
6.2.2 - The functioning of the institutional bodies is effective and efficient as visible from policies, administrative setup, 

appointment and service rules, procedures, etc.  

The documents included with the file are: 

1. Document containing Service Rules provided by the government. 

2. Document related IQAC cell formation. 

3. List of various committees (Translated version and Original Document) 

4. Document containing information about Proctorial Duties. 

5. Photos of Library 
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PART III
GOYERNMENTOFPT]NJAB

DEPARTMENT OF HIGHER EDUCAIION

(Education- l Branch)

NOTIFICATION

The 26th October. 2021

No. GS.R. 153ConstJArt.309l202l.' ln exercise of the powers

conferred by the proviso to Article 309 ofthe Constitution oflndia and all other

powers enabling him in this behali the Governor of Punjab is pleased to

make the following rules regulating the recruitment and common conditions

ofservice of the persons appointed to the Punjab State Educational (Ministerial

Statf of Higher Education Department Group 'C') Service, namely:-

RULES

l. Short title, commencement and application'-

(l) These rules may be called the Punjab State Educational (Ministerial

Staff of Higher Education DePartment GrouP 'C') Service Rules, 2021 .

(2) They shall come into force on and with effect f;om the date oftheir

publication in the Official Gazette.

(3) They shall apply to the posts specified in Appendix 'A '

(4) The Members of the existing ca&e whose Services are govemed

under the Punjab Education Department Ministerial and Non-Teaching Staff

(Headquarter) Group C Service Rules, 2018, the Punjab Education Department

(Ministerial Staff of Subordinate Offices) Group 'C' Service Rules' 201 8 and

the Punjab Education Department Ministerial and Non- Teaching Staff(Border

Area) Group 'C' Service Rules, 2018 shall have the right to exercise the option

to retain their present cadre or become members of newly created Service

within three months tiom the date of commencement of these rules:

Provided that while exercising option, principle ofseniority shall be the

deciding factor keeping in view the number of posts in th.: Service:

Provided funher that the present post held by the existing members of
the Scn'ice, who shall cxercise the option to become members of thc newly

created Services shall remain protected as a measure personal irrespective of
their future seniority position in the newly created Service:
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Provided further that in case any employee does nol exercise his option

within the specified period, he shall be deemed to have opted for cxisting

cadre:

Provided also that the option once exercised shall be final.

2, Delinition.- (t) In these rules, unless the context otherwise requires:-

(a) 'Appendix' means an Appendix appended to lhese rules,-

(b) 'Director'means the Director, Public Instructions (Colleges) Punjab;

(c) Existing members ofService'means the members ofService whose

recruitment and general conditions of Service are govemed and

regulated under the Punjab Education Department Ministerial and

Non-Teaching StatT (Headquarter) Group'C' Service Rules, 2018,

the Punjab Education Department (Ministerial Staff ofSubordinate

Offices) Group 'C' Service Rules, 2018 and the Punjab Education

Depanment Ministerial and Non-Teaching Staff (Border Area)

Group 'C' Service Rules, 2018;

(d) 'Govemment' means the Govemment of Punjab in the Department

of Higher Education; and

(e) 'Service' means Punjab State Educational (Ministerial Staff of

Higher Education Department Group 'C') Service.

(2) The words and cxpressions used, but not defined in these

rules, shall have the same meaning as respectively assigned to

them in the Punjab Civil Services (General and Common

Conditions of Services) Rules, 1994.

3. Number and character ofposts,- The Service shall comprise the posts

specified in Appendix'A':

Provided that nothing in these rules shall affect the inherent right of the

Governlnent to add to or reduce the number of such posts or to create new

posts with different designations and scales of pay whether permanently or

temporarily.

4. Appointing Authority.-Appointmenr to the Service shall be made by

the Director.

5, Pay of members of the Service.-The members ofthe Service shall be

entitled to such scales of pay as may be authorized bv the Department of
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Finance from time to time. The scales ofpay, at present in force in respect of
the members of the Service, are given in Appendix 'A .

6. Method of appointment, qualifications and experience.-

( I ) All appointment to the Service shall be made in the manner specified

inAppcndix'B':

Provided that if no suitable candidate is available for appointment to the

Service by promotion or by direct appointment, the appointment to the Service

shall be made by transfer of a person holding an analogous post under the

State Govemment or Govemment of India.

(2) No person shall be appointed to the post in the Service, unless he

possesses the qualifications and experience as specilied against that post in

Appendix'B'.

(3) Appointment to the Service by promotion shall be made on seniority-

cum-merit basis and no person shall have any right to claim promotion on the

basis of seniority alone.

7, Discipline, punishment and appeal.- (l) In the matters of discipline,
punishment and appeal, thc members ofthe Service shall be govemed by the

Punjab Civil Services (Punishment and Appeal) Rules, 1970, as amended from
time to time.

(2) The authority empowered to impose penalties as specified in rule 5

of the F\rnjab Civil Services (Punishment and Appeal.) Rr,les, I 970, in respect

ofthe members ofthe Service and the appellate authority against an order as

specilied in the Punjab Civil Services (Punishment and Appeal) Rules, 1970.

shall be as specified in Appendix 'C'.

8. Application of the Punjab Civil Services (General and Common

Conditions of Services) Rules, 1994.- (l) In respect of the matters, which

are not specifically provided in these rules. the members of the Service shall

be govemed by the provisions of the Punjab Civil Services (General and

Common Conditions of Scrvices.) Rules, 1994, as amended from time to time .

(2) The Punjab Civil Services (General and Common Conditions of
Services) Rules, 1994, at present in force, are contained in Appendix 'D'.

(3) Interpretation.-lf any question arises as to the interpretation of
these rules, the Govemment, in consultation with the Depanment ofPersonnel,

shall decide the same.
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APPENDTX'A'

[See rules I (3). 3 and (5)]

Serid

Num-

ber

Designation

of the post

Numtrer of posts Scale of pay

+Grade Pay

(in rupees)

Minimum

Pay

admissible

as per

instructi0ns

dated lTth

July. 2020

Perma-

nenl

Tempo- Total

rary

2 l 7 8

Pmts

tak€rt

fffln

TH
qrartrr

Po6ts

taken

tun
$bor-

dinate

officts

JuniorScale

Stenoerapher

l03G

3,{m+3dI)

DM
(I-evel5)

2 Steno-typkt 2 l5 4t l03m

348m+32m

2l7m

(I*vel 3)

Cle*-cum-

Data Entry

Operator

.10 u7 l03rIL

34&I+32tr)

l9m

flevel2)

187

4 Clerk (bgal) 16 50 $ 1030G

348$+32m

l99m

(level 2)

59lG

2mt0+24m

5 Driver

456
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Note:- ( I ) The equal number of posts as taken from the Headquarter as specified in this

Appcndix shall be deemed to have been surrendered and excluded tiom the Punjab Education

Department Ministerial and Non-Teaching Staff (Headquarter) Group 'C' Service Rules,

2018.

(2) The equal number of posts as taken from the Subordinate Offices as specified in

this Appendix shall be deemed to have been surrendered and excluded from the Punjab

Education Department (Ministerial Staff of Subordinate Offices) Group 'C' Service Rules,

2018 and the Punjab Education Depanment Ministerial and Non-Teaching Suff (Border

Area) Group 'C' Service Rules, 2018.

2775
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APPENDIX'B'

[See rule 6]

Serial Designatiut

ofthe Post

tE

Percentage of

appointment bY for appointnrent bY

Q.ralifi cadon and exPrience NurIl

Drect

Appoint-

ment

Bomotion

,1

Seventy-

five

perce

Direct

Appoinr

ment

humotion

) 6a -l

Junior Scale

Stc ographer

2 Sleno-t1$st

Twenty-

five

,ds per pmvisions Fmm amongstthe Steno

containedinthe typists who have an

Punjabcivil exJrrienceofworkingas

Services (General such for a minimum period

and Common of three years and qualifies

Conditions of a Stenography test in Punjabi

Service)Rules. and Enghsh to be held by

1994. as amended the appointing authority at a

fmm time to time speed specified by the

forthepost of Govemmentfrom time to

JuniorScale time.

Stenognpher

As pr provisions

contained in the

Punjab Civil

Services (General

and Common

Conditiurs of

Service) Rules.

I 994, as amended

from time to dme

for the post of

Stenlt ?isl

lErcent

Hundrcd

percent

C-lerii<mr

Data Entry

Opemtor

EiChty-

five percent

Fifteen

percent

Asperprovisions (i) Fmm amongst the Group

conained in the C' emPloyees(whos€ pay

Punjab Civil scale is less than the pay scale

Services ofClerk) workingundcr
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(General and

Common

Conditions of

Service)Rules.

1994, as

amcnded from

time to time for

the post ofClerk.

the confiol ofthe Director

who have an experience of

working as such tbr a

minimum period oftwo Years

or GroupD emploYees,

working under the control of

the DirEctor who have an

experience of working as such

foraminimum period of flve

years and minimum

educational qualifi cation of

Matriculation (with Punjabi ):

(ii) Quahfies a typing test in

English andPunjabi, on

computer to be conducred bY

the appointing authoritY or

Department of Information

Technology at a speed of

thirty words Per minute; and

(iii ) The probation Priod
shall be cleared onlY after

possessing a course o[ at

least one hundred and NenLv

houn with hands on

experience in the usc of

Personal Computer or

Information TechnologY in

Office ProductivitY

applications or DesktoP

Publishing applications.

I Clerk(l,egal) Hun&ed

percen(

Should have

passed a Degree

in Law from a

rccognized

Univenityor

Institution.
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5 Driver Hunded

perccnt

(i) Shouldhave

pa.sed

Matriculation

examinalion or

its equivalent ftorn

a recognized

Board or

Institution;and

(ii) Should have

valid Driving

License for Light

Motor Vehicles

(Commercial) with

four yean

experience as

Driver
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APPENDIX'C'

lSee rule 7l

Serial Name of

No. the Post

Nature of
penalty/ or

order

Penalty under rule 5 of the

Punjab Civil Services

(Punishment and APPeal)

Rules. 1970.

Penalty under rule 5 of the

Punjab Civil Services

(Punishment and APPeal)

Rules, 1970.

-.1

Autirority

empowered

to impose

penalty or

pass order

.1

Director

Director

Director

Appellate

authoritY

5

Secretary

In-charge

Secretary

In-charge

Secretary

In-charge

Junior Scale

Stenographer

2 Steno-TYpist

Clerk-cum-

Da(a Entry

Operator

Penalty under rule 5 of the

Punjab Civil Services

(Punishment and APPeal)

Rules, 1970.

l

I Clerk (Legal)

5 Driver

Penalty under rule 5 of the

Punjab Civil Services

(Punishment and APPeal)

Rulcs. 1970.

Penalty under rule 5 of the Director

Punjab Civil Services

(Punishment and APPeal)

Rules, 1970.

Director Secretary

In-charge

Secrelary

In-charge
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APPENDIX 'D'

(See rule 8)

GOVERNMENTOFPT]NJAB

DEPARTMENT OF PERSONNEL AND ADMINISTRATIVE REFORMS

(PERSONNEL POLICIES BRANCH - I )

NOTIIIICATION

The 4th MaY 1994

No. GS.R. 33/ ConstJArt 30'9/94" In exercise of the powers conferred

by the proviso to Article 309 ofthe Constitution of India' rrnd all other powers

enabling in this behali the GovemorofPunjab is pleased to make the following

rules regulating the recruitment and general and common conditions ofservice

of persons appointed to Group 'A' ' Group 'B' and Group 'C' services in

connection with the alTairs of the State of Punjab, namely :-

l. Short title, commencement and application'- (l) These rules may

be called the Punjab Civil Services (General and Common Conditions of

Service) Rules, 1994 as amended from time to time'

(2) They shall come into force at once'

(3) They shall apply to all the posts in Group 'A' Group 'B' and Group

'C' services in connection with the affairs of the State ofPunjab'

2. Definitions.- [n these rules' unless the context olherwise requires-

(a) "appointing authority" means an appointing arrthority specified as

such in the Service Rules made under Anicle 309 of the Constitution

of India in respect of any service or post in ccnnection with the

affairs of the State of Punjab;

(b) "Board" means the Subordinare Services Selection Board' Punjab

or any other authority constituted to perform its functionsi

(c) " Commission" means the Punjab Public Service Commissionl

(d) "direct appointment" means an appointment made otherwise than

by promotion or by transfer of a person already in the service of

Government of India or of a State Govemment;
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(e) "Govemment" means the Government ofthe State of Punjab in the

Department of Personnel and Administrative Reforms;

(0 "recognized university or institution" means,-

(D any university or institution incorporated by law in any of the

State of India: or

(ii) any other university or institution, which is declared by the

government to be a recognized university or institution for the

purposes of thcse rulcs:

(g) "Service" means any Group 'A' Service, Group'B'Service or Group

'C' Service, constituted in connection with the affairs of the State

of Punjab as per scales given in the Appendix,

(h) 'service Rules' means the service rules made under Article 309 oi

the Constitution of India regulating the recruitnrent and conditions

of service otherthan the general and common conditions of service

of persons appointed to any service or post in connection with the

atTairs of the State of Punjab; and

(i) "War Hero" means a defence services personnel or a para-

military forces personnel' who is a bonafde resident of Punjab

State and has been ki lled or discharged from service on account

of disability suffered by him on or after Ist January' 1999'

while fighting in a war declared so by Government oflndia' in

operations in Kargil or any other sector in J' and K' in the on

going conflict with Pakistan other operations which may be

notified by the State Govemment to have been undertaken

for preserving the unity and integrity of the Country; or

(ii) a detence services personnel or a para-military forces

personnel who was a bona fda resident of Punjab State and

was posthumously decorated with Parmvir Chakra, Mahavir

or Vir Chaka: Provided that,-

(a) In exceptional instances, the cases of such War Heroes may also

be covered, with the prior approval ofthe DePartment ofPersonnel

who though bona.lide residents of Punjab State are yet closely
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connected to the State of Punjab ;

(b) In the case of War Heroes, falling in the cateSory (ii) above' the

benehts to be given by the State Government wrll be restricted only

to the first generation dependent members/ next ofthe kin.

Nore.'- The Govemment reserves the right to include any other cateSory

ofAwardees for t}le purpose ofproviding employment to the category

of War Heroes, as may be notified.

Nationality, domicile and character of persons appointed to th€

Service.- ( l) No person shall be appointed to the Service unless he is, -

(a) a Citizen of lndia I or

(b) a Citizen ofNepal; or

(c) a subject of Bhutan ; or

(d) a Tibetan refugee who came over to India bcfore the Ist day of

January, 1962 With the intenlion of permanentl)' settling in India; or

(e) a person of India origin who hafs migrated from Pakistan, Burma'

Sri Lanka and Ea.st African Countries ofKenya, Uganda and United

Republic ofTanzania (formerly Tanganyika and Zanzibar) ,Zarnbia'

Malawi, Zaire, Ethiopia and Vietnam with the intention of

permanentlY se(tling in India:

Provided that a person belonging to any ofthe calegories (h),

(c),(d) and (e) shall be a person in whose favour a cenificate of

eligibility has been given by the Govemment of Punjab in the

Department ol Home Affairs andjustice.

(2) A person in whose case a certificate of eligibility is necessary may

be admitted to an examination or interview conducted by the

Commission or the Board, as the case may be, on his furnishing

proof that he has applied for the certificate but he shall not be

appointed to the Service unless the necessary cenificate is given to

him by the Government of Punjab in the Dipartment of Home

Affairs and Justice.

-1
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(3) No person shall be recruited to the Service by direct appointment'

unless he Produces .-

(a) a certificate ofcharacter tiom the Principal Academic Officer ofthe

university, college, school or institution last attended' if any' and

similar certificates from two responsible persons not being his

relative' who are well acquainted with him in his private life and are

unconnected with his university, college' school or institution; and

(b) an affidavit to (he effect that he was never convicted for any criminal

offence involving moral turpitude and that he was never dismissed

or removed from sewice of any State Government or of Government

of India, or of any Public Sector Undertaking'

4. Disqualifications.' (l) No person"

(a) who has entered into or contracted a marriage with a person having

a sPouse living i or

(b) who, having a spouse living, has entered into or contracted a maniage

with any pdrson, shall be eligible for appointment to the Service:

Provided that the Govemment, if satisfied that such rnarriage is

permissible under the personal law applicable to such p€rson and

the other party to the marriage and that there a:e other grounds for

so doing, exempt any person from the operation ofthis rule'

5. Age.- (l) No person shall be recruited to the Service by direct

appointment, if he is less than eighteen years or is more than thirty s€ven years

of ug. in the case of technical and non-technical posts on the first day of

Junuury of th. yerr immediately preceding the last date' fixed for submission

of applications by the Commission or the Board' as the case may bel

Provided that where different lower and upper age limits have been

specifically prescribed for posts in the Service Rules' these limits shall be

made applicable for appointment to such posts:

Provided further that the upper age limit may be relaxed up to fony-

five years in the case ofpersons already in the employment of the Puniab

Govemment, other State Govemment or the govemment of India:
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Provided furthcrthat in the case of candidates belonging to Schedulcd

(2)

Castes and other Backward Class, the upper age lirnit shall be such as

may be fixed by the Govemment from time to time'

In the case ofex-servicemen, the upper age limit shall be such as has been

prescribed in the Punjab Recruitment ofEx-servicemen Rules' 1982 as

amended from time to time.

In the case of appointment on compassionate grour'Js on priority basis'

the upper age limit shall he such as may be specitically fixed by the

Govemment from time to time'

In the case of appointment of a war Hero' who has been discharged

from defence services or para-military forces on account of disability

suffered by him or his widow or dependent member of his family' the

upper age limit shall be such as may be specifically fixed by the

Govemment from time to time'

(3)

('l )

5A. Increase in upper age limitr Notwithstanding anything contained in

rule5,onandwitheffectfromthecommencementofthePunjabCivilServices

(General and Common Conditions of Service) Amendment Rules' 2010'

wherein any other Service rules' or in Government instructions' the upper

age limit tbr appointment to any Service or tbr any category or persons' if

different from thiny-fivc years, it shall be deemed to have increased by two

years.

6. Qualification etc.'Subject to the provisions ofthese rules' the number

and character of posts, method or recruitment and educa'ional qualifications

and experience for appointment to a post or posts in a Service and the

departmental examination' if any' shatl be such as may be specified in the

Service Rules made for that Servicc:

Provided that where appointment of Group 'A' and Grcup'B' non- technical

post is oft'ered to a war hero, who has been discharged from defence services

or para-military forces on account ofdisability suffered by him or his widow or

dependent memberofhis family' under the instructions issued in this behalfby

theGovemment.theeducadonalqualificadontobepossessedbysuchperson

shall be graduation trom a recognized university' Such person who is offered
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Group'A' and Group'B' or Group'C' non-technical post' shall not

be required to possess experience ol technical or non-technical post

of his initial aPPointment.

7, Probation.- (l ) A person appointed to any post in the Service shall remain

on probi.tion for a period of threc years, ifrecruited by direct appointmcnt and

one year if recruited otherwise:

Provided that, -

(a) any period, after such appointment' spent on deputation on a

corresponding or a higher post shall count towards the period of

Probation;

(b) in the case of an appointment by transfer' any period of work on an

equivalent or higher rank' prior to appointment to the Service' may

in the discretion of the appointing authority' be allowed to count

towards the Period of Probation;

(c) any period of officiating appointment to the Seruce shall be reckoned

as Period sPent on Probation; and

(d) any kind of leave not exceeding six months during or at the end of

period ofprobation. shall be counted towards the period of probation'

(2) If, in the opinion ofthe appointing authority' the work or conduct of

a persorr during the period of probation is not satisfactory or he has failed to

pass the depanmental examination, if any' prescribed in Service Rules within a

p".iod not exceeding *one and a half years from the date of appointment' it

may,-

(a) if such person is recruited by direct appointment' dispense with his

service or revert him to a post on which he held lien prior to his

appointment to the Service by dtect appointrr"rnt: and

b) if such person is appointed otherwise -

(i) revert him to his forrner post; or

(ii) deal with him in such other manner as the tclrns and conditions

of the previous appointment permit'

, however,

at the time
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(3) On the completion of (he period of probation of a person' the

appointing authority maY-

(a) if his work and conduct has in its opinion been satisfactory -

(i) confirm such person, from the date of his appointment or

from the dale he completes his period of probation satisfactorily'

if he is not alreadY confirmed; or

(ii) declare that he has completed his probation satisfactorily' ifhe

is alreadY confirmed; or

(b) Ifhis work or conduct has not been, in its opinion, satisfactory or if
he has failed to pass the departmental examination, ifany, specifred

in the Service Rules -

(i) dispense with his services, ifapPointed by direct appointmen(

or ifappointed otherwise revert him to his former post' or deal

with him in such other manner as the temls and conditions of

his previous appointment may permit;

(ii) extend his period ofprobation and thereafter pass such order

as it could have passed on the expiry of th( p€riod of probation

as sPecified in sub-rule (l ) :

hovided that the total period of probation including extension' if any'

shall not exceed four years, if recruited by direct appointment and three years

if appointed otherwise.

8. Seniority.-The seniority inter se of persons appointed to Posts in each

cadre ofa Service shall be determined by the length ofcontinuous service on

such post in that cadre of the Service:

Provided rhat in the case ofpersons recruited by direct appointment who

join within the period specified in the order of appointment or within such

period as may be extended irom time to dme by appointing authority subject to

a maximum of four months from lhe date of order ofappointment' the order of

merit determined by the Commission or the Board, as the case may be' shall

not be disturbed:

Provided further that in case a person is permitted to join the post at'ter
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the expiry of the said period offourmonths in consultation with the Commission

or the Board, as the case may be, his seniority shall be determined from the

date he joins the Post:

Provided funher that in case any person of the next selection hasjoined a

post in lhe cadre of the concemed Service before the person referred to in the

preceding proviso joins, the Person so referred shall be placed below all the

persons of the nexl selection, who join within the time specified in the first

proviso:

Provided funher that in the case of two or more penions appointed on the

same date, their seniority shall be determined as follows : -

(a) a person appointed by direct appointment shall be senior to a person

appointed otherwise;

(b) a person appointed by promotion shall be seniorto a person appointed

by fansfer;

(c) in the case ofpersons appointed by promotion or transfer, the seniority

shall be determined according to the seniority of such persons in the

appointment from which they were promoted or transferred ; and

(d) in the case of persons appointed by transfer frcm different cadres

their seniority shall be determined according to pay, preference being

given to a person who was drawing a higher rate of pay in his

previous appointment; and if the rates of pay drawn are also the

same, then by their length of service in these appointments; and if

the length ofsuch service is also the same, an older person shall be

shall be senior to a Younger Person :

*"Provided further that in the case of persons recruited by direct

appointment in the same cadre obtaining equal marks' during same

selection process, their inter-se-seniority shall be determined on the

basis of their age. That is' an older person shall be senior to the

younger person."

Note.- Seniority of persons appointed on purely provisional basis or on

ad hoc basis shall be determined as and when they are regularly appointed

keeping in view the dates of such regular appointment'
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9. Liebility of members of Service to transfer.- A member ofa Service

may be transfered to any post whether included in any other service or not' on

the same terms and conditions as are specified in rule 3' 17 of the Punjab Civil

Service Rules. Volume-1 Part- 1.

10. Liabifity to Serve.- A member of the Service shall be liable to serve at

any place, whether within or out of the State ofPunjab, on being ordered so to

do by the appointing authority.

11, Leave, Pension and other matters'- In respect of pay , Ieave' pension

and all other matters not expressly provided tbr in these rules' a member of

Service shall be govemed by such rules and regulations as may have been or

may here aiier be atlopted or made by the competent authority'

12. Discipline' penalties and appeals.-(l) In the matter of discipline'

punishment and appeals, a member of a Service shall be governed by the

Punjab Civil Services (Punishment and Appeal) Rules, 1970, as amended from

time to time.

(2) The authority empowered to impose penalties specified in rule 5

ofPunjab Civil Services (Punishment and Appeal) Rules, l970 and the

appellate authority there under in respect of the Government employee shall

be such as may be specified in the Service Rules'

13. Liability for vaccination and r€-vaccination'- Every member of the

Service shall get himself vaccinated and re-vaccinat'ed when Punjab Govemment

so directs by a special or general order.

14, Oath of allegiance.- Every member of the Service, unless he has already

done so, shallbe required to take oath ofallegiance to India and to the Constitution

oflndia as by law established.

*14A Minimum Educational and other Qualilications for appointment

to the post of Senior Assistant bY -

Direct Appointment Promotion

No person shall be given direct appointment to the

post of Senior Assistant under the Punjab

Govemment. unless he-

From amongst

the clerks, who

have an
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(i) Possesses the Bachelor's Degree from a recognised

Universiry or Institution: and

(ii) Qualifies in the competitive test specified by the

appointing authority from time to time; and

(iii) Possesses at least one hundred and twenty hours

course with hands on experience in the use ofPersonal

Computer or Information Technology in Office

Productivity applications or Desktop Publishing

applications from a Govemment recognised institution

or a reputed institution, which is ISO 9001, certified

OR

Possesses a Computer information Technology

course equivalent to'O' level cenificate of Department

of Electronics Accreditation of Computer Course

(DOEACC) of Govemment of India:

(iii) The person so appointed as Senior Assistant in

terms of the kovisions of sub-rule (l), shall have

before his appointment, passed a test in English

and Punjabi respectively typewriting on Computer to

be conducted by the Board or the appointing authority

or the D3panment of Information Technology, as the

case may be, at a speed of thirty words per minute:

kovided that where appoinlment of Group'B'

non- technical post is offered to a War Hero, who has

been discharged from Defence Services or dependent

from Defence Services or dependent member of his

family under the instructions issued in this behalf by

the Government' the educational qualifications to be

possessed by such person shall be Graduate from a

recognised University or Institution Howeve( such

person shall not be required to qualify the test in

Punjabi type-writing as provided in sub-rule (2)"

experience of

working as

such for a

minimum

period of four

years.
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15. Minimum educational and other qualifications'-

(l) (r) No person shall be given direct appointment to the post of

Clerk under the Punjab Govemment unless he possesses lhe

Bachelor's Degree from a recognised university or institution;

and

(ii) Possesses at least one hundred and twenty hours coursc with

hands on experience in the use of Personal Computer or

Information Technology in Office koductivity aPplicalions or

Desktop Publishing applications from a Govemment recognized

institution or a reputed institution, which is ISO 9001' cenified'

OR

Possesses a Computer information Technology course

equivalent to '0' level certificate of Department ofElectronics

Accreditation of Computer Courses (DOEACC) of

Govemment of India;

(2) The person so appointed as Clerk in terms ofthe provisions ofsub-

rule ( I ) should have before his appointment passed a test in English

and Punjabi Typewriting respectively on computer' to be conducted

by the Board or the appointing authority or the Department of

Information Technology, as the case may be' at a speed of thirty

words Per minute.

Provided that where appointmenr of Group'C' non-technical post is

offered to a War Hero, who has been discharged from Defence services: or

dependent member of his family under the instructions issued in this behalf by

the Govcmment, the educational qualification to be possessed by such pcrson

shall be Graduate from a recognised university or institution' However' such

person shall notbe required ro qualify the test in Punjabi typewriting as

specified in sub-rule (2) ".

*15A. Minimum Educational and others Qualifrcations for apPointment

to the post of Senior Scale Stenographer by -

Direct appointment Promotion

No Personal shall be givel direct

appointmcnt to thc Post of Senior Scale

From amongst the Junior Scale

Stenographers, who have an
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Stenographer under the Punjab

Govemment unless he -
(i) Possesses the B achelor's

Dcgree from a recognised universily

orlnstitution: and

(ii) Qualifies in a Stenography test

in four paras (two in Punjabi and two

in English language) containing 250

words each as follows :-

(a) the passage in Punjabi shall be

directed at a sPeed of 100 words

per minute in Punjabi language

required to be transcribed these

(at tyPewriter/computer) at a

speed of 20 words Per minute;

and

(b) The passage in English shall be

directed at a sPeed of 60 words

per minute in English language

required to be transcribed these

(at typewriter/computer) at the

speed of l2 Words Per minute.

(iii) The candidates committing not

more than 47o mistakes in

aggregate and onlY if he/she

qualifies the stenograPhY test in

both the languages shall be

considered to have qualified the

test for apPointment as Senior

Scale StenograPher.

iv) Possesses at least one hundred

and twenty hours course with

hands on exPerience in the use

of Pcrsonal ComPuter or

experience of working as such for a

minimum period of one Year.

Provided that if the Junior Scale

Stenographer is not available then

from amongst the Steno fyPists, who

have an experience of working as

such tbr a minirnum period of four

years; and

ii) Qualifies in a StenograPhY test

in four paras (two in Punjabi and

two in English language) containing

250 words each as follows:-

(a) the passage in Punjabi shall be

directed at a speed of 100 words Per

minute in Punjabi language required

to be transcribed these (at typewriter/

computer) at a sPeed of20 words Per

minute: and

(b) The p:rs.iage in English

shall be directed at a sPeed of 60

words per minute in English

language requircd to be transcribed

these (at typewriter/computer) at

the speed of 12 Words Per minute.

(iii) The candidates committing not

more than 47o mistakes in aggregate

and only if he/she qualifies the

stenography test in both the languages

shall be considered to have qualify

the test for promotion as Senior Scarle

Stenographer.
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Information TechnologY in Office

Productivity applications or Desktop

Publishing aPPlications from a

Govemment recognized Institution or

a reputed Institution, which is ISO

9001, cenified.

OR

Possesses a computer

Information TechnologY course

equivalent to 'O' level cenificate of

Dcpartment of Elcctron ic s

Accreditation of ComPuter Course

(DOEACC) of Govemment of India'

16. Minimum educatiorral and other qualifications for appointment to

the post of Steno- typist or Junior Scale Stenographer'- No person shall

be giverr direct appointme t to a Post of a Steno-typist or a Junior Scale

Stenographer under the Punjab Government unless he :-

(a) Possesses Bachelor's Degree from a recognized University or

Institution; and

(b) Qualifies a test in Punjabi Stenography to be held by the Board or

by the appointing authority at a sPeed specified by the Government

from time to time; and

(c) Possesses at least one hundred and twenty hours course with hands

on experience in the use of Personal Computer or Information

Technology in Offrce Productivity applicafons or Desktop Publishing

applications from Government recognized institution or a reputed

institution. which is ISO 9001, certified

OR

Possesses a Computer Intbrmadon Technology Course equivalent

to 'O' level cenillcate of Department of Electronics Accreditation

of ComPuter Courses (DOEACC) of Govemment of India'

17. Kr.owledge of Punjabi Language'- No person shall be appointed to

any post in any Service by clirect appointment unless he has passed Matriculation
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examination with Punjabi as one ofthe compulsory or elective subjects or any

other equivalent examination in Punjabi language' which may be specified by

lhe Covemment lrom time to time:

Provided that where a person is appointed on compassionate grounds on

priority basis under the instructions issued in this behalf by the government

tiom time to time, the person so appointed shall have to pass an examination of

Punjabi Language equivalent to Matriculation standard or he shall have to

qualify a test conducted by thc LanguageWing ofthe Department of Education

of Punjab Government within a period of six months from the date of his

appointment:

Provided further that where educational qualihcatirrns for a post in any

service are lower than Matriculation standard' then the pr:rson so appointed

shall have to pass an examination of Punjabi Language equivalent to Middle

sundard:

Provided further that where a War Hero, who has been discharged from

Defence Services or paramilitary forces on account of disability suffered by

himorherwidowordependentmemberofhisfamily,isappointedunderthe
instructions issued in this behalf by the Government' the person so appointed

willnotberequiredtopossessatbresaidknowledgeofPunjabiLanguage:

Provided further that wherc a ward of Defence Service Personnel' who

isabonafideresidentofPunjabstate,iSappointedbydirectappointment,he
shall have to pass an examination of Punjabi Language equivalent to

Matriculadonstandardorheshallhavetoqualifyatestconductedbythe
L:rnguage Wing of the Department of Education of Punjab Government within

a period of two years from the date of his appointmcnt'

18, Promotion to Group'A'and Group 'B' Service'- (l ) (a) For promotion

to the post as Head of Department would be decided strictly on the basis of

meriG cum- seniority as per the instructions issued by tli: Government from

timetotime.Theminimumbenchmarkforpromotionforsuchpostwouldbe
'Very Good'. The ofticer who is graded, as 'Outstanding' would supersede the

officer graded as 'Very Good''

(b) For promotion to post falling in the Group 'A' other than Head of

Dapu.t*"nt, th" *inimum benchmark will be'Very Good'a's per the instrucfions

issued by the Government from time to time These shall be no supersession

on the basis of merit.
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(c) For promotion to post falling in Group ts' the minimum benchmark

will be 'Good' and there shall be no supersession on the basis of

merit.

(2) Debaruing lor considerdtion for promotion of a Govemment

Employee who refuses to accePt Promorion.- In the event of refusal to accept

promotion by a member of a Service' he shall be debarred by the appointing

authority from consideration for promotion for all the consecutive chances

which rnay occur in future within a period of two years from the date of

such refusal to accePt Promotion:

Provided that in a case wherc the appointing authority is satisfied that a

member of the Service has refused to accept promotion under the circumstances

beyond his control, it may exempt such a member for reasons to be recorded

therefore in writing from the operation of this rule'

19. Power to relax.' Where the Govemment is of tl'e opinion that it is

necessary or expedient so to do, it may by order, for reasons to be recorded in

writing, relax any of the provisions of these rules with respect to any class or

cateBory of persons:

Provided that the provisions relating to educational qualifications and

experience, if any, shall not be relaxed.

20. Over-riding effect.-The provisions of these rules shall have effect

notwithstanding anything to the contrary contained in any rules for the time

being in force for regulating the recruitment and conditions of service for

appointment to Public service and posts in connection with the affairs of the

State.

21. Interpretation.' If any question arises as to the interpretation of these

rules, the govemment shall decided the same'

A.S CIIATHA'

Chief Secretary to Govemment of Punjab'

KRISHAN KIIMAR,

Secretary to Govemment of Punjab,

Department of Higher Education'

2130/ t0-202 t/Pb. Gott. Prc:is. SAS Nagar
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APPENDIX 'D'

(See rule E)

GOVERNMENTOTPTJNJAB

DEPARTMENT OF PERSONNELAND ADMIMSTRAI-IVE REFORMS

(PERSONNEL POLICIES BRANCH -I)

NOTIFICATION

The 4th MaY 1994

No. GS.R. 33/ ConstJArt 309D4.- In exercise of the powers conferred

by the proviso to Article 309 ofthe Constitution oflndia, and all other powers

enabling in this behalf, the CovemorofPunjab is pleased to make the following

rules regulating the recruitment and general and common conditions ofservice

of persons appointed to Group 'A' , Group 'B' and Group 'C' services in

connection with the affairs of the State of Punjab, namely :-

1. Short title, commencement and application.- (l) These rules may

be called the Punjab Civil Services (General and Common Conditions of

Service) Rules, 1994 as amended from time to time'

(2) They shall come into force at once.

(3) They shall apply to alt the posts in Group 'A' Group 'B' and Group

'C' services in connection with the affairs of the Smte of Punjab'

2. Delinitions.- In these rules, unless the context other'ruise requires-

(a) "appointing authority" means an appointing authority specified as

such in the Service Rules made under Anicle 309 of the Constinrtion

of India in respect of any service or post in connection with the

affairs of the State of Punjabl

(b) ''Board" means the Subordinate Services Selection Board, Punjab

or any other authority constituted to perform its functions;

(c) " Commission" means the Punjab Public Service Commission;

(d) "direct appointment " means an appointment made otherwise than

by promotion or by transfer of a person already in the service of

Govemment of India or of a State Governmentl



27 56 PI]NJAB GOW. GAZ. (EXTRA), OCTOBER 28' 2O2I

(KRTK 6, I943 SAKA)

(e) "Govemment" means the Govemment of the State of Punjab in the

Department of Personnel and Administrative Reforms:

(f) "recognized university or institution" means,-

(i) ary university or inslitution incorporated by law in any ofthe

Srate of India: or

(ii) any other university or instiotion, which is declared by the

government to be a recognized university or institution for the

purposes of these rules:

(g) "Service" means any Group 'A' Service, Group'B'Service orGroup

'C' Service, constituted in connection with the affairs of the State

of Punjab as per scales given in the Appendix;

(h) 'service Rules' means the service rules made under Article 309 of

the Constirution oflndia regulating the recruitment and conditions

ofservice other than the general and common conditions of service

of persons appointed to any service or post in connection with the

affairs of the State of Punjab; and

(i) "War Hero" means a defence services personnel or a para-

military lbrces personnel, who is a bona fide resident of Punj ab

State and has been killed or discharged from service on account

of disability suffered by him on or after Ist January' 1999'

while fighting in a wardeclared so by Gor emment of India' in

operations in Kargil or any other sector in J and K in the on

going conflict with Pakistan other operations which may be

notified by the Stale Govemment to have been undertaken

for preserving the uniry and integrity of the Country; or

(ii) a defence services personnel or a para-military forces

personnel who was a bona fide resident of Punjab State and

was posthumously decorated with Parmvir Chakra' Mahavir

or Vir Chakra: Provided that,-

(a) In exceptional instances, the cases of such War Heroes may also

be covered, with the prior approval ofthe Department ofPersonnel

who though bona fide residents of Punjab State are yet closely
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connected to the state of Punjab ;

(b) In the case of War Heroes, falling in the category (ii) above, the

benefits to be given by the State Govemment will be restricted only

to the first generation dependent members/ next of the kin.

Norer- The Govemment reserves the right to include any other category

of Awardees for the purpose of providing employment to the

category of War Heroes, as may be notified.

Nationality, domicile and character of persons appointed to the

Service.- (l) No person shall be appointed to the Scrvice unless he is, -

(a) a Citizen oflndia lor

(b) a Citizen of Nepal: or

(c) a subject of Bhutan ; or

(d) a Tib€tan refugee who came over to India before the Ist day of

January, l962With the intention of permanently settling in India; or

(e) a person of India origin who hafs migrated from Pakistan' Burma,

Sri Lanka and East African Countries ofKenya, Uganda and United

Republic of Tanzania (formerly Tanganyika and Zanzibar) 'Zarnbia,
Malawi, Zaire, Ethiopia and Vietnam with the intention of

perrnanently set ing in India:

Provided that a person belonging to any of the categories (b)' (c)'(d)

and

(e) shall be a person in whose favour a cenificate ofeligibility has

been given by the Government of Punjab ilr the Department of

Home Affairs and justice.

(2) A person in whose case a certificate of eligibility is necessary may

be admitted to an examination or interview conducted by the

Commission or the Board, as the case may be, on his fumishing

proof that he has applied for the certificate but he shall not be

appointed to the Service unless the necessary certificate is given to

hinr by the Government of Punjab in the Dep:mment of Home Affain

and Justice.
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(3) No person shall be recruited to the Service by Cirect appointment.

unless he produces ,-

(a) a certificate of character from the Principal Academic Officer of

the university, college, school or institution last allended, if any, and

similar certificates from two responsible persons not being his

relative, who are w€ll acquainted with him in his private life and are

unconnected with his university, college, school or institution: and

(b) an affidavit to the effect that he was never convicted for any criminal

offence involving moral turpitude and that he was never dismissed

or removed from service of any State Govemmenl or of Govemment

oflndia, or of any Public Sector Undertaking.

4. Disqualifications,- (l) No person,-

(a) who has entered into or contracted a marriage with a person having

a spouse living i or

(b) who, having a spouse living, has entered into or contracted a marriage

with any person, shall be eligible for appointment to the Service:

Provided that the Government. if satisfied that such marriage is

permissible under the personal law applicable to such person and

the other party to the marriage and that there are other grounds for

so doing, exempt any person from the operation of this rule-

5. Age.- (l) No person shall be recruited to the Service by direct

appointment, ifhe is less than eighteen years or is more than thirty seven years

of age in the case of technical and non-technical posts on the first day of

January of the year immediately preceding the last date, fixed for submission

of applications by the Commission or the Board, as the case may bel

Provided that where different lower and upper age limits have been

specifically prescribed for posts in the Sewice Rules, these limits shall be

made applicable for appointment to such posts:

Provided further that the upper age limit may be relaxed up to fony-

five years in the case ofpersons already in the employment ofthe Punjab

Govemment, other State Government or the govemment oflndia:



PUNJAB GOW. GAZ. (EXTRA), OCTOBER 28,2021

(KRTK 6, 1943 SAKA)

Provided further that in the case of candidates bel,:nging to Scheduled

Castes and other Backward Class, the upper age limit shall be such as

may be fixed by the Government from time to time.

(2) In the case of ex-servicemen, the upper age limit shallbe such as has been

prescribed in the Punjab Recruitment of Ex-servicemen Rules, 1982 as

amended from time to time.

(3) ln the case of appointment on compassionate grounds on priority basis,

the upper age limit shall be such as may be specifically fixed by the

Govemment from time to time.

(4) In the case of appointment of a war Hero, who has been discharged from

defence services or para-military forces on account of disability suffered

by him or his widow or dependent member of his family' lhe upPer age

limit shatl be such as may be specifically fixed by the Government from

(tme to tlme

27 59

5A.Increase in upp€r age limit! Notwithstanding anyth; ng contained in rule

5, on and with effect from the commencement of the Punjab Civil Services

(General and Common Conditions ofService) Amendment Rules' 2010, where

in any other Service rules, or in Govemment instructi'rns' the upper age

limit for appointment to any Service or for any category or persons, ifdifferent

from thirty-five years, it shall be deemed to have increased by wo years'

6. Qualilication etc.- Subject to the provisions of these rules, the number

and character of posts, method or recruitment and educational qualifications

and experience for appointment to a post or posts in a Service and the

departmental examination, if any, shall be such as may be specified in the

Service Rules made for that Service:

Provided that where appointment of Group 'A' and Group 'B'non- technical

post is offered to a war hero' who has been discharged from defence services

orpara-military forces on account ofdisability suffered by him or his widow or

dependent member ofhis family, under the instructions issued in this behalfby

the Government, the educational qualification to be possessed by such person

shall be graduation from a recognized university, Such pt rson who is offered



2760 PUNJAB GOW. GAZ. (EXTRA), OCTOBER 28,2O2I

(KRTK 6, 1943 SAI(A)

Group 'A' and Group 'B' or Group 'C' non-technical post' shall not, however,

be required to possess experience oftechnical or non-technical Post at the time

of his initial appointment.

7, Pmbation.- (l) A person appointed to any post in the Service shall remain

on probation for a period ofthree years, if recruited by direct appointment and

one year if recruited otherwise:

Provided that, -

(a) any period, after such appointment, spent on deputation on a

corresponding or a higher post shall count towards the period of

probation;

(b) in the case of an appointment by transfer, any period of work on an

equivalent or higher rank, prior to appointment to the Service' may

in the discretion of the appointing authority, be allowed to count

towards the Period of Probation;

(c) any period of officiating appointment to the Sewice shall be reckoned

as period spent on Probation; and

(d) any kind of leavc not exceeding six months during or at the end of

period of probation. shall be counted towards the period of probation'

(2) Il in the opinion ofthe appointing authority, thc work or conduct of

a person during the period of probation is not satisfactory or he has failed to

pass the departmentalexamination, ifany, prescribed in Service Rules within a

period not exceeding +one and a half years from the date of appointment' it

may,-

(a) if such person is recruited by direct appointment' dispense with his

service or revert him to a Post on which he held lien prior to his

appointment to the Service by direct appointmenti and

b) if such person is appointed otherwise -
(r) revert him to his forrner post; or

(ii) deal with him in such other manner as the terms and conditions

of the previous appointment permit.
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(3) On the completion of the period of probation of a person, the

appointing authority may-

(a) if his work and conduct has in its opinion been satisfactory -
(l) confirm such person, from the date of his appointment or

from lhe date he completes his period of probation satisfactorily.

if he is not alreadY confirmed; or

(ii) declare that he has completed his probaticn satisfactorily, ifhe

is alreadY confirmed; or

(b) Ifhis work or conduct has not been, in its opinion, satisfactory or if
he has failed to pass the departmental examination, ifany, specified

in the Service Rules -

(i) dispense with his services, if appointed by direct appointment

or ifappointed otherwise revenhim to his former post, or deal

with him in such other manner as the terms and conditions of

his previous appointment may permit:

(ii) extend his period ofprobation and thereafter pass such order

as it could havc passed on the expiry ofthe period ofprobation

as sPecified in sub-rule (l) :

Provided that the total period of probation including extension, if any,

shall not exceed four years, if recruited by direct appointment and three ye:us

if appointed otherwise.

E. Seniority.-The seniority inter se of persons appoir.;ed to posts in each

cadre of a Service shall be determined by the length of continuous service on

such post in that cadre of the Service:

Provided that in the case olpersons recruited by direc( appointment who

join within the period specified in the order of aPpointment or within such

period as may be extended tiom time to time by aPpointing authority subject to

a maximum of four months from the date of order ofaPpointment, the order of

merit determined by the Commission or the Board, as the case may be, shall

not be disturbed:

kovided further that in case a person is permitted to join the post atler
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the expiry of the said period of four months in consultation with the Commtsston

or the Board, as the case may be, his seniority shall be determined from the

date he joins the post:

Provided funher that in case any person of lhe next selection hasjoined a

post in the cadre ofthe concerned Service before the person referred to in the

preceding proviso joins, the person so referred shall be placed below all the

persons of the next selection, who join within thc time specified in the first

proviso:

Provided further that in the case of two or more persons appointed on

the same date, their seniority shall be determined as follows : -

(a) a person appointed by direct appointment shall r)e senior to a person

appointed otherwise;

(b) a person appointed by promotion shall be senior to a person appointed

by transfer;

(c) in the case of persons appointed by promotion or transfer, the

seniority shall be determined according to the seniority of such

persons in the appointment from which they were promoted or

transferred ; and

(d) in the case of persons appointed by transfer from different cadres

theirseniority shall be determined according to pay, prefercnce being

given to a person who was drawing a higher rate of pay in his

previous appointment; and if the rates of pay drawn are also the

same, then by their length of service in these appointmentsi and if
the length of such service is also the same, an older person shall be

shall be senior to a younger person :

*"Provided funher that in the case of person: recruited by direct

appointment in the same cadre obtaining equal marks, during same

selection process, their inter-se-seniority shall be determined on the

basis of their age. That is, an older person shall be senior to the

younger person."

Note.- Seniority of persons appointed on purely provisional basis or

on ad hoc basis shall be determined as and when they are regularly
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appointed keeping in view the dates ofsuch regutar appointment.

9, Liability of members of Service to transfer.- A member of a Service

may be transferred to any post whether included in any oth:r service or not, on

the same terms and conditions as are specified in rule 3.17 of the Punjab Civil

Service Rules, Volumc- I Part- l .

10. Liabitity to Serve.- A member of the Service shall be liable to serve at

any place, whether within or out ofthe State of Punjab, on being ordered so to

do by the appointing authority.

ll, Leave, Pension and other matters.- In respect ofpay , leave' pension

and all other matters not expressly provided for in these rules, a member of

Service shall be governed by such rules and regulations as may have been or

may here after be adopted or made by the competent authority.

12. Disciptine, penalties and appeals.-(l) In the matter of discipline,

punishment and appeals, a member of a Service shall tr govemed by the

Punjab Civil Services (Punishment and Appeal) Rules, 19?0, as amended from

time to time.

(2) The authorily empowered to impose penalties specified in rule 5

of Punjab Civil Services (Punishment and Appeal) Rules, 1970' and the

appellate authority there under in respect of the Govemment employee shall

be such as may be specified in rhe Service Rules.

13, Liability for vaccination and re-vaccination. Every member of the

Service shall get himself vaccinated and re-vaccinated when Punjab

Govemment so directs by a special or general order.

14, Oath ofallegiance'- Every member ofthe Service, unless he has already

done so, shall be required to take oath of allegiance to India and to the

Constitution of India as by law established.

*l4A Minimum Educational and other Qualilications for appointment

to the post of Senior Assistant bY -

f)irect Appointment Promotion

No person shall be given direct appointment to the post of

Senior Assistant under the Punjab Govemment, unless he-

From amongst

the clerks, who
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(i) Possesses thc Bachelor's Degree from a recognised

University or Instirution; and

(ii) Qualifies in the competitive test specified by thc

appointing authority from time to time; and

(iii) Possesses at least one hundred and twenty hours

course with hands on experience in the use of Personal

Computer orlnformation Technology in Office Producrivity

applications or Desktop Publishing applications from a

Govemment recognised institution or a reputed institution,

which is ISO 9001. certified

oR

Possesses a Computer information Technology course

equivalent to 'O' level certificate of Department of
Electronics Accreditation of Computer Course (DOEACC)

of Govemment of India;

(iii) The person so appointed as Senior Assistant in terms

of the Provisions of sub-rule ( I ), shall have before his

appointment, passed a tesl in English and Punjabr

respectively typewriting on Computer to be conducted by

the Board or the appointing authority or the Department

of Information Technology, as the case may be. at a

speed of thiny words per minute:

Provided that where appointment of Group'B' non-

technical post is offered to a War Hero, who has been

discharged from Defence Services or dependent from

Defence Services or dependent member of his family under

the instructions issued in this behalf by the Government,

the educational qualifications to be possessed by such person

shall be Graduate from a recognised University or

Institution. However, such person shall not be required to

qualify the test in Punjabi type-writing as provided in sub-

rule (2)"

have an

experience

ofworking

as such for a

minimum

period of
four years
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15. Minimum educational and other qualifications'-

(l) (i) No person shall be given direct appointment to the posl of

Clerk under the Punjab Government unless he possesses the

Bachelor's Degree from a recognised university or institution:

and

(ii) Possesses at least one hundred and twen:y hours course with

hands on experience in the use of Personal Computer or

Information Technology in Office Productiviry applications or

Desktop Publishing applications from a Go-'emment recognized

institution or areputed institution' which isISO 9001' cenified'

OR

Possesses a Computer information Technology course

equivalent to 'O' level cenificate of Department ofElectronics

Accreditation of Computer Courses (DOEACC) o1'

Govemment of India;

(2; The person so appointed as Clerk in terms ofthe provisions ofsub-

rule (l) shouldhave before his appointment passed *+atest in English

and PunjabiTlpewriting respectively on computer' tobe conducted

by the Board or the appointing authority or the Depanment of

Infomration Technology, as the case may be' at a speed of thirty

words Per minute'

Provided that where appointment of Group'C' nin-technical post is

offered to a War Hero, who has been discharged from Dcfence servicesl or

dependent member of his family under the instructions issued in this behalf by

theGovemment.theeducationalqualificationtobepossessedbysuchperson

shall be Graduate from a recognised university or insLitution' However' such

person shall not be required to qualify the test in Punjabi typewriting as

specified in sub-rule (2) ".

*15A. Minlmum Educational and others Qualifications for appointment

to the post of Senior Scate Stenographer by -

Direct aPPointment Promotion

No Personal shall be given direct

appointment to the post of Senior Scale

From amongst the Junior Scale

StenograPhers, who have an
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Stenographer under the Punj ab

Govemment unless he -
(i) Possesses the B achel or's

Degree from a recognised university

orlnstitutioni and

(ii) Qualifies in a Stenography test

in four paras (two in Punjabi and two

in English language) containing 250

words each as follows :-

(a) the passage in Punjabi shall be

directed at a sPeed of 100 words

per minute in Punjabi language

required to be transcribed these

(at tyPewriter/computer) at a

speed of 20 words Per minute;

and

(b) The passage in English shall be

directed at a sPeed of 60 words

per minute in English language

required to be transcribed these

(at typewriter/comPuter) at the

speed of l2 Words Per minute.

(iii) The candidates committing not

more than 47o mistakes in

aggregate and only if he/she

qualifies the stenograPhy tesl in

both the languages shall be

considered to have qualified the

test for apPointment as Senior

Scale StenograPher.

iv) Possesses at least one hundred

and twenty hours course with

hands on exPerience in the use

experience of working as such for a

minimum period ofone Year.

Provided that if the Junior Scale

Stenographer is not available then from

amongst the Steno tyPists, who have

an experience of working as such for

a minimum period of four Years; and

ii) Qualifies in a Steno$aphy test in

four paras (two in Punjabi and

mo in English language) containing 250

words each as follows:-

(a) the passage in Punjabi shall be

directed at a sPeed of 100 words Per

minute in F\rnjabi language required to

be transcribed these (at

typewriter/computer) at a speed of 20

words per minute; and

(b) The passage in English

shall be dtected at a sPeed of 60

words per minute in English language

required to be transcribed these (at

typewriter/computer) at the speed

of l2 Words per minute.

(iii) The candidates commilting not

more than 47o mistakes in aggregate

and only if he;she qualifies the

stenography test in both the languages

shall be considered to have qualify the

test for promotiort as Senior Scale

Srcnographer.
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of Personal ComPuter or

Information Technology in

Offi ce Productivity applications

or Desktop Publi sh ing

applications from a Government

recognized Institution or a

reputed Institution, which is ISO

9001, certified.

OR

Possesses a comPuter

Information Technology course

equivalent to'O' levcl certificate

of Department of Electronics

Accreditation of ComPuter

Course (DOEACC) of
Govemment of India.

16. Minimum educational and other qualifications tbr appointment to

the post of Steno- typist or Junior Scale Stenographer'- No person shall

be given direct appointment to a post of a Steno-typist or a Junior Scale

Stenographer under the Punjab Govemment unless he :-

(a) Possesses Bachelor's Degree from a recognized University or

Instinrtion; and

(b) Qualifies a test ir Punjabi Stenography to be held by the Board or

by the appointing authority at a speed specified by the Government

from time to time: and

(c) Possesses at least one hundred and twenty hours course with hands

on experience in lhe use of Personal Computer or Information

Technology in Office Productivity applications or Desktop Publishing

applications from Govemment recognized inslitution or a reputed

institution, which is ISO 9001, cenified

OR

Possesses a Computer Information Technolog) Course equivalent
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to 'O' level certificate of DePartment of Electionics Accreditation

of Computer Courses (DOEACC) of Government of India.

17. Knowledge of Punjabi Language.- No person shall be apPointed to

any post in any Servicc by direct appointment unless he has passed Matriculation

examination with Punjabi as one ofthe compulsory or elective subjects or any

other equivalent examination in Punjabi language, which may be specified by

the Govemment from time to time:

Provided that where a person is appointed on compassionate grounds on

priority basis under the instructions issued in this behalf by the government

from tirne to time, the person so appointed shall have to pass an examination of

Punjabi Language equivalent to Mariculation standard or he shall have ro

qualify a test conducted by the Language Wing ofthe Depafiment of Fducation

of Punjab Govemment within a period of six months from the date of his

appointment:

Provided funher that where educational qualifications for a post in any

service are lower than Matriculation standard, then the r,erson so appointed

shall have to pass an examination of Punjabi Language equivalent to Middle

standard:

Provided further that where a War Hero, who has been discharged from

Defence Services or paramilitary forces on account of disability suffered by

him or her widow or dependent member ofhis family, is appointed under the

instructions issued in this behalf by the Govemment, the person so appointed

will not be required to possess aforesaid knowledge ofPunjabi Language:

Provided further that where a ward of Defence Service Personnel, who

is a bona fide resident of Punjab State, is appointed by direct appointment, he

shall have to pass an examination of Punjabi Language equivalent to

Matriculation standard or he shall have to qualify a test conducted by the

Language Wing ofthe Department ofEducation of Punjab Govemment within

a period of two years from the date of his appointment.

18. Promotion to Group'A'and Group 'B' Service.' ( l ) (a) For promotion

to the post as Head of Department would be decided strictly on the basis of

merit- cum- seniority as per the instructions issued by tl'.: Government from
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timc to time. The minimum benchmark for promotion for such post would be

'Very Good'. The oflicer who is graded, as 'Outstanding' would supersede the

officer graded as 'Very Good'.

(b) For promotion to post falling in the Group 'A' other than Head of

Depafiment, the minimum benchmark will be 'Very Good' as per the instructions

issued by the Government from time to time. These shall be no supersession

on the basis of meril.

(c) For promotion to post falling in Group 'B' the minimum benchmark

will be'Good'and there shall be no supersession on the basis of

merit.

(2) Debarring for consideration for promotion of a Got'ernment

Employee who refuses to accept pronrction.- h the event of refusal to accept

promodon by a member of a Service, he shall be debarred by the appointing

authority from consideration for promotion for all the consecutive chances

which may occur in future within a period of two years from the date of

such refusal to accept promotion:

Provided that in a case where the appointing authority is satisfied that a

member of the Service has refused to accept promotion under the circumstances

beyond his control, it may exempt such a member for reasons to be recorded

therefore in writing from the operation of this rule.

19. Power to relax.- Where the Government is of the opinion that it is

necessary or expedient so to do, it may by order, for reasons to be recorded in

writing, relax any of the provisions of these rules with respect to any class or

category of Persons:

Provided that the provisions relating to educational qualifications and

experience, if any, shall not be relaxed.

20, Over-riding eflect.'The provisions of these rules shall have effect

notwithstanding anything to the contrary contained in any rules for the time

being in force for regulating the recruitment and conditions of service for

appointrnent to public service and posts in connection with the affairs of the

State.
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21. Interpretation.- If any question arises as to the interpretation of these

rules, the government shall decided the same.

A.S CHATHA,

Chief Secretary to Govemment of Punjab.

KRISHAN KUMAR,
Secretary to Government of Punjab,

Depaflmenl ot Highe: Education.

2130/10-2021/Pb. Got\. Press. SA.S. Nagar
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Office Principal, G.K.S.M. Govt. College Tanda Urmar (Hoshiarpur) 

Order No. 2465 Date: 23-08-2021  

The following committees are constituted for the smooth running of the college during the academic 

session 2021-22. These committee members will maintain a record of each of their activities. 

 

1. Property Committee 2. Bus Pass Committee 

 Sh. / Smt. 

1. Rajesh Kumar 

2. Gurdev Singh 

3. Daksh Sohal 

4. Manjeet Singh 

  

1. Daksh Sohal 

2. Gurdev Singh 

3. Alumni Committee 

1. Sonika Ohri 

2. Jaspreet Kaur (Philosophy) 

4. Buddy Program Committee 

1. Gurdev Singh 

2. Vinay Kumar 

3. Harmesh Singh 

5. Visitor Committee 

1. Sonika Ohri 

2. Navjeet Kaur 

3. Manjeet Singh 

4. Tejwinder Kaur Cheema 

6. Disability Problem Solving Committee 

1. Parvinder Kaur 

2. Saifali Walia 

3. Satnam Kaur 

7. Cultural Activities Committee 

1. Raminderjeet Kaur 

2. Gurdev Singh 

3. Navjeet Kaur 

4. Sonika Ohri 

8. Healthy Punjab 

1. Manmohan Singh 

2. Jagjeet Singh 

3. Sonika Ohri 

9. Red Cross Fund Aid Committee 

1. Tejwinder Kaur Cheema 

2. Jaspreet Kaur (Sanskrit) 

3. Inderjeet Kaur 

10. CCTV Annual Maintenance Committee 

1. Daksh Sohal 

2. Jagjeet Singh 

3. Vinay Kumar 

11. Women Safety Cell 

1. Amarjeet Singh 

2. Shashi Bala 

3. Gagandeep 

4. Sonika Ohri 

12. Canteen Committee 

1. Deepak Kapoor 

2. Manmohan Singh 

3. Saifali Walia 

13. U.G.C. 

1. Sonika Ohri 

14. Career Counseling and Placement Cell Committee 

1. Deepak Kapoor 

2. Gagandeep 

3. Kavita 

Contd….. 



 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 

 

Contd….. 

15. IQAC/Naac 

1. Parvinder Kaur (History) 

16. Electricity/Generator/Water/Sound System 

Committee 

1. Jagjeet Singh 

2. Daksh Sohal 

3. Gurdev Singh 

17. College Magazine/Chief Editor 

1. Deepak Kapoor 

18. Press Committee 

1. Gurdev Singh 

2. Navjeet Kaur 

3. Rajneesh Kaur 

19. College Campus / Beautification 

Committee 

1. Rajesh Kumar 

2. Harmesh Singh 

3. Sonia 

4. Kavita 

5. Jaismeen 

6. Rajneet Kaur 

20. Time-Table/Proctorial/Tutorial Committee 

1. Raminderjeet Kaur 

2. Jagjeet Singh 

3. Navjeet Kaur 

21. Photography Committee 

1. Tejwinder Kaur Cheema 

2. Harmesh Singh 

3. Anil Vig 

22. Legal Literacy Club 

1. Deepak Kapoor 

2. Tejwinder Kaur Cheema 

3. Navneet Kaur 

23. Student Welfare Committee 

1. Rajesh Kumar 

2. Daksh Sohal 

3. Harmesh Singh 

24. RUSA  incharge 

1. Deepak Kapoor 

25. Stage Maintenance Committee 

1. Deepak Kapoor 

2. Inderjeet Kaur 

26. Depo 

1. Tejwinder Kaur Cheema 

2. Inderjeet Kaur 

3. Anil Vig 

27. Home Examination Committee 

1. Shashi Bala 

2. Gagandeep 

3. Saifali Walia 

28. Staff  Room/ Common Rooms    

Maintenance Committee 

1. Saifali Walia 

2. Parwinder Kaur 

3. Jaspreet Kaur (Philosophy) 

29. Anti-Ragging Cell/Disciplinary 

Committee 

1. Amarjeet Singh 

2. Rajesh Kumar 

3. Manohan Singh 

4. Varinder Kumar 

5. Sarabjeet Singh 

6. Kulwinder Kaur 

7. Rajneesh Kaur 

30. S.C/B.C Scholarship 

1. Rajesh Kumar 

2. Parwinder Kaur 

 



 

 

31. College Website and Internet CCTV 

Oversight Committee 

1. Gurmeet Singh 

2. Manmeet Singh 

3. Vinay Kumar 

32. Prospectus Review and Printing 

Committee 

1. Deepak Kapoor 

2. Daksh Sohal 

3. Navjeet Kaur 

33. Sveep 

1. Daksh Sohal 

2. Manjeet Singh 

34. College Building Maintenance /Repair  Committee 

1. Jagjeet Singh 

2. Gurdev Singh 

3. Daksh Sohal 

4. Sarabjeet Singh 

35. H.R.M.S 

1. Deepak Kapoor 

2. Daksh Sohal 

36. Swachh Bharat Abhiyan 

1. Saifali Walia 

2. Parvinder Kaur 

3. Inderjeet Kaur 

37. Gymnasium/Sports Club 

Committee 

1. Manmohan Singh 

2. Varinder Kumar 

3. Kulwinder Kaur 

38. Cycle Stand Committee 

1. Manmohan Singh (Convener) 

2. Varinder Kumar 

3. Satnam Kaur 

39. NAAC Incharge 

1. Safali Walia 

  

 
 
 

Principal, 

G.K.S.M. Govt. College, 

Tanda Urmar 

(Hoshiarpur) 
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1. act ahst 
2. $H UTH aEt 

1. H HTT 
1. eaH HJS 

2. oe fru 
2. oe fÄy 

3. eaH HJ% 

4. HrTs fYu 
4. st YaaTH aHEt 

1. aoee fAy 

2. fes g 

3. mgHt aHat 

1. Hfoa Jat 

2. HHts a (H 
3. TTHH fHw 

5. mgscIS aHEt 6. feawiar HHfAT foeTG6 aHEt 

1. Hfoar Guat 
1. uafeer �s 

2. 7FHS a 2. Part Tt 

3. HoTIS fAur 

4. 3HeT sHHt 

3. H35TH T 

7. HfsmUTa 3ifui aHEt 8. 3egHs ÚFTE 

1. HeTS T 1. HTHOS f#y 

2. JTee fHuy 2. alris fur 

3. 7EHT3 aT 3. Afoar gust 

4. Hfoar Jat 

1. EaH HO% 

2. FIHtS T(HHfa3) 
3. feeori3 T 

2. dlits fu 

3. fe gH 

11. zhs hedt As 12. cts ahet 

1. mOF3 fAu 1. Tua a 

2. HHT AET 2. HHUS fHuy 

3. JIdToe 3. AeTTsT 

4. HtoaT gost 

13. 7.F.FAT. 

1. HfoaT ast 1. Ehua aT 
2. 3TaT5e 

3. afe3T 

15. mEt-fr@.2.Ht/sa 16. faFt/AGdETAÉ/H@3 fAHaH aÀt 

1. Yatkea T (tOHzat) 1. FalHt3 fHu 

2. eaH HJ 

3. Toee f¥ur 

UeT- - 



17. & Aalits/stE MstzT 18. A aHet 

1. JoeF fuy 

2. 7H3 �T 

3. THTA �a 

19. aT aYA/fagetfe�HG aRet 
20.2fe-èus/jas/fe@2ams aHet 

1. JH HT 

2.7HH fAur 2. HaTFTS fAu 

3. HT 3. 7Eri3 aT 

4. afeT 
5. Hmits 
6. 3HOTB 

21cat aet 22.Tars fseTHT a`a 

1. etya ayT 

2. 3Heed aT öHHt 
2. THH tHY 

3. mfos fA 3. e6s ad 

23.efeast sset anat 24. gHT feoeaH 

1. Eua a 1. 3HH HTT 

2. eaH HUG 

3. THH HY 

25. HH HS aEt 26.3 

1. enua aYT 
2. feeorit3 aT 2. feeoHi3  

3. Mo feH 

27.urdjifr aHat 28. H2E H/aH5 HA dY-3Y aHzt 

1. HHT T 

2. 3Tdloeh 

3. AET TT 

2. uoee a 

3. HHs �a (fesHet 
30. H.Fát.AT.HaTafmu 29. tdaitar AzmiGHH6 aAE* 

1. MHOHB f 

2. 3H HTT 

1. 3HH gHT 

2. 4afea  

3. HHUG fHuy 

4. Ffoer gHT 
5. HOEFI3 fAr 

6. TeeT aT 

7. THOTA ãa 

32.4FaaH fafe? EUt at 
1. Ehua aya 

31. a'aHetE mI fëzasz 

I. H3 fru 2. EaH HJ% 

2. HoTt3 fiu 
3. fed gH 

3.7ES ao 

33. HETY (Sveep) 34. aT fassar du-d4/fsa akt 

1. eaH HUG 1. Halits fru 

2. HOHTB fHy 2. Joee ffur 

3. EaH FJ 

4. HOEHiTs HY 
----8%ET-
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36. HEE 3T3 H s 
1. Aast FTHT 

35. .T.MA.MA 

2. 3eeT T 
2. eaH HUG 

3. feeoFTs �s 

38. HTEta H3 aHat 
37. fHoHA/HTTEH aSE THa 

. HHU75 fAu (a6EGT) 

2. FfoeT gHTT 
1. HOHTG Hy 

2. FtTed aH 
3. H36H TG 3. eT �T 

39. a fËoUH 
1. FETT FTsT 

fA, 
Fa.A.A.HIATTt arA, 












