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PART OI-A

Regulations, Orders, Notifications, Rales, etc, issued by the
Governor, Heads of Departments and High Court

—— st v

HOME DEPARTMENT

.~ NOTIFICATIONS

. :The 21st January 1998 .

/ No. 3699—SL-1-26/97-ST.—~In exercise of the powers conferred' by ti1e proviso to Article 3b9 of the

Constitution of India, the Governor of Orissa is pleased to make the following rules for reguluting the
method of recruitment to the Orissa Secretariat Private Secretaries Service, namely: —

Short title aﬁd ¢ynan:nszmeat— .
L. (1) These rules may be called the Orissa Secretdriat private Secretaries Service Rules, 1997.
(2) They shall coms into force oa the date of their publication inthe Official Gazette

Definitions— - o R
. 2. In these rules, ualess the context otherwise requires—
(a) “Board” means the Selection Board conmstituted under rule 6;

() “Cadre” means the Cadre constituted under rule 3;

(c) “Commission” means the Orissa Public Service Commission;

(d) “Department means a Department of the Secretariat 2s prescribed in the Rules of Business
framed under clause (3) of Article 166 of the Censtituticn of India;

- (e) “Government™ means the Governmeznt of Orissa;

(f) “Personal ‘Assistant” means Perscnal Ascistants belonging to the Orissa Secretariat Cadre - of

Stenographers;

(g) “Secretary” means a Secretary to the Government and includes a Special Secretary, an Additional
Secretary, an ex officio Secretary and ex officio Additicnal Secretary:

(h) “Select List” means the list approved under rule 10;

(i) “Service” means tie Orissa Secretariat Pri.v_atc Secretaries Service constitpted under these rulss ;and

() “Year -ueans the Calendar Year.
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" Coastitution of the service— ) : ’ R e -

3. (1) The service shull consist of the following' cateoorxe> of posts each constituting a separate cadre,

nemely: —
(a) Private Secretary (Grade-B)
(b) Private Szcretary (Grade-A) ; and

(¢) Senior priVate Secretary.

(2) The rank of Private Secretary Grade-‘B’ shall be equal with that of Section Officer, Level-Ie
Rank of Private Secretary Grade-‘A’ shall be equal with that of Under-Secretary and th
rank of Senior Private Secretary shajl be equal to that of Deputy Secretary to Government.

Cadre Strength—

4, (1) Tae cadr: of th, Sarvice shall comsist of such namb=r of permanent and temporary posts as _the
Government may, from time  to tims, dec'dc in this behalf. )

(2) Tac strength of thz cadre saall 2lsp include deputation reserve quota and Leave Reserve quot -
wmch sh I be 10 % (ten per ceat)of the total number of duty posts in each grade of Prlvate Secretary

.

. Blioibvuty aad M:3thod of R:zraizmaat to the Service —'

"~ 5. (1) The posts of Private S ecretaries (Gré.de-B) in the service shall be filled up. by promotion of
Personal Assistants. :

(2) The posts of Private Secretaries («Jrade-A) in the service shall be ﬁlled up by promotlon of
Private Secretaries' (Grade-B). .

(3) The posts of Senior Private Secretanes in the servxcc shall be ﬁlled up by promotion of Private
Secetaries (Grade-A). .

(4) Personal Assistant, who has not completed five years of continuous service as such on or before
~the 1lst January of the year in which the boa:d meets, shan not be ehglble for promotnon
-to the post of private Secretary (Grade-B) :

(5) Private Sncretary (Grade-B) who ha> not completed five years of contmuous service as such on
or before the Ist January of the year in which the board meets, shall 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 service as such on
or before tae 1st January of the ysar in which the board mzets shall jnot be eligible for
promotion to the post of Senior Privete Secretary.

Constitution of Selection Board—
6. (1) There shall be constituted a Board for selection of Personil 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) Secretary to Government, Home Department . Chairman
(b) Secretary to Government, Finance Department Member
(c) Spzcial Secretay to Governmeut General Administration Department. . Member

(2) There shall be constituted Board for selection of Private Secretaries (Grade-A) for
promotion to the post of Seaior Private Secretaries with the following Members namely:—

(@) Chief Secretary, Orissa _ .. Chairman
{b) Secretary to Government, Home Department Member
_{c) Secretary to Government, Finance Department - .. Msmber

Meeting of the Selection Beard—

7. The Board shall ordinarily mest in the month of Jaamuary each year:
Provided that the Board may, if the select list has bzen exhausted or for any other good and
sufficent reason to bz recordedr in writing,' ms2t more thad once in a year.
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k Preparation ’pf a list by ths S:lect_ioti Board o(‘ Officers suitable for pro‘xnot:i&;‘tb the higher postr—-__,_
8. (1) The Boards at their meetings “shali pr-eparéhthg f01i6Wix1g ii‘sts.: SRR e .

“(a) List of personal Assistants suitable for promotion to the pests of private Secretaries (Grade-B)

(b) List of Private Sccretaries (Grade-B) suitable for promotion to the pots of private Secretaries
{Grade-A).

(c) List of Private Secretarics (Grade-A) suitable for promotion to the pust of Senior Private
Secretaries. '

(2) The selection of Personal Assistants/Private Secretaries (Grade-B) and . Private Secretaries
(Grade-A) for inclusion in the lists prepared by the Board under sub-rule (1) shall be based
oD merit and tuitability in all respects with due Tegard to the seniority. ‘

(3) The names of the Officers in each Grade who are eligible for promotion and coming Wwithin
the zone of consideration shall be arranged in order of senigrity.

(4) The Board While considering the promotion cases of eligible officcrs shall follows:

(i) the orovisions contained in the Orissa Civil services (Zone of consideration for promotion)
Rules, 1988. . , . - : N

Separate provisions is made in rule 15

(if) The provisions contained in the Orissa  Civil Services (Criteria. for. Promotibn) Rules
'1992; and. ‘ i~ SR e ,

(iii) The instructions issuzd by the State Government - from time to time, containing the
procedure to be adopted by the Departmental Promotion Committee while considering the

~ case of promotion of officers to the next higher grade when diciplinary or criminal proceedings
is pending against such officers. : ' - .

(3) Tae nimder of »F 5305 suitable recommenied for promotion t> the next higher rank shall
not exceed the number of vacancies notified to the Board.” - ' :
_-Consultation with Commission— o o
9. (1) The lists prepared in accorgance with rule 8 shall be sentto the Commission by the Home Depart-
-—s=—- ment alongwith all coafdzatial records ia.raspzst of all eligible persons for their concurrence. -
(2) The .Commission shall coasider the list aloagwith A_the records received from the Home Depart-
ment under sub-rule (1) and may conzur in the list ualess it considers any change necess2ry:

"Providsd that thz Cormuission maycall for such otier informations or documents as in the opinion
Commssion may be relevant for the purpose of consideration of the list so referred.

(3) The Commission may, after making necessary chandss, if any, give concurrence to the list
and send the same tc the Home Dspartment. ”

. Select list— ‘ -
10. (1) The list after conlurrencs of the Commission, shall be placed before the Government for
approval with modifications, if any. after which the said list shall be final and called as select list.

(2) Tae Select list approved by the Governmeat under sub-rule (1) shall remain in force for ome
year from the date of its approval. ) ,

Removal of an Officer frbm the select list—

11. Government may, at any time for grave lapse in the conduct or deterioration 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 Commicsion.

' Appointment to the’service— .
12. Aopointmsnt t0 tie sarvice shall b> mai: by the Governmeat in the order the names appear in the

szlect list for the time being in force.

Probation— ; I
13. (1) Every person appointed 1o a post in the service shall be on probation for a.period' of ome
' year from the datz of his appointment. If during or at the end of the said period he is
found unfit to coatinue further, he shall be reverted to his former post :
Provided that Goverament may in appropriate cass extend the Qeriod of probation not exceeding
one year from the datz of expiry of normal period of probation : - R
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." Pro.vided further that the pfobation period shall not include the fo]_lowing ;:nely — y 3 B :
() extra ordinary leave: : ) o ‘A T e

) (b) period of unauthorised absence ;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 the Service Book.
Seniority—

14. The inter se seniority of ~officers appointed to a particular cadre of the service shall be
in th> order indicated in the select list.

Reservation of vacancies for Scheduled Castes and Scheduled Tribes—

15. Reservation cf vecancies in the Services shall be mace e¢rd such vacancies skall be filled upin
accordance with the provisions of the Orissa Reservation of vacancies in Posts and Services (for Scheduled
Castes and Scheduled Tribzs) Act, 1975 and the rulcs made’thereunder.

Relaxation—

16. When it is considered by the Government that itis necessary or expedient to do so in 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!ass or category of persons.

Repeal .and Savings—

17. The Orissa 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 under the provisions of these' rules.

Interpretation—

18. If 2ny question arises relating to the interpretation of these rules, it szall bé referred to the
Government in the Home Department for decision.

By order of the Governor

| S. C. HOTA _
| Principal - Secretary to- Government
The 21st January 1998 | |

/ 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 Goveror of Orissa hereby makes the following rules for regulating the recruitment
and conditions of service of persons appointed to the Orissa Secretariat Stenographers and Personal
Assistants Services, namely :— | — d Fersonal

LI ~ CHAPTER 1

PRELIMINARY
Short title and commencement :

1. (1) These rules may be called the “Oﬁssa Secretariat Stenographers’ and . Personal Assi >
{ Method of Recruitment aad Conditions of Seryice ) Rules, l13997”. ! on ssistants

(2) They shall come into ferce on the date of their publication in the Orissa Gazette.
Definitions :
2, (1) In these rules, unless the context otherwise requires :
(a) “AppO}nltlng authority” means the Secretary to the Government of Orissz, Home Department;

‘ (b) “Cadre” means the cadre of the service of the Junior Stenogra hers, Seni - :
Personal Assistants of the Orissa Secretariat; : . grap nlo; Stenogmphets and
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2~ "’ART III-A
- () “Committee” means the Departmental Promotion Committee constituted under rules 25 and 30,
e as the case may be;
E 2l . ;
: ﬂ (d) “Department” means a Department of the Government as specified in the First Schedule to the
' Orissa Goverament 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 Classes of the citizens other than the
Scheduled Castes and Scheduled Tribes as may be specified by the Stute 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 of India;
(h) “Service” means the QOrissa Secretariat Stenographers® and Personal A ssistants’ 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 R R

CONSTITUTION OF SERVICE AND METHQODS OF RECRUITMENT »

Constitution of Service :
3. (1) The service shall consist of the following cadres, namely :—
(i) Junior Stenographers;
(i} Senior Stéuographcrs; and
(iii) Personal Assistants.

- as may be fixed by the Government in 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 administrative control of the Home Department.

UY(Z) The Service shall consist of such numbers of peérmanent and temporary posts in each cadre,

Method of Recruitment :
4.  Recruitment to the posts in the service shall be as follows, namely :—

(a) The posts 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 shall be filled up by promotion from among the Junior
Stenographers in accordance with the provisions contained in Chapter 4 of these rules;

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

Determinacion of vacancies :

5. The appointing authority shall determine the number of existing vacancies together with the
anticipated vacancies arising in the year in each cadre of the service om the first day of January before
initiating process of recrwitment/promotion to the posts of Junior Stenographers/Senior Stenographers and

Personal Assistants, as the case may be.
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- CHAPTER 3 | : L.
i

APPOINTMENT OF JUNIOR STENOGRAPHERS

Advertisement of vacuncies

6. The appointing authority after determining the vaca cies, in the cadre of Juni-r Stenographers, to be
filed up by direct recruiiment shall issue advertisement in at lzast two local daily newspapers
inviting applications by a :pecified date frcm the candidates eligible to appsar in the examination,

Condition of eligibility—

7. In order to be cligible to Compste for the examination of Junior Stenographers, a cancidate must
satisfy the following conditions, namely :—

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

Ie) He/She shall be able to speak, read and write Oriya and shall have Oriya as-a subject in the
H. S. C. or an equivalent examination or has bsen declared to have passed a test in Oriya language
equivalent to Middle English -School standard conducted by the Education Department of the
Government. - . ’

(¢) A candidate shall bs under thirty-tvi}o years and cver twenty-one years of a2ge on the first day of
January of the recruitment year in which applications are invited :

Provided that in case of candidateé belonging to a Scheduled Caste, Scheduled Tribe and Women, the
upper age-limit shall be relaxed be 5 (five) years, and in case of candidates of Socially and Educationally
Backward Classes. the upper age-limit shall be relaxed by 3 (three) years : :

Provided further that in case of Physically handicapped persons and ex-servicemen, the upper age-limit
shall berelaxed as per the instructions issued. by Government in the General Administration

Depar tment.

NOTE :——:Evidence of age accepted by Government in Home Dcpartment shall be the age which is entered
in the H. S. C. Examination or Matriculation or Secondary School Leaving Certificate or a
Certificate equivalent thereto. . -

(d) A candidate must hold a Bachelor’s Degree from any Indian University or an Educational
Institution established. by an. Act of Parliament or deemed to be an University under section 3 of the
University Grants Commission Acts, 1956 or & Foreign University approved by the Central Government from
» time to time. ) , .

NoOTE .. =~Copies of only Degree Certificate or Provisional Certificates issued by the University duly
-attested by a Gazetted Officer as a true copy shall be accepted as evidence of educatioaal
qualifications. The original shall be produced at the time of appointment, :

(¢) He/She shall be of good charzcter;
(f) He/She shall not have more than one spouse living; and

(8) He/She must possess a minimum speed of forty words per minute in english typewriting, twenty
words per minute in Oriya typewriting gnd eighty words per minute in shorthand both in English
and Oriya.

Eligibility of Government Employees :

8. Government servants whether temporary or permanent shall be eligible to appear at the examination
provided they possess the requisite qualifications and are within the prescribed age-limit.

NOTE : —Applications from Government servants shall be rejected unless submitted through proper
ChannekL.

Identity :

9. Candidates shall submit.two copies of their passport siie photographs duly signed by; them
8nd attested by a Gazetted Officer, one of which shall be fixed on the first page of the applicaton-

form, and the remaining one shall be firmly attached to it. - L
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— —

Examination Fee :

10. Candidates, other than those belonging to Scheduled -Castes/Scheduled Tribes applying to
appear at the examination shall be required to pay a non-refundable examination fec. ‘

NOTE:—The amount of fec and the procedure of payment of such fee shall be as m2y be
determincld téy the Government from time to time in the advertisement  published
under rule 6. :

Disqualification for admission to examination :

1l.  Avny attempt on the part of a candidate to obtain support for his candidature lby any means
shall be a disqualification for his/her admission to the Examination, at any stage.

Admission to examination :
12. The- decision of the Home Department relating to . the .eligibility of a candidate for

admission to the cxamination shall be final and candidate to whom a certificate of admission has
been issued by the Home Department shall be admitted to the examination.

NOTE:—~The application of a candidate shall be summarily rejected if the same is noi

con}plete in gll - Tespects a$ provided in these rules, and. not received by the last date
notified for receipt of application. : . v T

Application for the Recruitment Examination: :

13. A candidate desirous of appearing”at the Recruitment Examination‘vof“ Junior Stenographer
shall be required to- submit his/her application with full signatures in the fcllowing form, namely:—

APPLICATION FORM

(a) Name in full (in block iétters) with surname firet:—
(b) Farthcr's/Hlllsband’s ﬁameg ' l '
(c;) Permanent Home Address:

N (d) Present Address: |

(e) Date of birth as recorded ifi High School” Certificate/Matriculation or Higher Secondary
Certificate or the Certificate ‘of an cquiva'ent examination:

(f) Educational Qualification:

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

(k) Whether the candidate isa member of the Scheduled Caste or Scheduled Tribe or §. E. B. C.;
(i) Whether the candidate has paésed a test in Oriya eqaivalent to Middle English School standard:
(J) Particulars of Education Fee;

(k) List of documents enclosed:

() Additiopal information, if any:

Place » . . o L : '

¢

Date .. "-‘----- _ ‘ Signature of the candidate in full:’
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Instructions to the Candidate -' - : R

The application shall be made in plain paper and shall be accompanied by the following dacuments ~
namely:.. -
(a) Two recent passport size photographs of the candidate duly signed by them and attested

by a Gazetted Officer on the reverse, stating full 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 clearly, in case of attestation;

(b) Attested copy of the certificate issued by a recogmised institute in support of their passing
typewriting and Stenography;

(c) Attested copy of the certificate of High school Certificate/Matriculation examinztion in support
of his/her age and Bachelor’s Degree orany other Examination equivalent thereto;

(d) Examination fee under rule 10;

(e) Attested copy of the Caste Certificate obtained from the compstent 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.;

) Physically handicapped idendtity care issued by the competent authority as per erestwhile
Political and Services Department Resolution No. 16443-(Gen,, dated the 24th July 1978, if
the candidate is a physically handicapped person;

(8) A celf-addressed plain envelop e together with postal stamp equivalent to registration fee of
the Postal Department. : .

Scrutiny of application:

14. The Home Department of the Government, on receipt of the applications, shall scrutinise
the applications to find out the eligibility of a candicate to appear at the " examination &s per the
conditions lajd down under these rules. . :

Syllabus and Plan of Examihation:

15. (1) This Plan of Exa—nination‘fbr 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 supervise the recruitment examination
for the post of Junior Stenographers and to prepare the merit list.

(i) One Officer of the Home Department, not associated with the recruitment process to be
nominated by the Secretary, Finance Denartment.

(i) An Officer of the Finance Department to be ﬁominated by the Secretary, Finance
. 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 to the eligible caddidates for appearing at the examination of Junmior 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 Examlnation shall be
nal. - : -
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. " Preparation of merit list: - ‘
18. On the basis of the result of the examination, the Examination Committee comstituted undert

“sub-rule (2) of rule 15 shall prepare a list of  swmccessfyl _candidates, 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.

-

Method of preparation of the merit list and its validity :

19. (1) While preparing the merit list of the successful candidates, the total number of mistakess
committed by the candidate in typewriting test and shorthand test both taken together

shail be the criterion for assigming his position in the merit lict,
Nore—Merit list shall be published by the Home Department for general informatjon.
(2) The list prepared under rule 18 shall include the names of successful candidates equal to
the number of vacancies notified.
{3) The list so prepared shall remain valid for a period of one vear from the date of its
- Publication : ' '
grave lapse im the conduct on
of such person from the list.

made on the basis of marks

Provided that the State Government may, at any time, for
the part of any person included in the list, remove the name

Note (1) Final ranking of the candidates in the merit list shall be
obtained in the recruitment examination, -

(2) In case of two .or more. candidates securing the same marks in aggregate, the candidafes
securing highest marks in shorthand writings in  English and Oriva taken will rank above

the other.

(3) In case of candidates securing same marks-in the Test
final ranking shall be determined on the basis of seniority

and also fin shorthand writings
in age.

‘ Consideration for ap)ointment:

20. (1) Candidates shall be comsidered for appointment subject to availability of vacancies in
the order in which their names appear in the merit list.

(2) Mere success in the -examination and inclusion of name in the merit list confers no

right for appointment. ‘ :

Penalty:
=
21. (1) A Candidate found to be guilty of,—
(i) obtaining support for his/her candidature by any means; or

(i) impersohation; or
(iii) procuring impersonation by any person ; or
(iv) submitting fabricated document or documents which have been tampered with ; or
| (V) making statements which afe incorrect or false or suppressing material information jor

(vi) resorting to any other irregtlar or improper means in - connection with his/her candi-

dature for the examination ; or
(vil) using unfait means during the examination ; or
matter including obscene language or pornographic matter ia the

(viii) writing irrelevant
sCTift (s); or

(ix) misbehaving with the fellow examinees or the invigilatc r in any manper jn the examibation hall;
shall be ligble to dirqualification for the said examiraticn eitker fejmerently or or

specified period.
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(2) (i) for any mi';condu:ct
debar a candidate

F

specified in clauses (i) to (ix) of sub-rule (1), the Government may
from appearing in* any examination or selection held by them ; or

(i) for entering into any employment under the Government : or

(iii) if he i, already in service under ‘Government, disciplinary cction under the appropriate
fules may be initiated agginst him :

Provided that no penalty under this rule shall be imposved except aftér.—

(i) giving the candidate an opportunity of making such representation to
in writing as he may

the Government
wish to make in that behalf ; and '

(i) taking into consideration the representation

, if any, Submitted by the candidate within
the period allowed to him by the Government. .

Appointment of Junior Stenographers to the Service:

22. Before a candidate from the merit list is appointed as a Junior Stenographer, the Government
in the Home Department shall get the antecedents verified and issue appointment orders
by registered post out of the merit list im . order - of preference giving a reasonable
period to join their appointments by a specified date. If any candidate

_within the stipulated tim ‘

fails to join
e, it shall be open the Home Department to cancel the appoint-
ment. o T
Inter se seniority of Junior Stenographers:
23. The Inter se semiority of the candidates appointed as Junior Stenographers shall be .
determined in accordance with" the respective position assigned 10 them ig the merit
. list drawn up by the Home Department. ‘ o

. CHAPTER 4

APPOINTMENT OF SENIOR STENOGRAPHERS BY PROMOTION :
Appointment of Senior Stenographers :

24. Vacancies in the posts of Senior Stenographers of - the. service shall be filled upbby way
of promotion from among the Junior Stenographers in accordance with the recomme-
ndations of the the Deparimental Promotion Committee.

D, P. C. for Senior Stenographers

25. (1) There shall be a Departmental Promotion Committee to
Junior Stenographers for promot

' ] consider the cases of eligible
lon to the posts of Senjor Stenographers.

(2) The Committee shall consist of the following members, pamely | —
(i) Secretary to Government, Home Department

Chairman
(i) One officar not below the ranX of Joint Sccretary, General Administration Membear
Department to be nomiaated by the Special Secretary of that Department.

Note—I. Dejuty/Joint Secretary to Government in the

Home Department in Charge of the establish-
ment of the Stenographers shall be the Secretary of the Committee, but he will not partici-
pate in the selection. -

- Note—II, The Committee shall ordinarily meet once in a year in the month of January,
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ﬁlfgiﬁilify'fbr 'af)poi»ritn.{c:nt as Séﬁidr Stenég'i-af,’h'érs} o .
26. (1) The Committee shall, for the purpose of preparing the list of suitable candidates for

promotion to Senior Stenographer, consider the cases of such Junior Stenographers
who have,—

(a) rendered at least three yoars of Continuous service as Jumior Stemographer on the first day
of January of the year in which the Committee mezts and have satisfactory record
" of performance and conduct; and )

(b) passed the in-ssrvice trainiag course specified undsr rule 27.

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

In-service Training Course for Junior Stenographers: . .

27. (1) In order to be eligible for promotion to the posts of Senor . Stenographer, the Junior
Stenographers shall have to undergo a full-time in-service training course for a duration of
one month in batches to be conducted by the Orissa Shorthand and Typewriting Institute,
Bubaneswar.

(2) Course contents of the ixi-sprw{xce training shall be as follows, namely :—
(a) Speed Class in Typewriting—

(i) Typing out an English pSSSaée' containing 450 words in ten minutes @ 45 words per
minute. Allowed mistakes would be seven words. :

(i) Typing out an Oriya passage containing 250 words in .ten niiﬂutes :@ 25 words per
minute. Allowed mistakes would be eight words. ‘

(b) Sseed Class ‘in Snorthand—; o S R ._7.;_‘_."___'_

(ij English Shorthand dictation for five minutes’ @ 90 words per minute. The dictation shall
be transcribed in 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 transcribed in the Typewriter in 34 minutes. Allowed mistakes would be § per cent
of the total number of words dictated.

{c) Errors—
Each of the following shall be counted as an error in the in-service training course.

(i) Omissions, wropg spellings, irregular spacing between }ines and words, striking off corret
characters over inCorrect ones, in case of typewriting. -

(ii) Omissions, wrongz spellings, striking off correct Characters ove: incorrect ones, wrong use
: of word instead of the word dictated in case of shorthand.

(ili) As regards punctuation marks, omission of fullstop only will be counted as an error.
(3) Examination for the Junior Stenographers—

On completion of the training course, the Juhior Stenographers skall have to appsar at an
¢xamination to be conducted by an Examination Committee constituted for the purpose. The
Examination Committee shall consist of the Joint Secretary/Deputy Secretary to Government
in the Home Department in-charge of Steno Establishment, Superintendent and ex-officio
Deputy Secretary to Government, Home Department and a nominee of General Admini-
stration Department not below the rank of Deputy Secretary. :

Note:—The Examination Committee shall set the questions for the examination, conduct the
eXamination and submit the results of the same to.the Secretary to Government, Home
Department within the time decided by him for the purpose.
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(4) The Junior Stenographers who will come out successful without mistakes in the examination shallH3 s
declared to have passed with di.stinctxon and shall be eligible to earn one advance increment in

the pay scale. ’ -

(5) The unsuccessful candidates shall be given two more chances susbsequently to appear at the
examination. ; v

(6) Junior Stenographer: who will Dot clear tae examin:tion consecutively in thres chancec shall not be
eligible for promc ticn to the post Senior Stenographer.

(7) Home Department shall issue a pass certificate to the successful Jurior Stenograhphers basing on the
reqults published.

Sepiority of Senior Stenographers:

28. (1) The inter-se seniority of Sedior Stenographers shall be in accordance with their respective position in
the celect list.
(2) An up-to-date gradation list centaining the names of of all Senior Stemographers, arranged in order

of their seniority shall be maintained by the Home Department. A copy cf such gradatioa list
shall be issued to all the Senior Stenographers.

CHAPTER 5

APPOINTMENT OF PERSONAL ASSISTANTS BY PROMOTION

Appointméﬁt of Personal Assistants:

29, Vacancies in the posts of Persomal Assistants of the services shall be filled up by way of sromotion
from among the Senior Stenographers in accordance with the recommendations of the Departmestal
promotion committe.

Departmental Promotior Commiztes o

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

»

(2) The Committee shall consists of the fcllowing members, namely:—
(i) Seeretary 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 .Ianuary,

«@ Deputy/foint 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 appointment as Personal Assistant : J

31. (1) The Committee shall, for the purpose of preparing the list of suitable candidates for promotion to
Personal Assistants consider the cases of such Senior SteNographsrs who have rendered at least 9 (nine)
years of continuous service as Senior Stenographer on the first day of January of the year in which
the Committee meets and have catisfactory record of performance and conduct.

(2) While considering the suitability of eligible Senior Stenographers for promoticn, the Departmental
Promotion Committee shall follow the provisions envisaged in the Orissa Civil Services (Criteria
for Promotion) Rules, 1992, the Orissa Civil Services (zone of cosideration for promotion) Rules,
1988 and all other instructions of G. A. Department issued from time in this regard.
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~ Y Interse seniority of Personal Assistants and their gradation list :

R o

« 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 gradaticn list contairing the names of all personal assistants, arranged in order of
their seniority, shall be maintained by tke Home Department, A copy of such gradatjon ljst shall
be issued to all'the Personal Assistants, .

CHAPTER ¢

GENERAL -
Relaxation:

33. When it is _considered by the Ggvernment that it is.nec.essary or cXpedient to do so i
the public lnterest, 1t may, by order, for reasons to be recorded 10 writing, relax any of the provisions
of these rules in respect of any class or category of employees in the service.

W Reservation for S. C./S. T.; Sportsmen, Ex-Servicemen, S. E. B, C., Physz'cally Handicapped persons and
omen.

34. Nctwithstanding anything contained in thuse rules, re‘ervation of vacancies for Scieduled
Castes/Scheduled Tribes, Sportsmen, Ex-Servicemen, Physically'Handicapped persons, Women and S, E_ B. C.
shall be made under ‘the Orissa Reservation of Vacancies in tze Services and Posts ( for Scheduled Castes
and Scheduled Tribes ) Act, 1975 and the ryles framed theprunder, and under such other rules, orders
or instructions issued by Government from time to time. -

Probation:
35. (1) Every category of employees in the service shall, on appointmeqt to a post, be on
probation for a “period of two years in case of appointment made by direct Tecruitment and

‘one year in case of appointment. made by promotion/selection which shall be calculated
from the date of actual joining in the post.

(2) The probation period shall not include the following:—
(a) Extraordinary leave ;
(b) Period of unauthoriséd absence ;

(c) any other period not on actual duty.

(3) The appoin:ing authority may terminate the services of a person appointed on probation in
ca:e of direct recruitment or revert him/her to hisfher previous post 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 service, ,on successful completicn of
the Probation and training and subject to availability of substantive vacancies, shall be confirmed in the
service, if he is considered suitable in all respects.

Interpretation:

37. If any question arises relating to the interpretation of these rules, it shall be referred to the
Government in the Home Department for decision.
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SCHEDULE
tSCC Rule 15 ()]
( Syllabus and Plan of examination )
Tue Recruitment Examination in respect of Junior Stenograrher shall comprise of the following tests:—
(T) Language Test both in English and Oriya : .. 60 marks
This test shall aim at evaluating candidate’s knowledge both in English and

Oriya language. There shall b= a common question paper. It shall be
designed as follows | — . :

" (a) An Essay in Oriya _ : . 10 marks
(b) Translation of a passage from English to Oriya .o 10 marks
(c) Translation of a passage from Oriya to English .. 10 marks
(d) Quéstions aimed at _ assessing 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 blanks in
sentences, to correct grammatical mistakes in given sentences, to select
from a given group of words those with opposite meanings and to punctuate
a -passage). : o : )
A candidate securing less thap 33 per cent of marks in the above language test shall be disqualified for
appearing at the Typewriting test. R
an Typa\\;riting Test in English _ .. ‘30 marks

The test shall be heid for 10 (ten) minutes at a speed of 40 (forty) words per
minute from a printed matter containing 400 words. While assessing. the
accuracy of re-production 5 marks will be deducted for each mistake in the
typed  script. A candidate  whose script reveals. more than
6 mistakes shall be disqualified to sit for the Shorthand Test.

(I11) Shorthand Test in English ' - .. 50 marks

The test shall comprise dictation froan 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 ecripts shall be as follows @ —
(a) Dictation in Shorthand Script .. 25 marks

While assessing the ability to take down dictation in Shorthang script, one mark
will be deducted for each mistake,

(b) Tranpscription - 25 marks

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

(V) Typewriting Test in Oriya .o 50 marks

The test shall be held for 10 (ten) minutes at a speed of 20 (iwenty) words per
minute from a printed matter. containing 200 words. While assessing the
accuracy of reproduction 5 marks will be deducted for each mistake in the
typed script. . A candidate whose script reveals mistakes more than 6 shall be
disqualified.

\Y) 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 evaluation of answer scripts shall ‘be as follows:—

b

(a) Dictation in Shorthand Secript ' .. 25 marks

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

(b) Transcription ' .. 25 metks

Whi!e asssssing the ability to transcribe, one mark shall be deducted for each
mistake. A candidate committing more than-24 mistakes shall be declared

disqualified.
- ' ' By order of the Governor
/ S. C. HOTA.
Principal Secretary to Government
DEPARTMENT OF gIGHER EDUCATION '~ TOURISM . AND CULTURE (CULTURE)
’ : ' - DEPARTMENT- : '
NOTIFICATION ] . o boae e B Y AT
Lo B D . NOTIFICAIIO S o
The 15th Jamuary 199§ 1% % =L v omEves o b T

y L o The 1st Januaty 1998
Nc. 2385—VI-HE ( CHSE )-39/97-HE.—In exercise :
of the powers conferred by sub-section (3) of Section Nq._29—XC-23/96-T.C.—In pursuance of  the
30 of Orissa Higher Secondary Educatjon Act, 1982 Proyision of Clause 5 of the Constitution of Oriesa
( Orissa Act 19 of 1982), the State Government do Urdu Academy, the State Government have been
hereby make the following regulations further to plyased to appoint Mgsafar Hussain Khan as the
amend the Orissa Higher Seccndary Education Regu- Vice-President of the said Academy for a period of two
lations, 1982, namely :— ’ years with effect from the -date - of issue of this

1. (1) These reculations may be called the Orissa “oVication-

Higher Secondary Education ( Amendment ) ~ »
Regulations, 1998. : :

(2) They shall come into force on the date of
their publication in the Orissa Gazette,

Inthe Orissa Higher Secondary Education Regula-
tions, 1982 ( hereinafter referred to as the said
regulations ), for regulation 106 and the heading
thereof, the following regulation and the heading
shall be substituted, namely :— :

«106. Holding of Annual Examination—The Higher
Secondary Examination in Arts, Science and No. 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 Constitution of QOrissa
in the month of March everv vear to be called Annual Urdu Academy, Shri Bhupinder Singh, Minister of
Higher Secondary Examination”. Tourism and Culture, Orissa, is appointed as

. . . President of the said Academy for a period of two
In the said regulations, the regulations 108. years with effect from the ydate of issue of thi

shiT be omitted, notification.

In the said regulations, sub-regulation (3) of regula-
tion 113 shall be omitted.

By order of the Governor D. N. PADHI
S.P. NANDA ’ CommiSsioner_cum-Secretary
Commissjoner-cum-Secretary to Governmen . - to Government

The Ist January 1998

*

By order of the Governor
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The 1st January 1598

No. 39—XC-23/96-1.C.—In  pursuanze of the
provision of Clause 9 of the Constitution of Orissa
Urdu Akademi, Bhubaneswar the State Government
have been plea «d 1o reconstitute the Guensrz2l Council
of the said Academy with the following membess for
aperiod of two veirs with efect from the dats of
issue of this notification.— '

i, 3>riBhupinder Singh, Mini-teter President (For a

Tourism and Culture, Govern- tor of two
ment of Orissa. v
2. M zafar Hussain Khan oo Vieorooident

"~ (For a term of
wo years),

W

. Accouats Officer of the Direct- Financi al
orate of Culture. Adviser.

4. Secretary of the Academy .. Secretary
. Lirector, Culture, Crissa .. Member

5. Dr. Liaqat Ali, Deputy Directcr Do.
SCZXT  (Education Depirt-

mentd,

famb Mau'eob AL, Minister, ' Do.
1. 3. -

Do.
vl L
I o~ PO
i S
= o
r.oo o~ P Toem ™,
YN} . . R LT R u:..&lai L:ﬁ'.
o at - LY TP .
N oCretus kD Lin “ﬂ,.!) Cf'_“n -

17, Saiv:d Altaf Hussein  Hasrat Do.
D W. G, Bargash. :

13. Syed Ata Mohiudd'n . Do.

11, Mr. Mohammad Taj,” President Do.
- Minority Cell, DCC (D).

15. Dr. S, Mushtaq Ali .. Do.

16, Mr. Md. Rafique, Rtd. Director, Do,
Door Darshan.

17. Mr. Mahboob Hasan Khan Do.
Retired Joint Director (Industires).

(751

18. Dr. Salimullah .o Do.

19. Mr. Samirullah Baig, Reader in Do.
Zoology. :

20. Mr. Sayed Arif Hussain .e Do.

21. Mr. Md. Moinuddin Zakbmi. . Do.

22. Moulana Amanullah, Senior Do,
Madra-a, B'njharpur.

23, ML S0 AL Jatleel . Do,
24. Mr. Antaryami Sahoo, (Urdu Do.
Poet).

23, Dr, Obsedugllah Apsari ‘e Do,

26. Mr. Mujibur Rahman, Advocat

27, Sved - Md. Madeni, Acting

Pretident. Koraput D. C. C.

~aQ

28. Mr. Anwar Saha, Advocate

29. Mr. Mahmood Shaith

‘30. Moulvi Jalil ..

3L Maujana Abdus Selaas,  Urde
Teacher.

32, Dr. S. H. Rahman
33. Mr. Nazeer Avt.ar, Advocate. .
34, Mr. Afsar Ali

35. Mr. Iorahim Kthan. <. D. 0.
(R. & B.), Ravagada.

36. Mr. Abdul Majid Faizi

- .

37. Mirza Barkat Ali Baig .-

3¢ Dr. Md. Ashraf

39. Dr. Quamruddin Khan,  vice-
Chancellor, Berhampur Upiver-
sitv.

4% Frof M, Fakhraozis, Triseipel,

S S
1 . -
i SOt
. ) . .~ . - . . B
R VL N LT
"':““u NS - Ll
al, FARIE T SUNH Y 4 e

Cuttack,

- Mr. S. M. A, Quiimi, Retired
"‘Lecturer in Urdu.

3. Mr, Iftakhar Azad H. O, D.
Urdu, Bhadrak Coilege.

NS
|9 ]

Ja
[v5

44, Dr. M. Nascema Begum, Reader
in Urdu, S. B. Women’s College,
Cuttack.

45. Mr. Qumrul Hasan, Lecty.:r,
i Uzdu, B.J.B. College,
Bhubaneswar,

46. Dr. Sayed Ghulam Rabbani,
Rajendra College, Balangir.

47. Superintendent, Orissa, State
Museum.

48, Shri Soumyz. Ranjan Patnaik,
Editor, Sambad.

.
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e Member <
De.

D,

Do,

Do.

By order of {h= Governor

D. N PA

DHI

Commis- ioner-cum-Secretary
to SJovernment
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