GOVERNMENT OF ASSAM
SECRETARIAT ADMINISTRATION (ESTT.) DEPARTMENT
DISPUR 1 GUW T1 -781

ORDERS BY THE GOVERNOR
NOTIFICATION

Dated . 2013,

Noo (09200477 ¢+ In exercise of the powers conferred by the provise o Article 309 of the
Constitution ol India, the Governor of Assam s hereby pleased to make the following rules regulaling
the recruitment and the conditions of service of persons appointed to the Assam Secrctariat

Druplicating Service, namely,]

Shorl  title and L. {8y These rules may be called the Assam  Secretaniat Duphcating
COMIMCTNCCTIent {Recruitment and Promotion) Service Rules, 20135,

(2] They shall come o force on the dae of their publication in the

OMeial Garette.

[efinttion 2 In these rules unless there is anvting repugnant m the subject or
cunlesL.-
{a} 'Appointing Authority’ mweans the Scerctary to the Government of
Assam, Scerctariat Adoumistrative Departiment {for Class-11[ posts}
and Depuly Scerctary 10 the Governinent of Assam. Secrctanat
Admimistranon (Lst) Department (for Class-1V posts, In case, if there
15 1o Deputy Scecretary appointinent shalt be made by Under Secretary.
Secrcwanat Adminisicative (Cse) Departinent.
. v . . . -
by ‘Committiee” means the Selection Commiltes constiluted under rule 14,
() 'Constiutoen, mceans the Constilution ot India.
{d) '"Government' means the Government ol Assam.
{c) "Oovernor means the Crosernor o Assam,
(fy 'Member' means a member of the Assam Secretaniat Duplicating
Service.
(gd "Select hst means as referred 1o inoclause Ej} of rule 6 oand the lists
lnally approved under sub-rule (63 (ad and subh-rule (6K of rule 13,
fliy "service' means the Assam Scerctariat Duplicating Serviee and
{1} "Yeur' means the Calender year i, trom January o December,
Classes and 3 The service shall consists ol the following classes and Cadres:-
Cadres
{-i} ‘I o .
fa) Supervisor,
{b) Roneo Mechanic-cum-Operator.
() Roneo Machine Operator,
(iiy Class-1¥ :
{al llelper.
Strength of 4. The strength of ¢ach cadre i a class ot the Sernvice shall be soch as
Service may be determined by the Appointing Authority from time to lime. The
strength of the cadres of the Service on the dute of the commencement
il these rides shatl be as shown in Schedule-1:
Pronided that the Appomting Authority may bold in abeyance
any postas and when considered necessary,
Method of 5. Recruitment to the serviee shall be made by the Appoinimg Authority
Recruitment i the manner as follows,-
L]
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Recruitment Lo the cadre of Helper shall be made by direct recruitment
only,

Kecruitment to all other cadres of the service shall be nude -

By direct recrintment in accordance with rules 6, in case when there is
na suitable candidate available for promolion against the vacancy.

By promoton in accordance with rules 11 to 14

Subject to sub rule (3), (4Y or {3) ot rule 1las the case may be, direct
recruitment shall be made on the basis ol recommendation made by the
Commiltee in accordance with the procedure hereinafter provided -

Betore the end of cach year {i.e. in the month of December) the
Appointing Awthority shall make asscssmemt regarding the likely
number of vacancies to be filled by direct recruitment during the next
year and shall intimate the same to the Commitice together with details
about reservation Tor candidates belonging 1o Scheduled  Caste,
Schedule Tribes or any other category as kad duwn by the Govermment
as provided under rule 16 indicating the shoruall thercof in respect of
such reservation. At the end of every vear, Lthe Appointing Authority
shall nolily the vacancies available or will be available on the Tstof
January of the tollowing year tor direet recruilment as well as
promotion and shall intimate about such vacancies 1o the commillee.
Notification of vacancies may be widely published in newspaper and
other media.

The Appointing Authority shall simultancous request o recommend for
a list of candidates for direct recruitment, in order of preference before
the Sclection Comemitice,

Appointing Authority shall inviie applications through advertisement
in accordance with instructions 1n loree against the vacancies.

On receipt of application in response to the advertisement the
Appointing Autherity shall prepare a statement  of candidates and
forward it to the committee wgeether with copies of advertisement and
the original applications and such other intormation as may be
considerad neeessary,

The Committes shall make the selection o accordance with the
selection procedure preseribed by the Government and  conduet
interyiow or hold examination as per direction of Appointing Avthonty.

After that Selection Commitiee shall prepare a lisk ol all candidates
who shall quulily in order of mernt in accordance with the aggregaw
marks ohiained by cach candidales in the Test/Interview. IF two or
more candidates obtain equal marks, the Committee shall ammange thern
in order ol their relevant meril which shall be determined in
accordance with the general sunability ot the candidates 1o the scrvice,
The list shall be forwarded o the Appointing Authority.

The Comnittes shall furnish 1o the Appomimg Authonity the sclect list
of candidates recommended by it in order of preference, lound suitable
for direct recruitment showing the marks obtained in  the
examinationdest and inwervicw. The number of candidates in such list
shall be egual to the number of vacancics notitied.

In this regard the Commitiee shall simoltancously publish the fist i the

Assam Gazette andior at such other placwsthe Committee may consider

PIEr.

The list mennioned in clause () and (h) of sub-rule (i) of this rule shall

remain valid lor |2 calendar months from the date o' recommendation,
Contd., P43
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(3)

In the event of the Committee being unable o recommended
sufficient number of candidates to fill all the vacancies in a year,
it shall, in consultation with the Appointing Authority, repeat the
procedurc as mentioned hercin before under sub-rule (1) of this

--ytule, for recommending a subsequent list in ihe year by

(1)

(2)

10.

11.

(D

(2) ~Subjcct to suitability as may be decided by the Commitiee and -~

(3)

Provided that the Appointing Authority shall not make
appeintment of any candidales from the subsequent list until
all the candidates of the eariier list of the same vear, eligible
[or appointment, have been offered the appointment.

A candidate for direct recruitment to the service shall be within
the age of 38 wears on the first January of the year of
recruitment, with relaxation in casc of candidates belonging to
special categorics like Scheduled Caste, ELheduled Tribes and
any other calegory as laid dnwn“ﬁr " dccoraance with
the orders of thé® WFW{I]‘CL tor the (ime being.

The academic qualification of a candidale for direct recruitment
shall be prescribed by the Appointing Authority from timeé to -
time. The qualifications and cxpcrience prescribed , as on Lhe
date of commencemenl of these rules, are given in Scheduie-IT.

A candidates for dircet recruiment shall be - :
of sound health, both mentally and physically and [ree from
organic defect of bodily infirmity likely to interfere with the
ellicient perlormance o1 his dulies ; and

required to underge medical examination before  appointment
t0 the service,

A candidates  lor direct recruitment shall  produce to the
Committee certificates of good character from :-

{a) the Principal / Academic Odlicer of the Universily or
Collcge or such cducational institutes in which he studics
last and

{b) two respectable persons, who are well acquainted with (hul,
not refated to the candidates). '

Appointment by promotion  in the cadre shall be made in the
manner provided hereinafter.

Before the end of each year the appointing authority shall make
an assessmenl of number of vacancies cocurred or likely to

. occur for filling up by promotion in the next year in cach cadre.

by the Appoinling Authorily a member  belonging to the cadre
of Roneo Mechanic-cum-Operator, Roneo Machme Operator
and [Telper, as the case may be In the Assam Secrefariat -
Duplicating Service and possessing the qualification as set forth
herein below shall be promoted to the cadre of Supervisor,
Roneo Mechanic-cum-Operator and Roneo Machine Opcrator
respectively in the manner provided inrule 13 and 14.

A member of the cadre of Roneo Mechanic-cum-Operaler in the
Assam Secretariat Duplicating Service shall be eligible for.
promotion as Supervisor subject to the following conditions ;-
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{a) he has passed ai least theﬁﬁﬂﬂj examination or an
equivalent examination, as recognized by Government.

(b) he has rendered service as Roneo Mechanic-cum-Uperator
or in an equivalent post in the serviee as menlioncd herein
before, for a minimum period of 15 (fifieen) years from the
date of taking over charge of the post ol Feeder cadre on the
first day of (he year in which selcction is made.

(¢} he has successfully undergonc the training and passed
Departmehtal Fxamination, as may be prescribed  for the
purpose. '

(d} Tn addition to that he shall have successfully undergone and
passed at Icast 3 {threc) years of Operator and Mechanic :
Training om Digital Duplicating Machine from any o
Government [nstitiztion or &ovt. approved Firm. s

{¢) In case, il no suitable candidate is available from among the
cadre of Ropeo Mechanic-cum-Operalor, the post shall be
t“ullcd-upif*fﬂhc'dtfdre of Roneo Machine Operator having the
qualification as mentioned above.

(f) In case, it even then no suitable candidate is available, the '
post shall be filled-up by dircet recruitment, The
gualificatin for direct recruitment of Supervisor is
prescribed,the Schedule-IT.

(4) A member of the cadre ol Ronco Machine Operator in the
Assam Sccretariat Duplicating Service shall be eligible for
promotion as Roneo Mechanic-cum-Uperator subject to the

following conditions :-
£ wse L e

(@) he has passcd at least ihe ({0+2) cxamination or an
equivatent examinalion, as recognized by Government. -

{(b) he has rendered service as Roneo Machine Operator or in
an equivalenl post in the service as menlioned herein
before, for a minimum period of 15 {filteen) years from the '
datc of taking over charge of the post of Teeder cadre on the
first day of the year in which selection is made.

(¢) he has successtully undergone  the raining and passed
Departmental Examination, as may be prescribed  for the

purpose.

(&) He shall have successfully undergone and passcd the 2 (two} _
years Mechanic Training Coursc in Digital Duplicating - - .
Machine from any Government Institution or Gesd. appr Jé‘d"l o
Firm and shall also have the knowledge of repairing
duplicating machine.

{e) In case, if no suitable candidate is available for promolion
the post of Roneo Mechanic-cum-Operator, the post shall be
filled-up by direct recruitment. The gpalification for direct
recruitment of Supervisor is prescribed, the Schedule-11.

(53 The post of Roneo Machine Uperator shall be filled-up in the
following manner

(a) 50% ol the vacancies occurring in a year shall be filled-up
by promotion from the Helper post having knowledge of

b%—ﬂ | operating the Duplicating Machine and having the
e experience ol minimum 5 (five} years of service in the
"TTTEM KY TLir cadre.
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12 (1)

2)

13. {1)

(2)

(3)

5.

{b} 30% of the vacancies shall be filled-up by promotion from
the Grade-1V staif of the Sccretariat having knowledge of
operating the Duplicaling Machine and having  the
cxperience of minimum 5 (five} vears of serviee in (he
cadre,

tc} He has passed al least the HSLC examination or an
cquivalent as recognised by the Ciovt,

{d) He shail have successtully undergone and passed One year
training ‘on Digital Duplicating Machine Operation from ay
Govt. Institution or Govt. approved Firm.

(e} In case if no suilablc candidate is available for promotion the
post of Ronco Machine Dpt:ramr,(RMDJ shall be filied-up by
direct recruitment having qualification as prescribed in
Schedule-II.

In case of specialization of a member of (he scrvice posted in
conncction with the specialized subjecl. shall be retained in the.
same spectalized work, on his promotion in the normal course
by creation of higher post in the cadre to which he is so
promoted,  keeping the lower  post in abcyance, if the
Government considers that such a member cannot be withdrawn
from the specialized work due to mon-availability of any
member of the lower or equivalent cadre in the service to
perform the specialized work. :

Subject to suitability as may he decided by the gom mittee and .
by the Appoinating Authority as set forth in Rule 13 and also _
subject t possessing qualifications and experience  as -
prescribed  hereinafter, a mcember shall be eligible for -
promotien from one cadre to another of the service,

Beforc the end of each year the Appoinling Authorily shall
make an assessment  of the likely number of vacancies
available as on 1 January of the following year to be fiked by
promotion intha¥” « -year in each cadre. —

The Appointing Authority shall then furnish to the Committee |
the following documents and information with regard io the
members in nrdegﬁuf seniority as are cligible for promotion :-

(a) information about the number of vacancies,

(b) list of members in order of seniorily, eligible for promeodion
{separate list for promotion to different cadres shall be
[urnished) indicating cadre to which the case of promotion is

‘tc} character rolls and personal files of the member listed,

(d) details about Reservation in case of promation tothke service -
under rule 11, and about camry forward of vacancies as
provided under sub-rule (3} of fhle 11, and

(e} any other documents and information as may be considered
necessary by the Appointing Authority or required by the
Committee.

Lhe Appointing Authority shall simultaneously request the
Committee to recommend within one month a list of members,
found suitable for promotien in order of preference |, in respect’
of promolion to each of the cadre in which recruitment isto b e
made by promotion.
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(4) The sclection shall be made on the basis of seniority with
due regard 0 merit in case of promotions stated herein
hefore under sub-rule (2) of,ﬂ,ule 12 and in,R)l.’;le 11.

(5) The Committce, after examination of the documenis and
information fumnished by the Appointing Authority shall
recommend to the Appointing Authority a list of members
against the number of vacancies, in order of preference,
found suitable for promotion.

{6y The Appointing Authority  on receipt of the lisls
recommended by the Committee shall :-

(a) consider the list prepared by the Comvmittec  along with
character rolls and personal files of the employees and
approve the lsi unless it considers any change necessary.
It the Appeinting Authority considers it necessary 1o
makc change in the list received trom the Commitiee, he
shall inform the Committce of the chunges proposed and
after taking into accouni the comments, if any, of the
Committece may approve the list finally with such
modifications if any, as may, in his opinion, be just and
PTOPET.

(h) forward (he lists for the post in the cadres of Supervisor or
Ronco Mechanic-cum-Operator or  Roneo  Machine
QOperator, as the case may be, iogether with the
information on the documents as referred to In sub-rule
(2} of rule 13 (a) request to approve the list.

(7) The inclusion of a candidate’s name in a select list shall
confer no  right to promotion unless the Appointing
Authorily is satisfied aller such enquiry as may considered
necessary thal a candidate is suitable for promotion.

(8) The list finally approved by the Appointing Authority  shall
be published by the Appointing Authority within 15 days
from the date of {inal approval.

{(9) The select lists shall remain valid for 12 calender months

from the date of approval by the commissionnor by the
Committee as the casc may be.

(10h The promotions sball be in accordance with lists [inally

approved.
Selection 14, The Committec, as referred to in rules 11, 12, and 13 shall
Commiitee consist of the following :

(1} - Committee of considering promotion to the posts of
Supervisor, Roneo Mechanic-cum-Operator and  Roneo
Machine-cum-Operator :-

(i) Secretary or his nominee, S A. Deptt. - Chairman.
(i)  J. Secy / Dy. Secy. , SA(E) Depti. - Member.
(i) A representative of Personnel (B) Deptt.
not below the rank of [y, Secrctary. - Member.
(iv)  Under Secretary, SA(I{) Deptt. - Member Secy.

Dis@ual ification  15. {1} No person shall be eligible for appointment to the Service

'w' {a) uniess he is a citizen of India ; and
\_-E. E[} B'}'_ thl.j

EGISLATIVE [ i (b} if he has more than onc wife living or in case of a female
on. 8.} 0.1 SRR candidate who has married a person who has wife living.
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{2) No person who attempts to enlist support for his candidature
directly or indirectly by any recommendation , either
written or oral or by any other mcans, shall appointed to the -~
scrvice.

Reservation 16. Inn all cases of appoiniment by direct recruitment as well as
by promotion there shall bc reservation.  in case of
candidates belonging to the member of Scheduled Castes,
Scheduled Tribes as per the provision of the Assam
Scheduled Castes and Scheduled Tribes (Reservation of
Vacancies in Services and Posts) Act, 1978 and Rules
framed there under. There shall be also reservation for _
candidales belonging to other Backward Classcs as per Gosanerend . |
instructions contained in OM No. TAD/OBC/1/2004/55 dated -
31-05-2005 [or direct recruitment only. Reservation in
favour of women us per the Assam Women (Reservation of
Vacancies in Scrvice and Post ) Act, 2005 and Person wi
Disabilities (Equal opportunities, Protection of Right & Full
Participation) Act, 1995 shall alse be followed in direct
recruitment.

Appontment 17. {1) Subject to the provision of Sub-wule (2) of this rule,
appointment underauie 6 shall be made by the Appointing
Authority  in accordance with the order of preference
delermined in the list referred to in clause (d) of8ub-Bule
{1) of Rile 6.

(2) The inclision of a candidate’s name in the list mentioned in
clause (d) of zub-suie (1) of ]iule 6 shall confer ne right to
appointment  unless the Appointing Authority is satisfied
after such enquiry as prescribed by the Government from
time to time and also, as may be considercd necessary , that
a candidate is suitable in all respects for appeintment to the
service.

Joining time 18. A person shall join within 15 days from the date of receipt
© of the offerforder of appointment , or. of prometion , failing
which the appﬁiﬂtment/ F"“sﬂal’r/be;‘@aﬁzmcd unless the
Appointing Authorily extends the perted, which shall not |
in all, exceed three months.

Training 19. A member of the Service shall be on probation for one year
and required to undergo such traiming and pass such
departmental examination as Government may prescribe.

Discharged or 20. . A temporary or officiating member shall be liable to be

rescrvation _discharged or in the case of promotion, reverted to the
lower cadre of the service or to his original serviccs, if
during the period of promotion;=

(1 -ﬁp fails to make sufficient use of the opporlunities given
during any (raining as may be prescribed by the Government
from lime to time, fails to render satisfactory scrvice during
his Lenure scrvice in the cadre ; and/or.

{2) Jtis found on a subsequent verilication that he was initially
not qualified for the appointment or that he had turmnished
M any incorrect information with regard to his appointment.

«EFFTEN BY TH: .
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Seniarity 21.{1) The seniority of a member tn a cadre appointed by direct
recruitment or by promotioni shall be delermined according
to the order of preference in the respective list recommended
by the Committee under Huele 6 and also in the respective
list finally approved by the Appownting Authority under
Wub-rule (6) (2) of Rule 13, if he joins the appointment
within 15 days [rom the date of receipt of the order or within
the extended period as mentioned in /ldlle 18,

(2) If a member [ails lo join the appointment within the initial 15
days ol receipl of the order or within the extended period, as
mentioned in rule 18, but joins later, his seniority shall be
determined in accordance with the daie of joining.

(3) A member ap;:rnintﬁ}}éﬂt- by promotion in a year shall be
semior  to a  member of that cadre appointed by direct
recruitment 1n that year. '

-

Probation " 22.(1) Subject to availability ol permancnt vacancy in the

Confirmation respective cadre, a member shall be placed, according to
seniority on probation against the permanent vacancy for a
period of two vears before he is confirmed against the
permancnt post :

Provided that the period of probation may for good and
sufficient reasons be extended by the Appointing Authority
for any special period, not exceeding a period of two years :

Provided further that the period of probation may
be curtailed or dispensed with prany case for good and
sufficicnt reasons by the Appointing Authority.

(2) A member of the service placed on probation under Sub-
“reule {1) shall be confirmed against the permanent post
subject to the following conditions :-
{a) bc has completed thc period ol probation to the
satisfaction of Appoinling Authority in accordance
with sub-rule (1),

(b} he has successfully undergone the training and passed
the Depurimental Examination, if any, prescribed by
Government under Hile, 19,

(3) If conflirmation of a member is delayed on account of his
failure to qualify for such confirmation he shall lose tus
.position in order of scniority vis-a-vis such of his junior as
might be confirmed earlier than him. Ilis seniority shall,
Rowever, be restored on his confirmation subsequently.

Gradation List 23, Gradation list shall be prepared and published every year
containing the name of all members of the service cadre-wise
in order of seniority and such other particulars as date of
birth, date of appointment elc. '

Pay : 24,  All appoiniment in the service shall made in Jﬂlﬁ _time scale
ol pay as may be prescribed by the Gg%:ﬁﬁm tiume to time.
The scule of pay of the posts in the cadres of the service, on
the date ol commencemeni of thesc rules are as shown in

Scheduled-T.
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Conditions of
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Repeal and 29,
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Members of the Service shall be employed in such manner as
the Appointing Authority may decide.

Excepl as provided in these rules, all matters relating to pay
and  allowances, lcave, pension, discipline and other
conditions of service shall be regulated by the general rules
or orders of the Giovernment for the time being in force.

The conditions of service of the members, in respect of
multers, for which no provision has hcen made in these
rules, shall be the same, as are, for the time being,
applicable to other employees of the Government, of the
corresponding status and having similar functions.

Where the Government is satisfied that the operation of any of
these rules, causes undue  hardship or difficulty in any
particular case, it may, dispense with or relax the pperation
of that rule o such extent and subject (o such conditions as it
may consider necessary lo provide relief or remove the
difficulty. 2

Provided thal the case of any person shall not be dealt
with in any manner less favourable 1o him than that
provided in these rules,

[f any question arises relating to the interpretation of thesc

rules the decision ol the Government sha]the final.
. . e Aa szl&ﬂ_"‘;ﬁf-}gflgé a-*i'i,r-ﬁ_?@
The Service Order, corresponding these rules in force

immediately before the commencement of thesc rules are
hereby stand repealed; |

Hence, any action taken undcr the order so repealed or
under any general orders ancillary thereto shail be deemed to
have been validly made or taken under the corresponding
provisions of these rules,

LR T e TS




SCHEDULE-1
{Rule : 4 and 24 )

Strength of each of the strvice and the fime scale of pay.

8L
" No.

- 2 |

Superwsur

2 . Rnneu Mcchamc-

-cum- Operator

; 4 Hemer e

5.1, | ._..__.._...Pc.'st
No.

i ———————

{1 Supervisor

Dpcratur

.- 3 Rcrnm Maching
(perator

4 Heipcr

Categcnries of posts

2 Roneo- MLchamﬂ-cum

3
TRz 5200-20
PB-2 5200-20

5200-20
4560-15

PB2
PB-1

Time scale of pay

| bﬁnliﬁed - Temporary

EU{J + 2?[!1’.}
200 + 221'}{1 2

—_

2[}{] 2100 21

Dﬂﬂ+15m} Lo

SCHEDULE-IT
(Rule : 8)

Fducational
(pualification
10+2

-

Qualification and experience presceribed for direct recruttment.

Technical Qualification

Sha].l_-i'.l;?;;';: _sﬁcmssﬂlll}f
{undergone and passed Three
‘years Diploma Course in

‘Me c@:ﬁ E Emgenng from
any TGeognl Gionn v

Engincering [nstilute or exed.

Erecng,msed Firm.

Sh;ﬂ! have successi‘ul]v
_undergune and passed Two
'years Mechanic training
{oursc in Dipital

Lour: Duplicating ;
: Machine from Eﬂw

|rc~cugmsed Engincering

- Institute or Govt. recognised
: Firm.

. ":hall havc successl ully
undergone and passed One
_ycar training Certificate on

uDigltal Duplicating Machine

Numher nf Pmtq

Total
Permanent

Lh
=)

Fxpen ETCE ' -

: Operation from any Govt Gandnrwsd 7

remgmmd Institute or &MW
. |

rcc%nned Firm.
Shall Rawe . Fvu.f_r_ﬂ_.l!téu”?

T "‘iﬂ—"ﬂ: an:l..- ] Eb.l

retamed post |
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