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FOREWORD

The Department of Personnel & Training in the Ministry of
Personnel, Public Grievances and Pensions is the nodal Department of
Government of India in personnel policy and rules. It is also concerned
with the process of responsive people-oriented modern administration.

Over the years the DoPT has issued many guidelines, orders,
instructions etc. on various aspects of personnel policy, especially, in
respect of issues concerning recruitment, training, career
development and staff welfare. There has been a demand for compiling
the plethora of orders issued on various subjects, from time to time.

It gives me great pleasure to note that the Institute of Secretariat
Training & Management (ISTM) in collaboration with the Establishment
Division of this Department has brought out the updated and revised
version of the “Handbook for Personnel Officers” in digital format.

| congratulate the officers & staff of ISTM and Establishment
Division for coming up with a handy reference book that will be of
immense use not only to decision makers but to Government servants
in general.
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PREFACE

Since the existing version of “Handbook for Personnel Officers” was
brought out in 1987, the service conditions of Government servants have
undergone major changes consequent on implementation of recommendations of
two Central Pay Commissions (5" & 8"). Concepts like Pay Band, Grade Pay,
ACP and MACP, Child Care Leave, Paternity Leave etc have emerged. The 2"
Administrative Reforms Commission (2005-09) also gave its recommendations
during this period. While almost all relevant orders issued by Department of
Personnel & Training are available on the Department's website, a handy
compendium was felt to be the need of the day.

ISTM felt honoured to undertake the task of updating and revising the
Handbook in collaboration with DoP&T. For the purpose, a team of officers was
constituted. The team comprised officers of Establishment Division of DOP&T,
ISTM- and Ex-faculty members of ISTM. They worked in tandem to bring out a
revised and updated handbook for personnel officers.

The present Handbook, like its earlier versions, focuses on issues that the
decision makers in personnel administration in the Government need to be aware
of and where orders/ instructions/ guidelines may have not been codified in the
form of Rules. Subjects handled by Departments other than DoPT such as
Creation of Posts; Medical Examination etc have also been updated. All efforts
have been made to make the Handbook user-friendly.

A departure from the previous editions is that this time the Handbook is in
digital format and is being made available on the website of ISTM. Thus, not only
those responsible for implementing the rules, but all Government servants and
the general public would have access to the various orders on the concerned
subjects. It is expected, that this would also facilitate RTI applicants as all
information would be available in public domain in an easily accessible and
understandable form.

It is hoped that the Handbook would meet the expectations of the end
users. Suggestions for improvement are welcome and may be sent to Director,
ISTM [e-mail ID: istm@nic.in]

“’Wb« C Ku A~
(Umesh Kumar) -



DISCLAIMER

Though all possible care has been taken to ensure accuracy and
consistency, in the event of a conflict between the Handbook and
Government orders/ instructions on the subject, the latter will prevail.

Any information given herein cannot be cited in any dispute or
litigation, nor is it a substitute for a legal interpretation/ evidence. The
user will be solely responsible for any consequence of the decision
taken on the basis of information contained in this Handbook.

It may further be noted that DoPT does not entertain references on
service matters directly from Government servants. Any request for
clarification/ redressal of grievances etc. should be taken up with the
concerned administrative authority.
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The Handbook is based on orders applicable to most Central
Government servants. However some organisations like Railways,
Armed Forces, CPMFs, DRDO etc. have their own rules/ regulations.

The user is advised to consult those regulations in such cases.

This Handbook is intended to serve as a ready reference and is not to
supplant the Government Rules, orders, guidelines and other

instructions in any way.

Additional list of Acts and Rules relevant to personnel officers is given
separately at the end. The Handbook does not cover the subjects in

detail. The relevant Act/Rule may be referred to.

Various Orders/ Office Memoranda quoted at the end of paragraphs

and Chapters may be accessed by logging on to www.persmin.nic.in -

>Department of Personnel & Training-> OMs & Orders.
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