
~-~---~-- -';;,-

,"' , ., .aEGISTERED Ne. 0.-1.
: ,~~. ---" ~-

.-"'.~.. -~--- -

,-:

.The Orissa Gaze~te

., -./

PUBLISHED BY AUTHORITY
" ' ~-~--~- -.-~-=0--.~- ,,'-~""'

No.6 C~TTACK, FRID-1Y, FEBRUARY 6, 1')9'3/~IAGH.-\ ti, 1919
-~- ---,; -

-, -~ ~- -

SEPARArE ~AGING [') OIV5~ TO THiS PARt Irl ORDER THAT n ~AY BE F1LED AS A SBPARATE COMP!I..AnO~

PART 111-..\.

Regulations, Orders, Notifications, Rules, etc. issued by the

Governor, Heads of Departments and High Court

---

HOME DEP ARTMEJ.~T
--

Nol-~rIcATIoNS

The 21st January 1998 .

/ No. 3699-SL-1-26/97-ST.-Itl exercise of the powers conferred by the proviso to Article 309 of the
Constitution of ~ndia, the Governor of Orissa is pleased to make the following rule,s for regul~,ting the
method of .recruItment to the Oris')a Secretariat Private Secretaries Service, Damely:-

Short tit!;: a ad c:>"nn~a:~meat-

I. (1) These rules may be called the Orissa Secretariat private secretaries Servic~ Rules, 1997.
..

(2) Thoy ;hall co~ i~to ()rce on the d:lte, of their publication in the Official Gazette

DefinitioD&-
2. In these rules, ualess the context otherwise requires- ,

(a) "Board" means the Selection Board constituted under rule 6;

(b) "Cadre" means the Cadre constituted under rule 3;

(c) "Commission" means the Orissa Public Ser...ice Commission;

(d) "Department means a Department of the Secretariat 2.S prescribed in the Rules of Business
framed under clause (3) of Article 166 of the Constitution of India;

.(e) "Government" means the Governm~nt of Orissa;

(f) "Personal-Assistant" means Personal As£istants belonging to the Oriss.1 Secretariat Cadre of
SteD ~graphers;

(g) "Secretary " means a Secretary to the Government and includes a Special Sccretary, an AdditIOnal
Secretary, an e.\ officio Secretary and e.\ officio Additional Se'::retary;

(h) "Select List" means the list approved under rule 10; .

(i) "S~rvice" m~ans tae Orissa Secretariat Pri.vate S~cretaries Service constit~ted under these rules ;aDd

(j) "Y~ "-,"cans the Calendar Year.



f .?:
32 THE ORISSA GAZETTE, FEBRUARY 6, 1998/MAGHA 17, 1919 PARTIII-~~

-".

Con:;titution of the service- , ."
3. (I) The service ShltI con;ist of the following.cat~gorie, of posts each constituting a separate cadre; -

nemely: -

(a) Private Secretary (Grade-B)

(b) Private S~cretary (Grade-A) ; and

(c) Senior private Secre!ary.

(2) The rank of Private Secretary Grade-'B' shall be equ~l with that of Section Officer. Level-Ie
R~nk of Private Secretary Grade-'A' shall be equal with that of Under-Secretary and th
rank of Senior Private Secretary 6haJI be eq'Jal to that of Deputy SecretarY to Gover~ent.

Cadre Strength-

4. (1) T:1e cadr~ :>f th~ S~rvic~ shall COD;i~t of such numb~r of perm3nent and temporary po~t~ as theGovernment may, from tim~ to time, decide in this behalf. .

n (2) The str:ngth of ~h., cadr: s~3.l1 :lls,) in;!ude deputation reserve. quota and Leave. Reserve quot
If wh~ch ,;h 111 be t O %(ten per ce!lt)()f the total number of duty p06ts In each grade of Pt:Iv~te Se~retary

.
.Eligibiiity a.:ld :\f~tloj. of ~~:rJi~,'U}:}t to t~l~ 5~rvice-'

S. (I) The posts of Private S ecretarie& (Grade-B) in the service shall be filled up. by promotion of
Per&o~at Assistants.

(2) The posts of Private Secretaries ("}rade-A) in the service shalt be filted up by promotion of
Private Secretaries (Grade-B).

.
(3) The posts of Senior Private Secretaries in the service shall be filled up by promotion of PrivateSec::etaries (Grade-A). .,. --.

(4) Persona! A)si3tant, who has not completed five years of continuous service as such on or b~fore
the 1 "t January of the year in which the board meets, shall not be eligible for promotion

.to ttle Post of private Secretary (Grade-B). ' 'C
--.)

(5) Private Secretary (Grade-B) who ha, not c.ompleted five years O;f continuous service as such on
.or before rhe Ist JanuarY of the year in \\hich the board mfets, shalt not be eligible for

promotion to the post of Private Secretary. (Grade-A).

(6) Private Secretery (Grade-A) who has not completed two years of continuous servi~e as such on
or b~fore the lst Janua~ of. the y~ar in which the b()grd m~ets shall i1not be eligible for

promotIon to the post ,df S~mor Pnvete Secretary.

Constitution of Selection Board-

6. (I) There shall b~ constituted a Board for selection of Person 11 Assistants and Private Secretaries
(Grade-B) for promotion to the post of Private Secretaries (Grade-B), and Private Secretaries
(Grade-A) respectively with the following members, namely:-

(a) S~cretary to Government, Home Department Chairman

(b) Secretary to Government, Finance Departmt'nt ...Member

(::) S?~-:ial S~::r~t3.-y to G()vernmel1t General Administr~tion D~partment. .Member

(2) There shall be constituted Board for selection of Private Secretaries (Grade-A) for
pro.notion to the p:>5t of Se:1ior Private Se::retari~s with the following Memb~rs name)y:-

(a) Chief Secretary, Orissa Chairman

(b) Secretary to Government, Home Department Member

(0) .Secretary to Government, Finance Department M~mber

M~eting of the Selection Baard-

7. The Board shall ordinariJy me:t in the month of January each year:

Provided that the Board mly, if t~e select list hls b~en exhausted or for any other good and

.suffic~nt r~lSOI1 to b~ .recordedr in writil1g, m:~t more than once in a year.
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--'0-- ---! ,.-::~ Preparation of a list by th~ S~lec~ion B.)ard ~f bfficet~ suitable for pro.motion to tpe higher pcist~-.-:-

,- , " -' ..-8. (1) The Boards at their meetings -shall prepare the following lists: ~

(a) .List of personal Assistants suitabJe for promotion to the pcsts of private Secl'ftaries (Grade-B) ,

.
(b) List of Private Secretarie; (Grade-R) suitable for promotion to the po.-ts of private Secr~taries

(Grade-A).
(c) List of Private Secretarics (Grade-A) suitable for promotionto tht: pl.st of Senior Private

Secretaries.
(2) Tho selection of Personal Assi3tants/Private Secretarjes (Gradc-R) and PIivatc Secx:etaries

(Grade-A) for inclusion in the lists prepared by the Board under ,ub-rule (I) shall be based
on merit and suitability in all re;;pects with due regarj to th~ seniority.

(3) Ihe names of tho Officers in each Grade who are eligible for promotion and coming within
the zone of c.)n:;ideration shall be arranged in order of seniority.

(4) The Board whire considering the prom'Jtion cases of eligible offic':rs shall follows:

(i) the 1)rovision) contained in the Orissa Civil service; (Zone of-consideration for promotion)

Rule3, 1988.

Separate provisions is made in rule 15

(ii) The provisions contained in the Orissa Civil Services (Criteria for promotion) Rules
1992; and. -,

(iii) The instructions issued by the State Government from time to. time, contaiiling the
procedure to be adopted by the D:=partmental Pr\)motion Committee while considering the
ca6e of proriloti.)Ii of officers to the n~xt high~r grade when diciplinary or criminal proceedings

i3 pending against such officers.
(5) Ti1e n lm'>er of ).'fi ; ;; ; SUitlbt~ r.e.;:)m..n.~n jed f~r promotio~ t.) the next higher rank shal1

not exceed the number of vaca.nc;les notIfied to the Board.

.Consultation with Commission-
9. (1) The lists prt'1'ared in ~ccordance with rule 8 shall be sent to the Commission by the Home Depart-

" ment alongwittl all CJafti~ltial reCJr~3 in. r~3p~~::t of alle)fgible p~rsl??S~~~r-the!r -concur~en~e.
(2) Th~ .Commission sh3.ll consider the list alo!1gwith the records re::eived from the Home Depart-

ment under sub-rule (i) and mly CO:1':ur in the list unless it considers any change necess?ry:

.Provid~d that th~ C).nui~5:()n m~Ycll1 for ,;ucl otler information:; or documents as in the opinion
Commssion may b: re~evant for the purpose or consideration of the list 50 referred.

t3) The (.ommis>ion may, after making necessary c~a!1;,%,~s, if any, give concurrence to the list
and send the s::tme to the Home D~partment. "'

.Select list-
10. (1) Th~ li3t aft.~r c:>n;:urren;~ of the Commi&3ion. shall be placed before the Govemm~t for

approval with m()difications, ir any. after which the said list shall be final and called as select lIst.

(2) T~e Select list approved by the Government under sub-rule (1) shall remain in force for one

year from the date of its approval.

Removal of an Officer from the select list-
11. Gov~rnment may at any tirn~ for grave lapse in the conduct or det~rioration in the standard of

performance of duties on the part of any officer included in the select list, remove the name of

such officer from the said list in consultation with the Commi::sion.

Appointment to the:service-
1'2.. A.,D'J:ntm~nt to ti~ s~rvi;:e 3~lall o;ma:i~ by the GJve!'nm~;}t in :he order the names appear in the

selec,: list for the time b~ing in force.

Probation- ",
13. (I) Ev~ry pe,son appJinted to a p.)s: in the s~rvice. shall be on prob:ltion for a. period. of on.e

year from th~ dat~ of hi3 appo:ntm~:1t. If dunng or at the end of the saId perIod he IS
found unfit to co;]tinue further, he shall be reverted to his former post :

.
Provided that Governm~dt may in appropriate cas~ extend the period of probation not exceedin&

one y~ar fr.om the dat~ of expiry of normal period of proba,tiori :
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'. Pro~ided further that the probation period shall Dot include the foJlowing ~amely :- ...,
~

(a) extra ordinary leave: ., .

~
(b) period of unauthorised ~b5e!'.ce ; and

(c) any other period held to be not being on actual duty:

(2) The date of Completion of probation in each caSe shall be verified by an office order and shall
be recorded in th~ Service Book.

Seniority-

14. The int~r se seniority of officers appointed to a particular cadre of the service sball be
i~ th~ order indi:ated in the select list.

Reservation of vacancies for Scheduled Castes and Scheduled Tribes-

15 Reservation cf vecar.c:es in the Ser,~ices shall be maCe E rd such 'acancies ~hall be filled up in
accord~ce with the pr()visions of the Orissa Reservation ()! vacancies in Posts and Services (for Scheduled
CasteS and Scheduled Trib~s) Act, 1975 and the rulcs made4thereunder.

RelaXation-

16. When it is considered by the Govemm~nt that it is I1;ecess~ry or expedient to do so. !n the
public interest, it may by order for reasons to be recorded In wrItIng, relax any of the provIsIons of

.these rules in respect of any C~as8 or Category of persons.

Repeal .and Savjng~-

17. The Oris&a Private Secretaries -.to 'Secretaries to Department of Govern ment Rules, 1974 are
hereby repealed :

Provided. that any order made or action'taken under the rules So repealed shall be deemed to
have been made or taken un<Jer the provisions of these' rules.

Interpretation-

18. If ~ny que "tidh ari ,es relating. to the interpretation of these rules. it :)hall be- referred to tb~
Government in the Ho~e Department for deci~ion.

By order of the Governor

S. C. HOTA

Principal. Secretary to Government

The 21st January 1998

J No. 3797-S~ E.-1-42/97-S T.-In exercise of the powers conferred by the. proviso to article 309 of the
Constitution of India, the Governor of Orissa hereby makes the following rules for regulating the recruitment
and conditions of service of persons appointed to the Orissa Secretariat Ste!IcQgrapher~ and Personal
A ssistants Services, namely :- ---~~ -0--

I CHAPTERl
..

PRELIMINARY

Short title and commenceme,nt :

1. (I) These rules may be called the "Oris?a Secretariat Stenographers' and. Personal Assistants>
( Method of R~cruitment a:1d Conditions of Seryice ) Rules, 1997'..

(2) They shall come int.o f(lrce on the date of their publication in the Orissa Gazette.

Definitions :

2. (1) In these rules, unless the conte~t otherwi~e requires :

(a) " Appointing authority" means the Secretary to the Government of Orissp , Home Depaitment;
-,

.\
(b) "Cadre" means the cadre of the service of the Junior Stenographers. Senior Stenographers and

Personal Ass\stant} of the Orissa Secretariat; ..
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,..;.;:.
...;;;:.- (c) "Committee" means the Departmental Promotion Committee constituted under rules 25 and 30.

, as the case may be;
--

~ (d) "I?epartment" means a Department <?f the Government as specified in the Fir:t Schedule to the
, OrlSsa Government Rules of BusIness framed under clause (3) of ArtIcle 166 of the

Constitution of India;

(e) "Government" means the Government of Orissa;

(f) "S. E. B. C." means Socially and Educationally Backward Classe, of the citizens other than the
Scheduled Castc,; and Scheduled Tribes as may be specified by the St;,lte Government from
time to time;

(g) "Scheduled Castes" and "Scheduled Tribes" means such castes and such tribes as notified from
time to time by the President of India under Articles 341 and 342 respectively of the
Constitution or India;

(h) "Service" means the Orissa Secretariat Stenographers' and Personal Assistant.,' Service; and

(i) "year" means the calendar year in which the recruitment is made;

(2) Words and expressions used herein but not defined shall have the same meaning as respectively
assigned to them in the Orissa Service Code.

CHAPTER 2
.,"'~
..'

CoNmTu11oN OF SERVICE AND METHODS OF RECRUITMENT ",,:1"'

Constitution of Service :

3. (I) The service shall consist of the following cadres, namely :-

(i) Junior Stenographers;

(ii} Senior Steuographers; and

(iii) Personal Assistants.

( 1 (2) The service shall consist of such nu~bers of permanent and temporary posts .in e.ach cadr e.
I as may be fixed by the Government ro the Home Department from tIme to tIme and shall

include ten per cent of leave, training and deputation reserve posts of the total number of
posts in such .cadre.

(3) The service shall remain under the ~dministrative control of the Home Department.

Method of Recruitment :

4. Recruitment to the posts in the service shall be as" follows, namely :-

(a) The post., of Junior Stenographers in the service shall be filled up by direct recruitment in
accordance with the provisions contained in Chapter 3 of these rules;

(b) The posts of Senior Stenographers sha1l be filled up by promotion from among the Junior
.Stenographers in accordance with the provisions contained i,n Chapter 4 of these rules;

(c) The posts of Personal Assistants "hall be filled up by promotion from among the Senior Stenographers
in accordance with the provisions contained in Cbapter 5 of these rules.

Determina£ion of vacancies :

5. The appointing authority shall determine the number of exi5ting vacancies together with the
anticipated vacancies arising in the year in each cadre of the service on the first day of January before
initiating process of recrultment/pro;notion to the posts of Junior Stenographers/Senior Stenographers and
Personal Assistants, as the case may be.
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CHAPrER3

APPOI!-lT?.ffir,.'T OF JUNIOR STENOGRAPHERS

A dverti semcnt of vacancie5 :

6. The appointing authority :{fter determiDin'; th;? vaCa ci~s, in the cadr:: of ]t:nir Stenographer~, t
fi ned up by direct recrui;ment shall iGsue advertisement in at I=ast two lo;;al daily newsp p
inviting applications by a cpecified date frcm the candidateG eligible to app::ar in the examin2tion.

Condition of eIigibilit}-

7. In order to be eligible to comp~te for the examination of Junior Stenographer5, a cancidate
satisfy the following conditions, namely: -

(a) He!She shall be a citizen of India;

(b) He!She shall be able to speak, read and write Or iya and shall have Oriya a:; .a subject in
H. S. C. or an equivalent examination or has b:en declared to have passed a te;t in Oriya lang
equivalent to Middl~ English School sta~dard conducted by the Education Department ofGovernment. ' .

(c) A candidate shall b~ under thirty-two year' and over twenty-one years of age on the first da
1anuary of the recruitm~nt year in which applications are invited :

Provided that in case of candidates belonging "to a ~cheduled Caste, Scheduled Tribe and Women,
upper age-Iimit shall be relaxed be 5 (five) years, and in case of candidates of Socially and Edncatio
Backward Classes. the upper ~ge-limit Gh~lI be: rela~ed by 3 {thr~e) years :

Provided further thai in case of Physic~lIy handicapped persons and ex-servicemen, the upper age-
shall be rel~xed as per the in:;tructions issued by Government in the General Administr i
Department.

NOTB : -Evidence of a~e accepted by Government in Home D=partment shall be th= age which is en
in the H. S. c. Ex~mination or Matriculation or Secvndary School Lea'ing Certificate
Certificate e q uivalent thereto.

(d) A candidate must ~old a Bachelor's Degree from any Indian Univ~rsity or an Educati
Institution established by an Act of Parliament or deemed to be an University under section 3 o t
University Grants Commission Acts, 1956 or a Foreign University approved by the Central Government o

.time to time.

NoTB : ~opies of only Degree Certificate or Provisional Certificates issued by tho' University u
.attested by a Gazet1ed Officer as a true copy shall be ac;;epted 36 evidencc of educati
qualifications. The original shall be produced at the time of appointment,

(e) He/She shall be of good char::cter;

(f) He!She shall not have more than ane spouse living; and

(g) He!She must possess a minimum speed of forty words per minute in english typewriting, tw
.ords Per minute in Oriya tYpewriting gnd eighty words per minute in 6hortband both in En i
and Oriya.

Eligibility of Government Employees

8. Government Servants whether temporary or permanent shall be eligible to appear at the examina
provided th::y pos,ess the requisite qualifications and are within the prescribed age-limit.

NoTB : -Applications from GoVcrIlment servant5 shall b~ r~je;;ted un1~ss submitted
ChanneJ-I.

Identity:

9. Candidates shall submit, two c~ie6 of their pa5Sport size photographs duly signed bye
and attested by a Gazetted Officer, one or which shall be fixed on the first page of the applica .

form, and the remaining one shall be firmly attached to it.
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Examination Fee:

10. Candidates. other than those belonging to Scheduled Castes/Scbeduled Tribes applying to
appear at the examination shall be required to pay a non-r~fundable examination fee.

NOTE:-~he amount of fee and the procc~ure of p~ymc~[ of such fee s~all be as m:!y be
determmcd by the Government from tIm:: to tIme In the advertIsement published
under rule 6.

Disqualification for admission to examination: : ., ~ r

I I. AnJ attempt on the part of a candidate to obtain support ~or hi6 candidature 'by any means
shall be a disqualification for his/her admission to the Examination, at any st~ge.

Admission to examination :

12. The. decision of the Home Department relating to. the. eligibility of a candidate tor
admission to the examination shall be final and candidate to whom. a certificate of admission has
been issued by the Home Department shal1 be admitted to the examination.

NOTE:-The application of a candidate 6ha11 be summarily rejected if the s3.me is not
complete in all respects as proviQed in these rules, and; not received by the last date
notified for receipt of ap)lic~tion.

Application for the Recruitment Examination:

13. A candidate desirous of appearing at the Recruitment Examination of' Junior Stenographer
shall be required to submit his/her application with full signatures in the following form, namely:-

APPLICATION FORM. .-
c.,.

(a) Name in full (in block letters) with surname fi.rst:-

(b) Farther's/Husband's Dame: :.

(c) Permanent Home Addres6:

, .(d) Present Address:

(e) Date of birth .as recorded. ij;i High SChool Certificate/Matriculation 0( Higher Secondary
Certificate or the Certificate (}f an (quiv2 'ent examination :

(f) Educational Qualification:

(g) Whether employed in any Government Office and, if so, particulars thereof:

(h) #hether the candidate is a member of the Scheduled Caste or Scheduled Tribe or S. E. B. C. ;

(i) Whether the candidate has Passed a test in Oriya eqaivaJent to Middle English School standard:

U) Particulars of Education Fee;

(k) List of documents enclosed:

(1) Additional information, if any:

Place, , ,
.'.

, .-0
pate. Signature of the candidate in full;' .! '(
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-Instructions to the CandidatC' .'c'.a-

The application shall be made in plain paper and shall be accompanied by the following documents ..

namely: ..

(a) Two recent passport size photographs of the candidate duly signed by thcm aDd attested
by a Gazetted Officer on the reverse, stating fun name of the applicant whose Photograph

is attested;

NO TE :-The offic~ seal of the Gazetted Officer should be affixed below his/her signature indicating

the designation cle arly , in caSe of attestatio a;

(b) Attested copy of the certificate issued by a recognised institute in support of their pa ising

typewriting and Stenography;

(c) Attested copy of the certificate of High school Certificate/Matriculation exarnin::tion in support
of his/her age and Bachelor's Degree or any other Examination equivalent thereto;

{d) Examination fee under rule 10 ;

(e) Attested copy of the Caste Cer.tificate obtained from the competent authority in proof of the
fact that he/she belongs' to a Scheduled Caste or Scheduled Tribe { in case of Scheduled Caste/
Scheduled Tribe candidates only) or S. E. B. C.;

(f) Physically handicapped idendtity care issued by the competent authority as per erestwhile
Political and Services Department Resolution N 0. 16443-(}en., dated the 24th July 1978, if
the candidate is a physically handicapped person;

(g) A ~elf-addres6ed plain en"elop e together with postal stamp equivalent to registration fee of

the Postal Department.

Scrutiny of application :

14. The Home Department of the Gov~mment, on receipt of the applications. shall scrutinise
the applications to find out the eligibility of a Candi(.,ate to appear at the examination as per the
conditions laid down under these rules.

Syllabus and Plan of Examination :

15. (1) This PIan of Exa-nination. for recruitment to the post of Junior Stenographers shall be as
provided in the Schedule appended to these rules.

(2) An Examination Committee. consisting of the following three Officers not below the rank of
Deputy Secretary, shall be constituted to conduct and sUpervlse the recruitment examination
for the post of Junior Stenographers and to prepare the merit list.

(i) One Offi~r of the Home Department. not associated with the recruitment process to be
nominated by the SeCretary. Fin~ce Denartment.

..I.'
(ii) An Officer of the Finance Department to be nominated by the Secretary, F i n a n c e

.Department.
(iii) An Officer of the General Administration Department to be nominated by the Special

Secretary. General Administration Department.

Admission to the examination :

16. After the secrutiny of the applications, the Home Department shall issue intimation by registered
post 10- the eligible caddidates -for appearing at the examination of Junior Stenographers mentioning
the place. date and time of the examination and the time-table thereof alongwith a certificate of

admission.

Results of the examination :

17. The decision of the Home Department relating to the result of the ExamInation shall be

final.
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sub..rule (2) of rule 15 shall prepare a list of, snccessful c~ndidates, belonging to each category.
namely:-General, S. C., S. T., Women, S. E. B. C., Ex-Servicemen. Physically hzndicapped and
Sportsmen found suitable for appointment in order of merit.

!\Ilethod of prcparalion of the merit list and its validity;

19. (I) Whil~ preparing the merit list of the successful candidates, the total number of mistakes
committed by the candidate in tYpewriting test and shorthand test both taken toaether
sh:lll !~ th~ criterion for a ;signing his position in thc merit li::t. "'

NOTE-Merit list shall be published by the Home Department for general information.

(2) The li~t pr~pared under rule 18 shall include the names of successful candidates eqaal to
the nu!!:ber of vacancies notified.

(3) The list $0 prepared shall remain valid for a period of one year from t!le date of it5
.Publication :

Pr.)vidl:d that the State Government may, at any time, for gravc lapse in the conduct on
tile part of any person included in the list, remoVe the name. of such person from the list.

NOTE ll) Final ranking of the candidates in the merit li~t sh811 be made on the basis of marks

obtained in th~ recruitment ~xamination.

(2) In case of two or more candic..tes securing the same marks in aggregate, the candidatcs
securing highest marks in sh,Jrthand Writings in English and Oriya taken will rank above
the other.

--

(3) In case of candidates securing same marks. in the Test and also ~n shorthand writings
final ranking shall be determined on the basis of seniority in age.

Consideration for ap?ointment:

20. (I) Candidates shall be con~jc!ered for appointment subject to availability of vacancies in
the order in which their names appe3r in the merit list.

(2) Mere succe,s in t~.e .examination and inclusion of name in the merit list confers no
right for appointment.

Penalty:
a~

,-.

21. (1) A Candidate found to be guilty of,~

(i) obtaining support for his/her candidature by any means; or

(ii) impersonation; or

(iii) procuring impersonation by any person; or

(iv) submitting fabricated document or documents which have been tampered with; or

(v) making statements which are incorrect or false or suppressing material information ;or

(vi) resorting to any other irregL:lar or improper means in connection with his/her candi-
dature for the e.~mination ; or

(vii) using unfair means during the examination; or

(vi ii) writing irrelevant matter including' obscene language or pornographic matter in the
~crirt (s) ; or

(ix) misbehaving with the fellow examinees or the invifilatc r in any m~nner in the examination hall;
shall be liable to dicqualification for the sajti fxan-iJ'!aticn. ej1l:er r(ln-rreI11!y or or
specified period.
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(2) (i) for any mi ;conduct specified in clauses

debar a candidate from appearing, in

(ii) for entering into any einplo.Ymenc UI1

(iii) if he i, already in service under Go
rules may be initiated against him :

Provided that no penalty under this rule shall

(i) giving the candidate an opportunity t tion to the Gove
in writing as he may wish to mak

(ii) taking into consideration the re pres
the period allowed to him by the

Appointment of Junior Stenographers to the

,
22. Before a candidate from the merit list

in the Home Department sha1l get the
by registered post out of the merit
period to join their appointments by
within the stipulated time, it shall bement. .

Inter se senii)rity of Junior Stenographers :

23. The Inter se seniority of the candidate appoin ed as Juni
determined in accordance with. the res ective po itio a sign
list drawn Up by the Home Department

CH

APPOINTMENT OF SENIOR S

Appointment of Senior Stenographers :

24. Vacancies in the posts of Senior Steno
of promotion from among the Juni
ndations of the the Departmental Pr

D. Po C. for Senior Stenographers :

~5. (1) There shall be a Departmental Promotio
Junior Stenographers for promotion to the

(2) The Committee 6ha]] con6ist of the followin n mel

(i) Secretary to Government, Home Depa

(ii) One offic::r nat below the ran{ ,-)f Joi istra ion
Deplrtment to be nomi:l;lt::d by the tme to

Note-l. DeputylJoint Secretary to Government .
ment of the Stenographers shall be the
pate in the selection.

Note-II, The Committee shall ordinarily meet once n a year in t e
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E ligibility for appointment as Senior Stenographers: .;' )0

26. {1) The Committee shall. for the purpOSe of preparing the list of suitable candidates fol'
promotion to Senior Stenographer, consider the Case~ of such Junior Stenographers
who have,-

(a) rendered at lea5t three y.:ars of continuous ~ervice a. Junior Stenographer On the first daY
of January of the year in whic~ the Com'Dittee me~ts and have satisfactory record
of performance and conduct; and

(b) passed the in-service trainillg course specified under rule 27.

(2) While considering the suitability of eligible Junior Stenographers for promotion, the Depart-
mental Promotion Committee shall follow the provisions envisaged in the Ori~sa Civil Services
(Criteria for Promotion) Rules, 1992, Orissa Civil Services (zone of con:;ideraticn for promotion)
Rules, 1988 and all other instructions issued from time to time in this regard.

In-service. Training Course for J unior Stenographers :
.~; , .

27. {1) In order to be eligible for promotion to" the, posts. of Se~~r , Stenographer, the ~unior
Stenographers sha1J have to undergo a full-tlme lIl-servlce tralnmg course for" 1;t duratlO.n of
one month in batches to be conducted by the Oris5a Shorthand and TypewrItIng InstItute.
Bubaneswar.

(2) Course con~-ents of the in-servlce training shall be as follows, namely :-

(a) Speed Class in Typewriting-

(i) Typing out an English passage containing 450 words in ten minutes @ 45 words per
mjnute. Allowed mistakes ..would be. seven words.

(ii) TYping out an Oriya .passage Con taining .250 word s in ten minutes @ 25 words per
mill ute. Allowed mIstakes would be eIght words.

(b) S;>eed Cl3.SS in Sn()rt!land- , c-- ~-: -
-, ; C' : --,,; --."

(i) E~~ish Sh.ortha:~d dictation f,?l fi,:,e minute.s @ 90 words per. minute. The dictation shall
be transcnbed m the TypewrIter In 25 mInutes~ Allowed mIstake would be 5 per cent
of the total number of words dictated.

(ii) Oriya Shorthand dictation for four minutes @ 85 words per minute. The dictation -shall
be tra~scribed in the Typewriter in 34 minutes. Allowed mistakes would be 8 per cent
of tqeC total number of words dictated. -,

(c) Errors- ,

EaCh of the following shall be counted aS an error in the jn-service training course.

(i) Omissions, wrOI'g spellings, irregu~ar spacing betwee~ .lines and words, striking off corrct
characters over incorrect ones, In case of typewrItIng. -

(ii) Omission" wron~ spelling~, 5triking off. correct characters ove,," incorrect ones, wrong use
-of word instead of the word dictated In C:lse of shorthand.

(iii) As regards punctuation marks, omis6ion of fullstop only will be counted as an error.

(3) Examination for the Junior Stenographers-

On Completion of the training course, the Junior Stenographer:. stall have to app=ar at an
I.:xamination to be conducted by an Examination Committee c0.)nstituted for the purpose. The
Ex..mination Committee shall consist of the Joint Secretary/Deputy Secretary to Government
in the Home Department in-charge of Steno Establishment, Superintendent and ex-offi:ci.o
Deputy Secretary to Government, Home Department and a nominee of General Adm1nl-
stration Department not below the rank of Deputy Secretary.

Note:-Itlc Examination Committee shall ,;et the questions for the examination, conduct the
examination and submit the results of the same to. the Secretary to Government, HomeDe~rtment within the timo decided by him for the I?urpose. .
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,,4) The Junior Stenographem who will come out succe)sful without mistakes in the examination shall"j.;;--;;.
declared to have passed with distinction and shall be eligible to earn one advance increment 18 .
the pay scale.

(5) The unsuccessful candidates shall be giveri two more chanc.e~ susbsequently to appear at the
examination.

(6) Junior Stcnograph~r:, who will not clear the examin, tion consecutively in thr~s chancec shall not be
eligible for prom( ticn to the po~t Senior Stenographer.

(7) Home Department shall issue a pass certificate to the successful Junior StenogI::'.hph~!"s ba3ing on the
reo;ults published.

Seniority of Senior Stenographers:

28. (I) The inter-se seniority of Senior Stenographers shall be in accordance with tht'ir respective position in
the ~elect list.

(2) An up-to-date gradation list centaining the names of of :111 Senior Stenographers, arranged in order
of their seni<,rity shall be maintained by the Home Department. A copy cf such grad;ltio:l list
shall be issued to all the Senior Stenographers.

CHAPTERS

APPOINTMENT OF PERSONAL ASSISTANTS BY PRoMonoN
,," :'::"<'

Appoint~,ent of Personal As~istants :

29, Vacancies in the P?sts of Personal .Assistants of the .~erVices shall be filled .up by way of promotion
from among the SenIor Stenographers ID accordance \\Ith the recommendatIons of the Departm~tal
promotion committe.

Departmental Promotio~ ComI!li.~ee :

30. (1) There shall be Departmental Promotion Committee to consider the cases of eligible Senior
Stenographers for promotion to the posts of Personal Assistants.

(2) The Committee sball consists of the fcIlowi~g members, namely:-

(i) SeGretary to Government, Home Department Chairman

(ii) One officer not below the rank of Joint Secretary of General Administration Member
Department to be nominated by the Special Secretary of that Department.

(iii) One Additional Secretary of the Home Department to be nominated by Member
the Chairman.

(3) The Committee shall ordinarily meet once in a year in the month of J:a.nuary.

(4) Deputy/joint Secretary, Home Department in charge of the Personal Assistant establishment shall
function as the Secretary of the Committee, but he shall not participate in the deliberations of the
meetings.

Eligibility for appointm~nt as Personal As)istant :

31. (1) The Committee shall, for the purpose of preparing the list of suitable candidates for promotion to
Persona.1 Ass~stants cons~der the ca,ses of such Senior °Stenograph~rs who have rendered at least 9 (nine)
years of continuous servIce as Semor Stenographer on the first day of January of the year in which
the Committee meets and have "atisfactory record of performance and conduct.

(2) While c.on:;idering the suitability of eligible Senior Stenographers for promotion, the Departmental
PromotIon Committee shall follow the provi)ions envi6aged in the Orissa Civil Services (Criteria
for Promotion) Rules, 1992, the Orissa Civil Services (zone of cosideration forpromotion) Rules1988 and all other instructions of G. A. Department issued from time in this regard. ,
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..32. (1) The interse seniority of Personal Assistants shall be in accordance with their respective position in

the select list.

(2) An up-to-date gradation list containing the Dames of all personal assistants, arranged in order of
their seniority, shall be n:aintained by the Home Department. A copy of such gradation list shall
be issued to aIr the Personal Assistants.

CHAPTER 6

GENERAL

Relaxation :

33" When it is considered by the Government that it is necessary or expedient to do so m
the public intere';t, it may, by order, for reasons to be recorded in writing, relax any of the Provisions
of these rules in respect of any class or category of employees in the service.

, Reservation for S. C./S. T .1 Sportsmen, Ex-Servicemen, S. E. B. C., Physically Handicapped persons and

Women.

34. Nctwithstanding anything contained in thl;se rules, reervation of vacancies for Sc;,eduled
Castes/Scheduled Tribes, Sportsmen, Ex-Servicemen, Physically'Ha?djcapped persons. Women and S. E. B. C.
shall be made undt.r the Oris~a Rest.rvation of V::.cancies in tpe Services and Posts ( for Scheduled C:lste9
and Scheduled Tribes) Act, 1975 and the rules framed the~under. and under such other rules, orders
or instructions issued by Government from time to time: ,

Probation:

35. (I) Every category of employees in the service shall. on appointment to a post, be on
probation for a period of two years in c:lse of appointment r':lde by direct recruitment and
one year in case of app(\intme:lt, made by promotionjselectiotl which shall be calculated

from the '!ate of actual joining in the post.

(2) The probation period shall not include the following:-

(a) Extraordinary leave ;

{b) Period of unauthorised absence ;

(c) any other period not on actual duty.

(3) The appoiniing authority ma)' terminate the servic(s of a person appointed on probation in
ca:e of direct recruitment cr revert him/her to hi~/her Previous pcst in case of a person
appointed by promotion during or at the end of the period of his/her probation if the work
and conduct of the person is found unsatisfactory.

(4) The date of completion of probation period in each case shall be notified by an Office
Order and shall be recorded in the Service Book.

Confirmation :

36. A Person appointed to a post in any cadre of the servicc, on successful cornpleticn of
the probation and training and s;jbj~ct to availability of substantive vacancies, shall be confirmed in the

service, if he is considered suitable in all respects.

IDterpretatio1l :

37. If any q uestion arises relating to the illt;:rpretation of these rule ;, it shall be referred to the

Government in the Home Department fur decision.
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SCHEDULE

[ Scc Rule ]5 (1) ]

( Syll::.bus and Plan of examination )

T !le Recruitm~nt Examination in re5pect of Junior Stenogr(:},her shall comprise of the following tests:-

(I) Language ~est both in English and Oriya 60 marks

This test shall aim at evaluating candidate's knowledge both in English an~
Oriya language. There shall be a common question p:lper. It shall be
designed aS follows: -

-(a) An Essay in Oriya 10 marks

(b) Translation of a passage from English to Oriya 10 marks

(c) Translation of 8 passage from Oriya to English 10 marks

(d) Questions aimed at asse~sing the candidates' working knowledge of 30 marks
the English and Oriya language.

(Question shall cover correct spelling of words to select from given words
and -phrases, the most appropriate for filling in blank8 in
sentences, to correct gtammatical mistakes in given sentences, to select
from a given group or word5 those with opposite meanings and to punctuate
a passage). .

A candidate securing less than 33 per cent of marks in the above language test sball be disqualified for
appearing at the Typewriting teSt.

.
(II) Typ(:writing Test iD English 50 marks

The test shall be hejd for 10 (ten) minutes at a ~ipeed of 40 (forty) words per
minute from a printed matter containing 40() words. While assessing the
accuracyof re-production 5 marks will be deducted for each mistake in the
t9ped scrtpL A candidate whose script reveals more than
6 mistakes shall be disqualified to sit for the Shorthand Test.

(III) Shorthand Test in English .,. 50 mark~

The test shall comprise dictation from a printed matter (240 words) for three
minutes at the rate of 80 words per minute. Time allowed for transcription
shall be fifteen minutes.

The apportionment of marks for evaluation of answer scripts shall be as follows .

(a) Dictation in Shorthand Script 25 marks

While a6sessing the ability to take down dictation in Shorthand script, one mark
will be deducted for each mistake.

(b) Transcription 25 marks

While assessing the a biJity to transcribe, one mark shall be deducted for each
mistake. A candidate committing more than 24 mistakes shall be disqualified.

(IV) Typewriting Test in Oriya 50 marks

The test sball be held for 10 (ten) minutes at a s~eed of 20 (t\venty) words per
minute from a printed matter. containjng 200 words. While assessing the
accuracy of reproduction 5 marks will be deducted for each mistake in the
typed script. .A candidate whose SCljpt reveals mistakes more than 6 shall be
disqualified.

\V) Shorthand Test in Oriya 50 marks

The test shall comprise dictation from a printed matter containing 240 words
for three minutes at the rate of 80 words per minute. Time allowed for
transcription shall be 24 minutes.
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.The apportionment of marks for ev[Lluation of answer scripts shall "be as follow6:- , ~

(a) Dictation in Shorthand Script :5 marks.

Whil;: [Ls;:essing the ability to take down dictation in Shorthand 6cript, one mark

&hall be deducted foi each mist"ke.

(b) Transcription 25 maTks

While ass~s"ing the ability to tran~cribe, one mark shall be deducted for eachmi,take. A c:lndidate committing more than 24 mistakes shall be declared .

disqualified.

' By order of the Governor

I S. Co HOTA ,

Principal Secretary to Government

DEPARTMENT OF HIGHER EDUCATION TOURISM AND CULTURE (CULTURE)
, DEPARTMENT

NOTIFICATION I .-., ' .-0.,,; 11" 1
~,.'-.'...,v"';:t...c:Ojtf'..'

." ' ..., .,.. ~.-t.. .~ , :;t,. , NQ:rIFICiATIO~SThe 15th January 1998' -, , ,.,.. ..~,.,.. ;.' .

.' ' ..' '1 The 1st January 1998

Nc. 2385-VI-HE ( CHSE )-39/97-HE.-In exercise
of the po~ers conferred by 6ub-section (3) of Section N~. .29-XC-23/96-T .C.-In pu~Ual!ce of .the
30 of Orissa Higher Secondary Education Act, 1982 provl~Ion of Clause 5 of the ConstItutIon of Onfisa

( Orissa Act 19 of 1982 ), the Stc.te Government do Urdu Academy, 0 the State Governx:nent have been
hereby make the following regulations further to pleased to appoint Musafar Hussaln Khan aS the

amend the Oris6a Higher Seccnd:ry Education Regu- Vice-Pres!dent of tre said Academy for ~ period of t~o
lations, 1982, namely :- I yea~s ~Ith eff~1t from th~ .date of issue of this

1. (1) These regulations may be called the Oriss~ notIficatIOn.

Higher Secondary Education ( Amendment )

Regulations, 1998.

(2) They shall come into force on the date of

their publication in the Orissa Gazette.

In the Orissa Higher Secondary Education Regula-
tion6, 1982 ( hereinafter referred to as the said

regulations ), fo{ regulation 106 and the heading

thereof, the following regulation and the heading

shall be substituted, namely :- 1 1998The st January

"106. Holding of Annual Examination-The HigherSecondary Examination in Arts, S c i e n c e and No0 34-XC-23/96-T.C.-In pursuance of .the
Commerce courses shall ordinarily be held once a year provision of Article 4 (i) of the Con6titution of Onssa
in the month of March every year to be called Annual Urdu Academv, Shri Bhupinder Singh, Minister of

Higher Secondary Examination". Tourism and "Culture, Orissa, i.; appointed as

...President of the said Academy for a period of two

In th~ saId regulatIons, the regulatIons 108, years with effect from the date of issue of thi6

shn be oIDltted, notification.

In the said reglllations, sub-regulation (3) of regula- f h G ' ortion 113 shall be omitted. By order o t e o\ern

By order of the Governor Do No PADHI

S. P. NANDA .0 S cretaryCommIS&IOner-cum- e

Commissioner-cum-Secretary to Governmen to Government
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