bi e„nËi ¯^v‡_© KZ…©cÿ cÕ‡qvRb g‡b Ki‡j Ab¨ 

†Kvb ms¯'v Av‡qvwRZ cÕwkÿY †Kv‡m© AskMÕnY Kivi Rb¨ cÕ‡qvRbxq my‡hvM w`‡Z cv‡ib| 

N.  mswkøó Kg©x‡`i cÕ‡qvRbxq aviYv Dbœq‡bi Rb¨ ZvwË¡K (Theoretical) Ges gvV ch©v‡q cwi`k©‡bi (Field 

Orientation) ev¯Íe AwfÁZv cª`v‡bi e¨e¯'v _vK‡e| 

O.  Kg©x‡K Zvi Kv‡Ri AwaKZi gv‡bvbœqb Ges we‡kl `ÿZv Dbœq‡b mn‡hvwMZvi j‡ÿ¨ ms¯'v †`‡ki Af¨šÍ‡i 

A_ev cÕ‡qvR‡b †`‡ki evB‡i cÕwkÿY cÕ`v‡bi e¨e¯'v Ki‡e| 

P.  †`‡ki Af¨šÍ‡i `xN©‡gqv`x (GK gv‡mi AwaK) Ges ‰e‡`wkK cÕwkÿY (Abroad Trainging) mg~‡ni 

my‡hvM ms¯'vi Kg©x Dbœqb bxwZgvjvq (Staff Development Policy) D‡jøwLZ kZ©vejxi wfwË‡Z mswkøó 

Kgx©‡K cÕ`vb Kiv n‡e| 

Q. cÕ‡Z¨K ai‡Yi AvbyôvwbK cÕwkÿY I aviYv MÕn‡Yi ci Kg©x h_vwbq‡g mswkøó KZ©„c‡ÿi gva¨‡g e¨e¯'vcbv 

cÕav‡bi wbKU cÖwkÿY I aviYvi (Formal Training and Orientation) gva¨‡g jä Ávb I aviYvi 

wfwË‡Z wjwLZ cÕwZ‡e`b Dc¯'vcb Ki‡eb| 

R.  ms¯'vi bZzb wb‡qvMcÕvß I Kg©iZ Kg©x‡`i‡K h_vwbq‡g I myôzfv‡e Pvwn`v wfwËK (Need Based) cÖwkÿY 

cÕ`v‡bi Rb¨ cÕKí wfwËK (Prject Based) Ges mgq wfwËK (Periodical) Kg©x cÖwkÿY cwiKíbv 

(Staff Training Plan) _vK‡e| Kg©x cÕwkÿY cwiKíbv (Staff Training Plan) Gi wfwË‡B mKj cÕKvi 

Af¨šÍixY (In House) Ges evB‡ii cÕwkÿYmg~‡ni e¨e¯'v Kiv n‡e| 

S.  cwiewZ©Z Pvwn`v A_ev Ab¨ †Kvb ms¯'v KZ©„K cÕ Í̄vweZ cÖwkÿY MÕn‡Yi †ÿ‡Î ms¯'v Zvi cwiKwíZ cÕwkÿ‡Yi 

evB‡iI ms¯'vi cÕ‡qvRb I Avw_©K mvg‡_ ©̈i wfwË‡Z Kg©x g‡bvbqb Ki‡Z cvi‡e| 

T.  ms¯'vi gwnjv Kg©x‡`i we‡kl we‡kl †ÿ‡Î (wbivc` gvZ…Z¡ I cÕme, avÎx we`¨v cÕf„wZ) we‡kl cÕwkÿY  

e¨e¯'vi my‡hvM m„wó Kiv n‡e| 

U.  ms¯'vi e¨e¯'vcbv KwgwUi gva¨‡g Kg©x cÕwkÿY cwiKíbv cÕYqb I Kg©x g‡bvbqb Kvh© m¤úbœ Kiv n‡e| 

D‡jøL¨ ‡h, cÕ‡Z¨KwU cÕwkÿ‡Yi Rb¨ bvix -  cyiæ‡li mgZvi wfwË‡Z (Gender Balance) cÕ‡qvRbxq 

¸iæZ¡ cÕ`vb Kiv n‡e| 

 

3.02 evwn¨K cÖwkÿY (Training from External Sources) t 

mswkøó Kg©xi Kv‡Ri cÕZ¨vwkZ gv‡bvbœqb Ges we‡kl `ÿZv Dbœq‡b mn‡hvwMZvi j‡ÿ¨ G‡mW nweMÄ ms¯'v Zvi 

mswkøó Kg©x‡`i‡K evwn¨K cÖwkÿ‡Yi e¨e¯'v Ki‡e| evwn¨K cÕwkÿY mvaviYZt †`‡ki Af¨šÍ‡i (In-Country) 

Ges †`‡ki evB‡i (Abroad) †Kvb ms¯'v KZ…©K Av‡qvwRZ ¯^íKvjxb I `xN© †gqv`x cÕwkÿY †Kvm©‡K eySv‡e| 



 

 

evwn¨K cÖwkÿ‡Yi Rb¨ wb‡¤œv³ welqmg~n AbymiY Ki‡Z n‡e t 
 

3.03 ‡`‡ki Af¨šÍ‡i cÖwkÿY (In- Country Training) t 

K.  †`‡ki Af¨šÍ‡i Ab¨ ms¯'v KZ©„K Av‡qvwRZ cÕwkÿY †Kvm© mg~‡n ms¯'vi mswkøó cÕKí A_ev Kvh©µ‡g Kg©iZ 

gwnjv A_ev cyiæl Kgx©‡K AskMÕn‡Yi my‡hvM †`qv n‡e| 

L.  wkÿvbexkKvj mdjZvi mv‡_ m¤úbœ K‡i‡Q Gai‡bi Kg©x‡KB †KejgvÎ G ai‡Yi cÕwkÿY MÖn‡bi Rb¨ 

wbe©vPb Ki‡Z n‡e| Z‡e ms¯'vi e„nËi ¯^v‡_© KZ©„cÿ cÕ‡qvR‡b wkÿvbexk Kg©x‡KI Gai‡Yi cÕwkÿY MÕn‡Yi 

my‡hvM cÕ`vb Ki‡Z cvi‡eb| 

M.  Af¨šÍixb cÖwkÿY MÕn‡Yi †ÿ‡Î ms¯'v A_ev Av‡qvRbKvix ms¯'vi A_ev Ab¨ †Kvb mn‡hvMx ms¯'vi Avw_©K 

Li‡Pi cwigvY Kgc‡ÿ 25,000/= (cuwPk nvRvi) n‡j Aek¨B wbe©vwPZ Kgx©‡K cÕwkÿY MÕn‡Yi ci 

Kgc‡ÿ 03 (wZb) eQi ms¯'vq KvR Kivi Rb¨ Pzw³e× n‡Z n‡e| 

N.  cÖwkÿY MÕn‡Yi ci 03 (wZb) eQ‡ii c~‡e© †Kvb KviYekZt D³ Kg©x PvKzix n‡Z c`Z¨vM Ki‡j 

AvbycvwZK nv‡i Aewkó A_© Zvi †eZb A_ev mwÂZ A_© A_ev Ab¨ †Kvb Dcv‡q ms¯'v mgš^q Ki‡Z 

cvi‡e| D³ Kg©xI LiPK…Z A_© ms¯'v‡K †diZ cÕ`v‡b eva¨ _vK‡e| 

 

3.04 ‰e‡`wkK cÖwkÿY (Abroad Training) t 

K.  ms¯'vq  Kgc‡ÿ  03 eQi PvKzix Ki‡Qb Gai‡bi †hvM¨ Kg©x‡K ˆe‡`wkK cÕwkÿY MÕn‡Yi Rb¨ g‡bvbxZ 

Kiv hv‡e| 

L.  g‡bvbxZ Kg©x‡K Aek¨B ms¯'vi mvwe©K Kvh©µg m¤ú©‡K AwfÁ n‡Z n‡e Ges Bs‡iwR fvlv †jLv I ejvq 

b~¨bZg cvi`wk©Zv _vK‡Z n‡e| 

M.  ms¯'vi e¨e¯'vcbv KwgwUi wm×všÍµ‡g KZ©„cÿ ˆe‡`wkK cÕwkÿY MÕn‡Yi Rb¨ mswkøó Kg©x‡K g‡bvbqb cÕ`vb 

Ki‡e| 

N.  ˆe‡`wkK cÕwkÿ‡Yi Rb¨ g‡bvbxZ Kg©x‡K cÕwkÿY MÕn‡Yi ci Kgc‡ÿ 03-05 (wZb †_‡K cvuP) eQi ch©šÍ 

ms¯'vq KvR Kivi Rb¨ Pzw³e× n‡Z n‡e| ˆe‡`wkK cÕwkÿ‡Yi Li‡Pi cwigv‡Yi wfwË‡Z D‡jøwLZ mgqmxgv 

ms¯'vi e¨e¯'vcbv KwgwU KZ…©K wbav©wiZ n‡e| cÕwkÿ‡Y Mg‡bi c~‡e©B D³ Kgx© ms¯'vi mv‡_ Pzw³cÎ m¤úv`b 

Ki‡eb|   

O.  wbav©wiZ mg‡qi c~‡e© †Kvb KviYekZt Kgx© PvKzix n‡Z c`Z¨vM Ki‡j Kgx© ms¯'vi e¨e¯'vcbv KwgwU KZ©„K 

wbav©wiZ cwigvY A‡_©i ÿwZc~iY w`‡Z eva¨ _vK‡e| cÕwkÿ‡Yi Li‡Pi wfwË‡ZB e¨e¯'vcbv KwgwU GB A_© 

ÿwZ c~i‡Yi cwigvY wba©viY Ki‡eb| 

P.  Pzw³ me©ve¯'vq AvBbZt MÕnY‡hvM¨ KvM‡R m¤úbœ Ki‡Z n‡e| 
 

Pzw³cÎwU n‡e wb¤œiƒc t (Ae¯'vi †cÕwÿ‡Z e¨e¯'vcbv KwgwU Pzw³c‡Îi wbqgvejx cwieZ©b, cwigvR©b ev ms‡kvab 

Ki‡Z cvi‡eb) 

 

Pzw³cÎ 

 

cÖ_g cÿ t  

¯^vÿi t ÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑ 

c~Y© bvg t ÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑ 

wcZvi bvg t ÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑ 

c`ex t ÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑ 

¯'vqx wVKvbv t ÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑ 

ZvwiL t ÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑ 

wØZxq cÿ t (G‡mW nweMÄ-Gi c‡ÿ)  

¯^vÿi t ÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑ 

c~b© bvg t ÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑ 

wcZvi bvg t ÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑ 

c`ex t ÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑ 

ms¯'vi wVKvbv t ÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑ 

                    ÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑ 

 

 



 

‡h‡nZz  cÕ_g c‡ÿi Av‡e`‡bi †cÕwÿ‡Z (†`‡ki Af¨šÍi/ˆe‡`wkK) cÕwkÿY MÕn‡bi Rb¨ e¨e¯'vcbv 

KwgwU Zvu‡K (cÕ_g cÿ‡K) cÕwkÿY MÕn‡bi Aby‡gv`b cÕ`vb K‡i‡Q| †m †ÿ‡Î wbæewY©Z kZv©ejx cÕ_g cÿ †g‡b 

Pjvi A½xKvi Ki‡j, wØZxq cÿ (G‡mW Gi c‡ÿ) I cÖ_g cÿ (Dfqcÿ) m¤§wZµ‡gB GB Pzw³cÎwU A`¨ 

ÑÑÑÑÑÑÑÑÑÑÑ Zvwi‡L m¤úvw`Z I ¯^vÿwiZ nj|  

 

t Pzw³i kZv©ejx t 

 

01| cÖwkÿYwU †`‡ki Af¨šÍ‡i/ we‡`‡k| 

02| †h‡nZz cÕwkÿY ÑÑÑÑÑÑÑÑÑÑÑÑ ZvwiL n‡Z ïiæ n‡e †m‡nZz Pzw³wU ÑÑÑÑÑÑÑÑÑÑÑÑÑ ZvwiL †_‡K 

Kvh©Ki n‡e|  

02| Pzw³wU ÑÑÑÑÑÑÑÑÑÑ ZvwiL †_‡K ÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑÑ ZvwiL ch©šÍ ejer _vK‡e|  

03| wØZxq cÿ cÖ_g cÿ‡K cÕwkÿY eve` me© mvKz‡j¨ ÑÑÑÑÑÑÑÑÑÑÑ UvKv †eZb fvZv I cÕwkÿb LiP 

wnmv‡e cÕ`vb Ki‡eb| 

04| cÖwkÿY †k‡l †`‡k †diZ Avme Ges h_vmg‡q wbR Kg©‡ÿ‡Î †hvM`vb Kie| 

05| cÖwkÿY †k‡l Kg©‡ÿ‡Î †hvM`vb K‡i 15w`‡bi g‡a¨ cÕwkÿY PjvKvjxb mg‡qi AwfÁZv I cÕwkÿY 

wel‡qi Dci mvwe©K g~j¨vqb cÕwZ‡e`b, cÕwkÿY wmwWDj, cÖwkÿY msµvšÍ n¨vÛ †bvU I cyw¯ÍKv mg~n 

(wmwWDj Abyhvqx) cÕavb Kvh©vj‡q Rgv w`‡Z eva¨ _vKe| 

05| Kg©‡ÿ‡Î cybt †hvM`vb Kivi ci 05 (cvuP) ermi ms¯'vq PvKzwi Ki‡Z eva¨ _vKe|  

05| cÖwkÿY †k‡l †Kvb KviYekZt Pzw³c‡Î D‡jøwLZ †gqv` ch©šÍ ms¯'vq PvKzwi Ki‡Z AcviM n‡j ms¯'v 

cÖwkÿY PjvKvwjb mg‡q me© mvKz‡j¨ cÕ‡`q UvKvi Dci e¨e¯'vcbv KwgwUi wm×všÍ Abyhvqx avh©¨K…Z UvKv 

01 (GK) gv‡mi g‡a¨ †diZ w`‡Z eva¨ _vKe|    

06| cÖwkÿY MÕnYKvjxb mg‡q †Kvb ~̀N©Ubvq cwZZ n‡j ms¯'vi wewa Abyhvwq ms¯'v Zvi g‡bvwbZ e¨vw³eM©‡K 

`~N©Ubv RwbZ ÿwZcyiY I PvKzixi ‡ÿ‡Î cÕvc¨ Aewkó mgy`q UvKv w`‡Z eva¨ _vK‡e| 

                      

cÖ_g cÿ wØZxq cÿ 

¯^vÿi   t 

bvg  t  

c`ex  t 

ZvwiL  t  

¯^vÿi  t 

bvg  t  

c`ex  t  

ZvwiL  t  

¯^vÿxM‡Yi ¯^vÿi 

¯^vÿi  t  

bvg t 

wcZvi bvg t  

wVKvbv  t 

ZvwiL  t  

¯^vÿi  t  

bvg  t 

wcZvi bvg t 

wVKvbv  t 

ZvwiL  t 

 



 

PZz_© Aa¨vq 

PvKzixi my‡hvM-myweav 

(Job Facilities) 

 

G‡mW nweMÄ ms¯'v GB welqwU Dcjw× K‡i †h, PvKzix‡Z mš`wó (Job Satisfaction) Qvov †Kvb Kgx©B ms¯'vi 

cÕwZ wb‡ew`Z cÕvY (Dedicated) I gb‡hvMx n‡Z cv‡i bv Ges AvšÍwiKZv I wek¦¯ÍZvi mv‡_ Zvi `vwqZ¡ cvjb 

Ki‡Z cv‡i bv| PvKzix mš`wói welqwU AZ¨šÍ e¨vcK n‡jI G‡mW nweMÄ ms¯'v Zvi mxwgZ mvg‡_©¨i (Limited 

Capacity) gva¨‡g mswkøó mKj ch©v‡qi Kgx©‡K m¤¢ve¨ my‡hvM-myweav cÕ`vb Ki‡e| G‡ÿ‡Î ms¯'v wb‡æv³ 

welq¸‡jv AMÕvwaKv‡ii wfwË‡Z we‡ePbv Ki‡e t 

 

4.01 †eZb (Salary) t 

ms¯'vq Kg©iZ mKj ch©v‡qi Kgx©‡K gvmwfwËK †eZb cÕ`vb Kiv n‡e| Kg©x‡`i †eZb wbav©i‡Yi †ÿ‡Î wb‡¤œv³ 

welq¸‡jv we‡ePbv Kiv n‡e| 
 

K.  G‡mW nweMÄ ms¯'vi †eZb KvVv‡gvi (Salary Structure) wfwË‡Z mKj ch©v‡qi wbqwgZ Kgx©i 

gvmwfwËK †eZb wbav©iY Kiv n‡e| 

L.  cÖKí wfwËK Kgx©MY KZ©„cÿ KZ…©K wbav©wiZ ‡eZb cv‡eb| 

M.  Kv‡Ri aiY, mgqmxgv, ¯Íi cÕf„wZ we‡ePbv K‡i KZ©„cÿ Pzw³wfwËK (Contact Staff) I LÛKvjxb 

(Parttime) Kgx©i †eZb wba©viY Ki‡eb| 

N.  ms¯'vi cÕ‡qvR‡b wb‡qvMcÕvß Dc‡`óv ev civgk©K‡K (Consultant) cÖ`Ë wba©vwiZ A_© m¤§vbx 

(Honourarium) wn‡m‡e we‡ewPZ n‡e| m¤§vbx KZ©„cÿ KZ©„K wba©viY Kiv n‡e| 

O.  †¯^”QvwfwËK Kg©x †Kvb cÕKvi †eZb KvVv‡gvi AvIZvf~³ n‡e bv| KZ©„cÿ B”Qv Ki‡j †¯^”QvKgx©i b~¨bZg 

fvZv cÕ`vb Ki‡Z cvi‡eb| 

 

4.02 evwo fvov (House Rent) t 

K.  ms¯'vi mKj ch©v‡qi wbqwgZ I cÕKí Kgx©‡K (cÕ‡hvR¨ †ÿ‡Î) Zv‡`i g~j †eZ‡bi 30% wn‡m‡e evwo fvov 

cÕ`vb Kiv n‡e| 

L.  XvKvq Aew¯'Z †hvMv‡hvM Awd‡m Kg©iZ Kgx©‡K g~j †eZ‡bi 50% wn‡m‡e evwo fvov cÕ`vb Kiv n‡e| 

M.  ms¯'vi Ab¨vb¨ Kgx©‡K (Pzw³wfwËK Kgx©, LÛKvjxb Kgx©, Dc‡`óv ev civgk©K, †¯^”Qv‡mex cÕf„wZ) 

me©mvKz‡j¨ †eZb (Consolidated) I m¤§vbx KZ…©cÿ wba©viY Ki‡eb| GB mKj Kgx©e„›` D‡jøwLZ nv‡i 

evwo fvov cÕvwßi AvIZvf~&³ n‡e bv| 

 

4.03. wPwKrmv fvZv (Medical allownes) t 

K.  ms¯'vi mKj ch©v‡qi wbqwgZ I cÕKí wfwËK Kgx©‡K gvwmK 400 (PvikZ) UvKv wn‡m‡e wPwKrmv fvZv 

cÕ`vb Kiv n‡e| gvwmK ‡eZ‡bi mv‡_ D‡jøwLZ As‡Ki wPwKrmv fvZv h_vwbq‡g cÕ`vb Kiv n‡e| 

L.  me©mvKz‡j¨ (Conolidated) ‡eZb wba©vwiZ _vKvi d‡j Pzw³wfwËK, LÛKvjxb I †¯^”Qv‡mex Kgx© Ges 

Dc‡`óv/civk©K D‡jøwLZ nv‡i gvmwfwËK wPwKrmv fvZv cÕvwßi AvIZvf~³ n‡eb bv| 

M.  Awdm msµvšÍ Kv‡R †Kvb Kgx© †h †Kvb ai‡Yi kvixwiK `yN©Ubvi d‡j AvnZ Ae¯'vq wPwKrmvaxb _vK‡j 

G‡mW nweMÄ ms¯'v D³ Kgx©i †gvU wPwKrmv Li‡Pi 50% enb Ki‡e| GQvovI KwVb †Kvb †ivMvµvšÍ n‡q 

†Kvb Kgx© wPwKrmvaxb _vK‡j KZ©„cÿ we‡kl we‡ePbvµ‡g D³ Kgx©i †gvU wPwKrmv e¨v‡qi 30% enb 

Ki‡Z cvi‡e| ms¯'vq Kg©iZ mKj ¯Íi I ch©v‡qi wbqwgZ I cÕKí Kgx© G ai‡Yi myweav cv‡eb| 

 

4.04 Drme fvZv (Bonous) t 

mKj ch©v‡qi wbqwgZ I cÕKí Kgx© eQ‡i 1 (GK) wU Drme fvZv cv‡eb| cÕwZwU Drme fvZv Kgx©i gvwmK g~j 

†eZ‡bi (Basic Salary) mgvb n‡e| †h mKj Kgx© me©mvKzj¨ (Consolidated) †eZb cvb, Zv‡`i †ÿ‡Î 



 

†gvU †eZ‡bi A‡a©K Drme fvZv cÕ`vb Kiv n‡e| Drme fvZv cÕ`v‡bi †ÿ‡Î wb‡¤œv³ welqmg~n we‡ePbv Kiv 

n‡e| 

K.  gymjgvb Kgx©iv C`yj wdZi-Gi mgq D³ Drme fvZv cv‡eb| 

L.  wn› ỳ Kgx©iv `~Mv© c~Rvq, †eØ× Kgx©iv gvNx c~wY©gvq Ges Lªxóvb Kgx©iv eo w`‡b D³ Drme fvZv cv‡eb| 

M.  Drme ïiæi Kgc‡ÿ 10(`k) w`b c~‡e© Kgx©‡K Drme fvZv cÕ`vb Kiv n‡e| 

N.  Kgx©i †hvM`v‡bi ci n‡Z Drm‡ei w`b ch©šÍ Kgc‡ÿ 1 (GK) eQi c~Y© n‡j Kgx©‡K c~Y© Drme fvZv cÕ`vb 

Kiv n‡e| 1 (GK)  eQi c~Y© bv n‡j gvmwfwËK g~j †eZ‡bi AvbycvwZK nv‡i D³ fvZv cÕ`vb Kiv n‡e|  

O.  ¯^‡eZ‡b †h mKj Kgx© QywU A_ev D”P wkÿv A_ev cÖwkÿ‡Y Ae¯'vb Ki‡eb Zv‡`i‡KI Drme fvZv cÕ`vb 

Kiv n‡e| 

 

4.05 fwel¨r wbwa Znwej (Provident Fund) t 

K.  cÕ‡Z¨K wbqwgZ I cÕKí Kgx©‡K PvKzix‡Z ¯'vqx nIqvi ci ms¯'vi fwel¨r wbwa (Provident Fund) 

Znwe‡ji AšÍf~©³ Kiv n‡e|  

L.  fwel¨r wbwa Znwe‡ji AšÍ©f~³ Kivi ci Kgx©i g~j †eZb n‡Z 10% KZ©b K‡i mswkøó Kgx©i bv‡g 

cwiPvwjZ wn‡m‡e GB A_© Rgv †`qv n‡e| Rgvi A‡a©K cwigvY A_© ms¯'vi cÿ n‡Z mgfvMx 

(Contuibutory) wn‡m‡e Kgx©i bv‡g cwiPvwjZ fwel¨r wbwa Znwe‡j Rgv †`qv n‡e| 

M.  GB fwel¨r wbwa Znwej (Provident Fund) ms¯'vi wbe©vwPZ mKj ch©v‡qi cÕwZwbwa e‡M©i mgš^‡q MwVZ 

Uªvwó (Trusty) †ev‡W©i gva¨‡g cwiPvwjZ n‡e| cÕPwjZ bxwZgvjvi wfwË‡Z Trusty ‡ev‡W©i m`m¨ msL¨v 

m‡e©v”P 7 (mvZ) Rb n‡eb| 

N.  Kgc‡ÿ 3 (wZb) eQi PvKzixi ci †Kvb Kgx© PvKzix †Q‡o w`‡j A_ev Ae¨vnwZ ‡`qv n‡j D³ Kgx©‡K 5% 

jvf mn Zvi Rgv‡bv UvKv cÕ`vb Kiv n‡e| 

O.  Kgc‡ÿ 3 (wZb) eQ‡ii bx‡P †Kvb Kgx© PvKzix Qvo‡j A_ev Zv‡K ms¯'v KZ…©K Ae¨vnwZ †`qv n‡j Zv‡K 

‡Kvb jv‡fi (Contributory) A_© cÕ`vb Kiv n‡e bv|  

 

4.06 Avby‡ZvwlK (Gratuity) t 

K.  †Kvb wbqwgZ Kgx©i PvKzixi mgqKvj 3 (wZb) eQi c~Y© n‡j c`Z¨vM, Ae¨vnwZ, A_ev Aemi MÕn‡Yi mgq 

†gvU PvKzixi c~Y© eQ‡ii wfwË‡Z cÕwZ eQ‡ii Rb¨ 1 (GK) wU g~j †eZ‡bi mgvb Avby‡ZvwlK cv‡e| Kgx©i 

me©‡kl g~j †eZ‡bi wfwË‡Z Avby‡ZvwlK wbav©wiZ n‡e| 

L.  cÕ‡Z¨K eQ‡ii wW‡m¤^i gv‡m Avby‡ZvwlK Znwe‡ji A_© mswkøó e¨vsK wnmv‡e Rgv ivLv n‡e| 

M.  Avby‡Zvwl‡Ki UvKv, mÂqcÎ, GdwWAvi cÕf„wZ Lv‡Z we‡bv‡qvM Kiv n‡e| we‡bv‡qvM n‡Z cÕvß A_© G‡mW 

nweMÄ ms¯'vi wbR¯^ gybvdv A_ev Avq wn‡m‡e we‡ewPZ n‡e Ges Zv ms¯'vi g~j wnmv‡e ¯'vbvšÍi Kiv n‡e| 

N.  †Kvb AcivaRwbZ Kvi‡Y †Kvb Kgx PvKzix n‡Z eiLv¯Í n‡j KZ…©cÿ mswkøó Kgx©‡K Avby‡ZvwlK cÕ`vb Kiv 

ev bv Kivi AwaKvi msiÿY K‡i| 

 

4.07 evowZ mg‡qi KvR (Over Time) t 

K.  cÕ‡Z¨K w`b wba©vwiZ Awdm mg‡qi (mKvj 9.00Uv n‡Z weKvj 5.00Uv ch©šÍ) evB‡i †h †Kvb Kgx©i KvR‡K 

D³ Kgx©i evowZ KvR wn‡m‡e we‡ePbv Kiv n‡e| 

L.  ms¯'vi cÕ‡qvR‡b †h †Kvb Kgx©i evowZ KvR‡K Zvi `vwq‡Z¡i Ask wn‡m‡e aiv n‡e| Z‡e G ai‡Yi KvR‡K 

ms¯'vi cÕwZ Kg©xi we‡kl Ae`vb (Apecial Contribution) wn‡m‡e we‡ePbv Kiv n‡e| 

M.  ms¯'vi Avw_©K msMwZ I eZ©gvb Ae¯'vi wfwË‡Z AvcvZZ †Kvb Kgx©‡K evowZ Kv‡Ri g~j¨ (Over Time) 

cÕ`vb Kiv n‡e bv| Z‡e ms¯'vi Riæix cÕ‡qvR‡b 1g n‡Z 3q ¯Í‡ii †Kvb Kgx©i evowZ Kv‡Ri Rb¨ KZ©„cÿ 

(Over Time) Gi welqwU we‡klfv‡e we‡ePbv Ki‡Z cv‡ib| 

 



 

4.08 AwMÖg †eZb (Advance Salary) t 

cÕK…Z A‡_© G‡mW nweMÄ ms¯'v †Kvb Kgx©‡K AwMÕg †eZb †`qvi ‡Kvb wbqg †bB| Z‡e †Kvb Kgx© A_ev Zvi 

cwiev‡ii †Kvb m`m¨ ¸iæZi Amy¯' n‡j A_ev Ab¨ †Kvb wec`vc‡`i m¤§yLxb n‡j mswkøó Kgx©i Av‡e`bµ‡g 

KZ…©cÿ we‡kl we‡ePbvq m‡ev©”P Zvi 3 (wZb) gv‡mi †eZ‡bi mgvb A_© FY (Loan) wn‡m‡e cÕ`vb Ki‡Z 

cv‡ib| G †ÿ‡Î  wb‡¤œv³ welqvejx we‡ePbv Kiv n‡e| 

K.  D³ Kgx© ms¯'vi fwel¨Z wbwa Znwe‡ji (Provident Found) m`m¨ n‡Z n‡e| 

L.  mswkøó ZË¡veavqK (Immidiate Supervisor) Ges wnmve wefvMxq cÕav‡bi (Chief of Account Cell) 

mycvwikµ‡g Kgx©i Av‡e`bK…Z AwMÕg †eZb FY wn‡m‡e cÕ`vb Kiv n‡e| 

M.  ms¯'vi wbKU Av‡e`bKvix Kg©xi †Kvb Acwi‡kvwaZ FY _vK‡j Zv‡K G ai‡Yi c~Y© my‡hvM †`qv n‡e bv| 

N.  B‡Zvc~‡e© †Kvb Kg©x KZ…©K AwMÕg †eZb wn‡m‡e M„nxZ F‡Yi A_© cwi‡kv‡ai Kgc‡ÿ 6 (gvm) gv‡mi g‡a¨ 

mswkøó Kgx©‡K AwMÕg †eZb wn‡m‡e FY cÕ`vb Kiv n‡e bv| Z‡e Av‡e`bKvix Kg©xi Riæix cÕ‡qvR‡b 

KZ©„cÿ welqwUi we‡kl we‡ePbv Ki‡Z cv‡ib|  

O.  Kg©xi m‡ev©”P 12 (evi) gv‡mi †eZ‡bi mv‡_ cÕ`Ë †eZb AvbycvwZK nv‡i mgš^q Kiv n‡e| 

P.  F‡Yi A_© MÕnYKvjxb Aek¨B mswkøó Kgx©‡K wbav©wiZ Pzw³c‡Î ¯^vÿi Ki‡Z n‡e| 

Q.  ms¯'vi AvqgyLx Kvh©µ‡gi AvIZvq Kg©x‡K cÕ`Ë AwMÕg †eZ‡bi Rb¨ evrmwiK m‡ev©”P 7% (mvZ fvM) jvf 

MÕnY Kiv n‡e| 

R.  G ai‡Yi FY gÃyi Kiv ev bv Kivi m¤ú~Y© AwaKvi KZ…©cÿ msiÿY K‡ib| 

 

4.09 `jxq exgv (Group Insurance) t 

ms¯'vq Kg©iZ mKj chv©‡qi wbqwgZ I cÕKí Kgx©  `jxq exgvi AvIZvfy³ n‡eb| `jxq exgvi †ÿ‡Î wb‡¤œv³ 

welqmgyn AbymiY Kiv n‡e t 

K.  evsjv‡`k miKvi Aby‡gvw`Z †h †Kvb wek¦¯Í I eûj cwiwPZ miKvwi -†emiKvwi exgv †Kv¯úvwb‡Z mswkøó 

mKj Kgx©i Rb¨ `jxq exgv (Group Insurance) †Lvjv n‡e| 

L.  ms¯'vi chv©ß Avw_©K msMwZ bv Avmv ch©šÍ `jxq exgvi wcÕwgqv‡gi wbav©wiZ A_© Kg©xi gvwmi †eZb n‡Z 

KZ©b Kiv n‡e Ges h_vmg‡q Zv mswkøó exgv †Kv¤úvwb‡Z Kgxi bv‡g h_vwbq‡g Rgv cÕ`vb Kiv n‡e|  

M.  G‡mW nweMÄ ms¯'vi †h †Kvb Kgx©i PvKzixiZ Ae¯'vq g„Zz¨ A_ev A½nvwb n‡j Kgx© ¯Íi Abyhvqx mswkøó Kgx© 

A_ev Zvi ˆea DËivwaKvix‡K wb‡¤œv³ nv‡e Avw_©K mnvqZv cÕ`vb Kiv ‡h‡Z cv‡i| 

Kgx© Í̄i g„Zz¨ 2wU A½nvwb 1wU A½nvwb Kg©kw³ we‡jvc gšÍe¨ 

9g-10g 2,00,000.00 50,000.00 25,000.00 2,00,000.00  

4_©-8g 1,50,000.00 40,000.00 20,000.00 1,50,000.00  

1g-3q 1,00,000.00 30,000.00 15,000.00 1,00,000.00  

 

N. ms¯'vi cÕ¯`ZK…Z bxwZgvjv I wb‡`©wkKvi wfwË‡Z `jxq exgv (Group Insurance) cwiPvwjZ n‡e| 

 

.......... 

 

 

 



 

cÂg Aa¨vq 

cwienb, hvZvqvZ myweav I ˆ`wbK fvZv 

(Transport, Conveyanec and Dareness Allowanec) 
 

ms¯'vi Kvh©µg Dbœqb, cwiKíbv MÕnY I ev¯Íevqb, mgš^qmvab, Znwej msMÕn cÕf„wZi Rb¨ mswkøó mKj ¯Í‡ii 

Kgx©‡K Kg© GjvKvi DcKvi‡fvMxmn me©¯Í‡ii Rb‡Mvôx, mswkøó miKvix I †emiKvix ms¯'v, ¯'vbxq cÕkvmb, 

GbwRI welqK ey¨‡iv, `vZv ms¯'v, Dc‡`óvgÛjx cÕf„wZi mv‡_ wbqwgZfv‡e †hvMv‡hv‡Mi D‡Ï‡k¨ cÕ‡qvRbxq 

ågb Ki‡Z n‡e| D‡jøwLZ ¯'vb I ms¯'vmg~‡n åg‡bi Rb¨ G‡mW ms¯'v Zvi mswkøó mKj ch©v‡qi Kg©x‡K m¤¢ve¨ 

myweavw` cÕ`vb Ki‡e| G‡ÿ‡Î wb‡æv³ wbqgvejx AbymiY Kiv n‡e| 

 

5.01 hvbevnb I hvZvqvZ (Transport and Conveyance) t 

K.  cÕ‡Z¨K Kg©x‡K Zvi c`gh©v`v I ¯Íi Abyhvqx KZ…©cÿ KZ…©K wbav©wiZ nv‡i gvmwfwËK b~¨bZg ¯'vbxq hvZvqvZ 

fvZv (Local Conveyance) gvwmK †eZ‡bi mv‡_ cÕ`vb Kiv ‡h‡Z cv‡i| GB ¯'vbxq hvZvqvZ fvZv Kg©xi 

evm¯'vb n‡Z Awdm ch©šÍ hvZvqvZ fvZv wnmv‡e MY¨ Kiv n‡e| 

L.  †Kvb Kg©x‡K ms¯'vi cÿ †_‡K hvbevnb myweav (Transport) cÕ`vb Kiv n‡j D³ Kg©x‡K ¯'vbxq hvZvqvZ 

fvZv (Local Vonveyance) cÕ`vb Kiv n‡e bv| 

M.  Awdm msµvšÍ Kv‡R ms¯'vi Kg© GjvKv A_ev Kg© GjvKvi evB‡i wba©vwiZ hvbevn‡b åg‡bi Rb¨ mswkøó 

Kg©x‡K b~¨bZg cÕK…Z fvov cÕ`vb Kiv n‡e| 

N.  G ai‡Yi åg‡bi Rb¨ ms¯'vi hvbevnb (mvB‡Kj, †gvUi mvB‡Kj, Mvox cÕf„wZ) e¨envi Ki‡j Kg©x‡K †Kvb 

hvZvqvZ LiP cÕ`vb Kiv n‡e bv| 

O.  KwgDwbwU ch©v‡q Kg©iZ Kg©x‡K Zv‡`i wbqwgZ Kv‡Ri Rb¨ Zv‡`i Kg© GjvKvq åg‡bi Rb¨ †Kvb hvZvqvZ 

LiP cÕ`vb Kiv n‡e bv| 

P.  ms¯'vi e„nËi ¯^v‡_© cÕ‡Z¨K Kg©x‡K A‡cÿvK…Z mnR I Kg Li‡Pi hvbevnb e¨envi K‡i Awdm msµvšÍ 

hveZxq ågY m¤úbœ Ki‡Z n‡e| 

 

5.02 Kg© GjvKvi evB‡i hvZvqvZ t 

K.  Kg© GjvKvi evB‡i Awdm msµvšÍ åg‡Yi Rb¨ Kg©x ¯Íi Abyhvqx hvbevnb e¨env‡ii ZvwjKv wb‡¤œ cÖ`vb Kiv 

n‡jv| 
 

¯§viYx 1 (K) 

Kg©x ¯Íi 
hvbevnb 

wegvb evm ‡Uªb jÂ 

10g-9g B‡Kv‡bvwg Gwm/D”PZi cÕ_g †kªYx cÕ_g †kªYx 

8g-7g - Gwm/D”PZi cÕ_g †kªYx cÕ_g †kªYx 

6ô-4_© - D”PZi wØZxq †kªYx wØZxq †kªYx 

3q-1g - mvaviY mvaviY mvaviY 

 

L.  KZ…©c‡ÿi Aby‡gv`b mv‡c‡ÿ 7g-8g ¯Í‡ii Kgx©MY Riæwi gyû‡Z© (Emergency) wegvb ågY Ki‡Z 

cvi‡eb|  

 



 

5.03 ’̄vbxq ågY (Local Transport) t 

K. ¯'vbxq chv©‡q Awdm msµvšÍ åg‡Yi Rb¨ Kg©x ¯Íi Abyhvqx wb‡¤œv³ hvbevnb e¨envi Kiv hv‡e| 
 

    ¯§viYx 1 (L) 

Kgx© ¯Íi 
hvbevnb 

‡gvUi mvB‡Kj U¨vw· wi·v 

10g-9g - H - 

8g-7g H H H 

6ô-4_© - - - 

3q-1g - - - 

 

5.04 ‰`wbK  fvZv (Dearness Allowance-DA) t 

K.  Kg© GjvKvi evB‡i Awdm msµvšÍ åg‡Yi Rb¨ Kgx© ¯Íi Abyhvqx wb‡¤œv³ nv‡i ms¯'v n‡Z _vKv- LvIqvi LiP 

cÕ`vb Kiv n‡e|  

¯§viYx-2 (K)      ¯§viYx-2 (L) 

Kgx© ¯Íi  UvKvi cwigvb mgqmxgv UvKv gšÍe¨ 

10g-9g 250.00 18-24 N›Uv c~Yv©½  

8g-7g 200.00 12-18 N›Uv `yB Z…Zxqvsk  

6ô-4_© 160.00 8-12 N›Uv Aa©vsk  

3q-1g 120.00 6-8N›Uv GK PZz_v©sk  

 

L.  G‡mW nweMÄ ms¯'vi cÿ †_‡K Ab¨ †Kvb ms¯'v KZ…©K mswkøó Kg©xi hvZvqvZ I _vKv-LvIqvi e¨e¯'v Kiv 

n‡j D³ Kg©x‡K nvZ LiP (Pocket Money) wn‡m‡e cÕwZ ivwÎ hvc‡bi Rb¨ ms¯'v (G‡mW nweMÄ) n‡Z 

20% ‰`wbK fvZv (Dearness Allowance) cÕ`vb Kiv n‡e|  

M.  ms¯'vi Kg© GjvKvq cÕavb Kvh©vj‡qi †Kvb Kg©x ivwÎ hvcb Ki‡j A_ev GK cÕKí (Night Hostage) 

GjvKvi Kgx© Ab¨ †Kvb GjvKvq ivwÎ hvcb Ki‡j cÕ‡Z¨K ivwÎ hvc‡bi Rb¨ Kg©x‡K nvZ LiP (Pocket 

Money) wn‡m‡e 20 (wek) UvKv wn‡m‡e cÕ`vb Kiv n‡e| 

 

5.05 ågY Aby‡gv`b (Tour – Approval) t 

K.  cÕ‡Z¨K cÕKvi åg‡Yi Rb¨ wba©vwiZ di‡gU Abyhvqx Aek¨B Kg©x‡K mswkøó KZ…©c‡ÿi wbKU n‡Z c~e© 

Aby‡gv`b MÕnY Ki‡Z n‡e| 

L.  Aby‡gvw`Z mgqmxgvi g‡a¨B wba©vwiZ KvR I ågY h_vm¤¢e m¤úbœ Ki‡Z n‡e| †Kvb KviYekZ: Aby‡gvw`Z 

mgqmxgvi g‡a¨ wba©vwiZ KvR I ågY m¤úbœ bv n‡j Kg©x‡K D³ KvR I ågY †k‡l hyw³m½Z KviY D‡jøL 

K‡i AwZwi³ mgq åg‡Yi Rb¨ c~Yivq KZ…©c‡ÿi Aby‡gv`b MÕnY Ki‡Z n‡e| 

M.  cÕ‡Z¨K ågY †k‡l Kg©x‡K KZ…©c‡ÿi wbKU h_vwbq‡g ågY cÕwZ‡e`b (Tour Report) Dc¯'vcb Ki‡Z 

n‡e| 

 

5.06 ågY wej cÖ`vb I mgš^q (Payment and Adjustment of Conveyance Bill) t 

Kg©GjvKvi evB‡i ågY †k‡l cieZ©x 3 (wZb) w`‡bi g‡a¨B cÕ‡Z¨KwU Kg©x wba©vwiZ ågY wej di‡gU Abyhvqx 

h_vwbq‡g ågY wej cÕ¯`Z K‡i wnmve kvLvq Zv Rgv ‡`‡eb| wnmve kvLv D³ wej h_vwbq‡g cixÿv K‡i 

KZ…©c‡ÿi Aby‡gv`b †k‡l mswkøó Kg©x‡K we‡ji A_© cÕ`vb A_ev åg‡Yi wecix‡Z M„nxZ AwMÕg A_© mgš^q 

Ki‡eb| 

K.  ågYKv‡j Kg©x †h mKj hvbevnb e¨envi K‡i‡Qb Zvi wUwKU (wegvb, evm, †Uªb, jÂ/w÷gvi cÕf„wZ) ågY 

cÕwZ‡e`b I ågY Aby‡gv`bcÎ ågY we‡ji mv‡_ mshy³ Ki‡Z n‡e| 



 

L. ågY ïiæi c~‡e© mswkøó Kg©x åg‡Yi m¤¢ve¨ Li‡Pi Rb¨ cÕ‡qvRbxq A_© KZ©„c‡ÿi Aby‡gv`bµ‡g wnmve kvLv 

n‡Z AwMÕg MÕnY Ki‡Z cvi‡eb| 

lô Aa¨vq 

QywU I eÜ 

(Leave and Holidays) 

 

ms¯'vq Kg©iZ cª‡Z¨KwU Kgx©i e¨w³MZ I cvwievwiK cÕ‡qvRb, my¯'¨Zv, wekªvg cÕf„wZ welq AZ¨šÍ AvšÍwiKZvi 

mv‡_ we‡ePbv K‡i G‡mW ms¯'v Zvi cÕ‡Z¨KwU Kg©x‡K h_vwbq‡g wba©vwiZ QywU †fvM Kivi my‡hvM cÕ`vb Ki‡e| 

QywU mg~n wb¤œiƒc t  
 

6.01 miKvix QywU (Govt. Holidays) t 

K.  evsjv‡`k miKvi KZ…©K †NvwlZ w`b mg~‡n cª‡Z¨KwU Kgx© QywU †fvM Ki‡Z cvi‡eb| 

L.  miKvix QywUi wbw`©ó mg‡qi c~‡e© KZ©„cÿ cÕavb I cÕKí Awdmmg~‡n havwbq‡g QywU msµvšÍ †bvwUk cÕ`vb 

Ki‡eb| 

 

6.02 ˆbwgwËK QywU (Casual Leave) t 

K.  cÕ‡Z¨K wbqwgZ I cÕKí Kgx© eQ‡i 10 (`k) w`b ˆbwgwËK QywU †fvM Ki‡Z cvi‡eb| 

L.  GKmv‡_ m‡e©v”P 3 (wZb) w`‡bi †ekx ˆbwgwËK QywU MÕnY I Aby‡gv`b Kiv hv‡e bv| 

M.  †Kvb Kgx© GK eQ‡ii g‡a¨ ˆbwgwËK QywU Dc‡fvM Ki‡Z bv cvi‡j cieZx© eQ‡i GB QywUi †Ri Uvbv hv‡e 

bv| 

N.  miKvix A_ev Ab¨ †Kvb QywUi mv‡_ ˆbwgwËK QywU MÕnY Kiv hv‡e bv| Z‡e mvßvwnK QywU GB QywUi †ÿ‡Î 

†Kvb cÕfve †dj‡e bv| 

 

6.03 Amy ’̄ZvRwbZ QywU (Medical Leave) t 

K.  G‡mW nweMÄ ms¯'v‡Z Kg©iZ cÕ‡Z¨K wbqwgZ I cÕKí Kgx© eQ‡i m‡e©v”P 12 (evi) w`b Amy¯'ZvRwbZ QywU 

†fvM Ki‡Z cvi‡eb| 

L.  †Kvb Kgx© mswkøó wPwKrm‡Ki mvwU©wd‡KU Qvov GK‡Î 3 (wZb) w`‡bi †ekx Amy¯'ZvRwbZ QywU Dc‡fvM 

Ki‡Z cvi‡eb bv| 

M.  †KejgvÎ kvixwiK Amy¯'ZvRwbZ Kvi‡YB G ai‡Yi QywU Dc‡fvM I Aby‡gv`b Kiv hv‡e| 

N.  Amy¯'ZvRwbZ QywU Dc‡fvMKvjxb mswkøó Kg©x Aek¨B cÕ‡qvRbxq Z_¨/cÕgvY KZ…©cÿ‡K Rvbv‡eb| 

O.  Riæix Ae¯'v A_ev we‡kl cwiw¯'wZ‡Z KZ…©c‡ÿi we‡kl we‡ePbvq ms¯'vq Kg©iZ Pyw³wfwËK Kgx©i †ÿ‡ÎI 

Amy¯'ZvRwbZ QywU Kvh©Kix n‡e| G‡ÿ‡Î KZ©„cÿ KZ©„K wba©vwiZ mgq ch©šÍ Pzw³wfwËK Kgx© ¯^‡eZ‡b 

Amy¯'ZvRwbZ QywU Dc‡fvM Ki‡Z cvi‡eb| 

P.  LÛKvjxb A_ev †¯^”Qv‡mex Kgx©MY Amy¯'ZvRwbZ QywU Dc‡fv‡Mi AvIZvaxb n‡eb bv| 

Q.  eQi †k‡l GB QywUi †Ri Uvbv n‡e bv| 

R.  G ai‡Yi QywUi Rb¨ c~e© Aby‡gv`b MÕnY I cÕ`vb Kiv hv‡e bv| 

 

6.04 AwR©Z QywU (Earned Leave) t 

K.  cÕ‡Z¨K wbqwgZ I cÕKí Kg©x cÕwZ gv‡m 1 (GK) w`b wn‡m‡e eQ‡i 12 (evi) w`b AwR©Z QywU Dc‡fvM 

Ki‡Z cvi‡eb| 

L.  GK bvMv‡o Kgc‡ÿ 4 (Pvi) w`b Ges m‡e©v”P 10 (`k) w`‡bi †ewk AwR©Z QywU Dc‡fvM I Aby‡gv`b Kiv 

hv‡e bv| 

M.  GKRb Kgx© eQ‡i m‡e©v”P 2 (`yB) evi AwR©Z QywU Dc‡fvM Kivi my‡hvM ‡c‡Z cv‡ib| Z‡e we‡kl 

cwiw¯'wZ‡Z KZ©„cÿ we‡kl we‡ePbvq GB wbq‡gi cwieZ©b Ki‡Z cv‡ib| 



 

N.  m‡e©v”P 60 (lvU) w`b ch©šÍ AwR©Z QywUi †Ri Uvbv hv‡e| 60 w`‡bi †ewk AwR©Z QywU Kgx©i bv‡g Rgv 

_vK‡e bv|  

O.  Kgc‡ÿ 15 (c‡bi) w`b AwR©Z QywU me mgq Kgx©i bv‡g Rgv ivL‡Z n‡e| A_©vr (15+4) 19 (Dwbk) 

w`b c~Y© n‡j Kgx©i 4 (Pvi) w`‡bi AwR©Z QywU Dc‡fvM I Aby‡gv`b‡hvM¨ n‡e| 

P.  c`Z¨vM, Aemi A_ev Ae¨vnwZKvjxb mswkøó Kgx© Zvi RgvK…Z 60 w`‡bi AwR©Z QywUi †gvU 2/3 (`yB 

Z…Zxqvsk) Ask w`‡bi g~j¨ cv‡eb| G‡ÿ‡Î Kgx©i me©‡kl †eZ‡bi cÕ‡Z¨K 24(PweŸk) w`b‡K GK gvm 

wn‡m‡e we‡ePbv K‡i Z`vbyhvqx bM` A_© (Cash) cÕ`vb Kiv n‡e| 

 

6.05 gvZ…Z¡RwbZ (Maternity Leave) t 

G‡mW nweMÄ ms¯'v‡Z Kgc‡ÿ 1 (GK) eQi PvKzix K‡i‡Qb, Gai‡Yi wbqwgZ I cÕKí gwnjv Kgx© mšÍvb 

cÕmeRwbZ Kvi‡Y m‡e©v”P 45 (cqZvwjøk) w`b ch©šÍ ¯^‡eZ‡b gvZ…Z¡RwbZ QywU †fvM Ki‡Z cvi‡eb| 

K.  ms¯'vq Kg©iZ GKRb gwnjv Kgx© m‡e©v”P 2 (`yB) evi gvZ…Z¡RwbZ QywU Dc‡fvM Ki‡Z cvi‡eb| 

L.  ms¯'vq †hvM`v‡bi c~‡e© †Kvb gwnjvi 01 (GK) wU RxweZ mšÍvb _vK‡j 01 (GK) evi ¯^-‡eZ‡b G ai‡Yi 

QywU Dc‡fvM Ki‡Z cvi‡eb| †Kvb gwnjv Kgx©i 2 (`yB) wU mšÍvb _vK‡j D³ gwnjv Kgx© gvZ…Z¡RwbZ QywUi 

AšÍf©~³ n‡eb bv|  

M.  †Kvb `yN©UbvRwbZ Kvi‡Y †Kvb gwnjv Kgx©i RxweZ mšÍv‡bi msL¨v 2 (`yB) Gi bx‡P †b‡g †M‡j cÕ‡Z¨Kevi 

mšÍvb cÕm‡ei Rb¨ D³ gwnjv Kgx© ¯^‡eZ‡b gvZ…Z¡RwbZ QywU Dc‡fvM Ki‡Z cvi‡eb| 

N.  wkï‡K 05 (cvuP) gvm eqm c~Y© nIqv ch©šÍ ey‡Ki `ya LvIqv‡bv wbwðZ Kivi Rb¨ wb‡æv³ e¨e¯'vmg~n MÕnY 

Kiv †h‡Z cv‡i t 
 

1. Awdm ch©v‡q (Ofice Based) Kg©iZ Kgx© Zvi wkï‡K Awd‡m wb‡q Avm‡Z cvi‡eb Ges Kv‡Ri 

dvu‡K dvu‡K mgqgZ ey‡Ki ỳa LvIqv‡eb| cÕ‡qvR‡b D³ gwnjv Kgx© wbR Li‡P GK Rb Avqv mv‡_ 

Avb‡Z cvi‡eb| 

2. gvV ch©v‡q Kg©iZ gwnjv Kgx© 5 (cvuP) gvm eqm ch©šÍ wkï‡K Awdm msµvšÍ Kvh© m¤úbœKvjxb mv‡_ 

ivL‡Z cvi‡eb| D³ Avqv wb‡q wkï‡K Kgx©i Kg© GjvKvi wbw`©ó †Kvb evwo‡Z Ae¯'vb Ki‡eb Ges 

Kgx© gv‡S gv‡S G‡m wkï‡K ey‡Ki ỳa LvIqv‡eb| 

3. Dc‡iv³ wbqgvejx †Kvb Kg©xi Rb¨ cÕ‡hvR¨ bv n‡j wkïi eqm 5(cuvP) gvm ch©šÍ D³ gwnjv Kgx©‡K 

cÕ‡Z¨K Kg© w`e‡m Zvi Kv‡Ri †gvU mgqmxgv 1 (GK) N›Uv we‡qvM Kiv †h‡Z cv‡i| Z‡e cieZx©‡Z 

Zvi wba©vwiZ Kv‡Ri jÿ¨gvÎv AR©‡bi Rb¨ h_vmva¨ m‡Pó n‡Z n‡e|  

4. gvZ…Z¡RwbZ QywU ciI B”Qv Ki‡j Kgx© KZ…©c‡ÿi Aby‡gv`bµ‡g cieZx© 1 gvm ch©šÍ Aa©w`em Awd‡mi 

KvR Ki‡Z cvi‡eb| G‡ÿ‡Î D³ Kgx©‡K Zvi gvwmK †eZ‡bi Aa©vsk cÕ`vb Kiv n‡e| 

 

6.06 wcZ…Z¡RwbZ QywU (Paternal Leave) t 

K.  G‡mW nweMÄ ms¯'v‡Z Kg©iZ †Kvb cyiæl Kgx© 1g I 2q evi mšÍv‡bi wcZv n‡j D³ Kgx© cvwievwiK Kv‡R 

cÕ‡qvRbxq mn‡hvwMZvi j‡ÿ¨ h_vwbq‡g m‡e©v”P 1 (GK) mßv‡ni Rb¨ wcZ…Z¡RwbZ QywU Dc‡fvM Ki‡Z 

cvi‡eb| G‡ÿ‡Î wZwb m‡e©v”P 2 (`yB) evi G ai‡Yi myweav Dc‡fvM Ki‡Z cvi‡eb| 

L.  †Kvb ỳN©UbvekZ †Kvb cyiæl Kgx©i mšÍvb msL¨v 2 (`yB) Gi wb‡P †b‡g †M‡j wZwb cybivq mšÍv‡bi wcZv 

n‡j Dc‡iv³ wbq‡g ai‡Yi QywU Dc‡fvM Ki‡Z cvi‡eb| 

 

6.07 D”PZi wkÿvi Rb¨ QywU (Study Leave) t 

K.  ms¯'vi e„nËi Dbœqb ¯^v‡_© G‡mW nweMÄ ms¯'v Zvi †Kvb †hvM¨ Kgx©‡K †`‡k A_ev we‡`‡k D”PZi cÕwkÿY 

A_ev D”P wkÿv MÕn‡Yi g‡bvbqb A_ev AbygwZ cÕ`vb Ki‡j D³ Kgx©‡K m‡eZ‡b m‡ev©”P 2 (`yB) eQi 

ch©šÍ D”PZi wkÿv MÕn‡Yi QywU cÕ`vb Kiv †h‡Z cv‡i| 

L.  D”PZi wkÿv A_ev cÖwkÿYiZ Qyw&U cÕvß Kgx©‡K Kgc‡ÿ 5 eQi ms¯'vq PvKzix Kivi Rb¨ wjwLZ Pzw³c‡Îi 

gva¨‡g A½xKvi Ki‡Z n‡e| 



 

M.  ¯-̂D‡`¨v‡M †Kvb Kgx© G ai‡Yi D”P wkÿv A_ev cÖwkÿY MÕn‡Yi j‡ÿ¨ QywUi Av‡e`b Ki‡j G‡mW ms¯'v 

D³ Kgx©‡K we‡kl kZ©vejxj AvIZvq webv †eZ‡b m‡e©v”P 2 (`yB) eQi ch©šÍ QywU cÕ`vb Ki‡Z cv‡i| 

N.  D”PZi wkÿv A_ev cÖwkÿ‡Yi Rb¨ `xN©‡gqv`x QywUi welqwU m¤ú~Yiƒ‡c KZ…©c‡ÿi GLwZqv‡i _vK‡e| 

G‡ÿ‡Î KZ…©cÿ Dc‡iv³ Aby‡”Q`mg~‡n (Aby‡”Q` K, L I M) D‡jøwLZ bxwZgvjvi evB‡iI cÕ‡qvRbxq 

wm×všÍ wb‡Z cvi‡eb| 

 

6.08 we‡kl QywU (Special Leave) t 

PvKzixwewai QywU msµvšÍ aviv I Aby‡”Q`mg~‡n D‡jøwLZ bxwZgvjvi evB‡i hw` †Kvb wbqwgZ ¯'vqx Kgx© we‡kl 

QywUi Av‡e`b K‡ib Zvn‡j KZ…©cÿ D³ Kgx©‡K we‡kl we‡ePbvq webv †eZ‡b m‡e©v”P 6 (Qq) gv‡mi QywU cÕ`vb 

Ki‡Z cv‡ib| 

 

6.09 msµvgK †ivMRwbZ QywU (Leave for Tranmissible Diseases) t 

K.  †Kvb Kgx©i cwiev‡i †Kvb m`m¨ hw` †Kvb cÕKvi msµvgK †ivM Øviv AvµvšÍ nq Ges D³ msµvgK †ivM 

e¨vwa (K‡jiv, UvBd‡qW, †m‡i‡eªv¯úvBbvj, †gwbbRvBwmm, ¸wU emšÍ, †cM cªf„wZ) hw` gvivZ¥K AvKvi 

aviY K‡i, Zvn‡j D³ Kgx©‡K cwievi †_‡K Avjv`v _vK‡Z n‡e A_ev Aby‡gvw`Z wPwKrm‡Ki mb`c‡Îi 

wfwË‡Z 21 (GKzk) n‡Z 30 (wÎk) w`b ch©šÍ m‡eZ‡b QywU cÕ`vb Kiv n‡e| 

L.  msµvgK †ivM wb‡iva QywU KvUv‡j Kgx©i KZ©e¨Kvj wn‡m‡e we‡ePbv Kiv n‡e| 

 

6.10 QywU MÖnY I cÖ`v‡bi wbqgvejx (Rules of Leave) t 

K.  QywU MÕn‡Yi c~‡e© ms¯'vi wba©vwiZ QywUi Av‡e`b cÎ Abyhvqx mswkøó Kgx©‡K KZ…©c‡ÿi wbKU Av‡e`b Ki‡Z 

n‡e| 

L.  Kgx©i mivmwi ZË¡veavq‡Ki (Immmideate Sufervisor) mycvwikµ‡g KZ…©cÿ Av‡e`bKvix Kgx©i QywU 

gÃyi Ki‡eb| 

M.  ‡KejgvÎ Aby‡gv`‡bi ciB Kgx© Zvi Av‡e`bK…Z QywU †fvM Ki‡Z cvi‡eb| 

N.  AwR©Z QywUi Rb¨ Av‡e`bK…Z QywU ïiæi w`‡bi Kgc‡ÿ 15 (c‡bi) w`b c~‡e© Kgx©‡K h_vwbq‡g K…Z©c‡ÿi 

Kv‡Q Av‡e`b Ki‡Z n‡e| 

O.  we‡kl Riæwi gyû‡Z© Dc‡iv³ wbqgvewji †ÿ‡Î KZ…©cÿ we‡kl we‡ePbvq ZvrÿwbK e¨e¯'v MÕnY Ki‡Z 

cvi‡eb| 

P.  ms¯'vi Kvh©µg I mvwe©K Ae¯'v‡bi wfwË‡Z KZ…©cÿ Kgx©i QywU gÃyi Kiv ev bv Kivi KZ…©Z ¡ msiÿY K‡ib| 

Q.  QywU Aby‡gv`‡bi ci mswkøó wb‡`©wkZ Kgx©‡K QywU Dc‡fv‡Mi mgq ch©šÍ mvgwqKfv‡e Zvi we‡kl we‡kl 

`vwqZ¡ n¯ÍvšÍi K‡i hv‡eb| 

R.  ms¯'vi cÕavb Kvh©vjqmn mswkøó mKj cÕKí Awdmmg~‡n h_vwbq‡g QywUi †iwRóvi (Leave Register) 

iÿYv‡eÿY (Maintain) I msiÿY Kiv n‡e| 

 

 

 



 

mßg Aa¨vq 

Kgx© g~j¨vqb 

(Staff Evaluation) 
 

ms¯'vi Pjgvb Kgx© e¨e¯'vcbv cÕwµqvq (Personnel Management Process) Kgx© g~j¨vqb c×wZ‡Z GKwU 

Ab¨ iKg ¸iæZ¡c~Y© welq wn‡m‡e wPwþZ K‡i G‡mW nweMÄ ms¯'v Zvi mKj ch©v‡qi wbqwgZ I cÕKí Kgx© 

h_vwbq‡g g~j¨vqb Ki‡e| Kgx©i Dci Awc©Z `vwq‡Z¡i (Job Resposibilities or Job Description) wfwË‡Z 

eQ‡i 1 (GK) evi K‡i Kgx©i m¤úvw`Z Kv‡Ri msL¨vMZ I ¸YMZgvb (Quantitative and Qualitiative) 

wbY©q Ges Kgx©i †gav I m„RbkxjZv (Brialliance and Creativity), mZZv I wek¦¯ÍZv AvPiY, †ckvMZ Ávb 

I aviYv jv‡fi D‡Ï‡k¨ Kgx© g~j¨vqb cwiPvjbv Kiv n‡e| Kgx© g~j¨vq‡bi gva¨‡g cÕvß djvd‡ji wfwË‡Z 

mswkøó Kgx©i Ae¯'vbMZ Dbœq‡bi Rb¨ KZ…©cÿ h_vwbq‡g cÕ‡qvRbxq c‡`ÿ‡c MÕnY Ki‡eb| Kgx© g~j¨vqb me 

mgq mgq wfwËK (Periodical) n‡e| 

 

7.01 evrmwiK Kgx© g~j¨vqb (Annual Evaluation of Staff) t 

K.  Kgx©i †hvM`v‡bi ZvwiL n‡Z A_ev Kgx©i c‡`vbœwZi ZvwiL n‡Z cieZx© 1 (GK) eQi ch©šÍ Kgx©i m¤úvw`Z 

Kv‡Ri wfwË‡Z mswkøó Kgx©‡K g~j¨vqb Kiv n‡e| 

L.  mswkøó Kgx©i mivmwi ZË¡veav‡b Kg©iZ mswkøó Kg©KZ©v (Immediate Supervisor) KZ…©K Kgx©i cÕv_wgK 

g~j¨vqb Kvh© m¤cbœ Kiv n‡e| 

M.  mivmwi ZË¡veav‡b Kg©iZ Kg©KZ©vi cÕv_wgK g~j¨vq‡bi wfwË‡Z mswkøó wefvMxq cÖavb (Cell Chief) A_ev 

Kg©m~Px cÖavb (Programme Chief) †cÕwiZ cÕwZ‡e`‡bi Dci Zvi gZvgZ D‡jøL Ki‡eb| 

N.  ms¯'vi wba©vwiZ evwl©K †Mvcb cÕwZ‡e`b (Annual Confidential Report) Gi gva¨‡g h_vwbq‡g Kgx© 

g~j¨vqb Kiv n‡e| 

O.  Kgx© g~j¨vqb Kvh© h_vwbq‡g m¤úbœ Kivi j‡ÿ¨ mswkøó ZË¡veavqK (Immidiate Supervisor) eQ‡ii ïiæ 

†_‡KB Kgx©i cwiKwíZ I m¤úvw`Z KvR Ges Avbylvw½K welqmg~n h_vh_fv‡e ch©‡eÿY (Observation) 

Ges cixweÿ‡Yi (Monitoring) gva¨‡g cÕ‡qvRbxq Z_¨ msiÿY Ki‡eb|  

 

7.02 wkÿvbexkKvjxb g~j¨vqb (Staff Evaluation During Probation Period) t 

K.  wkÿvbexk Kgx©i ms¯'vq †hvM`v‡bi ci n‡Z Zvi wb‡qvMc‡Î D‡jøwLZ wkÿvbexkKvj ch©šÍ g~j¨vqb Kiv 

n‡e| 

L.  mswkøó ZË¡veavqK (Immidiate Supervisor) KZ…©K wkÿvbexk Kgx©i g~j¨vqb I D‡jøwLZ Kg©Kvj‡K 

KZ…©cÿ P~ovšÍ wn‡m‡e we‡ePbv Ki‡eb| 

M.  wkÿvbexk Kgx©i g~j¨vq‡bi djvd‡ji wfwË‡Z Zvi PvKzix wbwðZ Kiv A_ev wkÿvbexk cwiea©b 

(Extension) A_ev cÕ‡qvRbxq Ab¨ †Kvb e¨e¯'v MÕnY Kiv n‡Z cv‡i| 

 

7.03 AšÍe©Zx©Kvjxb Kgx© g~j¨vqb (Staff Evaluation on Interim Period) t 

K.  ms¯'vi †Kvb k~b¨ c` c~i‡Yi Rb¨ ms¯'vq Kg©iZ A‡cÿvK…Z †hvM¨Zg Kgx©‡K ZvrÿwbK g~j¨vq‡bi gva¨‡g 

KZ„©cÿ mswkøó Kgx©‡K k~Y¨ c‡` AwawôZ Ki‡Z cv‡ib| 

L.  c~e©eZx© g~j¨vq‡bi djvd‡ji wfwË‡Z †Kvb Kgx©i cÕvc¨ mvgwqKfv‡e wbw`©ó mg‡qi Rb¨ eÜ ivLv n‡j 

(Held-up) wbw`©ó mgq c‡i KZ…©cÿ mswkøó Kgx©‡K AšÍe©Zx©Kvjxb g~j¨vqb Ki‡Z cv‡ib| 

 

7.04 Kgx© g~j¨vq‡bi bxwZgvjv (Principles of Staff Evaluation) t 

K.  mKj cÕKvi Awbq‡gi D‡aŸ© †_‡K cÕ‡qvRbxq mZZv I cÿcvZnxb (Honesty and Impartially) mKj 

g~j¨vqb Kvh©µg cwiPvwjZ n‡e| 

L.  wbe©vnx KZ…©c‡ÿi wbqš¿‡Y mKj cÕKvi Kgx© g~j¨vqb Kvh©µg cwiPvwjZ n‡e| 



 

M.  me©vwaK †MvcbxqZv msiÿ‡Yi gva¨‡g Kgx© g~j¨vqb Kvh©µg cwiPvwjZ n‡e| 

N.  mswkøó Kgx©‡K GKKfv‡e (Individyally) h_vwbq‡g I h_vmg‡q g~j¨vqb Kiv n‡e| 

O.  mswkøó `vwqZ¡cÕvß ZË¡veavqMY Zv‡`i Aaxb¯' mKj ch©v‡qi Kgx©‡K ms¯'vi wba©vwiZ di‡gU Abyhvqx 

cÕv_wgKfv‡e g~j¨vqb K‡i cieZx© ZË¡veavq‡Ki (Next Superrvisor) wbKU †cÕiY Ki‡eb| cieZx© 

mycvifvBRvi (Next Superrvisors) h_v¯'v‡b Zvi gZvgZmn D×©Zb KZ…©c‡ÿi wbKU †cÕiY Ki‡eb| 

P.  mswkøó †Kvb ZË¡veavqK KZ…©K †Kvb Kgx©i g~j¨vqb h_vh_ I hyw³c~Y© we‡ewPZ bv n‡j KZ…©cÿ cybivq D³ 

Kgx©i g~j¨vqb Ki‡Z cvi‡eb| G‡ÿ‡Î cÕ‡qvRb‡ev‡a †hvM¨Zvm¤úbœ Ab¨ †Kvb gva¨‡g KZ„©cÿ Kgx© g~j¨vqb 

Ki‡Z cvi‡eb| Z‡e Zv mvaviY wbq‡gi AvIZvfy³ n‡e bv| 

Q.  h_vh_ ‡MvcbxqZv msiÿ‡Yi gva¨‡g ms¯'vi Kgx© e¨e¯'vcbv wefvM (Personnel Section) mKj ch©v‡qi 

Kgx©i e¨w³MZ bw_‡Z (Personal File) g~j¨vqb cÕwZ‡e`bmn mswkøó KvMRcÎ msiÿY Ki‡eb| 

R.  ms¯'vi Kvh©wbe©vnx cwil` (Excutive Committee) ms¯'vi wbe©vnx KZ…©c‡ÿi (Chief Excutive) g~j¨vqb 

Ki‡eb| 

 

7.05 Kgx© g~j¨vq‡bi djvdj (Result of Staff Evaluation) t 

K.  Kgx©i g~j¨vqb BwZevPK (Positive) n‡j KZ…©cÿ mswkøó Kgx©‡K cÕksmvcÎ, †eZb e„w× A_ev c‡`vbœwZ 

A_ev Kv‡Ri aiY I `vwqZ¡ cwieZ©b, wkÿv mdi, D”PZi cÕwkÿY cÕf„wZ cÕ`v‡bi gva¨‡g DrmvwnZ Ki‡Z 

cv‡ib| 

L.  g~j¨vq‡bi d‡j cÕvß Z‡_¨i wfwË‡Z Kgx©‡K ms¯'vi cieZx© Dbœqb cwiKíbvi AšÍ©fy³ Kiv n‡e| 

M.  Kgx© g~j¨vq‡bi BwZevPK (Positive) djvd‡ji wfwË‡Z mswkøó Kgx©i Rb¨ cieZx© c`‡ÿc wba©viY I 

MÕn‡Yi KZ…©c‡ÿi wm×všÍB P~ovšÍ wn‡m‡e we‡ewPZ n‡e| 

 

7.06 g~j¨vqb cÖwZ‡e`b cÖvwßi my‡hvM (Opportunity for Feed – Back) t 

K.  g~j¨vq‡bi d‡j Kgx©i cÕvß djvdj †bwZevPK (Negative) n‡j KZ…©cÿ mswkøó ZË¡veavq‡Ki gva¨‡g 

Kgx©‡K Zvi NvUwZmg~n (Deficiencies) D‡jøLc~e©K wjwLZfv‡e Rvbv‡eb Ges GKwU wbw`©ó mg‡qi g‡a¨B 

Zv‡K ms‡kva‡bi civgk© cÕ`vb Ki‡eb| 

L.  G‡ÿ‡Î mswkøó Kgx© KZ…©c‡ÿi wbKU D‡jøwLZ NvUwZmg~‡ni KviY I Ae¯'vb e¨vL¨v Kivi cÕ‡qvRbxq my‡hvM 

cv‡eb| 

 

 



 

Aóg Aa¨vq 

ewa©Z †eZb, c‡`vbœwZ, wmwbqwiwU I c`bvg cwieZ©b 

(Increment, Promotion, Seniority, Changee of Designation) 
 

Kgx©i K‡gv©Ïxcbv, Drmvn I AvšÍwiKZv Ae¨ven ivLv Ges Kgx©i h_vh_ gh©v`v cÕ`v‡bi j‡ÿ¨ G‡mW ms¯'v mKj 

¯Í‡ii wbqwgZ Kgx©‡K h_vh_ c×wZ‡Z c‡`vbœwZ I †eZb e„w× Ki‡e| c‡`vbœwZ I †eZb e„w×i †ÿ‡Î wb‡æv³ 

welq¸‡jv we‡ePbv Kiv n‡e| 

 

8.01 c‡`vbœwZ (Promotion) t 

K.  m‡šÍvlRbKfv‡e wbw`©ó mgq ch©šÍ PvKzix Ki‡j mKj ¯Í‡ii wbqwgZ Kgx©‡K Kgx©i †hvM¨Zvi wfwË‡Z 

c‡`vbœwZ cÕ`vb Kiv ‡h‡Z cv‡i| 

L.  c‡`vbœwZ †Kvb Kgx©i `vwe wn‡m‡e bq Ges Kgx©i m‡šÍvlRbK Kv‡Ri wfwË‡ZB Zv wba©vwiZ n‡e| 

M.  Kgx©i mvaviY c‡`vbœwZi mgqmxgv n‡e Kgc‡ÿ 5 (cvuP) eQi| Z‡e Kgx©i m‡šÍvlRbK Kv‡Ri gvb I 

ms¯'vi cÕ‡qvR‡b KZ…©cÿ †h †Kvb Kgx©i 5 (cvuP) eQi c~‡e©B c‡`vbœwZ cÕ`vb Ki‡Z cv‡i| Acic‡ÿ Kgx©i 

Kv‡Ri gvb m‡šÍvlRbK we‡ewPZ bv n‡j mswkøó †h †Kvb Kgx© c‡`vbœwZ cÕvwßi Rb¨ we‡ewPZ n‡e bv| 

N.  Kgx©i c‡`vbœwZi welqwUi mv‡_ ms¯'vi Avw_©K mvg‡_©¨i welqwU mivmwi RwoZ| d‡j †h †Kvb Kgx©‡K 

c‡`vbœwZ cÕ`v‡bi c~‡e„ KZ…©cÿ ms¯'vi Avw_©K mvg‡_ ©̈i welqwU we‡ePbv Ki‡eb| 

 

8.02 †eZb e„w× (Increment) t 

K.  ms¯'vq †eZb KvVv‡gvi wfwË‡Z G‡mW nweMÄ ms¯'v‡Z Kg©iZ cÕ‡Z¨K Kgx© cÕwZ eQi †eZb e„w×i myweav 

cv‡eb| G ai‡Yi †eZb e„w×‡K mvaviYZ evwl©K †eZb e„w× (Annual Increment) wn‡m‡e we‡ePbv Kiv 

n‡e| 

L.  †Kvb Kgx©i Kv‡Ri gvb m‡šÍvlRbK we‡ePwZ bv n‡j A_ev ‡Kvb Kgx© hw` ms¯'vi ¯^v_© cwicwš' †Kvbiƒc 

Kv‡Ri mv‡_ RwoZ _vKvi Aciv‡a KZ…©cÿ KZ…©K ÔKviY `k©v‡bv× †bvwUk cvq, Zvn‡j D³ Kgx© evwl©K †eZb 

e„w× (Annual Increment) Gi myweav cv‡eb bv| 

M.  G‡mW nweMÄ ms¯'vi Kvh©wbe©vnx cwil` KZ…©K M„nxZ wm×v‡šÍi wfwË‡Z ms¯'vi †eZb KvVv‡gv‡Z cwieZ©b 

mvwaZ n‡j ms¯'vq Kg©iZ cÕ‡Z¨KwU wbqwgZ Kgx© cieZx© †eZb KvVv‡gvi AšÍf~©³ n‡e| 

N.  cwiewZ©Z †eZb KvVv‡gv‡Z Kgx© ¯Íi wfwËK D‡jøwLZ g~j †eZ‡bi wfwË‡Z evwl©K ewa©Z †eZb 7.5% nv‡i 

e„w× cv‡e| 

O.  m‡e©v”P (Excellent) m‡šÍvlRbK Kg© m¤úv`bvi wfwË‡Z KZ…©cÿ B”Qv Ki‡j ms¯'vq Kg©iZ †h †Kvb Kgx©‡K 

AwZwi³ we‡kl ewa©Z †eZb (Special Increment) cÕ`vb Ki‡Z cv‡ib| G ai‡Yi we‡kl ewa©Z †eZb 

Kgx©i wbqwgZ evrmwiK ewa©Z †eZ‡bi †ÿ‡Î †Kvb cÕKvi cÕfve †dj‡e bv| 

P.  c‡`vbœwZi d‡j cwiewZ©Z ¯Í‡i D‡jøwLZ (Grade) †eZb KvVv‡gvi ïiæ †_‡KB Kgx©i †eZb †¯‹j ïiæ n‡e| 

wKš` hw` c‡`vbœwZi ¯Í‡i Kgx©i †eZb Zvi c~‡e© cÕvß †eZ‡bi †P‡q Kg nq, Zvn‡j KZ…©cÿ cÕ‡qvRbxq 

AwZwi³ ewa©Z †eZb (Annual Increment) cÕ`v‡bi gva¨‡g Kgx©i †ÿ‡Î mvgÃm¨ weavb Ki‡e| 

 

8.03 c‡`vbœwZ I evwl©K †eZb cª`v‡bi wbqgvejx t 

K.  Kgx©i mivmwi ZË¡veav‡b `vwqZ¡cÕvß ZË¡veavqK (Immidiate Supervisor) KZ…©K cÕ¯`ZK…Z I ‡cÕwiZ 

evwl©K †Mvcb cÕwZ‡e`‡bi (Annual Contidention Report) wfwË‡Z e¨e¯'vcbv KwgwUi 

(Management Committee) wm&×v‡šÍi wfwË‡Z G‡mW nweMÄ ms¯'v‡Z Kg©iZ cÕ‡Z¨KwU Kgx©‡K 

c‡`vbœwZ cÕ`vb Kiv ev bv Kivi welqwU wba©viY Kiv n‡e| 

L.  †Kvb Kgx©i evwl©K ewa©Z †eZb cÕvwßi mg‡qi Kgc‡ÿ 15 (c‡bi) w`b c~‡e© G‡mW nweMÄ ms¯'vi Kgx© 

e¨e¯'vcbv wefvM mswkøó Kgx©i bv‡g welqwU h_vwbq‡g KZ…©cÿ‡K Rvbv‡eb| welqwU Rvbvi ci KZ…©cÿ 

h_vwbq‡g Kgx©i mivmwi ZË¡veav‡b `vwqZ¡iZ Kg©KZ©vi wbKU cÕ‡qvRbxq gZvgZ MÕnY Ki‡eb| mswkøó 

ZË¡veavq‡Ki gZvg‡Zi wfwË‡ZB Kgx©i evwl©K ewa©Z †eZb cÕ`vb Kiv ev bv Kivi welqwU wba©vwiZ n‡e| 



 

M.  cÕ‡Z¨K Kgx©i bv‡g mswkøó ZË¡veavqKMY G‡mW nweMÄ ms¯'vi wba©vwiZ di‡gU Abyhvqx evwl©K †Mvcb 

cÕwZ‡e`b (Annual Confidentiul Report – ACR) c~iY Ki‡eb| Kgx©i †hvM`v‡bi ZvwiL Ges cieZx© 

c‡`vbœwZi ZvwiL n‡Z cÕ‡Z¨K 1 (GK) eQi cici evwl©K †Mvcbxq cÕwZ‡e`b ACR cÕ¯`Z I †cªiY Ki‡Z 

n‡e| Kgx© e¨e¯'vcbv wefvM GB cÕwZ‡e`b msiÿY Ki‡eb| 

 

8.04 wmwbqwiwU (Seniority) t 

K.  G‡mW nweMÄ ms¯'v‡Z †hvM`vb I c‡`vbœwZi ZvwiL n‡Z Kgx© ¯Íi Abyhvqx mswkøó Kgx©i wmwbqwiwU wn‡m‡e 

Kiv n‡e| 

L.  GKB mg‡q GKvwaK e¨w³ wb‡qvMcÕvß n‡j KZ…©cÿ †gav I †hvM¨Zvi wfwË‡Z KZ…©cÿ wbe©vwPZ e¨w³‡K 

wmwbqwiwU cÕ`vb Ki‡eb| 

M.  GKB c‡` c‡`vbœwZ cÕvß Kgx©‡`i c‡`vbœwZi ZvwiL I bZyb wb‡qvMcÕvß Kgx©‡`i †hvM`v‡bi ZvwiL GKB 

n‡j c‡`vbœwZcÕvß Kgx© wmwbqi wn‡m‡e we‡ewPZ n‡eb| 

N.  G‡mW nweMÄ ms¯'v h_vwbq‡g Zvi mKj ch©v‡qi wbqwgZ I cÕKí Kgx©i wmwbqwiwU ZvwjKv (List of 

Senior Staff) iÿYv‡eÿY (Maintenance) I msiÿY Ki‡e| 

 

8.05 c`bvg cwieZ©b (Change of Designation) t 

K.  ms¯'vi cwiewZ©Z Ae¯'vb I Pvwn`vi wfwË‡Z KZ…©cÿ †h †Kvb Kgx©i c`bvg I `vwqZ¡vejxi cwieZ©b Ki‡Z 

cv‡ib| 

L.  ms¯'vi e¨e¯'vcbv KwgwUi mv‡_ civgk©µ‡g Kgx©i c`bvg I `vwqZ¡vejx cwieZ©‡bi †ÿ‡Î KZ…©cÿ Aek¨B 

Kvh©wbe©vnx cwil‡`i m¤§wZ MÕnY Ki‡eb| 

 

 

ÑÑÑÑÑÑ 



 

beg Aa¨vq 

wbqgÑk„sLjv I kvw¯Í wewa 

(Rules on Descipline and Punishment) 
 

ms¯'vi Kg© cwi‡ek Dbœqb I msiÿ‡Yi j‡ÿ¨ G‡mW nweMÄ ms¯'v Zvi wbqgÑk„sLjvi cÕwZ Mfxi kª×v †cvlY 

Ki‡e Ges k„sLjv cwicwš' Kvh©Kjv‡ci Rb¨ mswkøó Kgx©‡K h_vh_ kvw¯Í cÕ`v‡bi e¨e¯'v Ki‡e| d‡j Kg©iZ 

mswkøó cÕ‡Z¨K Kgx©‡KB ms¯'vi cÕPwjZ wbqgÑk„sLjvi cÕwZ Mfxi kª×vkxj n‡Z n‡e| mswkøó †ÿ‡Î wb‡æv³ 

welqmg~n AbymiY Kiv n‡e t 

 

9.01 mvaviY AvPiY wewa I wbqgvbyewZ©Zv (Common Conduct and Desciplan) t 

K. G‡mW nweMÄ ms¯'vi cÕ‡Z¨K Kgx© Aek¨B wb‡¤ œv³ welqvejx AZ¨šÍ cweÎZvi mv‡_ †g‡b Pj‡eb t 

1. GB PvKzixwewai (Service Rules) aviv I Dcavivmg~‡n ewY©Z mg¯Í wbqgKvbyb| 

2. mZZv I wek¦¯ÍZvi mv‡_ Zv‡`i wbR wbR `vwqZ¡vewj cvjb Kiv| 

3. D×©Zb Kg©KZ©vmn mswkøó ZË¡veavq‡Ki wb‡ ©̀k Abyhvqx KvR Kiv, Zv‡`i‡K h_vh_ m¤§vb cÕ`k©b Kiv 

Ges mKj ¯Í‡ii cÕ‡Z¨K Kgx©i mv‡_ m™¢ve eRvq ivLv| 

4. Awdm Av‡`k (Office Order) ms¯'vi cÕPwjZ wbqgKvbyb Ges KZ…©c‡ÿi AvBbvbyM wb‡`©k †g‡b Pjv| 

5. ms¯'vi †MvcbxqZv iÿv Ges cÕ‡qvRbxq `wjjcÎ msiÿY Kiv cÕf„wZ| 
 

L. G‡mW nweMÄ ms¯'vi †h †Kvb Kgx© Aek¨B wb‡¤œv³ AvPiYmg~n cÕ`k©b Ki‡eb bv t 

1. †Kvb Kgx© ¯^v_©nvwbKi A_ev lohš¿g~jK Kv‡R wjß _vKv| 

2. KZ…©c‡ÿi webv AbygwZ‡Z Abycw¯'wZ I Kg©¯'j Z¨vM Kiv| 

3. ms¯'vi mv‡_ e¨emvwqK A_ev Ab¨ †Kvbfv‡e RwoZ e¨w³ A_ev cÕwZôv‡bi wbKU Nyl A_ev Dc‡UØKb 

MÖnY Kiv| 

4.  cÿcvZg~jK AvPiY Kiv| 

5. B”QvK…Zfv‡e ms¯'vi m¤ú` bó Kiv| 

6. `vßwiK Av‡`k (Office Order) Aegvbbv Kiv| 

7. KZ…©c‡ÿi webv AbygwZ‡Z A_ev †Mvcbxqfv‡e ms¯'vi g~j¨evb KvMR I `wjjcÎ Ab¨ †Kv_vI cÕPvi 

A_ev cÖKvk Kiv| 

8. bvixNwUZ A‰ea m¤ú‡K© Rwo‡q cov A_ev Ab~iƒc Kv‡R KvD‡K DrmvwnZ Kiv A_ev mn‡hvwMZv Kiv| 

9. ms¯'vi A_© I m¤ú`‡K e¨w³ ¯^v‡_© e¨envi Kiv| 

10. mgvR I ivóª we‡ivax Kvh©Kjv‡c RwoZ nIqv cÕf„wZ| 

 

9.02 `Û‡hvM¨ Aciva (Misconduct) t 

ms¯'vq Kg©iZ †h †Kvb Kgx©i wb‡æv³ Kvh©Kjvc‡K `Û‡hvM¨ Aciva wn‡m‡e we‡ePbv Kiv †h‡Z cv‡i t 

K.  ms¯'vi ¯^v_© cwicwš' Kv‡R wjß nIqv A_ev we‡ivwaZv Kiv A_ev we‡ivax kw³i mv‡_ lohš¿g~jK Kv‡R wjß 

nIqv| 

L.  ms¯'vi Kg© cwi‡ek‡K wewNœZ Kiv A_ev Kg© cwi‡ek wewNœZ Kivi Ac‡Póv Kiv| 

M.  `vwqZ¡ I KZ©‡e¨ Ae‡njv I Amwnòz cÕ`k©b Kiv| 

N.  Awdm Av‡`k Agvb¨ Ges D×©Zb KZ…©cÿ‡K Ae‡njv I Aegvbbv Kiv| 

O.  bvixNwUZ A‰ea Kv‡R RwoZ nIqv A_ev G ai‡Yi Kv‡R KvD‡K mn‡hvwMZv A_ev DrmvwnZ Kiv| 

P.  ms¯'vi ¯^v_© cwicwš' A_ev aŸsmvZ¥K †Kvb Kv‡R wjß nIqv| 

Q.  ms¯'vi A_© AvZ¥mvr Kiv Ges B”QvK„Zfv‡e †Kvb m¤ú` bó Kiv| 

R.  ms¯'vi mv‡_ e¨emvwqK m~‡Î RwoZ †Kvb e¨w³ A_ev ms¯'vi wbKU n‡Z Dc‡XØKb MÕnY Kiv| 

S.  ms¯'vi †Mvcb Z_¨ evB‡i cÕKvk Kiv| 

T.  gv`Kvm³ nIqv A_ev gv`Kvm³ e¨w³‡K mn‡hvwMZv I cÕkªq †`qv| 



 

Z.  ivóª A_ev mgvR we‡ivax †Kvb Kv‡R wjß nIqv cÕf„wZ| 

 

ms¯'vq Kg©iZ †Kvb Kgx© Dc‡iv³ aviv Ab~hvqx Am`vPiY A_ev wbqgÑk„sLjv f‡½i Kvi‡Y A_ev mgvR A_ev 

ivóª KZ…©K †h †Kvb `Û‡hvM¨ Acivax mve¨¯'¨ n‡j D³ Kgx©‡K G‡mW ms¯'v ÔjNy× A_ev Ô¸iæ× `‡Û `wÛZ Ki‡Z 

cvi‡e| 

 

9.03 jNy`‡Ûi cÖK…wZ t 

K.  mZKx©KiY †bvwUk cÕ`vb Kiv| 

L.  wbw`©ó mg‡qi Rb¨ †eZb e„w×KiY ¯'wMZ A_ev eÜ Kiv| 

M.  wbw`©ó mg‡qi Rb¨ c‡`vbœwZ ¯'wMZ A_ev eÜ Kiv| 

N.  ms¯'vi Avw_©K ÿwZi cwigvY Abyhvqx Zvi †eZb, fvZv A_ev cÕvc¨ Ab¨ †Kvb A_© n‡Z Zv mgš^q Kiv n‡e| 

 

9.04 ¸iæ`Û t 

K.  †`vlxmve¨¯Í Kgx©‡K mvgwqKfv‡e PvKzix †_‡K eiLv¯Í Kiv| 

L.  c`vebwZ cÖ`vb Kiv| 

M.  PvKzix †_‡K Ae¨vnwZ cÕ`vb Kiv| 

N.  PvKzix n‡Z eva¨Zvg~jK Ae¨vnwZ cÕ`vb Kiv| 

 

9.05 Kg©iwnZKiY (Suspension) t 

‡h †Kvb Kgx©i Kg©iwnZKi‡Yi †ÿ‡Î wb‡æv³ welq¸‡jv we‡ePbv Kiv n‡e t 

K.  †h Kgx©i weiæ‡× wefvMxq †gvKÏgv ïiæ n‡q‡Q Ggb ai‡Yi Kgx©i Kg©iwnZ Kiv †h‡Z cv‡i| G‡ÿ‡Î 

KZ…©c‡ÿi wm×v‡šÍi welqwU mswkøó Kgx©‡K wjwLZfv‡e Rvbv‡Z n‡e| 

L.  †Kvb Ae¯'v‡ZB Kg©inwZKi‡Yi mgqmxgv 90 (beŸB) w`‡bi †ekx n‡e bv| Z‡e cwiw¯'wZ we‡ePbv K‡i 

KZ…©cÿ GB mgqmxgv evov‡Z cv‡ib| 

M.  KZ…©cÿ KZ…©K Kg©iwnZKi‡Yi wm×všÍ wjwLZ AvKv‡i cÕvwßi ci mswkøó Kgx© wb‡`©wkZ Kgx©‡K Zvi `vwqZ¡fvi 

eywS‡q w`‡eb| 

N.  Kg©iwnZ Ae¯'vq mswkøó Kgx© ¯^vfvweK †eZb I fvZvw` cv‡eb bv| D³ mgq Kgx© †KejgvÎ Zvi g~j 

†eZ‡bi 50% RxweKv fvZv cv‡eb| Z‡e KZ…©cÿ B”Qv Ki‡j D³ mgq Kgx©i evwofvov cÕ`vb Ki‡Z 

cv‡ib| 

 

9.07 Av‡cv‡l wb¯úwËKiY (Amicable Settlement) t 

GKB mv‡_ GKB ¯'v‡b GKvwaK Kgx© KvR Ki‡j D³ Kgx©‡`i g‡a¨ †h †Kvb ai‡Yi mgm¨v m„wó n‡ZB cv‡i| G 

ai‡Yi †QvU Lv‡Uv mgm¨v (Minor Problems) RwUjZvi ch©v‡q †cuvQv‡bvi c~‡e©B ms¯'vi Kg© cwi‡ek msiÿ‡Yi 

e„nËi ¯^v‡_© Zvi myôz mgvavb Kiv cÕ‡qvRb| G‡ÿ‡ÎÑ 

K.  mswkøó Kgx©e„›` wb‡R‡`i g‡a¨B eÜzZ¡c~Y© cwi‡e‡k cvi¯úwiK Av‡jvPbv I mg‡SvZvi gva¨‡g D™¢~Z mgm¨vi 

mgvavb Ki‡eb| 

L.  mgm¨vwU RwUjZi ch©v‡q DcbxZ n‡j Kgx©i mswkøó ZË¡veavq (Immddiate Supervisor) wb‡Ri 

D‡`¨v‡M Dfq cÿ‡K GK mv‡_ †W‡K eÜzZ¡c~Y©© cwi‡e‡k Av‡jvPbv I mg‡SvZvi gva¨‡g D™¢~Z mgm¨vi 

wb¯úwË Ki‡eb| 

M.  mgm¨vwU A‡cÿvK…Z RwUjZi ch©v‡q †cuvQv‡j A_ev Zv mswkøó ZË¡veavq‡Ki (Immdiate Supervisor) 

wbqš¿‡Yi evB‡i P‡j †M‡j Zv DØ©Zb KZ…©c‡ÿi (Higher Authority) Øviv cvi¯úwiK mg‡SvZvi gva¨‡g 

wb¯úwË Ki‡eb| 

N.  Dfq †ÿ‡ÎB Av‡jvPbvKvjxb Av‡jvP¨ I Av‡jvwPZ welqvewji cÕwZ‡e`b A_ev avivweeiYx cÕ¯`Z I msiÿY 

Ki‡Z n‡e| 



 

`kg Aa¨vq 

Ae¨vnwZ, c`Z¨vM I Aemi 

(Termination, Resignation, Retirement) 
 

Ae¨vnwZ (Termination) t 

G‡mW ms¯'v wb‡æv³ Kvi‡Y †h †Kvb Kgx©‡K PvKzix †_‡K Ae¨vnwZ w`‡Z cv‡ib| 

K.  †Kvb Kgx© Am`vPiY A_ev k„sLjv f‡½i `v‡q Awfhy³ n‡j| 

L.  †Kvb Av`vjZ KZ…©K Kgx© ˆbwZK Aciv‡ai `v‡q mvRvcÕvß n‡j| 

M.  Kgx© †h Kg©m~Px A_ev cÕK‡í wb‡qvMcÕvß n‡qwQj, D³ Kg©m~Px A_ev cÕKí wejyß A_ev cwiZ¨³ n‡j| 

N.  ms¯'vi e„nËi ¯^v‡_© KZ…©cÿ Kgx©i PvKzix AcÕ‡qvRbxq g‡b Ki‡j| 

 

wbqwgZ Kgx©i Ae¨vnwZ (Termination of Regular Staff) t 

K.  wbqwgZ ¯'vqx Kgx©‡K 3 (wZb) gv‡mi †bvwUk A_ev 3 (wZb) gv‡mi c~Y© †eZb cÕ`vb K‡i PvKzix †_‡K 

Ae¨vnwZ †`qv hv‡e| 

L.  ¸iæZi Am`vPiY A_ev wbqgk„sLjv f‡½i `v‡q Awfhy³ Kgx©‡K AvZ¥cÿ mg_©‡bi my‡hvM w`‡q †`vlx 

mve¨¯Í n‡j webv †bvwU‡k A_ev 3 (wZb) gv‡mi †eZb cÕ`vb bv K‡iB Zv‡K PvKzix †_‡K Ae¨vnwZ ‡`qv 

hv‡e| 

 

 cÖKí Kg©xi Ae¨vnwZ (Termination of Project Staff) t 

K.  †h cÕK‡íi Rb¨ Kgx©‡K wb‡qvM Kiv n‡q‡Q, D³ cÕK‡íi †gqv` †k‡l Kgx© PvKzix †_‡K Ae¨vnwZ †c‡q‡Q 

e‡j we‡ePbv Kiv n‡e| 

L.  †Kvb Awbqg A_ev Aciv‡ai `v‡q Awfhy³ cÕKí Kgx©‡K PvKzix †_‡K Ae¨vnwZ cÕ`v‡bi cÕ‡qvRb n‡j 

G‡ÿ‡Î wbqwgZ Kgx©i Ae¨vnwZ cª`v‡bi wbqgvewj AbymiY Kiv n‡e| 

 

wkÿvbexkKvjxb Kgx©i Ae¨vnwZ (Termination of Worker During Problem) t 

K.  Am`vPiY A_ev wbqg k„sLjv f‡½i `v‡q wkÿvbexkKvjxb †Kvb Kgx© Awfhy³ n‡j 1 (GK) gv‡mi †bvwU‡k 

A_ev KZ…©cÿ cÕ‡qvRb g‡b Ki‡j †h †Kvb mgq ïaygvÎ GKwU cÕkvmwbK c‡Îi gva¨‡g D³ Kgx©‡K mivmwi 

PvKzix n‡Z Ae¨vnwZ †`qv hv‡e| G‡ÿ‡Î †Kvb cÕKvi c~e© ‡bvwUk A_ev Ae¨vnwZi w`b n‡Z cieZx© mg‡qi 

†eZb cÕ`v‡bi cÕ‡qvRb †bB| 

 

Pzw³wfwËK Kgx©i Ae¨vnwZ (Termination of Staff) t 

K. Pzw³c‡Î D‡jøwLZ †gqv` †k‡l Pzw³wfwËK Kgx© PvKzix n‡Z Ae¨vnwZ †c‡q‡Q e‡j we‡ePbv Kiv n‡e| 

L.  Pzw³i gqv‡`i g‡a¨B †Kvb Kgx©i k„sLjv f½ A_ev ˆbwZK Aciv‡a Acivax mve¨¯Í n‡j Zv‡K 1 (GK) 

gv‡mi cÕvc¨ †eZb cÕ`v‡bi gva¨‡g Ae¨vnwZ †`qv hv‡e| 

 

c`Z¨vM (Resignation) t 

K.  †h †Kvb ai‡Yi Kgx© c`Z¨vM Ki‡Z PvB‡j wZwb wjwLZfv‡e c`Z¨v‡Mi w`b n‡Z 2 (`yB) gvm c~‡e© 

wjwLZfv‡e KZ…©cÿ‡K Rvbv‡eb| 

L.  ‡Kvb Kgx©i weiæ‡× Z`šÍ KvR Pj‡Z _vK‡j A_ev Kgx©i mv‡_ m¤úvw`Z Pzw³i †gqv` DËxY© bv n‡j KZ…©cÿ 

c`Z¨vMcÎ MÖnY Kiv ev bv Kivi AwaKvi msiÿY K‡ib| 

M.  c`Z¨v‡M B”QyK wkÿvbexk Kgx©‡K KZ…©c‡ÿi wbKU 2 (`y&B) gv‡mi †bvwUk cª`vb Kivi cÕ‡qvRb †bB| G 

ai‡Yi Kgx© †h †Kvb gyn~‡Z© c`Z¨vM Ki‡Z cv‡ib| 

N.  c`Z¨vMKvix Kgx© KZ…©cÿ wb‡`©wkZ Kgx©‡K Zvi `vwqZ¡fvi eywS‡q w`‡eb Ges ms¯'v Z¨vM Kivi c~‡e©B 

ms¯'vi wbKU Zvi †`bv cvIbv eywS‡q ‡`‡eb| 



 

 

Aemi (Retirement) t 

K.  †Kvb Kgx© 60 (lvU) eQi eqm ch©šÍ G‡mW ms¯'v‡Z KvR Ki‡Z cvi‡eb| 

L.  ms¯'vi cÕ‡qvR‡b KZ…©cÿ †h †Kvb Kgx©i Aemi MÕn‡Yi mgqmxgv 1 (GK) eQi K‡i AviI 5 (cvuP) eQi 

ch©šÍ ewa©Z Ki‡Z cv‡ib| 

M.  Kgx©i eqm 65 (cuqlwÆ) eQ‡ii ci ms¯'v D³ Kgx©‡K eva¨Zvg~jK Aemi cÕ`vb Ki‡eb| 

 

QvocÎ (Release Order) t 

K.  Ae¨vnwZ, c`Z¨vM I Aemi MÕn‡Yi †ÿ‡Î me©‡kl Kg©¯'j †_‡K h_vh_ KZ…©c‡ÿi gva¨‡g QvocÎ wb‡q 

wnmve kvLvq (cÕavb Kvh©vjq) Rgv  w`‡j mswkøó Kgx©i †`bv cvIbv wb¯úwË n‡e| 

L.  D³ QvocÎ bv †bqv ch©šÍ Kgx©‡K Zvi †`bv cvIbv wel‡q wb¯úwË Kiv hv‡e bv| 

M.  QvocÎ cÕvwß Ges †`bv cvIbv wb¯úwËi ci D³ Kgx© Avi ms¯'vi Kgx© wnmv‡e we‡ePbv n‡eb bv Ges GB 

g‡g© KZ…©cÿ GK mvaviY weÁwßi gva¨‡g mswkøó cÕwZôvb I e¨w³eM©‡K Rvbv‡Z cv‡ib| 

 

 

 

 

mgvwß 

(THE END) 


